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Introduction

The Work Order Entry and Reporting module is a member of NorthClark's suite of Web and Desktop
Applications for Manfact, and includes the following key features:

Locate Work Order records in your Manfact system using a variety of search criteria.
Create and update Work Order records.

Generate a Work Order As-Built Analysis to identify discrepancies between the Bill of Material
and actual material usage.

Export the Work Order As-Built Analysis to Microsoft Excel to create customized reports
suitable for presentation.

Work Order Search and Update

When the Work Order Entry and Reporting application is started, the main screen is displayed with the
following tabs:

1.

Work Order Search Options

Search for records in the Manfact “WO” file using a variety of search criteria. Wildcarding is
supported where sensible.

Search Results

Displays a list of records that meet the selection criteria. Double-click to open a Work Order to
view or update.

Header

View, create or update a Work Order record, as Security settings permit.



NorthClark Computing, Inc.

Work Order Search Options

The fields on the Work Order Search Options display may be used in any combination to narrow your
search (leave the field blank if you do not wish to consider it in the search). Wildcarding is supported
for text fields. Once the desired selection criteria have been entered, click the Search button, and the

list of qualifying records is displayed on the Search Results tab.

L’ Work Orders
File Edit Wiew Tools Help

0|l ) B[ % (] 2|

1. W0 Search Options l 2. Search Results | 3. w0 Headerl

Work Order Date: Release Date:

Wiork Ordertt Sales Ordert B Iij s Iij
Top Projectt Customer: J To: li ___'5 To: li ___'5
Frojecti# Account Code: - j j
Contractl ,7 Owerhead: I—_| follDate i
’ b From: lij From: lij

Azzemblyl WP Loc: J To: li .._Fﬁ To: li .._Fﬁ
Bzzy Deso: Stock Loc: = =
: : Complete Date: Final D ate:
Routing# FG Loc: J i li = E li =
MHotes: “Work Center:
To |7 _ﬂ To |7 _ﬂ
w0 Status: W0 Type: Cost Type: Complete To:
v Mew Iv Back Order [v Mormal Iv Standard v |rventon
¥ Firm [ Complete W Rewark ¥ Project v COGS
v Feleased [ Final W wiarranty [v Expenze [v Expense
v Pulled v b zint. v anual
SearchSets
M Eearch | D EIEEI | |."-'R" Dpen Work Orders ﬂ @ Load | n Cave | | | E‘Ia\tlle X Bemove
ates :
Feady Account: MDEMOS.9

Use the buttons [...] next to the Customer, WIP Loc, Stock Loc, FG Loc, and Work Center prompts to
access the associated look-up screens. The buttons next to the date prompts may be used to select dates
from a calendar.

Search Sets

The Search Set commands at the bottom of the screen allow each user to name and save their favorite
search options. Select an existing Search Set from the drop-down list, or type a description to name a
new Search Set.

Click the Save button to save the settings for the named Search Set. Click the Load button to recall the
saved settings. Click the Remove button to permanently delete the Search Set from the list. Check the
Save Dates box if you want the system to remember dates when settings are saved. If this box is
unchecked, all date fields will be blank the next time the Search Set is retrieved.
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Search Results

Once the desired selection criteria have been entered, click the Search button, and the list of qualifying
records is displayed on the Results tab.

‘.. Work Orders
File Edit Wiew Tools Help
D|w| H&|w (@ 2
1. W0 Search Options 2. Search Results l 3. W0 Header
Wi | Aszembly e Wi Wi Gty by [ty Wil Fe =
. Mumber | Mumber Rev Assembly Description Type Status Aty | Complete | Scrap | Due Date
1 | 5 ®TRS00  F POWER DRIVE ASS5Y. Maormal Feleazed 1 1] ] 110403403 10;
_2__ E =TR500 F FPOWER DRIVE A55Y. Momal  Pulled 1 0 0 1 10/03/03 10;
3 9 =TREO0  F FPOWER DRIVE ASSY. Mormal  Pulled 10 0 0 10 11407205 11
4 25 1001 123 MOTOR. 2HP Momal Feleased 1 1] 1] 1 02421407 10:
5 26 3004 i ROTOR SHAFT MACHIMED Momal Feleazed 1 1] 0 1 02421407 10:
E 27 1002 G CLUTCH ASSEMBLY Momal Feleased 1 0 0 1 02421407 10:
7 28 2004 HOUSING CLUTCH MACHINED Momal Feleased 1 1] 0 1 02/21/07 10;
a 29 2005 SHAFT, MACHIMED CLUTCH Momal Releaszed 1 1] 0 1 02421407 10;
q 30 2006 CLUTCH PLATE ASSY Momal Feleazed 1 1] 1] 1 02/21/07 10;
10 3 1004 (B] FRAME AS55Y. Momal Feleased 1 0 0 1 02/21/07 10:
11 32 2009 FLATFORK Momal Releaszed 1 0 0 1 02421407 10:
12 33 2007 FRAME MEMBERS Momal Feleazed 1 1] 0 1 02421407 10;
13 34 2008 B HAMDLE COUPLIMG MACHIMED  Momal Releazed 1 1] 0 1 02421407 10:
14 53 GCEOBO POWER DRIVE ASS5Y. Momal Feleased 50 0 0 50 06401403 07 -
1‘? Az Built Analysis @, Datawarehouse = Open'work Order
Ready WORE | Account: MDERMOS.9

From here, you may elect to generate a Work Order “As Built” Analysis, view information in the Data
Warehouse, or edit Work Order records.

As-Built Analysis

When you click the As Built Analysis button, a new window will open where you will be prompted for
various report options.

Data Warehouse

Click this button to view drawings or other electronic files associated with the Assembly Part Number
on the selected Work Order. NorthClark’s Data Warehouse Management (DWM) module must be
installed to use this feature. Please refer to the NCC_DWM User Guide for more information.

Work Order Record View/Edit

Open a Work Order record by double-clicking the desired row, or by highlighting the row and clicking
the Open Work Order button. The selected Work Order will be displayed on the Header tab.
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Header — View / Edit Work Order

Use this tab to view or edit Work Order records in your Manfact system. If you are operating the
program with read-only privileges, or if you are not authorized to update a particular Work Order, you
will be able to view this screen, but all updating features will be disabled.

.. Work Orders E‘@El

File Edit Wiew Tools Help
D E & B 8@ ? ] 7oz ]
1. W0 Search l]ptinns] 2. Search Resultz 3. W0 Header l
work Ordert |55 Wi Type: |Normal (M) Wil Date: 07227409 _j
Azzembluf |'|DD1 Status: |Back Order [B] ﬂ Effective: |n7/27./03 jusr
Description: |Rev: J - MOTOR, 2HP Sched Method:  |Fonward [F) ~| Start Date:  [07,/27/09 fuor
Project |'|DD_1 Account Code: |,.-.\E Due Date:  |07/28/09 _'j
R outingtt |‘||j|j1 WEC Overhead: |Fru:uzenWEl Rates fwd] Header Text: [2001H
Quantity: 12 Priority; {39 Cozt Tupe: |F'miect [P Footer Test:  |2001F
P |zsue Type: |No Picker [M] WP Loc:  [wWiP-3
[ Pint Picklist Comlete Te:inventory () El SR PG -2
Owerhead Stock,
Sales Orders: tizc. Overhead: MHotes: Paols: Locations:  «e.
= Wiork, Order Mates are ENGOH STE-3
Accountt | Percent free-farm, and may be of MTLOH
ary length. GEA
1 1 G0 { G000 MFGOH
9 o | o [oiigostaT saon &
4 | » H 4 [ » H
[l NewWD Copy ## AsBuiltAnalysis
Ready WOHRBE | Account: MDEMOR S

The navigation bar on the upper-right corner of the screen allows you to scroll through the list of Work
Orders displayed on the Search Results tab. You may also type an existing identifier at the Work
Order# prompt. Click the New/Open button to clear the screen and begin entering a new work order. If
work order numbers are not system assigned, the system will prompt for the Work Order Number.

When you click the Save button, the system validates your entries, and the changes are posted to your
Manfact system immediately. By default, the system does not clear the data entry screen once the
record is filed. The Save button will be disabled, so you will know the changes have been recorded. If
you attempt to leave the record without saving your changes, a warning message is displayed, and you
have the opportunity to save your work before proceeding. If you prefer, use the Save + New button,
and the screen will be cleared once the record is successfully filed.

Use the Copy button to use the information currently displayed on the screen to create a new Work
Order record. Begin by opening the Work Order you wish to copy, then click the Copy button and the
system will prompt you for the new Work Order Number.



NorthClark Computing, Inc.

Work Order As-Built Analysis

Use this view to enter reporting parameters, and generate a Work Order As-Built Analysis. Its purpose
is to compare the “as designed” bill of material to the list of actual materials used on a given assembly,
and report discrepancies resulting from using alternate part numbers, quantity variances, and incorrect
component revision levels.

i.. As Built Report
File Edit Wiew Help

il:l 8 ®mlal 2

l 2. w0 Summaly] 3. Az Built Analyszis

‘Wwork Drder: Compare to BOM: Az Built Beport:
Whork Orderd |557 &+ Praduction Levels to Explode: I@
A zzemblytt |'IDEI‘I | " Engineering ECO# I— [ Summarize BOM
Deszcription; |I'v1EITDF|, ZHP | " Histary Rew: I— VB EeE

[v Indent Part Mumber by Level

[ Indent Description by Lewvel

Status: |BackOrder Plant: - Highlight Azzembly Bows |
Revision: Effective: firs] Highlight Lot Revision Mismatch |
WO Dby Highlight Quantity Mismatch |

i? Create Report ‘

Ready Account; MDEMOS.9

The Work Order As-Built Analysis window consists of the following tabs. Once the Report Options
have been entered, the remaining tabs are used to display the report.

1. Report Options

Enter reporting options and display the Work Order As-Built Analysis.
2. Work Order Summary

Includes general information about the Work Order, including Assembly, Project, Customer,
Schedule and Status.

3. As-Built Analysis

The As-Built Analysis Report is displayed in spreadsheet form.

The report will be produced when you click the Create Report button at the bottom of the screen.



NorthClark Computing, Inc.

Report Options

Work Order #

Assembly #
Description

Status

Revision
WO Quantity
Compare to BOM

ECO#

Revision Level
Plant

Effective Date
Levels to Explode

Summarize BOM
Apply Yield

Indent Part Number
and/or Description

Highlight Color for
Assemblies

Highlight Lot
Revision Mismatch

Highlight Quantity
Mismatch

If you selected a Work Order from either the Search Results or the Header
tab on the Main screen, it will be displayed here. You may enter a different
Work Order Number at any time.

The Assembly Number from the WO record is displayed.
Description of the Work Order Assembly.

Current status of the Work Order: New, Firm Planned, Released, Pulled,
Back Ordered, Complete, Final or ready to Delete.

The Assembly Revision Level is stored in the WO record when it is created.
The quantity to build.

The Bill of Material to be used for this report may be read from one of three
files: Production (BOM), Engineering (ENGBOM), or History (BOMHIST).

If you elected to use the Engineering file for this report, a valid Engineering
Change Order Number must be supplied, and a Bill of Material must exist for
the Assembly Number on the ENGBOM file.

If you elected to use the Bill of Material History file for this report, enter the
desired Revision Level.

If Manfact’s multi-plant features are enabled, you may use this option to
report a plant-specific Bill of Material.

The Manfact system allows parts on a bill of material to be phased in/out
based on Effective Date. If left blank, the current date is assumed.

Enter the maximum number of levels the Bill of Material is to be exploded.
Enter zero for all levels, “1” for a single-level report, or any desired level.

Check this box to generate the report using the summarized bill of material.

Check this box to inflate component material requirements according to the
yield percentages entered on the line items of the bill of material record.

Click one or both check boxes if you would like the Part Number and/or
Description to be indented at each level. Note, these settings affect printed
output as well as the display screens.

Select the color you prefer for highlighting summary rows. A summary row
is any Assembly that has lower level components.

Select a color to highlight rows where the revision level of the Lot does not
match the current revision level of the Part.

Select a color to highlight rows where the quantity required does not equal
the quantity used.
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Work Order Summary

This view includes general information about the Work Order, including Assembly, Project, Customer,
Schedule and Status.

.. As Built Report

File Edit Wiew Help
*|=| M & ®[a 7
1. Report Options 2. W0 Summary l 3. As Built Anal}lsis]
“work, Orderdt
Azzemblyl |1EIEI‘| | Guantity: WO Type:
Dezcription: |MDTDF|,2HF' | Status: WO Date:
Fiauting# |1I:II:I‘I | Fievizion: Effective Date:
Frojectt |1EIEI.‘| | Account Code: Sched Method:
Cantracti |12345-98?E | Cost Type: Pricirity:
Salez Orders: |?-‘| L3241 | lzsue Tupe: Releaze Date:
Cuztomer: |F'aciﬁc-F'recisiDn, Inc. [101) | Complete To: Due Date;
Custamer PO |1234EE?SE!D1 2345678301 2345 |
WP Loe: Pull Date:
Motes:  whork Order Motes are FG Loc: Comp. Date: I:I
gﬁ;}gg{snd maykel Stock Loc's: ’W Final D ate: |:|
Fieady Account: MDEMDS S

As-Built Report

The program begins by exploding the Bill of Material according to your selected options. Next,
Manfact’s Work Order Parts (WOPARTYS) file is interrogated to find all of the material used on the job,
and the quantity of each lot used. The system determines the source of each lot, and for manufactured
items, the list of component lot numbers is retrieved. The process is repeated level by level, until all lots
have been identified. Each lot is then linked to the exploded Bill of Material, and the report is presented
in spreadsheet form.

Lot Control

In a lot controlled environment, the system is capable of a multi-level report, showing exactly which lots
were used at each level of production. Since the source of each lot is known, discrepancies between the
lot revision level and the as-designed revision level for each component can be detected. If your
company does not use lot control, you may find a single-level report useful for analyzing material
variances.
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Exploded vs. Summarized View

You may choose to generate the report in either exploded or summarized format. The summarized
report displays one row for each Part Number, with the total quantity required. Conversely, the
exploded view lists the bill of material in outline form, with required quantities at each level.

When the “Summarize BOM” option is not checked, the Bill of Material is displayed in outline form.
The plus and minus buttons allow you to expand and collapse the structure. These buttons are located in
the first column of the spreadsheet and on the Toolbar near the upper-left corner of the screen.

“.\. As Built Report

File Edit View Help

+[=| ®- @ =la| 1|

1. Report l]ptiuns] 2. %0 Summary 3- As Built Analysis

[(=1Ed

. 4l Lewel | Part Mumber

Dezcription
1 0 100 MOTOR, 2HP
> (=1 I HOUSING, MOTOR MACHINED
z 2 350 CASTING, MOTOR HOLISING
4 2 4503 BOLT FOR ROTOR ASSEMELY
5 2 110000100 INDUCTOR, SMD.20UH,2.14,0U
ey 0 ROTOR ASSEMBLY
- 3004 ROTOR SHAFT MACHINED
8 g 4501 STEEL ROD 875
4

LI/

EA
EA
EA
EA
EA
EA
EA
FT

EOM
Oty

1200
1200
3600
1200
1200
1224
1224
1224

Gty
Uszed

5.00

25.00

ity
War,

-7.00

13.00

BOM
LI Few

Part
Fiev

12
[
)

Al
Fevs

b

Lot &
MHurnbe
B3

B

5

Fieady

Account: MDEMOS. 9

Additional columns become visible as you scroll to the right...

. As Built Report

Lot | Source | Source | Source | Source | Source | Lot Unit | &
Gty Date | Type Doz Linet | “endor Cost
515237 Wi o B5 1 74.0000
B0 15238 Sk 336 1 12,5000

.

File Edit Wiew Help
o5l feea - & Q| %
1. Report [Iptinnsl 2. W0 Summary 3- As Built Analysis
Part Alt Lot Lot
. 2| Level Part Number Few | Fews | Mumber | Rew
1 o 1om 12 =
2 =l il 2001 C 63 [
3 2 350 A
4 2 4503 67 7
5 2 110-0007-00 B
=l 1 2002 C
7=l 2 3004 A
a 3 4501
]
Feady

Account, MDEMOS 3
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Column Definitions

Checkbox

Level

Part Number
Description

Unit of Measure
BOM Quantity
Quantity Used
Quantity Variance

BOM Line Item
Revision Level

Part Revision

Alternate Revisions

Lot Number

Lot Revision Level

Lot Quantity

Lot Cure Date

Lot Source Date
Lot Source Type
Lot Source Doc
Lot Source Line
Lot Source Vendor

Lot Unit Cost

Use the +/- buttons to expand or collapse the bill of material structure.

The level where this part appears on the assembly. The top-level is zero, next
level is 1, and so forth.

Part Number of this sub-assembly or component item.

Part Description

The Inventory Unit of Measure from the Parts file.

Extended quantity of the part required per the bill of material.
Actual quantity issued.

BOM Quantity — Quantity Used.

The required Part Revision level as indicated on the Bill of Material line
item. This field is currently used for reference only.

The current Part Revision Level from the Part Master file. This is considered
to be the “As Designed” Revision Level for purposes of this report.

Use the NorthClark Bill of Material and Parts Maintenance module to enter
acceptable Revisions for a Part Number, if different from the current.

A list of Lot Numbers issued to the job.

The Revision Level associated with the Lot. This is obtained from the source
Work Order or Purchase Order.

The quantity of this Lot actually used.

A custom field in the LOT file.

Receipt date of the Lot.

Work Order (WO), Receipt (RC), or Stock Transaction (SK)

Work Order Number, Receipt Number, or Stock Transaction Number
Receipt Line Number

Vendor Name and Number for purchase parts.

The current actual Unit Cost of the LOT.
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Creating Reports Using Microsoft Excel

Although all spreadsheets used in NorthClark applications include Excel export features, the As-Built
Analysis includes special features that allow you to create custom reports suitable for presentation to
customers.

A sample Excel template is provided, and may be copied and modified to create additional reports as
desired. The report mapping function lets you control exactly where each piece of information is to be
placed on the report.

Designing Reports Using Excel Maps

The Excel Mapping screen may be accessed from the File menu located on the As-Built Report window.
When you create an Excel Map, it is stored in your Manfact system and is available to all users.

‘.. Excel Maps for As Built Report
File Edit View Help

o €3 4 a0l == 7

Excel Export Maps l

M ap Description: | DEFALLT j Header Bows in Excel File: I@
Template Path |Sample Asz-Built Report Template_xlt J [ Mew Map Copy Map ‘ . Delete Map |
Section Field Marme ﬁﬂ:_";rh"; El_ﬂlt.:g:n Nﬁrﬁlger i‘
1 |Header « | Assemblyl - |4 D 3
2 |Header "+ | Description |4 b 4
3 |Header " | Projecttt o4 D 5
4 |Header " | Revision e H 3
5 |Header " | Wark Ordertt I H 5
g |Header " | Sales Orders I H E
7 |Header "+ | Customer | K. 3
g |Header "+ | Contracttt | k. 4
g |Header " | Custamer PO o1 k. 5
10 | Detail | Level -1 &,
11 | Detail " | Part Humber -2 B
12 | Detail "+ | Description |3 [ /ﬂ
1 [ »

& save o Esit

Account: MDEMOS.9

10
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Exporting a Custom Report to Excel

Choose this option once the As-Built Analysis has been generated and is visible on your screen. Choose
a Map Name from the drop-down list, then click the Export button to send the data to Microsoft Excel.

#3 Excel Export - Mapped

tap Mame:
|DEFALLT ~|

Excel Template:
|WEI\S ample Ax-Built Report Template. =t ...

Excel File Mame to Create:
|I::\D ocuments and SettingshAdministrato L

Sheet Mame:
|Sheet1
. Close |
Sample Report
NorthClark As-Built Bill of Material Configuration Report
Computing N o
Aszzemblyd 1001 Revision: J Custormer: Pacific-Precision, Inc. (101)
Description: MOTOR , 2HP Rev. Date: Contract: 12345-8876
Frogram: 1001 Work Order: 56 Custarner PO: 1234567 890123456789012345
Serial Mumber; Sales Crder: 7-1,32-1
Bk ity Az Designed | As Built| Lot Lot Cure | Serial
Level| FPart Mumber Description Required| FRevision |Revision|Mumber| Quantity | Date |Number Comments
o 100 MOTOR, 2HP 12.00 12
1 |200 HOUSING, MOTOR MACHINED 12.00 c C 63 g
2 |35 CASTIMNG, MOTOR HOUSING 36.00 A
2 |4503 BOLT FOR ROTOR ASSEMBLY 12.00 2 7] a0
2 |110-000-00  (INDUCTOR,SMD,Z0UH,2.14,DU 1200 B
1 |2002 ROTOR ASSEMBLY 1224 [
2 |3004 ROTOR SHAFT MACHINED 1224 A
3 |4501 STEEL ROD .875 1224
2 |3502 COPFER, WIRE, EM.26GA 1224
2 |4503 BOLT FOR ROTOR ASSEMBLY 12245
2 |4504 MNUT FOR BOLT 4403 12245
1 |4502 CASTING, STATOR 12.00 A
1 |44503 BOLT FOR ROTOR ASSEMBLY 12.00
1 |4504 MNUT FOR BOLT 4403 12.00
1 |25900 GREASE, HI TEMF 0.00
1 |2003 STATOR ASSY. 12.00
1 |2502 BEARINGS 24.00
1 |UNMATCHED |PARTS NOT OM BOM
2 |1505 COUPLMNG MOTORMCLITCH 0.00 ? G 14
EMD OF REPORT

11
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Tools

Search screens may be accessed from the Tools menu on the Main screen, or by clicking the browse

button [...] next to the associated prompt.

Customer Search

Use this option to locate an existing record in Manfact’s CUSTOMER file.
how wildcarding may be used to search on a portion of the Customer Name.

:n Locate a Customer,

This example illustrates

File  Edit

Wiew  Help

Search Criteria

1 Suite K,
Log Angeles, Ca 90033

707 South Lake Avenue  BUTLER
Butler, WY 10023

[w 120 Modermn Dynamics 344 Star Lane
3 Philadelphia, P4 19126

|
o Gelect #h Search

5 — 114 Dynarnic Farmations, Inc. WY

FHILADELPHIA P&

4

O Clear

Cust | City: Phone:
Cust Mame:  [*dyna® State:; - Rep:
Zip: Type:
Cuiztarmer Cuiztarmer . - -
v Humber Mame Address City State | Zip Phonett Fa
[~ 102 Dyna-Mechanical Supply 3170 Lincoln Avenue  LOS AMGELES CA 0033 213-453-3874

10023 212-233-6614

19126 215-883-2582

-

o

< Cancel
A

G/L Number Search

Use this option to locate General Ledger Account Numbers in Manfact’s GLNAME file.

"G/ Number Search

File Edit Wiew Help

Search Criteria

S[(=1E

Code: | D escriphion:

*overhead”

Code Descrption

v

01.300.7015 FI<ED OVERHEAD APPLIED
023007015 FI<ED OVERHEAD APPLIED
93.300.7015 FI<ED OVERHEAD APPLIED
01.200.5120 FI<ED OWVERHEAD VaRIANCE

=
-
-

L D =

Y

o

o Select @k Search [0 Clear

¥ LCancel |

A

12
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Inventory Location Search
Use this view to locate Inventory Locations in Manfact’s INVLOC file.

m Inventory Location Search ['ZITEI@
File Edit Wiew Help

Search Criteria

Code: |3tk" D escriphion:

" | Code Dezcription

(5TE-F FIFD STOCK

STE-1 MAIN STORES

STE-4 STOCKING LOCATIOMN

STE-3 STOCKING LOCATIOM -
o

L =

Y

o Gelect ﬂﬁearch 9 Clear > Cancel |

Overhead Pools
Select from the list of valid Overhead Pools as defined using Manfact’s TABLE.WO procedure.

"2} Overhead Pools [Z][E]E]

File Edit Wiew Help

Description

ENGIMEERIMNG OVERHEAD
MATERIAL OVERHEAD
GEMERAL AMD ADMIN
MAMUFACTURING OH
DIVISIONAL OWHD

[y U S TR R o

o Gelect dh Search 9 Clear > Cancel
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Work Center Search
Use this view to locate Work Centers in Manfact’s WKC file.

"2 Work Center Search
File Edit Wiew Help

Search Criteria

Code: |22E|“ D escriphion:

& | Cods Dezcription ﬂ
1 ([ i220°50 BROACH
5 [ 220°0 DRILLS
3 | 220"60 GRIMD/DEEURR
4 | 22070 KITTING -
4 [ » H
o Gelect dh Search 9 Clear > Cancel |

Security
Access to NorthClark applications is governed by the Manfact security system.

In order to access the NorthClark Work Order Workbench, one of the following commands must be
added to the user’s Manfact Security Table:

NCC_WO_ADMIN - Unrestricted access. Note, there are no Administrator specific
features in the module as of this writing.

NCC WO - Unrestricted access. User can create, update, and finalize Work
Orders.

NCC_WO_VIEW Access is read-only. No updates permitted.
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General Information

Export to Excel

All spreadsheet views are equipped with the option to Export to Microsoft Excel. Click on the
spreadsheet your wish to export, then choose the Export to Excel option from the menu or toolbar.

KX Export “WO File Listing” to Excel

E xport kethod

¥ Expart Directly to Excel

Sheet Name: |Sheet1

(" Expart to File in Excel Format B

5 Export W |nchude Header W Close

Save Az File Mame:

Export to Excel or to a File?

You may export the contents of the display directly to Excel, or you may choose to create a file in Excel
format.

Sheet Name
Enter the Excel sheet name to create. This will automatically default to Sheetl.

Save As File Name

Enter the pathname of the file you wish to create. You may Browse the files by clicking the button to
locate the drive and folder where the file will be stored.

Generate Warning List?

Select this option to create a log file. The log file contains error messages and other information about
how your Excel file was created. The name of the log file is "CreateExcelFile.log", and it will be stored
in the same folder as your spreadsheet.

Include Header
Check this box to export the column headings.

Export Button
Click this button to export your data to Microsoft Excel.

15



NorthClark Computing, Inc.

Print a Spreadsheet

All spreadsheet views are equipped with a Print feature. Click on the spreadsheet you wish to print, then
choose the Print option from either the menu or the toolbar.

=: Print "WO File Listing*

1-Reset toDefault 2 - Select all Columns 3 - Select No Columns
Bange Orientation Include Caluring to Print:
O * Paortrait v ColumnHeaders | |l w0 Number -
v
~ Selected Cells " Landscape H Hl:.nwl-.leadem v gzembly Mumber
p——— [ Grid Lines Iv Rev
" Curent Page L3 W er. [ Borders Iv Aszembly Description
* Left ta Right B Shedams v w0 Type
" Page 1E|j To 99993: " Taop to Eattom W Color IIE Status
v w0t
Marginz [Inches) Zoom Factar v Oty Cuul-l'rlnplete
Top [050-=] Left [0.25-] Header [0.25—] v Oty Scrap
'lDDEI: Percent ¥ Oty Due
Buottarn D.EDE Bight | 0.25= Footer D.253: [ W0 Date
Headers and Foater g EE|EESEt Date
Left Center Right ue ate
¥ Pul Date
Header 1: [10411/09 08:0 | - wDR ENTERPRISES | Page: /6 | |\w Complete Date
Header 2: |NCC_WwO | | ¥ Final Date
¥ Project
e g | | | ¥ Top Project
Footer: | | | Iv¥ Contract
[v Sales Orders
[¥ Customers
& Frint & Preview . Cloze W Account Code Z

Range - Selecting a Print Range

You may choose to print the entire spreadsheet (all), selected cells (those that you have highlighted on
the current screen), the current page (only the rows that are currently visible on your screen), or a range
of page numbers.

Orientation - Portrait or Landscape

You may print your report in portrait mode (normal) or landscape mode (sideways). Printing in
landscape mode will allow you to fit more columns of information on your report.

Margins - Report Margins
You can make your report more attractive by setting the top, bottom, left, and right margins. Reduce the
left and right margins if you need to fit more columns on the report.

Units - Inches or Centimeters?
Are the margins you entered expressed in inches or centimeters?

Page Order

If your report is too wide, it may span multiple pages. When this occurs, do you want the report printed
from top to bottom or left to right?

What Do You Want to Print?
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You can customize the appearance of your report by printing (or not printing) column headers, row
headers, grid lines, borders, shadow, and color.

Headers and Footers

Your report may have up to three lines for the heading, and one line for the footer. The system initially
displays a default heading, which you may modify if desired.
Tip: Use /p to designate a page number.

Which Columns Do You Want to Print?

The columns that are available for printing are listed. Select the columns you wish to include on your
report.

Arranging / Hide Columns

Use this view to change the sequence in which columns appear on your spreadsheet.

= Arrange Columns - As Built Analysis EJ@[@

[+ Show Hidden Columns

Level | Part Number | Description | L/ Gty | Uzed “ar | LIRev| Rev | Rews | Number | Rew Gty ]
Show | [v [ v v W | Iv [v [ [¥ v [ v [¥ [V [

‘ o

Select a Column to Move

BOM | Gty Ot | BOM | Part 1 Lot Lot Lat Soj

<< Move First Move Last >>

< Move Left ‘ Move Right >

Humber of Columns to Freeze: IE
(114 Cancel | Rezet to Defauk | MNumber of Hows to Freeze: @

A

Each column represents a field that is available for display on the spreadsheet. To hide a column
remove the check from the box under the title heading. Use the [Move First], [Move Left], [Move
Right] and [Move Last] Buttons to re-arrange the order in which the fields appear on the specific screen
Display. Click [Reset to Default] to return to the system’s default settings. Select the Number of
Columns and Rows you with to Freeze on the Display. Note, these settings are stored in the Windows
Registry for each user.
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Wildcarding

Wildcarding is a powerful feature that allows you to search using a portion of the field. You tell the
system you want to use a wildcard by typing three periods “...” or an asterisk “*” at the beginning or
end of your search entry. You can also use “+” and “,” to include and/or conditions. Here are some
examples of search commands and their expected results:

...FREIGHT... or *FREIGHT?* | Search for the word “FREIGHT” anywhere in the field

*FREIGHT*+*EXP* Both “FREIGHT” and “EXP” must appear in the field

*FREIGHT* *TAX* Either “FREIGHT” or “TAX” must appear in the field
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