2003-109 - Update Incorrect Job time records.

Overview:
This document explains how to edit incorrect Job times. Job times must be edited in both the
‘Process Control’ window and the ‘Employee Time Clock’ window. It is crucial that any editing to

Employee Time Clock record or the Process Control records must NOT be attempted on the day of
the issue.

Option 1 - To edit via the Jobs/Scheduling tab in the Opto ribbon

Step 1. Open the Job tab in the Opto ribbon, and click on the “Edit Job Ticket” icon. Enter the job

number or press <F2> to select the job that requires time to be deleted or modified from the pop-
up list.

i Edit Job Ticket o] & ]
Job No: Sub No: Type: Due Date: Part Code; Part Description: @

1 [ 310572018 | [ Asseoooioos | [ Machine Guard Piates |
Req lssue Date: Sched Date: |:| Lead Time:

Details | More Info  Sub Assembly Material Cost QMS  Mesting Attachments Compare

MO DESPATCHES
OB I5 ACTIVE - STARTED
| Dbl-

| click ) [EacH | tev Rev: |:|

Oty Req:  Stock: Prod: Over Run: e ‘ FERRET

L+ J[ o J[ + ]| | Client Ord Nox | PO:FET1772
[]Show Orig WC  [] Show Lead Time (Days)

WC Workeenter ‘Work Description Setup Process T/Time Charge Cost Lead | Pro HRS | M
30 WELDING gjhkhjkhulkjhjkljlkjlkjmlkj .50 150.00 601 2,0000 14000 O 00 ]

Step 2. Dbl-click In the “Process” column, to open the ‘Process Control’ window. This displays all
the names, dates and times of that job ticket for the workcenter. For this example there is only 1
employee on the process sheet and the employee has forgotten to clock off a job.

X Process Control EII = I@
Job Ticket: Workcenter: Finished: |Step |Fin | UsedTime Sch Start Date: Time Est: Oty Req: I:I LEJ

Done:
Client Code: |FERRET FAl:  Mesting Mo: SchFinish Datd  Time Used: Qty Done I:I

e ] | | ST

Part Description: | Machine Guard Plates ‘

. I
|
|

Part Code: | ASSBDDO1005

Details | 5ched

Emp Emp Mame AfS | Step | Start Date |Finish Datg) S5-Time F-Time Used L |- WC EMP |Charge | NT |11/2 | DT at
15 Gordon GUESS 20/02/19 20/02/19 § 06:00:00 17:00:00 esofo [ 0000 0000 0000 660 0 o

Click in the date or start/finish time that needs correcting and type in the correct information.

X Process Control EIIEI@
Job Ticket: Workcenter: Finished: |Step | Fin| UsedTime Sch Start Date: Time Est: Oty Reg: I:I =
= E B I | [ ]

Client Code: ‘ FERRET | FAl:  Nesting No: Sch Finish Datg]  Time Used: Gty Done: Ijl
Part Codes | ASSBO0D100S | | | \_’& 600 | | Qty Reject: lj|

Part Description; achine Guard Plates |
Details | Sched

Emp Emp Mame AJS | Step | Start Date |Finish Datej S-Time F-Time Used L - wcC EMP | Charge | NT 112 | DT at
15 Gordon GUESS 20/02/19 20/02/19 ||| 06:00:00 | 16:00:00 600 § O D 0000 0000 0000 600 0 0
—

Press <F9> to save and close the window.
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Option 2 - To edit via the Resources tab in the Opto ribbon

Step 1. Open the Resources tab in the Opto ribbon, click on the ‘Show Employee Times' icon and
click on the required date to generate the window. The Employee Time window displays the
records for all the employees that were clocked on for the required date.

HOME CONTACTS RESOURCES INVENTORY QUOTES PURCHASING ORDERS JOBS/SCHEDULING INVOICING
D ®Copy “ oIl Workcenter Efficiency Eﬁ, [ Employee Managemen] (D Show Employee Times

o Cut [ view WC Totals 1= Print Clock Times
Mew - Mew/Edit New/Edit = Job
[ Paste Workcenter @ View WC Capacity Employee [ Job Batch Batch
Clipboard Workcentre gl y
K| Employee Time =] @ s
Clock Details | Job Details 'WC Details
& &
January 2012
SuMoTuWeTh Fr Sa
234567 Emp Employee Name |Div |Grp | Start Date |Fin Date | Start Time| Fin Time |Work T Job T %
2 510111213 14 1 Robert JONES 1 10 300112 300112 620118 17:02:00 9.76 0.00 0.00
15 16 17 18 19 20 21 2 Larry Moreton 0001 30 30/1A2 3001M2 62028  8:26:07 2.09 0.00 0.00
222324252627 28 3 Susan PAINTER 0001 100 300142 30/01M2 82034 8:28:01 2.09 0.00 0.00
2530 3 4 lan CAPTAN 0001 30 30M01MZ  30M01MZ 62040 82555 209 0.00 0.00
5 Lisa LEWINS 0001 20 300142 30/01M2 82048 8:25:50 2.08 0.00 0.00
‘ Today | 8 Bronwyn BROWN o001 10 300142 30/01M2 82058 8:25:44 2.08 0.00 0.00
7 Wilbur WESTWARD 0001 50 300142 30/01M2 82101 8:25:31 2.08 178 8577
8 Colin COASTLY 0001 38 300142 30/01M2 82108 8:25:117 2.07 178 8825
9 Bob BOUNDARY 0001 33 3001M2  30/01M2 82113 8:25:06 2.08 179 8668
10 Henry HAVENLY 0001 50 300142 08/05M4 82118 §:38:12 3.39 3 a1
11 Joel JOHNSTONE 0001 38 30012 30/01M2 82128 15:32:07 834 309 96.99
12 Wendy WELLINGTON 0001 100 300142  30/01M2 82132 15:31:58 834 0.00 0.00
13 Gregory GRANGE 0001 30 300142 30/01M2 82138 15:31:43 833 814 g7.70
14 Edward ENGLISH 0001 38 3001M2  30/01M2 82143 15:31:32 833 815 g7.81
16 30112 30/01M2 82154 15:31:13 8.32 0.00 0.00
17 Bruce BLACK w1 30 s_mnmz 32)’01;’12 5:22-35 15:30:57 38.64 343 ﬁ
I 18 Norman NORRIS 1 30 3m01M2 30/01M2 B:22:08 15:30:42 8.84 343 98.16
Cnt: 17 B88.73 49.80
< >
Employee Search Complete : 17 Results

Step 2. Dbl-click on the line of the employee whose record requires editing to display the
‘Employee Time Clock’ record for the selected day.

i Employee Tim{  Start & Finish = =]=]
| | times for the day
Emp MNo: 8 Merman NORRIS
cual Start: | 06:30:00 05:30:00 . .
MNarmal: 5.00 =
Start Time: . =]
o — o Usual Finish: :30 Slart & Over: .00
Finish Date: | 30/01/2012 Finish Time: 15:30:42 U
Finish times
forthe job  }d Finish Date
Details | Audit
Jobs wc WC Desc Client Part Code St Time FiTime |Llun | Qty |Reject | Leave | U
1096-1 30 WELDING BRIS_ENG ASSE1002 0&31:22 1530022 30 1 0

] Process Control Eﬁ@

Job Ticket: Workcenter: Finished: |Step |Fin| Used Time Sch Start Date: Time Est: Req: 1]

o[ v 5= - i (|

Client Code; | BRIS ENG | Fai Nesting No: Sch Finish Datd  Time Used: atydone [ 0]

FartCoder [ ASSE1002 ———N | [ \ 541 Q‘t_\,rReject:le
Edit Time

Part Description: | The Fantastic Assembly |

Details | Sched

Emp Emp Name AfS | Step | Start Date |Finish Dateg S-Time F-Time Used B L - WC EMP |Charge | NT |11/2 | DT at
18 Norman NORRI 1 131011 1341011 13:55:30 22:56:36 setflo [ 3333 4000 1.0000 540 0 1

Dbl-click on the required job ticket number to open the 'Process Control’ window. Click on the
time to be edited and enter the correct time. Press <F9> to save and close the window.

Edit the same time in the Employee Time Clock window and press <F9> to save.
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