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Introduction

General Overview

ProCal-Track is an easy to use Windows™ based program which is used to monitor and control information
on instruments and equipment that are calibrated or serviced by a calibration laboratory.

Full records on calibration and service histories can be kept together with the age, cost, owner status etc.
This program will save time on filing, sorting and retrieving paper records by having all necessary Calibration
Information in one place.

Job control: The software can be used to keep track of the progress of a job in the calibration process from
the moment the instrument is booked in, to the point of despatch, this can greatly reduce the time wasted
looking for paper work and enables the current status of the laboratory’s work load, or an individual job’s
condition to be viewed almost instantaneously on a PC’s screen negating the need for a paper based
system.

Integration with ProCal: If ProCal is used to perform calibrations, the status of instruments as they are
tested will be automatically available in ProCal-Track. The two programs together provide an efficient
workflow for a calibration laboratory. Also if the software is made accessible to the network, then information
can be accessed from any computer terminal within the company/laboratory.

Structured approach to job control reduces the chance of mistakes and helps with quality approvals.

A Searchable database with a wide range of reports provides access to job histories, allows searches for
specific groups such as calibration recall letters and certificates etc.

Microsoft Access database formats are used by the software ensuring compatibility and secure storage of
information.

Networked information can be readily available anywhere from the office to the calibration laboratory.

Recall Letters and over due calibration notices can be viewed as a list with comments or printed out for
direct posting in windowed envelopes.

Crystal Reports is a piece of software that is used to edit the report and certificate templates used by
ProCal-Track. This software is not provided by Transmille and is not needed to use the preset templates; it's
only used to edit templates. Crystal Reports if purchased only needs to have one licence for the workstation
used to edit the templates not for every machine that uses the templates.

Menus provide access to the common tasks :

= New instrument to be added to the database.

= [nstrument data to be edited.

= Delete instruments from the system.

= List or print out data from specified groups.

= Show jobs in progress status.

= View calibration due with comments, and option to print recall letters.
= View or print calibrations performed.

= Record an instrument in for calibration, & print a ‘Goods in’ label.

= Print job complete paperwork for accounts.

= Print despatch label & paperwork.

ProCal-Track User Manual V5.00.doc Page 7
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Any of the above options can be selected from the menu at the top of the screen. Simple search options
allow instruments, or groups to be identified, e.g. list all the instruments of a same type or owner.

Information Stored

Instrument Details:
Manufacturer

Model

Serial Number
Purchase Date

Price.

Identity / Plant Number

Calibration Details :

= Calibration Period

= Procedure

= Calibration Date

= Certificate Number

Service & Repair Details :
= Cost

= Parts

= Time

= Job Number.

Job details :

= Job Number
Date Despatched
Work Carried Out
Job Comments
Order Number

Customer / User :
Contact Name
Address
Telephone
Mobile

Fax

Account Number
Comments.

Instrument Status :

In use

Calibration Requested
Calibration Overdue
Lost

In Lab

Returned for Repair
Calibration Complete
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Installation

The CD provided includes both ProCal and ProCal Track software, support files, uncertainty templates,
procedures and reports. An example database is provided to evaluate the software.

INSTALL PROCAL-TRACK FROM THE CD

Put the Transmille CD in the drive, and allow to auto run

TRANSMILLE SOFTWRRE DA TRANSMILLE SOFTWRRE D
Click on a section to install the required software package(s) | \ Click on a section to install the required software package(s) U U mﬂﬂm

SOLUTIONS IN CALIBRATION SOLUTIONS IN CALIBRATION

INSTALL PROCAL CALIBRATION SOFTWARE

[ PROCAL : PROCAL-TRACK : PROSALES SOFTWRARE » ]

« | 1v20ud

[ CALIBRATOR VIRTUAL PANEL /UTILITY SOFTWARE » ] INSTALL PROCAL ADD-ON SOFTWARE

[ INSTALL ADAPTER VIRTUAL PANELS [INSTFlLL PROCAL-TRACK LAB MANAGEMENT SOFTWAR FIE]

[ INSTALL PROSALES SALES MANAGEMENT SOFTWRRE J

. !
SITVSO¥d W wovus-1vooud

ADDITIONAL

| PREVIOUS MENU )

| EXIT )i

TRANSMILLE SOFTWARE : DE TALS OF SOFTWARE PROVIDED - Plas ok d ‘Wiekome i the Tranmile ProCal Ful Ingtslafion.
peogranm and documants wil be placed in.

The sol the bull versions and can b days aher iniial
wislalaton ||,...|.m frachsind e scltwarm 8 UISE smcunty ke = privadend b slow bl
urlimited uze o the toitwade

ErogIAmG il o

W yous harvw AUISE smaridp Thorghe’, plasm DO NOT it U
device urhl natallshion it complete.
IF YOU HAVE PURCHASED THIS SOFTWARE PLEASE CONNECT THE USE SECURITY

KEY TO THE COMPUTER AFTER INSTALLING THE SOFTWARE Chch INSTALL tu groceed.

derds hact Transrmde of ore of our

I s e
sepresentstves

EVALUATING THE SOFTWARE
For evalugion, i is important that both ProCal snd ProCakTrack: ane inatsled

TOU MAY USE THE SOFTWARE UNREGIS TERED FOH ﬂ N‘\\‘JNUN OF 300\/\\5 FROM
THE AIRST Dy’ OF INSTALLATION AFTER WHICK
SOFTWARE AND CONTIMUE LUSING THE N(MI\JAH IIJ}-H—NIJINI IIN IIPH[INS

SOFTWARE IMSTALLATION
SOFTWRARE IMSTAL LATION

Clck VES

Y e | ]

Update Settings and Database Files

If upgrading between major releases of ProCal-Track the settings, databases and the procedures will need
to be updated to accommodate the improved features and capabilities of the latest version whilst preserving
existing data.

The ProCal-ProCal-Track Migration Utility should be loaded by selecting the following shortcut :

| Procal-Track - Automatically Check Far Web Updates B Transmillz PraCal-Track Management Software »

ﬁ ProCal-Track - Laboratory Management Software
F7dl ProMigrate - Database Migration Utilicy
Z ProCal-Track User Manual
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' ProMigrate :: ProCal-ProCal-Track Database Migration Utility V... g|§|g|

; Thiz utility will update all databazes to new versions.
” i The fallowing actions will be performed...
n

STEFR 1. Update ProCal Settings and Local D atabazes

STEF 2 : Update ProCal [Certificates & Shared D ata]

STEF 3: Check / Update Procedures

STEF 4 : Update ProCal-Track [Program Settings & Local D ata)
STER & Check / Update D atabase Stuctures

Databaze Paths
PraCal ot : |I::\Prcul:al Browse

ProCal-Track Root : |E:\ProEaI-Track Browse

Progress

Beady.

Exit Advanced

ProCal Root and ProCal-Track Root must be set to the location of ProCal and ProCal Track on the machine.
The default value will be correct for most installations.

By default all update operations will be performed. Click on “Advanced” to select which operations are
performed during the update. Deselect the checkboxes for steps that do not need to be performed.

If upgrading an installation of several workstations, shared data need only be updated once. On the first
workstation perform a complete update process:

5 Advanced Setup 23]

STEP 1 v ProCalProgram Settings & Local Dats
STEP 2 ProCal Certificates & Shared Data

STEP 3
STEP 4
STEP 5

<l

Update PraCal Proceduras

<l

ProCal-Track Program zettings & local data

<l

Check ¢ Update D atabaze Structures

¥ PraCal - Calibrations T able

¥ PraCal - Additional Data T able

IV PraCal Initialization D atabase

I¥ Pralal Standard Uncertainties D atabase
Iw Contacts Database

On subsequent workstations only the local data needs to be updated. Select Step 1, Step 4 and Step 5 —
ProCal Initialisation Database. This avoids duplicated updates of shared data and saves time:
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B Advanced Setup &3]

STEP 1 ¥ ProCal Program Settings & Local Data
STEP 2 FroCal Certificates & Shared Data
STEP 3 Update ProCal Procedures

STEP 4
STEP 5

< 71 71

ProCal-Track Program gettings & local data

<

Check / Update D atabasze Stuctures
[ PraCal - Calibrations T able

[ ProCal - Additional Data Table

v PraCal Initialization Database

[~ ProCal S

dard Uncertainties Database

After clicking “Update” the Database Converter will upgrade old databases to use the new format. This may
take some time if a large library of procedures is present.

Note: That the updated files may not be compatible with older versions of ProCal or ProCal-Track.

7 ProMigrate :: ProCal-ProCal-Track Database Migration Uitility V... [Tl ™ rﬁl

Thiz utlity will update all databates bo new verzions.
” ! The falaving actions will be pedlaimed.,
l

STEP 1 : Update ProCal Settngs and Local Databases

STEP 2 : Updabe ProCal [Cerfificabes & Shaned [ata)

STEP 3: Check / Update Frocadures

STEF 4 : Update ProCal Track [Frogiam Setlings & Local Data]
STEP & : Check / Updale Database Stnuchines

Dalabase Pathe
PreCal Float [CvProCal Browse
ProCaTrack Root : [C:\PraCal-Track Browze

LopE
. pPIoc
. ERQC1004 MD

. ERQCI0JE.MDE
. poclldE_ ¥

Converting... poclld7 _MDB
Converting. ... PROCI00E.

o EEUR VI U AU S A
e e e e e e

Exk Bevanced

When complete the program will display a summary of the conversion process. A log file will be generated
that can be examined if any problems are found after the upgrade.

Run ProCal Track

To start ProCal-Track, click the Windows Start Button, click on “All Programs”, then “Transmille Software”,
and then “ProCal-Track”.

ProCal-Track will be started. A splash screen will show the status of the program.
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I PROCALTRACK

S LABORATORY T SOFTWARE

¥4.041 : 08/09/2008
Fully Licenced

Certificates Path = 5:\Pro CaliCertificates

TRAMSMILLE LTD = +44 [0} 1580 BS0700 + EMail : software@transmille com = Web : www.transmille com

USB Key

ProCal-Track requires a USB key dongle to be attached to the PC in order to run. If a key is present but is
not detected try plugging the key into another port. If the key cannot be found, please contact a Transmille
representative at sales@transmille.com or on +44 (0) 1580 890700

60 Day Evaluation Period

If ProCal-Track cannot find a USB key it will run in evaluation mode. In this mode the software is fully
functional but can only be used for thirty days after being used for the first time. If the software is purchased
after the evaluation period has expired the USB key will re-activate the installed software and data.

Upgrade Information For Users of ProCal

ProCal and ProCal-Track share the same results database, allowing ProCal-Track to monitor the progress
of instruments as they are calibrated. The results database must be set (in the program options) to the same
location that ProCal is using. If the software is used on a single machine the ProCal-Track installer will
automatically use the existing ProCal settings. If ProCal is storing data on a server the location must be set
manually.

Database Upgrade

If the version of ProCal and ProCal-Track being installed is newer than the prior version of ProCal the
existing database may need to be updated to hold extra information. Follow the instructions in the section
Installation - Update Settings and Database Files to complete the upgrade.

Reset Status Codes

If using ProCal-Track with an existing ProCal database, where status codes could be in any condition, it is
necessary to reset the status code of all instruments before first use. The menu option Utilities->Advanced-
>Reset Status Codes is used to set all instruments in the database to the same ‘with customer’ status.

Note: That for functions to work correctly the Status codes must be correct prior to using ProCal-Track for the
first time (only required if ProCal has been in use previous to purchasing ProCal-Track).
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Step-by-Step Introduction to ProCal Track

This section describes the minimal steps required to run a single example instrument through ProCal-Track.

Create An Instrument

Select the menu item File->Create Instrument

Enter Test Instrument Details (See Create An Instrument Section for more details)

Enter Serial Number “Test001”

Select “Cert Address” tab (to the right of the “Inst Details” tab currently visible)

Enter Test company details
Enter Job Number as “TestJob”
Close the Job screen

Goods Inwards

Select the menu item Utilities -> Goods Inwards

Enter the serial number “Test001” and more input fields will be revealed
Select Service Type

Select Certificate Type

Select Cal Interval

Select Turn around

Click the green “Book In” button

Calibration (bypassing ProCal)

Select the menu item Utilities -> Set Items Calibrated

Enter the serial number “Test001” in the appropriate text box

Click Find Instrument

Select “M: Cal Done, Awaiting Paperwork” from the Status drop-down list

Process Paperwork

Select the menu item Utilities ->Process Paperwork
Locate the Instrument in the list of items with calibration completed
Click “Print Paperwork”

Despatch

Select the menu item Utilities -> Despatch Instruments
Locate the Instrument in the list of items ready for despatch
Click “Despatch Instrument”

ProCal-Track User Manual V5.00.doc
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Operating Procedure / Overview

This section describes the process of running a single instrument through ProCal-Track, illustrating the
states through which a typical instrument will pass and how the system integrates with ProCal.

Receiving an Instrument

If the calibration laboratory has not previously calibrated a particular instrument, then its details will need to
be entered manually. Create a new instrument on the system (see Create An Instrument Section). Enter
information about the instrument, such as manufacturer and model number and the customer who owns the
instrument. If the customer is new, their details must also be added to the system (see Edit Contact
Database Section), a photo of the instrument can also be added to aid identification when booking in
instruments (see appendix).

Goods Inwards

Once the details of an instrument are present on the system, a job entry may be created. Select an
instrument and enter the details of the type of work to be carried out (see Goods Inwards Section) and any
extra information such as included accessories. Once booked in the instrument is marked as received and is
recorded on the system on the Priority List, which tracks how long each instrument has been in the
laboratory and the number of days until the calibration or repairs need to be completed.

Quotations

Customers may require a quotation to be sent before approving work on an instrument (this is specified
during goods inwards processing). If an instrument is in the “Awaiting Quote” state no work can be
performed until confirmation has been received from the customer.

Calibration

Received instruments will be marked as “Awaiting Calibration” when ready to be worked on. At this point the
instrument can be accessed in ProCal and a calibration run started. Depending on the results of the
calibration the instrument may follow one of several paths through the system. The most straightforward is a
successful calibration, which will result in the instrument marked as “Calibration Done”. Further Calibration
Outcomes are discussed later in this section.

Paperwork/Process Instruments

Once an instrument has been calibrated a number of documents will need to be printed before the
instrument can be returned to the customer. The key official document is the certificate of calibration. A
service log, invoice and instrument labels can also be printed automatically. With the paperwork complete
the instrument is ready for despatch.

Despatch Instruments

As customers may send in several different instruments for calibration, the ProCal-Track despatch process
allows instruments with a common despatch address to be sent out in a single delivery. When a job is
selected for despatch, other instruments that can be successfully included in the same delivery are listed.

Return to Customer

Once an instrument has been returned to a customer the instrument status is reset to its original state —
“With Customer”. This status will not change until the instrument is due for recall.
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Calibration Interval and Customer Notification

When a new instrument is entered, a calibration interval is specified (typically 52 weeks). Using this number,
and the date when the instrument was last calibrated, ProCal-Track maintains a list of instruments due for
calibration (Instruments enter “Requested” state). Customers with instruments that are less than three
weeks from their due date are sent reminders (Instruments enter “Requested (Posted)” state). When an
instrument passes its due date without calibration (Instruments enter “Overdue” state) an overdue notice is
sent to the customer (Instruments enter “Overdue Posted” state). When the customer responds and sends
the instrument in for calibration the entire procedure restarts.

Overdue Instruments are visible from the Reports->Overdue Jobs menu.

Note: That an instrument will only be removed from the due list if it is returned and booked in, or if the status
code and the recall period are manually changed in the View/Edit Instrument menu.

From time to time it may become necessary to remove instruments that are not returned to keep the list
manageable. To change the status code and recall period double click on the instrument and edit the details
as required.

Please note that if the recall period is not changed then the instrument will reappear on the list the next time
the Due/Overdue function is run, using 999 for the recall period will stop the instrument becoming due for
calibration, without deleting it from the system.

Further Calibration Outcomes

There are several reasons why a calibration might not be completed the first time. If an instrument fails one
or more tests in a calibration procedure it will need to be adjusted and re-tested. After completing a test
procedure that includes a failed test the state of the instrument is set to “Before Calibration — Awaiting
Adjustment”. The instrument is adjusted to correct the failed readings and the tests re-run in ProCal. The
instrument will be marked as “Calibration Done” once all tests are passed.

If an instrument cannot be brought to its specified accuracy, or if damage to the instrument is noticed during
the test, the instrument will need to be repaired. Procal-Track can handle both internal and external repair of
instruments and allow for recalibration once the instruments have returned from repair. To easily recall an
instrument it is wise to note down the certificate number.

Other Delays

An instrument’s progress through the system may be held up for a variety of reasons. An instrument could
be damaged during transit, or if a job is cancelled, or a repair may be added depending on the customers

requirements. A calibration or repair may encounter an unexpected problem causing the instrument to be

held awaiting the customer’s response.

Status Codes

Every instrument on the system has a status associated with it. ProCal-Track uses these status codes to
keep track of an instrument’s condition and whereabouts. Status codes change automatically when certain
events happen, for example the following process takes place when a known instrument becomes due for
calibration, the process begins with the status ‘With Customer’.

= Instrument recall in 3 weeks

= Letter sent to user

= (If no reply) Instrument becomes overdue
= (If no reply) Overdue letter sent

= Instrument received in goods in
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Instrument as found calibration done

Instrument sent for repair

Instrument after adjustment calibration completed, job finished

Paperwork for despatch printed

Instrument despatched to customer.

With Customer
Requested for cal
Overdue

Lost

Received awaiting cal
Received waiting quote
Received waiting order
Arrived damaged

As found calibration done
Calibration Incomplete
Sent for cal. / repair (external)
Set for repair (internal)
Cal done - awaiting paperwork
In despatch

Requested (Posted)
Overdue (Posted)

Under Construction
Allocated to Customer

In Stock

Awaiting Parts

Action Required

For the majority of system use, knowledge of these codes is not required as all of the above changes are
taken care of by the software. For reference these status codes can be found on Page 17 and the Use
Codes on Page 26.
These status codes are available and can be manually set in unusual circumstances, such as “instrument
lost”. A full list of codes available is given below:

ProCal-Track User Manual V5.00.doc
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Status Code Transitions

The following diagram illustrates the principal status codes an instrument can have during its progress

through the system. The starting state is “With Customer”. The arrows indicate possible transitions between

status codes.

| With Customer |<

l

| Overdue I‘—' Reauested |

| Overdue (Posted) | | Requested (Posted) |

Ia———a

| Received |

— | T

Received — | Arrived Damaaed
Awaiting Quote

-

Received — Awaiting Cal

\

| Cal — Awaiting Adj. |

\ 4
| Cal Done
|
|

h 4

| In Despatch

Menu Function Reference

This section describes the operation of each menu function from the below image in ProCal-Track.

#T. ProCal-Track [User Name=5.A. Hawkins : User Level-ADMINISTRATOR]
File Ukilities Calibration Reminders Reports  User Reports  User Login - Help
8]

88 OB

From Left to Right:

= Create New Instrument

= View/Edit an Instrument

= View Job Sheet

=  Search for a Job Sheet

= View Cal Work For a Specific Date
= Delete Instrument(s)

=  Goods Inwards

= Despatch

= Configure Label Printer

= View/Edit Contacts

= Edit Custom Lists

= Generate Recall Letters

= Process Paperwork

= Process Non-Invoiced Calibration

@.
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Create An Instrument

Select Create Instrument from the File menu (or press Control and N) and confirm that you wish to create a

Create new instrument

new instrument.

fes

\_:..:/' Create new instrument - are you sure ?

M

This will bring up the following screen where details about the instrument may be entered:

New Instrument [System ID : KOO743737]

_LIELOMmeEr &

Descrption : |

=]

M anufacturer : |
Model Mumber :
Serial Mumber :
Cust. Ref. :

=]

Procedure Ma.

PAT TestCode: |

Job Info  Inst Details l Cert .ﬁ.ddress] Returned EH_I,I] Despatch .-'-‘-.u:lu:lress] .ﬁ.ccessnries] Service Details] Hist-:ur_l,ll

Mo
Picture
Byrallable

Cal. Source j

Site -] ..
| J I—I Date Acquired :
Department : | ﬂ I_I Date Scrapped :
Locatian ; | ﬂ | | Inztrumnent Cost :
Cloze || Erint Menu | Advanced Edit

INSTRUMENT DETAILS

Description

Enter a description of the instrument. The description may be entered manually or chosen from the drop-
down menu. Clicking the “...” button to the right will bring up the file containing the pre-defined choices.

Make changes in this file and save; updated values will be available when new instruments are created. This
function is also available through [Utilities->Edit Custom Lists] from the main menu.
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Description ; 21050 Current Clamp Adaptor

[ Descriptions.txt - Notepad
File Edit Format View Help
2/10/50 Current Clamp Adaptor

210450 Current Clamp Adaptor
3 Phaze Supply

Model Mumber - |2kY Inzulation Adaptor

AL Microvalt Meter

bl anufacturer :

Gjas

Serial Mumber 1 |AC/DC Digital Multimeter & 3 Phase supply
Cust Pef. - Analague Multimeter kv ;r15u1at1 on Adaptor
T Audio Analyser AC Microvolt Meter
Breakdown / Hipot Tester bt AC/DC Digital Multimeter
Manufacturer
Here you can enter the manufacturer of the instrument. The description can be typed in or chosen from the
drop-down menu, clicking the “...” button to the right will open the file containing the pre-defined choices,

here you can make changes and add/edit/delete manufacturers and then save the file; updated values will
be available when new instruments are created. This function is also available through [Utilities->Edit
Custom List->Manufacturers] from the main menu.

Model Number
Enter the model number of the device.

Serial Number

Enter a serial number for the instrument. Click the Auto button to let the system automatically choose the
next available serial number, only use this option if the instrument has no serial number.

Cust Ref

Enter a customer reference for this job. This can be a word or number, some companies will assign their
instruments asset numbers, and these can be used for the customer reference. It is another form of
identification for the instruments.

Procedure No.

Enter the number of the procedure that will be used to calibrate this instrument. This will be used by ProCal
to select which procedure to use for a calibration run.

PAT Test code

Enter the PAT Test code for the instrument if required.

Certain PAT’s can have procedures that are set to codes or ID nhumbers, which means that a procedure
doesn’t need to be entered manually but will automatically search for the correct procedure using the PAT
Test Code.

Site
Enter the site where the instrument is located, or choose from the drop-down menu.

Department
Enter the department where the instrument is located, or choose from the drop-down menu.

Location
Enter the location of the instrument, or choose from the drop-down menu.
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Cal Source [Calibration Source]

Choose the calibration reference source of the instrument.

The Calibration Source specifies where an instrument will be calibrated, for instance if an instrument arrives
that has to be subcontracted to an external laboratory then this box can be set to that laboratory. Therefore
for future calibrations this instrument will have the sub-contract details attached to it, instead of having to
find them manually.

Date Acquired

Enter the date this instrument was acquired. Dates should be entered in DD/MM/YYYY format.

Date Scrapped
Enter the date this instrument was scrapped, if required. Dates should be entered in DD/MM/YYYY format.

Instrument Cost

Enter the cost of the instrument
Click Close when all required information has been added.

Advanced Edit

Advanced Edit can be found on all virtual job sheets, to manoeuvre to this menu, click File->View/Edit an
Instrument, enter the identifying number such as an instruments serial or job number, when the instrument
details appear, double click them, or highlight them and click View/Edit.

Virtual Job Sheet

Job e Bdd, 5
[ristrurmert : i e

Job Infa 1 st Details] Cert Address | Returned By | Despatch .-’-'-.ddress1 .ﬁ.ccessnries] Service Details1 Histu:ur_l,ll

Job Murmber : |:|r'|k Semrvice Details ] Sub Contract Details ] Do Hot Recall .I_.
Date Received : EELF } -
=MB S ervice Type ; J LJ
Crder Hurnber : i Et | LJ
Irvoice Murmber : Docs
Quote Status : J :J
| Degpatch Date : Add
Calibration [ ate ; ] IZ!ul:ut.e e
Calibration Due Mot Axyailable Il_;"IBllg Service By : ] LJ E]
| Cotfifcate Ha Cart “wamanty | Mains Safety T FastT/R [
Status ; | j Turn-around ; * | Days Cal. Interval ; w | Weeks
Lz - I - | Customer '
Comments -

Booked

| LCloze ] | Frint benu

Once this menu appears, click on Advanced Edit to change more intricate details about the instrument,
such as the signatory for the certificate, or the traceable instruments used during its calibration.
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* _Edit Calibration Information For Instrument

Drezcription [ ata

Cal Ref g -
Inat_ID :
Cert_HNo
Cust_Ref

Cal Date
Rec_Date
Froc_no

Cal By
Version

Tenp

Humidity
Mvolt

MFreg

Cal_Int
Cert_Complete
Tuality

Edit Cal_Ref

1‘_:1‘_'_;1 Tip : The data displayed can be modified. Click Save to save the changes or click Cancel to abort without saving.

All the details of an instrument can be changed in this menu, so care should be taken that important data is
not lost, this function can be set to Administrator Access only. The list of enterable data is long; this list
contains the information for every part of the instruments procession through Booking In, Calibration and its
Despatch details.

£

Delete Certificate| | Save Changes

Certificate Number

If an instrument has been subcontracted out to an external company, then upon its return, the certificate will
need to be linked to the instruments details, go into the Advanced Edit of that instrument, highlight ‘Cert_No’
by clicking it, and then type the certificate number into the text box below, once the information has been
entered click “Save Changes” and then “Yes”. For a sub-contracted instrument it is advisable to also scan
and link the certificate to the instrument.
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* _Edit Calibration Information For Instrument TL756

Drezcription Drata

Cal Ref : ~

Humidity

:E:E_:::Lplete
uality

Edit Cert_Mao
2764

[ %

‘-ir‘;l Tip : The data displayed can be modified. Click Save to save the changes or click Cancel to abort without saving.

Editing Signatories

Delete Certificate| | Save Changes

To edit the signatory of a certificate, the same method is followed as for entering a Certificate Number,
search and open the Job Sheet of the required instrument, open The Advanced Edit menu, and scroll down,
highlight the line data that needs to be entered, and type the information into the text box.

* _Edit Calibration Information For Instrument TL756

Dezcnption Data

Lk 2dd 4

Lab 2dd 3 :
Signatory 1 : J, Bailey
Signatory_2 :
Signatory_3
Signatory_4
Signatory 5

3y3_MNo

Marg Fass

Inst Desc 1

Serial_1

Cert No_ 1

Cal_Date_1

Cal Period 1

-

Inst _Desc 2

Serial_2

[

4

Edit Signatory_1
|.J, Bailey

\_::lr..;' Tip : The data displayed can be modified. Click Save to save the changes or click Cancel to abort without saving.

Delete Certificate] | Sawve Changes
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Editing Traceable Instruments

The same process can also be applied for editing the traceable instruments that were used during the
calibration process. As the image below shows, each traceable instrument has its name, serial number,

certificate number, the date that instrument was calibrated, and the calibration period.

* _Edit Calibration Information For Instrument

Dezcription Drata

Signatory 3
Jignatory 4
Jignatory 5
Jya_No Z
Marg Paas : 20
3

Inat Deac 1
Serial 1
Cert_No_1
Cal Date 1 : 03/
Cal Period 1 : 52
Inst_Desc 2 L

Serial 2

n
[WE)
hEl
i
o
-
ot
e
'_1
1]
ot
1
(5]

Cert_No_2

Cal Dete_2 20/11/08
Cal_Pericd 2 r 52

Inst Deac 3

Edit Ingt_Desc_1

[

(%

|3EI1 0 Precigion Multi-Product Calibrator

‘jrj Tip : The data displayed can be modified. Click Save to save the changes or click Cancel to abort without saving.

Delete Certificate

Cancel

Delete Job |

Save Chanhges

Note: Once Save is clicked, any changed data will be saved and could affect certificates, reports, and can change
information such as despatch addresses, therefore it is wise to operate within Advanced Edit with care.

Note: Only a user with administrator access will have the Advanced Edit function available to them on a Virtual

Job Sheet, both the engineer and the operator are unable to access this menu.
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Batch Create Instruments

The batch create instruments screen allows the rapid creation of a number of identical instruments and can
be accessed by clicking File->Batch Create Instruments.

El|Batch Create NEW Instrument(s)

m Touge this screen, enter al Model Mumber : | ﬂ | Edit
informatiar, bd arwif achurer : | ﬂ
Select Autormatic, Start Franm Diescrintion * -
MHumber [nu.mber reqguired] or pHon - | J
Manual Serial Mumber(s] s Serial Number[z]): ¢ Manual
required [k anual will prompt  Start Fram Numb
far each serial number). & A artFrom umber
+ Automatic

To print zenial number labels, .
selepct the Print Labels Batch Murber : [¥ Print Label(z)
Checkboz. Company Mame : | L—I
Click Create Ingtrument(s] to Address - |
proceed or Cancel o abort. |
Current Label Image Order Mumber -

Model Ho.: 10000000 Ma.: |1 | Tum-dround: |7 | Daps  Cal.lnt: |52 -

Serial Ho.: 0o

NNNNENNNNNNNN|| Sov !

OCCOCOCDCO0C0

State : | j
Service Type | ﬂ

To change the footer image,
changa the file Sarbaloge bmp Certificate Type | ﬂ
in the ProCal-Track Folder.

Click on Batch Create Instruments, if manual serial numbers is selected, a prompt to enter each number will
appear, if print labels is selected a label will be printed for each new item.

Model Number / Manufacturer / Description

Enter the instrument details manually or choose from the drop-down list.

Edit

It is possible to create a series of serial numbers for certain instrument types. Files stored in the
ProSales\Serial Numbers directory maintain the next available serial number for specific instruments. Click
edit to access this file for the instrument currently described by the manufacturer / model number /
description fields.

Serial Number(s)

Select Manual to be asked for each individual serial number as the instruments are created. Select
Automatic to let the system determine serial numbers.

Batch Number

If entered, the batch number will be appended to each serial number.
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Print label(s)

Select the check box to print a label for each new instrument.

Company Name / Address / Order Number

Enter the details of the company, their address, and the order number for the instruments.

No. (Number of Instruments)

Enter the number of instruments to create in this batch.

Turn-Around

Enter the turn-around time for the calibration.

Cal. Int. (Calibration Interval)

Enter the interval between calibrations for the instruments.

Status / State

Enter the initial status of the instruments. A list of these statuses can be found in the appendix.

Service Type / Certificate Type

Select the work to be done on the instruments.
The certificate and service type codes can be found in the appendix.

Job Sheet(s)/Label

Choose whether a Job label or Job Sheet should be printed, there is also the option to print both, from here

the number of items to print can be chosen, (0 —3).

ProCal-Track User Manual V5.00.doc

Page 25



ProCal-Track Laboratory Management Software: User Manual

Searching for Instruments

The same search interface is used to search for both instruments and job sheets.

View / Edit Instruments

Selecting View/Edit Instruments from the main menu will bring up the instrument search screen:

View/Edit An Instrument

System ID

=

Manufacturer
Description
Model Number
Serial Humber
Status

Use

Customer Hame

Site

Certificate Humber
Jobk Humber

Customer Ref.

DORORORORODI OO0 O O O O 0O 0O

Order Humber

Order]|| Tip : Select criteria to search by clicking on one or more button(s).
To view all instruments click start search without selecting a search criteria.

LCloze

To specify the search criteria, click a button in the left column to select the field to search for. This will reveal
an entry box where the search details may be entered or selected from a drop-down list. Click on a search
category button a second time to remove that criterion from the search.

View/Edit An Instrument

System ID

")

Manufacturer
Description
Model Number
Serial Humber
Status
Use
Customer Name
Site
Location
Certificate Number
Job Humber

Customer Ref.

e (o] (o (s [@ (o eNeNeNe e NN

Order Number

Order| Tip: Select criteria to search by clicking on one or more button(s).
To view all instruments click start search without selecting a search criteria.

Enter a Manufacturer

|K_l,lolitsu ﬂ

Select ! Enter a Description

|Clamp Adaptor

Cloze

[~

Click Start Search. If matching instruments were found the following screen will appear:
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View/Edit An Instrument [Ordered By System ID]

System D Manufacturer  Model Mumber — Serial Mumber Dezcription Cuztorner M ame
TOO00EEZT Eyoritsu 2112 CLMEZS Clamp Adapt> GTIDS LID
TE2000001 Eyoritsu 2112 CLHEDS Clamp Adapt> GTDS LID

TRMOO0032 Eyoritsu 811z CLN&0S Clamp Adspt> GETIDS LID

Select an instrument from the list above, then click Wiew / Edit to canfirm selection,
Fe-Search to return to search screen or Close to return ba main menu.

| | Be Search | Print Lizt ‘ ‘ Wiew £ Edit

Feady

Select an instrument, then click View / Edit (or double-click the entry in the list) to go to the virtual job sheet

for that instrument. Click Re-Search to go back to the search screen.

Search for Job Sheet

Selecting File-> Search for Job Sheet from the main menu will bring up an interface similar to searching for

instruments to select which job sheet is to be viewed.

View/Edit Job

Order|| Tip : Select criteria to search by clicking on one or more button(s).
To view all instruments click start search without selecting a search criteria.

System ID
Manufacturer
Description
Model Humber
Serial Humber
Status

Use

Customer Name Enter a Job Humber

site 21863
Location

Certificate Number

@EOROROROROROE O DR ONORD

Job Humber

Customer Ref.

ORO

Order Number

ProCal-Track User Manual V5.00.doc

Page 27




ProCal-Track Laboratory Management Software: User Manual

View/Edit Job [Ordered By Job Number]

Job Number Model Number  Serial Number
ZlEe3 T1RE3371Je 25012

System D Dezcription Customer Mame

108371J% 2/10/50 Cur>» SCIENTIFIC DEV>

Select a job from the list abowve, then click iew / Edit to confirm selection, Be-Search
to retum to zearch screen or Close to return bo main mern.

| ‘ Be Search

View / Edit

Heady

Click “View/Edit" to bring up the Job Sheet.

Job Sheet — Job Info

This tab contains details of the selected job.

Virtual Job Sheet [System 1D : T1AB371.J6]

Job Mo, : 21863
Inztrument :  Transmille 2901A

Cetificate Add.
Custorner &dd. ;. ----

Job Info l [nat Details] Cert .-’-'-.ddress] Returned Ey] Despatch .ﬁ.ddress] ﬁ.ccessnries] Service Details] Hist-:ur_l,ll

Jab Number : 21863 Link | Service Details l Sub Contract Details] Do Not Recall 4
. POF
Date Feceived:  05/10/2006
Order]  Service Type: |G - Mew Instrument Test |

Order Mumber ; 00003077 Wi

_ 1B Cert. Tupe : |.-i‘-.: Standard Calibration j
[rwemice Murmber ; Docs Quote Status
Dezpatch Date 24/04,/2007 Add Hele e | j
Calibration Date: 051042006 Scan| |RuoteNo.:
Calibration Dwe: 041042007 Link | | Service By | ............. ﬂ E'
Certificate No. - M6 PE[;::t “Waranty [ Mainz Safetp [ Fast T/R [

Status |.ﬁ. Witk customer

j Turrearound : |1+ | Days

Cal Interval : |52 = | “Weeks

Usze : | j Custarer
Comments -
Booked
in By - |E. Turner j In=t. Log
| Cloze || Frint benu |

Advanced Edit

Job Order Details

Most details about the job will have been completed during the book-in process and may be edited here.
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The Calibration Date will be filled in when the instrument is calibrated. The Despatch Date will be filled when
the instrument has been despatched.

Link PDF Order

If the job has a scanned customer order linked, clicking the Adobe Acrobat logo will show the PDF file of the
customer order. If the job has no linked scan there will be a button in this location. First scan the customer
order then click the “Link PDF Order” button to link the new scan to this order. It is advisable to scan and
save customers orders during the booking in process, to allow for efficient tracking if an issue arises.

View Docs

Each instrument has a directory containing documents relating to that instrument. Click “View Docs” to open
this location in Windows Explorer.

Status

Instruments have their status automatically updated as they progress through ProCal-Track. If the status of
an instrument needs to be changed, select the new status from the drop-down list. The list of different
statuses and their definitions can be found on page 17.

Use

If the instrument has a special use, one of six can be selected from the drop-down list. A full list is given
below:

A: Demo/Loan

B: Hire

C: Sale or Return

D: Laboratory Standard

E: Beyond Economical Repair
F: Quarantined

Booked in By

This is set to the user who performed the original goods-in book in. It may be set to another name if
required.

Service Details

This tab contains details of the service to be performed on the instrument.

Service Details ] Sub Contract Details] Do Not Recall v

Service Type ||3 : Wew Instrument Test j

Cert. Type: |.-'-‘-.: Standard Calibration j

Quote Status : | j

Quote Ma. :

Service By | j E|
“Warranty | Mains Safety | FastT/R [

SERVICE TYPE

This specifies the type of work to be performed on the instrument

CERT TYPE [Certificate Type]
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This specifies the type of certification the job requires. Selecting an accredited certificate for the instrument,
then ProCal will only select an accredited

QUOTE STATUS

If a customer requires a quote before calibration or repairs can commence, the quote status will be “A —
Quote Required”. This changes to “B - Quote Sent — Awaiting Reply” when the customer is notified and “C -
Go-Ahead Given” when the customer has approved the work to be done.

SERVICE BY

Select the company that will perform the calibration. If this is not the principal company the sub-contract
details must be filled in (see below).

WARRANTY

Select this checkbox if the job is warranty work.

MAINS SAFETY

Select this checkbox if the job requires mains safety testing. If selected the instrument will be tested with a
Portable Appliance Tester and an electrical safety label printed.

FAST T/R [Fast turnaround]

Select this checkbox if the job requires fast turnaround.

Sub Contract Details

When a calibration job is to be performed by another company, details about the sub-contract must be
entered.

Semvice Detal:  Sub Contract Details l Do Hot Recall [w*

Sent Ta: || ﬂ

Crder Mumber :

Cate Dizpatched : ||:|5.-"1 042006 ﬂ Dizpatch to Sub
Contractar

Expected Return Date : | ﬂ

Date Received ; | j Fun Report

Select the sub-contractor from the “Sent To” list. Enter an order number and the expected return date, and
then click “Despatch to sub contractor”. The instrument status will be set to K — Sent for cal (External).

Run Report

The run report option will not work unless Crystal Reports is installed.

Demo / Loan Details

If an instrument has been sent out as a demonstration unit or is on loan the subcontract tab will be replaced
with the demo/loan tab. The despatch date and expected return date are filled when the instrument is
shipped. The date received is filled when the unit has been returned.
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Cemrvice Detgil:  DemodLoan Detailz l Do Mot Recall ~
Date Dispatched:  |06/10/2006 - |
Expected Return Date : | ﬂ
D ate Received : | j

Job Sheet — Cert Address

This tab contains the address to be printed on the certificate. Select an entry from the “Account Number” or

“Company Name” drop-down boxes to fill with the details of an existing company. To create a new company,
fill in all the details and click “Add Company”.

Virtual .Job Sheet [System ID : T1A8371J6]

21863
Transmille 2901A

Job Info] Inst Details  Cert Address ] Returned B_I,JI Despatch .&ddrem] ﬁi‘xccessnries] Service Details] Hish:ur_l.J]

Account Mumber : S31BBALIST ﬂ @

Contact Mame :

Departrnent Head : Add Company

Comparny Mame : | j
Address

Telephone : Site :

Fau: Dept. :

email : | Location

Tip : To add a new company name to the drop down list enter the details first, then click "Add

LCloze || Frint b e Advanced Edit

Job Sheet — Returned By

This tab contains the address from which the instrument was returned. This address is only needed if the
instrument has been returned from an address different to the one on the Certificate Address.
Select an entry from the “Account Number” or “Company Name” drop-down boxes to fill with the details of
an existing company. To create a new company, fill in all the details and click “Add Company”.
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Job Mo :

etk ;

Virtual Job Sheet [System ID : T1A8371.J6]

21863
Transmille 29014

SCIENTIFIC DEVICES AUSTRALIA PTY LTD.

Account Mumber ;

Contact Mame :

Department Head :

Add Compary

Compary Mame :
Address

Telephore :
Fax:

email :

Tip : This address is only needed if the instrument has been returned by a company other than on

Site
Dept. :

Location :

Cloge H Print benu

Advanced Edit

Job Sheet — Despatch Address

This tab contains the address from which the instrument was returned. This address is only needed if the
instrument is to be despatched to an address different from the one on the certificate.

Select an entry from the “Account Number” or “Company Name” drop-down boxes to fill with the details of
an existing company. To create a new company, fill in all the details and click “Add Company”.

Virtual Job Sheet [System ID : T1A8371J

Trangmille 2901A

Joblnfo] InStDetailsl Cert f—'«ddres&] Returmed By Despatch Address ]Acce&&ories] Service Details] Hixtory]

Account Mumber : |531 BRALIST
Contact Mame : |

Department Head :

ﬁ- Despatched Wia

&dd Company |Transmille [£0) ﬂ E|

Company Mame : |

Address:

Telephone ;
Fau:

email :

Tip : This address is only needed if the instrument is not being returned to the certificate or

Siter
Dept. :

Location :

LCloge H Frint Menu

Advanced Edit

Job Sheet — Accessories

If an instrument is delivered with a number of accessories ProCal-Track will track these to make sure they
are returned to the customer. Several accessories are defined in an accessories list. Click “Edit Accessories
List” to change or create new accessories, then save the file. When done click “Update Screen” and the
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accessories screen will show a checkbox for each accessory defined in the list. Select each accessory that
was delivered with the instrument.

21863
Transmille 2901A

[ Mainz Lead

| Packing

[ Manual

[ Testleads

[~ Case/ Cover

Arccessones ;

B Accessories.txt -...

File Edit Format View

EE&

Help

Mains Lead
Packing
Manual

Test Leads
Case / Cover

[ Print Accessones Labels [Goods [nwards]
‘ir-; Tip : To add accessories (up to 20) click 'Edit Accessories List' To see the changes immediately click 'Update Screen'

Juhlnfn] Inst Details | Cert Address | Betumed By | Despatch Address  Accessones | Service Details] HistDr_l.J]

Edit Acceszones List

=

Update Screen

Cloze || Print ke

Advanced Edit

Selecting “Print Accessories Labels” will print labels for the accessories when the instrument is being

booked in.

If the accessory labels are not printed then, they can be accessed through the Job Sheet, by clicking Print
Menu, and then Print Accessories Labels.

Job Sheet — Print Menu

If the job label is lost from an instrument, then it can be reprinted by finding the instrument using the

“View/Edit Instrument” function, the job label can then be printed by selecting print Menu and clicking Job

Label, this same method can also be used when printing an ID Label, click Print ID Label instead of Job

Label.
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Virtual Job Sheet [System ID : T1AGTOTAS]

Job Ma. : Certificate Add. ©  ---—---—--—=—- ==~
|Ftrument ; Cusztomer Add. ;  ----------mmmemmeeem

Job Infa l I gt Detailsl Cert .ﬁ.ddress] Returned B_I,I] Dezpatch .ﬁ.ddress] .ﬁ.ccessuries] Service Details] Histu:ur_l,l]

Job Mumber : Link | Service Details l DemadLoan Details ] Do Mot Recall v
Date Received : E[LF i

M98 | Sepvice Type | ﬂ
I:Iru:letr Humber Wigw | Cert, Tvpe ; | ﬂ
Irvvoice Number : Print Job Sheet ] =
Dezpatch Date Print Packing ID Sheet
Calibration O ate : | Frick 10b Label | J B
Calibration Due : Prink 1D Label .
Certificate Mo, - Print Accessories Lahels “Warranty | Mainz Safety [ Fast TR [

Prink Mains Safety Label
Statusz d | Daps Cal. Interval : | - | weeks

Print Job Completion Form

Iz Prink Service Log 5

Booked Print Certificate & Label
in By

Print Serial Mumber Label
Reports 4
]

| Cloze |

Advanced Edit

Job Sheet - Service Details

The Service Details tab contains a number of sub-tabs with details of the services performed on the
instrument during the job.

Job Sheet - Service Details — Services

This tab allows the services performed on the instrument to be entered. One calibration, one repair and up
to three other services may be entered. Enter the quantity and cost of each service to calculate the total
cost.

If the stock system is active, click on the green “+” to choose a service or part from stock and enter the
description and the price automatically. (See the description of the stock selection in the next section.) If the
stock system is not active a list of pre-defined items may be chosen from the drop-down list. Click “Edit
Parts List” to change the list of items.
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Yirtual Job Sheet [System ID : T1A8371J6]

21863
Transmille 2901A

Services l Fartz Used] Engineers Hepu:urt] Job Eu:umments] [ucte ]

Service Descnphion Aty

Calibration |Stan|:|ar|:| Calibration

Repair |Flepla|:e Test Leads

|
Additional |
Senvices |

Cost [Each]

Job Infu:u] Inst Details] Cert .ﬁ.ddress] Feturned Ei_l,ll Dezpatch .-'-‘-.u:lu:lress] fccessories  Service Details l Hist-:ur_l,ll

Total Parts Cost
¥ 000
Repair Cost

¥ 2000
Calibration Cozt
¥ 6000

Repair Time

Cal. # Test Time
Qonat 3

Erngineer

B, Smith

El

| EditPatsList |

Cloze | | Print Menu

Advanced Edit

Job Sheet - Service Details — Parts Used

This tab allows the parts used during servicing of the instrument to be edited. Enter a description, quantity

and cost for each part to calculate the total cost.

Job Infa | Inst Detais | Cert Address | Returned By | Despatch Address | Accessories  Service Details lHistcnry]

Services Parts Uszed l Enaineers Hepnrt] Job Enmments] Huote ]

Part Dezcription

Qtp Cost [Each)

Part 1 |3><.-’-‘-.-'1'-. Battery Tubes —| |'| j F 900
Part 2 |Battery - 44, 1.5 Alkaline Bat =3 o~ £074
Part 3 |Eapacitu:ur-'|2EIpF silvered mic —| |'I ﬂ FOBR
Part 4 [FET -WN10LF 50T-23 EE= T ~ £016
Part 5 | = =~ £
Part 6 | = - £
Part7 | = ¢
Part 8 | =[] -] £
Parts | = -~ £
Part10 | = =~ £

Total Parts Cost
£ 1203
Fepair Cozt
£ 2000
Calibration Cost

£ 60.00

Repair Time

Cal / Test Time
000131

Engineer

.. Smith

=l

| EditPatsList |
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Stock Selection

If the stock system is active, the Service Description and Parts Used tabs will have a green “+” to add a
service or part from the stock database and a red “- to remove the currently entered item. Clicking “+” will

display the stock database product selection screen as below.

Stock Selection — By Type

B Select a Product / Service

(3

Stock Code Dezcription Cateqory Cozt [Aocred) | Cost[Std] =
p [MODT Batteries £9.60 —
Mo03 Battery - PP3 9V Zinc Battery Batteries £0.97 )
MoDn4 Battery - AA 1.5V Alkaline Battery Batteries £0.74
MO05s Battery - PP3 9V Alkaline Battery Batteries £2.22
Mo37 Battery C-size Alkaline Batteries £1.80
Mo38 Battery - AAA alkaline Batteries £0.82
MoO50 3 X AA Battery Tubes Batteries £9.00
MiO56 Battery - CR2016 Batteries £2.31
Mo58 Battery pack - 10xAA for 2003 Batteries £40.80
Mo539 Battery - AA ni-cad 600mAh Batteries £1.80
MOG63 A battery holder for 1088 Battenes £2.70
MOG4 Battery D-Size Alkaline Battenes £2.42
MO71 Battery - Lithium AA 3.6y Battenes £13.50 £0.00
Mog2 BTGFP-303 Battery Battenes £2.55 £0.00
Mo83 AdA Alkaline Battenes Battenes £0.56 £0.00
M084 Battery 1/2A4 3.6V Lith Batteries £12.30 £0.00
M094 Battery Lithium Button - CR2032 Batteries £6.37 000 ~
«| v |
TYPE : |SPARE / REPLACEMENT PART =
CATEGORY : |Batteries -
x Jo
Cancel Search Select ltem

First select the type of stock item needed (e.g. spare part or repair service). Then select the category of item
within that type (e.g. type: spare part — category: batteries, or type: calibration — category: high voltage). The
table will now be filtered to contain only items of interest. Click on a row in the table to select that item, and
then click “Select Item” to copy the details into the job sheet. If more that one item is needed, select the

required quantity in the “Qty” column.

Stock Selection - Search
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B Select a Product / Service
Stock Code Description Categary Cost [Accred] | Cost[Std]
Al156 Hut - 4BA Hardware £0.19 £0.00 |
AlF4 Hut - M4 PK100 Hardware £0.01 £0.00
A17S Mut - M5z6 PH Hardware £0.08 £0.00
A182 Mut - M5 stiff Hardware £0.00 £0.00
A2 SEFf nut - M4 Hardware £0.00 £0.00
AZ283 Mut - Brass MG Hardware £012 £0.00
Y043 Loctite- Nut Lock Tools £15.72 £0.00
VOG0 MUT SPIINER 4BA Tools £1212 £0.00
Yo61 HUT SPINNER GBA Tools 1212 £0.00
Y62 HUT SPINNER 8BA Tools 121 £0.00
Y063 HUT SPINHNER 4mm [M2Z2] Tools 121 £0.00
VoG4 HUT SPINHER 5mm (M2.5) Tools £12.00 £0.00
vogl HUT SPINHER 55mm [M3] Tools £12.45 £0.00
Y083 HUT SPINNER G6mm [M3.5) Tools £12.45 £0.00
vog4 HUT SPINNER 7mm [M4] Tools £12.66 £0.00
vogs MUT SPINNER 8mm [M5] Tools £12.66 foooD |
o | o[ ]
TYPE : |5PAHE ! BEPLACEMENT PART j
CATEGORY : Batteries -
X P
Cancel Search Select Item

(%)

To select a stock item by a keyword, click the “Search” button. Enter a search term when prompted in the
message box. For example, entering “nut” finds every product with “nut” somewhere in the description
producing the results shown above. Wildcards may be entered, with “?” matching any one character and “*”
matching any series of characters. Click on a row in the table to select that item, and then click “Select Item”

to copy the details into the job sheet. If more that one item is needed, select the required quantity in the

“Qty” column.
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Engineer’s Report

The engineer may enter comments about the instrument and the work performed when the job has been
performed. These comments may be edited in this text box. The engineer responsible for this instrument
may be entered into the “Engineer” text box or selected from a drop-down list. The list of engineers may be
edited using the Utilities->Edit Custom Lists->Edit Engineer List item on the main menu.

Job Inf-:u] [zt Details] Cert .-’-'-.ddress] Returned B_l,l] Dezpatch .ﬁ.ddress] Acceszones  service Details l Histu:ur_l,ll

Services] Parts Used Engineers Report lJu:uI:u Enmments] Huote ] Total Parts Cost

F 1203
R epair Cozt
F 2000
Calibration Cost

£ 60.00

Repair Time

Comoded batteries replaced)

Cal / Test Time
Q007137

Engineer

8B Smith ]

| Edit Parts List |

Job Comments

When a job is completed, the operator can enter two comments on the state of the instrument. These may
be typed into the text box or selected from the drop-down list of standard comments. Clicking the “...” button
opens the file containing the list of comments for editing. Changes made here will be reflected in the options
available upon completion of a calibration in ProCal.

Job Info | Inst Details | Cert Address | Retumed By | Despatch Address | Accessories  Service Details l History |

Services] Farts Llsed] Engineers Report  Job Comments l [Huote ] Total Parts Cost

£ 1203
Repair Cost
£ 2000

Calibration Cost

Al Tests passed calibration. Mains safety tested. £ Bl:l DD
Al tests pazsed UKAS calibration. Repair Time
Al tests paszed UEAS calbration. Mainz safety tested.

Inztrument repaired before calibration.

Cal. / Test Time
00:071:31

Engineer

WB. Smth )

| EdiPatsLint |
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History

ProCal-Track keeps a history of all calibration jobs performed on an instrument. Double-click on an entry in
this list to see the details of a previous job.

Jn:-tnlnh:n] InstDetaiIs] Coert .ﬁ.ddressl Returned By] Despatch .ﬁ.ddress] .ﬁ.n:n:esscnriesl Service Details  History

Job Mumber Cert. Mumber Calibration Date | Service Type Calibration Type

CHM13262 05/10/2006 HNew Instrument Test Standard Certificate

Delete Instruments

Selecting File->Delete Instrument from the main menu will bring up a similar interface to select which
instruments are to be deleted.
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Goods Inwards

Selecting Utilities->Goods Inwards - Book

In Instruments will bring up the Book In screen:

Express Book-In By User - Scan Barcode or Enter Serial Number, then click Enter...

Enter / Scan Serial or ID Number >> |
Certificate Addiess ] Ci Addi ] D h Add ] : )
Instruments Booked In [This Session)
Job Mo Custormer Manufacturen Model Mo
Awaiting [nstrument 5 election...
Instrument Details
Auwaiting [nstrument Selection...
Job Information
Lunaiting [nstrument Selection... |
Recall Last Customer [ Recall Last Inst Detzis [ Recall Last Jobinfo [~ Exit

Type the serial number of the instrument to be booked in into the flashing box and press enter. (Alternatively
use the barcode scanner.) This will display the details of the chosen instrument.

Express Book-In By User - EXISTING Instrument K0OO743737

Enter / Scan Serial or ID Number

Certificate Addiess ] Cust

Address ] D

>> k00743737

tch Address | _Add / Edit Address |

Instruments Booked In [Thiz Session)

Company | The Measurement Club
Contact I Smith
Address 1 Glamp Strest

j Account No. ,1—L| Job No.

Customer Manufacturer Model Mo,

| Details
Model Number | 1356

= 1oa

Manufacturer | Kyoritsu

Description | Clamp Adaptor

Customner Fef |

g
j

Serial Mumber |14UU2

Fax No. 1
Il 2cceEssoRIES NONE

Inf
;::lce Type |A: Calibration Orly j Cert Type |A: Standard Calibration j
Job Mo, 10052 q OderNo. [a75012 <] Aue
Cal Interval m weeks Tun-tround m Daps View Full Job Shest |
Comments |
& I Fast Turn Around LINK. TO SCANNED CUSTOMER: ORDER
Mainz Safety [™ Underwaranty [T Damaged r Quote Reqd [
] r r Esit

Certificate Address

The address details on this tab will be printed on the certificate. Select a company from the drop-down menu
to fill in the complete details. Click Add/Edit Address to bring up the contacts database and change

customer details.
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Customer Address

This tab contains the address details of the customer who has sent the instrument for calibration. These
details should always be cross-referenced with the customer order to ensure instruments are despatched to
the correct address.

Despatch Address

The address details on this tab will be used if the instrument is to be despatched to an address other than
the customer’s. These details should always be cross-referenced with the customer order to ensure
instruments are despatched to the correct address.

Instrument Details

Complete the required instrument details. If the instrument has not been calibrated previously then these
details will need to be entered manually.

Service Type

Select the type of work to be performed on the instrument. Choose from the list below:
A: Calibration Only

B: Repair Only

C: Repair & Calibration

D: Modification

E: Investigation

F: Calibration (No Adj)

G: New Instrument Test

H: Inspection Test

Cert Type [Certificate Type]

Select the type of certificate to be issued. There are five types of certificates available:
Standard certificate: Categorises a Traceable or Commercial certificate.

Accredited Certificate: For accredited laboratories.
C of C Certificate: A Certificate of Conformance, or CertCon.

Electrical Safety Test: For procedures which are concerned only with testing electrical safety (e.g. Portable
Appliance Test results).

Test Report Certificate: A test report, typically for new instrument testing on product lines or in ATE
(automatic test equipment) systems where sub assembly testing is performed.

Job No. / Order No.

The Job number will be chosen automatically by the system.
The Order Number can either be entered manually if the customer provides one, or an auto-number can be
chosen by the system.

Cal Interval [Calibration Interval]

Input the length of time there should be, between calibrations. This number is used to determine when
instruments become due for calibration.

Turn-Around

Input the expected duration of the calibration process.
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Fast Turn Around

Select fast turn-around if an instrument needs to be processed more rapidly than normal.

Mains Safety

Select this checkbox if the job requires mains safety testing. If selected the instrument will be tested with a
PAT and an electrical safety label printed.

Under Warranty

Select if the instrument is under warranty.

Damaged

Select if the instrument has been damaged before being checked in for calibration.

Quote Req’d [Quote Required]

Select if the customer requires a quote before work commences.

Link to Scanned Customer Order

If a document scanner is available a scan of the customer’s order as a PDF file may be linked to the
customer order entry in the database. First the customer order must be scanned into the temporary scanner
files directory (default: c:\ScanTemp). Clicking “Link to Scanned Customer Order” will take the most recent
PDF file in the scanner directory; rename it to the order number and copy to the storage directory for
scanned orders. The customer order can now be viewed from the job sheet. If this process is not carried out
during the Booking In process then an alternative method is explained in the Appendix.

Book In

When the information is complete, click the green Book In button. This will mark the instrument as booked in
and add the job to the Instruments Booked In This Session list. A new instrument may now be booked in.
Selecting the Recall Last Customer checkbox will use the same customer details for the next instrument to
be booked in. Similarly Recall Last Inst Details repeats the same instrument details and Recall Last Job Info
uses the same Job Information.
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Instrument Despatch

This section describes the procedure for despatching completed instruments and orders.

Selecting Utilities->Despatch will display the Instrument Despatch Confirmation screen.

F). DESPATCH ITEMS

Find Order to Despatch

SCAN JOB / PICKING LABEL

Exit

Cr

23/07/2008

1

0618

Enter or Scan Job Number

Enter the job number of the item to be despatched into the text box, or scan the item’s barcode. The full
despatch screen will then be shown.

E). DESPATCH Items 3]
Find Order ta Despatch Dezpatch Address Invoice Address
[UTW11 oA ~| | -]
SCAN JOB / PICKING LABEL
Steve Rata
| UK ACCREDITATION SERVICE | | |
QUEENS ROAD
TEDDINGTON
MIDDLESEX
Ready | Despaicned

Gty | Description

Carrier Information

Cariier | AMTRAK =]
Exit Cost £ |B.50

1 Transmille 2080 Electrical Test Box S/N:108073F& Job Ho_
1 Transmille 2080 Electrical Test Box S/N:103080F% Job No.

Cateqgory

-20430 Hew

Instrument Test

:20431 Hew Instrument Test : Stands

Address
Labels

o=

- Stenda ¥ N

o

LCancel

93

[ezpatch [tems

28/07/2008

10:2316
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Despatch and Invoice Addresses

Ensure the despatch address is correct; select a new contact ID or address if required. If the invoice and
despatch addresses do not match, select a contact ID or address to which the invoice will be sent.

Despatch Item List
A list of items that may be despatched is shown. Click on each item in the list that is to be despatched in this

delivery. Multiple orders may be despatched in the same delivery as long as they are ready for despatch
and have the same despatch and invoice addresses.

Carrier Information
Select the carrier to be used from the drop-down list, and enter the cost of carriage into the Cost box.

Address Labels
Select the number of address labels to print when completing the despatch.

Despatch Items

Click “Despatch Items” to mark the selected items as despatched and print out a picking list detailing which
instruments are to be sent to the customer. If the instrument has accessories associated with it, the
Accessories Despatch Screen will appear to confirm that they are included in the delivery:

Accessories Despatch Screen

1) ACCESSORIES DETECTED

Accessories For Instrument : TO0004066

Manufacturer : Motech
Model No. : MIC39
Degscription : Multimeter
Serial No. : 39004110009

Please check the following accessories are returned :

24248-1-1 Mznuzl
24248-1-2 Test Lead(s)
24245-1-3 Rubber Holster

Cancel (1]

When finished, ProCal-Track will return to the “Scan Job Label” screen awaiting further despatch jobs.

Demo or Loan Despatch

Sending out an instrument for a demonstration or as a loan takes it directly from stock and marks it as being
with the customer. Selecting “Demo / Loan Despatch” brings up a message box requesting an instrument
serial number or a system ID:
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ProCal-Track %]
Erter an instrument SERIAL MUMBER or S%STEM ID

Cancel

If multiple instruments are found with a matching serial number, select the desired one from the list:

& Multiple Instruments Found For Serial No. "1’

000000142 : Megger : JE1 : Loop Tester : HS

HOOO00017 : Transmille > 2041R : Precision Multi-Fred : F

TO00lelee : Megger o JE1 : Loop Tester

TO00181&7 : Megger : JEZ : Continuity & Insulat :

TO00&7587 : Tramsmille > 2041R : Precisicn Multi-Pred :

TOODZZ10Z1  : Fluke : 187 : Multimeter : ANy company

TCCO00001 : Unspecified : 1nF : Reference Capecitor : EKISTLER INSTRUMENIS—

THROO7457 : Tramsmille > 2041R : Precisicn Multi-Pred :

TO0411048 : Bny : BMC : BMC - Res/Cep/Ind b
LCancel Select Instrument

The demonstration / loan despatch screen will be shown for the chosen instrument:

=1 Demonstration / Loan Express Despatch ®
Instrument Details
Model Number JP1

Manufacturer Megger
Description Loop Tester

Serial Number: 1

Dispatch Addiess

Account Mumber : -

Contact Name : Despatched Yia

Department Head : [ ~| D
Company Mame : ﬂ
Address :
Telephone Site
Fax Dept.
email : Loeation :
Expected Return Date —
[ Q =2

= (Cancel el

Despatch Address

Selecting an entry from the Account Number drop-down list can fill in the despatch address of an existing
customer.

The Site, Department and Location will depend on the instrument.

Despatched Via

Select the delivery method that will be used for this instrument. Click the “...” button to edit the file containing
the list of standard delivery methods.
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Expected Return Date
Select the duration of the loan. The instrument’s due date will then be calculated from today’s date.

Configure Label Printer

Click Utilities->Configure Label Printer, to set up the label printer. The options available will depend on the
type of printer selected. Click “Print Test Label” to confirm the printer is configured correctly.

Standard Serial Printer
Select the serial port to which the printer is attached (COM1-COM4 for serial connections).

DYMO 300/400
This printer is configured using the Dymo software.

Seiko Smart Label Printer

[Ed Configure Label Printer

" Standard Senal Printer [45CH O utput] Erint Test
¢ DYMIO 300,400 Series Printer Label

o Seiko Smart Label Printer® [Label Code - SLP-TMEL]

Port Label Configuration

£ COM1 Serial No. @ xxsxssxsEx
i CO2 Cert Ho, & xesssmssss
Calibrated @ oo

& s Cal. Due & oo
" COk4
= |ISE System |00 oocoooooo
Transmille Calibration  Tel : 01580 50700

Pririter Model Carmpany Loga Path [Standard Certificates)
t+ SLP 100 |
" SLP 200
~ SLP120 Label Footer

|Transmille Calibration  Tel : 01580 830700
i SLP 220
™ SLP Pra [* Include Barcode on Label [Codel28]

j_r) Uze the "Print Test Label butten to
Lancel test the label printer 2etting= ak

PORT
Select the port to which the printer is attached.

PRINTER MODEL
Select the specific model of the Seiko Smart Label Printer.

COMPANY LOGO PATH

If the company logo is to be printed on the label, enter the name of the graphic file in the “Company Logo
Path” box, or click on the “...” button and navigate to the correct file.
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LABEL FOOTER

Enter text to be printed at the bottom of each label, if required.

INCLUDE BARCODE ON LABEL

Select this checkbox to print a barcode on each label for later use by barcode scanners.

Set Logo Positions

The position of logos on the printed certificate and other documents can be adjusted using the menu items
under Utilities->Set Logo Positions. Choose the item that needs to be repositioned.

E: ProCal-Track ()
File BMLLE-8 Reports User Reports  User Login Help

Goods Inwards - Book in Instrument{s) Cirl+G % C"fe. E
Process Paperwark =
Despatch Instruments Cirl+D

Add Scanned Customer Order
DEMO f LOAM Dispatch

Create Certificate of Canformance(s)
Search For Certificate of Conformances »

Change Instrument Status
|Update Instruments Calibrated

Edit Recall Letter Text »
Edit Laboratory Address
Set Logo Positions... k Certificate Cover Sheet Logo

Configure Label Printer

Edit Certificate of Conformance Text
Edit Certificate Footer Text

Edit Quote Template

Certificate UKAS Logo
Certificate of Conformance Logo
Recall Letter Logo

Service Log Photo

Select the X Position (distance from left of page in mm) and Y Position
(distance from top of page in mm) where the logo is to be printed.

B Adjust Logo Positioning [Certificate Cover) E|

Adjust pozitioning for the
printed logo :

# Poszition ; B i

Y Position : 90 i

B EYIGE RN
1
|
o, 1
1

SOLUTIONS N CAUBRATION

[
L [

L =

Location : C:AProCalsProgramsh OG0 bmp

Cancel |
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View/Edit Contacts

The contact database contains all details of customer companies and their contact details. The Contact
Database can be accessed via Utilities->Edit Contact Database, the menu that appears can be used to edit
and delete existing Contacts and also allows you to add new Contacts.

Add a New Contact

To add a new Customer to the database, simply input the details and choose an account number to identify
the contact. Once all the details have been entered click “Add/Update Company, this will instantaneously
update the system. These new details can be edited or deleted at any time.

Edit Contact Database

Account Murnber ; |Brick|]1 ﬂ N m
Contact Mame : br A, =
Department Head :  MrE itdd / Update Compan Delete Company
Company Mame : Southern Bricks j
Address 1 Kiln Lane

Brickton

BE1 3BE
Telephone : 071234 567330 Site : Brickton Works
Faw : 01234 BE739 Dept. : [
email : a@bricks.com Location: Test Lab
WaT Rate: 175 % Dizcount : 10 i Carrier : | b ail j Cariage Cost £ 6
Add a new company - Enter the details first, then click ‘tdd / U pdate Compary'.
= Delete a company - Select uging the driop down liztz, then click 'Delete Compary'.
Edit a camparmy - Select the company wsing the drop dawn liztz, edit, then click ‘Add ¢ Update Caompary'.
‘ Cloge | | Frirt Label ‘

Amend existing details

To find an existing Customer, simply select their Account Number or Company Name from the drop-down
lists available.
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Edit Contact Database

Account Murmnber © | j % # m
Contact Name : =
Department Head : Add / Update Company Delete Company
Company Mame : || ﬂ
Address - AZEMBLA ELECTROMICS ~
AZTEC AIR COMDITIOMING
AZLIRALTD
B K L Electrical
B R S Electncal
B & D ELECTRICAL SERVICES
—— B & D INSTRUMENT RERPAIRS
Telephone : B&DPATTERMS LTD b’
Fax: Dept. ;
email : Location :
WAT Rate : z Digcount : 4 Carrier : j Carriage Cost £
Add a new company - Enter the details first, then click ‘Add / Update Compary’.
= Delete a compary - Select uzing the drop dawn lizts, then click 'Delete Compary’,
Edit & company - Select the company wzing the driop down lists, edit, then click Add / Update Company'.
| LCloze ‘ | Print Label |

Once their information appears, update any and all details that need amending and click “Add/Update
Company”. This will instantaneously update the system with those changes.

Note: That if the company name is changed this will create a new entry under the new company name. The old
company can be deleted if required.

Delete a Contact

To delete a contact simply select either their Account Number or the Company Name, once their details
appear on screen click the “Delete Company” button, before it is deleted the system will ask you if this is the
correct contact to delete, this is to ensure a contact is not mistakenly deleted.

Print Label

If a Seiko Smart Label printer is available, then labels containing the contact’s address may be printed.

Edit Custom Lists
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Custom lists contain a set of entries to speed up the input of commonly used items. For example, the
manufacturer list contains a set of instrument manufacturers. At several places ProCal-Track will provide the
list of manufacturers in a drop-down list:

JobInfo  Inst Detailz l Cert .ﬁ.ddressl Returned By] Dezpatch .ﬁ.ddress] £

Description : | ﬂ
b anufacturer ; | ﬂ | |
Model Mumber:  [2cculab o
Advance
Serial Mumber:  |Agilent
Anglicon
Cugt. Ref. : ADIP
Appa
Frocedure Ma. i"-.-‘ Pawer Ltd a
Y
FPAT Test Code : 1| -

The list is automatically sorted alphabetically.

To edit these lists, select Utilities->Edit Custom Lists to access the menu of custom lists, and choose the list
to be changed.

Edit Quote Template

Edit Cantact Database

Edit Cuskam Lisks Edit Manufacturer Lisk
Edit Instrument Description Lisk

Automatic Numbering System » Edit Accessories List
Advanced 3 Edit Serviced By Lisk
Edit Site Lisk
Edit Location Lisk

Edit Engineer Lisk
Edit PAT Code List
Edit Zal Source Lisk
Edit Carriers

When an item is selected the relevant file is opened for editing. Make any changes required and then save

the file.
! Manufacturers.txt - Notepad

File Edit Format ‘iew Help

Cambridge
victoreen
wandel & Soltermann
Dawe
Morma
Redcliffe
weller
Lecroy
Leader
Feedback
Eagle
Kernwood
Goldstar

Change Instrument Status
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Some unusual events require an instrument’s status to be manually updated. For example, if an instrument
is lost sometime during the calibration process its status code must be changed to “D - Lost".

Selecting Utilities-> “Change Instrument Status” from the main menu will show the Update Instrument Status
screen.

Update Instrument Status

B 1 Instument Update :
To Update an ingtrument status enter a Senal Mumber, Previous Certificate Mumber or System 1D

Enter a Serial Murmnber

OR

Enter a Certificate Mumber

OR

Enter a System 1D

Find Inztrument

22/07/2008 | 17143

Enter either a Serial Number, or a Certificate Number or a System ID in the associated text box and click
“Find Instrument”.

Update Instrument Status

Enter a new statuz below, then click OF to zave or Cancel to abort change.

Statuz ﬂ

] s
Mew Recerved Date \with customer

: Requested
- Owerdue
- Lozt

: Beceived - awaiting cal.
: Received - awaiting quote
: Beceived - awaiting infa. / order &

If an instrument is found, choose the new status from the drop-down list.

LCancel

o Mgl o O m I

Generate Recall Letters

When an instrument is about to become due for recalibration, ProCal-Track can generate a letter to inform
the customer.
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To generate the data for the recall letters click Reports->Generate Recall Letters, this will bring up a sub-
menu which asks for the number of weeks notice required for the letters to be generated before the
instrument is due for calibration.

Generate Recall Letters [3 Weeks Notice]

STEF 1 : Check For Due/Overdue Inztruments STEP 2 : Wiew £ Print Letter]z] STEP 3: Update & Exit
Status

0 Due Instruments

0 Overdue Instruments

0 Customers

Wiew  Print Letter(z]

Advanced [Select Specific Custanmers)

To find overdue instruments click yes when the message box appears that asks if you wish to delete the old
database and search for new data.

Advanced (Select Specific Customers)

Step 1 contains the option to search for specific customers with instruments that are due to be calibrated or
overdue. After all of the customers with overdue instruments have been located by ProCal-Track, the user
can then edit this list by clicking Advanced. Within this new window the user can uncheck and check the
boxes of the customers they wish to print letters for.

If customers are unselected then it will automatically re-run the search and provide a new list minus those
customers.

Printing the Letters

To print the letters, select how many letters you wish to print according to how many customers you have
selected, the recall letter is double-sided, so if you do not have a printer capable of this the letters will have
to be manually turned over to print the information on both sides.

Edit Recall Letter Text

Selecting Utilities->Edit Recall Letter text->Due Letter will allow the user to edit the text of this letter. Save
the file when editing is complete.

When an instrument has become overdue for calibration a second letter is generated. Selecting Utilities-
>Edit Recall Letter text->Overdue Letter will allow the user to edit the text of this letter.

View Last Generated Recall Letters

Click Reports->View Last Generated Recall Letters, offers the ability to view the last batch of recall letters
that were printed. They can also be reprinted via the menu.
This option can help to ensure that all customers have received their recall letters.

Process Paperwork
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Enter or Scan Job Number

Selecting Utilities->“Process Paperwork” will open a menu, to continue, enter the job number for which
paperwork is to be processed into the text box, or scan the item’s barcode. The full paperwork screen will

then be shown.

B PROCESS Items
Find Order to Process

SCAN JOB / PICKING LABEL

17847

Exit

B). PROCESS Items
Find Ordler o Process

Gty Description

SCAN JOB / PICKING LABEL

3]
28/07/2008 | 10:50:20
®
Category Proceszed?

Transmille 2
Transmille 2
Transmille 2

Exit

Electriczl Test Box
Electrical Test Box
Electrical Test Box

Bo,

Electrical Te
ectrical Te

Electrical Test Bo:
Transmille 2080 Electriczl Test Box

e b e e
I
n
n
o
l
n
B
I
m

17858 New Instrument Test : Standa n

New Instrument Test : Standa ¥
New Instrument Test : Standa N
New Instrument Test : Standa N
: Standa N

Standa n
: Stands N
: Stands N
st : Stznds N
Standa n

LCancel

Process |tems

28/07/2008 | 10:47.39

Process Paperwork Item List

A list of items that may be processed is shown. Click on each item in the list to select it for processing.
Multiple instruments may be processed for a single order and in one operation.

Print Certificate

Click “Process Items” when all items have been selected. The Print Latest Certificate Screen appears, to
allow the selection of what to print on the certificate, the number of copies, and whether labels should be

printed.

This will print out an Instrument Service Log and a Certificate of Calibration for each instrument selected
and mark the instruments as having paperwork completed. If all the items on an order have been processed
then an option to go straight to the Despatch menu will be shown.

ProCal-Track User Manual V5.00.doc

Page 53



ProCal-Track Laboratory Management Software: User Manual

[=1 Print Latest Certificate For Instrument C00176769 =
Humber of Copies Frint Options Status
[® Print Calibration Certificate]s) -
" 1 Ready.
r 2
c3
" More

[~ Print Certificate of Conformancefs)

¥ Print Labells) [ Print Cal Due? Cancel
Ad d Setti

When printing is complete the status of all the instruments processed will move to the next stage, N: in
despatch.

Process Non-Invoiced Calibration

To view a list of jobs where calibration has been completed but an invoice has not been generated, select
the menu item Reports-> View Non-Invoiced Calibrations.

File Utlities User Reports  User Login Help

Rl=® é‘oﬂ Generate Recall Letters... -
View Last Generated Recall Letters (14/03/200% 10:10:50)

Issued Certificate(s) Report...

Inventory Listing & Reports...

Diay Book 3
Calibration Priority List »
Wiew Jobs 3
Wiew Cwerdue Jobs 3
All Mon-Invoiced Calibration(s)

Mon-Invoiced Calibration{s) For a Specific Customer

View Non-Invoiced Calibrations
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U2 View [ Edit Non-Invoiced Calibrations [24466 Matches]

System (D Custormer M ame todel Mo Date Dizpatched | Job Mo, [rvoice Mo,
18273475330 Transmille 3200 31082009 358911 - -
T121454 Calibration Laboratory 2041 260872009 34R55-1 ----
TL125877 Transmille LTD GOS0 17072008 35987 -1 ----

. -

i Use thiz screen to fill ininvoice numbers by clicking on an instrument in the list, then typing the invoice number in the box

provided. Once the invoice number iz entered, an ingtrument will not appear in this list the HEXT TIME thiz function iz run.
Cloze Invoice Mumber : j
FReady.

Entering an Invoice Number

Select a job for which an invoice has been prepared. Enter the invoice number in the “Invoice Number” field.
That job will now be marked as having been invoiced and will no longer appear as a non-invoiced
calibration.

All Non-Invoiced Calibrations For a Specific Customer

Selecting this menu item will prompt for a customer name, and then show all completed calibrations
belonging to that customer that do not have an invoice number associated with it.
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Be View / Edit Non-Invoiced Calibrations [19377 Matches]

Syztem D Cuztomer Mame todel Mo Date Dizpatched | Job Mo Irvoice Mo.
TCHEB&T1CT ACUTE SALES T/R ACUT> THERM Z1/02/2008 2T74186-2 2 ———m—m————- -
TCHB&TZCT ACUTE SRLES T/ & ACUT» TACH F1/02/2008 Z7418-3 2 ————m——————- [
T1&83145E8 MYNE CHURMNE ENTERFPRI> Ea0ls Zl/02f2008 27417 29 @ —m——————-
T50314cE2 MEEZEER LID 3350 paf03f2008 27241B @2 0z ————————-
T20579004 J P (AREETT ELECTRIC> 2080 SZ/0Z/2008  27415-1  ——m——m—m——-
DL1EZ37748 EDC MBM TECHNOLOGY L> 2751E O5/0E/2008 327430-1  =—-——=———mn
R34087-50 TYCO ELECTRONICS UE » ©11234 ZBys02/2008 274221 @ —m—m——————-
M-24453354 TY¥COD ELECTRONICS UE » D-30-2& 27022008 27422-2 2 2————————-
5235382348 T¥COD ELECTRONICS UE » B10OZ3 27022008 27422-3 2 ———————-
B270525%2 T¥COD ELECTRONICS UE > BEM5127 270272008 27422-4 2N 0 0———————-
F25840208 ACCEL POWER SUPELIES» 18959 ZZ/02/2008 Z27422-1 @ ————————-
FZreZ01l35 ACCEL BOWER SUPELIES» 20822 2Z/02/2008 27423-2 200——————————-
F37340041 ACCEL PBOWER SUPELIES» 187 ZZ/02/2008 Z27423-3 @2 0 ——————————-
TO0015108 THE IDEAS 5TUDIC LID 75mk3 21/02/2008 27424-1 @ ———————-
T00000221 ACUTE SALES T/2 ACUT> RB&X 2570272008 27426-1 @ ——————————t —
TOH&947C5 OMEE2 CALIBRATION Lax Z100HAE ZBs02/2008 274271 @00 —m—m—————-
TO0159121 ALPHEZ ELECTRONICS (N> 1049 ZESO0Z2/2008 27484-1 2 0 o—————m————e w

Cloze

R eady.

\j‘__;l I1ze thiz zcreen to fill in invoice numbers by clicking on an ingtrurment in the list, then tpping the invoice number in the box
provided. Once the invoice number iz entered, an instrument will nat appear in this izt the MEXT TIME thiz funchion iz rn.

[revoice Mumber ;

El
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Update Instruments Calibrated

If an instrument is calibrated without using ProCal the calibration status needs to be updated manually.
Selecting Utilities-> “Update Instruments Calibrated” from the main menu will show the Update Instruments
Calibrated screen.

Update Instruments Calibrated

__:1‘_,} Imstrument U pdate :
To Update an instrurnent enter a Senial Humnber, Previous Certificate Murmber or System (D).

Enter a Senal Mumber

OR

Enter a Certificate Mumber

OR

Enter a System 1D

| Cloze Find Instrurment

2240742008 | 17:24:22

Enter either a Serial Number, or a Certificate Number or a System ID in the associated text box and click

“Find Instrument”.
Update Instruments Calibrated [Serial Number : 1]

Enter calibration details below, then click OF. to gave or Cancel to abort changes.

Certificate Number "JEIEEIEI
Status |.-'1‘-. wfith customer ﬂ
Calibration Date | 14/07/2006 |

Calibration Penod |1 -

Cancel | | K

If an instrument is found, change the certificate number, choose the new status from the drop-down list, and
change the calibration date and period as required.
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Edit Laboratory Address

Selecting Utilities->Edit Laboratory Address, then enter the details for the laboratory. These details will be
used when printing certificates and other letters.

Edit laboratory address

Flease enter the comect laboratony address in the bores below, then click 0K,

Labaratory Marme

Labaratory Address

Edit Certificate of Conformance Text

Select Utilities-> Edit Certificate of Conformance Text to change the text printed on a certificate of
conformance.

Edit Certificate Footer Text

A certificate will usually be printed using a Crystal Reports template that may be edited to include custom
text. However if certificates are being printed using ProCal-Track’s internal report, a custom footer can be
added using the menu item “Utilities- > Edit Certificate Footer”.

Automatic Numbering System

ProCal-Track can maintain a number of different automatic sequence numbers. These are automatically
generated when an item requires a new identifying number.

To use automatic sequence numbers select Utilities->Automatic Numbering System->Use Auto-Sequence
ID. Confirm that the menu item is checked as in the screen below.
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Edit: Quote Template
Edit Contack Database
Edit Cuskom Lisks r

Aukomatic Mumbering Syskem 4w Use Aubo-Sequence ID

Advanced * Edit Job Mumber

Edit Auto 1D Mumber

Edit Auto Serial Mumber

Edit Auto Invoice Mumber
Edit fwto Transackion Murnber
Edit Auto Lead Murber

Edit Job Number

The last job number is displayed in the message box. Enter a new job humber (this may contain letters and
numbers, but must end in a number, up to a limit of ten characters or digits). The next time a new job is
created this value will be increased by one and used as the job number.

ProCal-Track Auto Job Mumber

The last Job Murmber uzed iz shown below,

E dit humber [up to 10 characters] and click OF. or click

C I
Cancel ko abort, ance

Edit Auto ID number

The last instrument ID number is displayed in the message box. Enter a new ID number (this may contain
letters and numbers, but must end in a number, up to a limit of 20 characters or digits). The next time a new
instrument is created this value will be increased by one and used as the instrument ID number.

ProCal-Track Auto ID Number [‘5—(|

The lazt Auta 1D Number used iz shawn below,
Edit number [up to 20 characters] and clhick OF. or clhick Cancel |

Cancel to abort,

Edit Auto Serial Number

The last serial number is displayed in the message box. Enter a serial number (this may contain letters and
numbers, but must end in a number, up to a limit of ten characters or digits). The next time a serial number
is created this value will be increased by one and used as the serial number.
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ProCal-Track Auto Serial Number

The lazt Serial Mumnber used iz shown below.

E dit number [up to 10 characters) and chick OF. or chck Cancel
Cancel to abort,

Edit Auto Invoice Number

The last invoice number is displayed in the message box. Enter an invoice number (this may contain letters
and numbers, but must end in a number, up to a limit of ten characters or digits). The next time an invoice is
created this value will be increased by one and used as the invoice number.

ProCal-Track Auto Invoice Mumber,

The last lmvoice Mumber used is shown belos.

E dit nurnber [up to 10 characters]
and click OF, or click Cancel to abort, Cancel

Edit Auto Transaction Number

The last transaction number is displayed in the message box. Enter a transaction number (this may contain
letters and numbers, but must end in a number, up to a limit of ten characters or digits). The next time a
transaction number is created this value will be increased by one and used as the transaction number.

ProCal-Track Auto Transaction Number

The lagt Tranzaction Mumber uzed iz shawn belaw.

E dit number [up to 10 characters) Ceraal

and chick OF ar click Cancel ta abort,

Edit Auto Lead Number

The last lead number is displayed in the message box. Enter a lead job number (this may contain letters and
numbers, but must end in a number, up to a limit of ten characters or digits). The next time a lead number is
created this value will be increased by one and used as the lead number.

ProCal-Track Auto Lead Number [5__(|

The last Lead Number uzed iz shaown below.

Edit number [up to 10 characters] and chck OF. or chck Cancel

Cancel to abaort,
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Options

To set options in ProCal-Track, select the menu item Utilities->Advanced->Program Options. A password
prompt will appear. If a password has not been set, then the password to be entered will be tcs. After
inputting the password, a new prompt will appear asking for the VAT Rate, this can be set to a value of your
choice.

B ProCal-Track Options

Data Paths
Certificates D atabase |C:\F'rDEaI'~.Eerlificates

Cortacts Database  |c:\ProCal\Certificates\Contacts. mdb

Digital Photos |c:\F'rnEaI'~.Instrument Phatos

Sales Database |c:\prosales
Stock Database [

BEERRE

PDF Scans |

Station Configuration ProCal-Track Language Setting

(T Goods-lnwardz Registration Only Station a Select a language from the pull dovn list,
(" Digpatch Only Station then restart program.

(T Goods-lnwardz Registration & Dizpatch Station |English ﬂ

(@ Administrator Station

Mon-lnvoiced Calibrations Crystal Decizion=(Th{) Crystal Reportz®
I Check For Monlnvoiced Calibrations on Startup ¥ Enable  Crystal Feportz®

Barcode Scanner Fast Turnaround Surcharge YAT Rate
;v Use Barcode Scanner For Dispatch =, <,
Lsg Enforces use of bareode scanner for despatch 5 2 15 =
Station Mame / Mumber tulti-Program Operstian
|Gnods In / Degpatch [+ Enable Multiple Copies
Goodz-lmwards Settings Dezpatch Print Optiohs
Dizable Check For Incomplete Information Group [nstruments By JOB MUMBER . .
L [Bllovas Booking-ln if Incormplate] 4 + SUFFE if using the same customer I Print Picking List
[T Setentered data az D for new Instruments W Print D Label for HEW Instruments [ Job Completion Recard
) [ Despatch Maoke
Frint Job Sheetiz] / Label : |Label -

Cancel

The above image depicts the options available, when configuring ProCal Track.

Data Paths

When the ProCal software suite is installed, the data paths are automatically set to the local drive usually
the ‘C’ Drive. If the software is installed onto a server and not onto a singular workstation, then the paths will
need to be manually directed to a single directory to ensure that data is up-to-date across the network.

Data Paths

Centificates Database |c:\ProCalCertificates

Contacts Database |u::'\F'ru:uI:aIHEertificates"-.Eu:untan:ts.m-:ll:l

Digital Phaotos ||::'\F'r|:|Ea|H|nstrument Phiotog

Sales Databaze ||::'a|:|r|:|sales

Stock Databaze |

FOF Scans | j

ProCal-Track User Manual V5.00.doc Page 61




ProCal-Track Laboratory Management Software: User Manual

CERTIFICATES DATABASE

Enter the path to the certificates database. Click the “...” button to bring up a file window and navigate to the
location of the database. The database file name will be ProResDB.mdb and is shared with the ProCal
programs. This is where all certificate data will be stored, the data path should not be changed unless linking
paths and files are also updated.

CONTACTS DATABASE

Enter the file name of the contacts database. Click the “...” button to bring up a file window and navigate to
the location of the database.

DIGITAL PHOTOS

Enter the path containing digital photographs of the instruments. Click the “...” button to bring up a file
window and navigate to the location of this directory. The digital photographs directory contains a number of
bitmap files with the same name as the instrument they illustrate.

SALES DATABASE

Enter the location of the sales database. Click the “...” button to bring up a file window and navigate to the
location of the database.

STOCK DATABASE

Enter the location of the stock database. Click the “...” button to bring up a file window and navigate to the
location of the database.

PDF SCANS

Enter the location where scanned documents will be stored. Click the “...” button to bring up a file window
and navigate to the location of the PDF files.

Data Paths need to be set to allow ProCal and ProCal Track to communicate. If the user has both programs
installed then ProCal-Track will read the data from ProCal when writing reports or compiling certificates,
therefore the paths need to look to the same file or directory to ensure that reports and certificates can be
compiled.

Station Configuration

Each workstation may be configured for a particular role, limiting the operations that can be performed using
that computer.

Station Configuration

(1 Goods-lnwardz Reaistration Only Station

() Dizgpatch Only Station

(1 Goods-lmwards Beaistration & Dizpatch Station

(W Administrator Station

Select whether the workstation will be restricted to goods-inwards only, despatch only, or both. An
administrator station has no restrictions and can perform all tasks.

Non-Invoiced Calibrations

Selecting “Check for Non-Invoiced Calibrations on Startup” will prompt the operator to search for all non-
invoiced calibrations when ProCal-Track is started.
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MHon-nvoiced Calibrations
[ Check For Mon-lnvaiced Calibrations on Startup

Barcode Scanner
_ﬁ [ Usze Barcode Scanner For Dizpatch

! Enforces use of harcode scanner for despateh

Station Mame / Humber

Barcode Scanner

Selecting “Use Barcode Scanner For Despatch” will disable keyboard input of serial numbers in the
despatch process, requiring the operator to scan the barcode on the instrument label. Select this to improve
accuracy in a system using barcodes on every item.

Language Setting

Select a language from the list of translations available. Translations are stored by default in the directory
“C:\Procal\Languages” as Access database files named “Language.mdb” (e.g. Francais.mdb).

Some translations will be visible once the options screen is left, however the program must be restarted for
the language update to be implemented.

Crystal Reports

Select “Enable Crystal Reports” to access a wider range of reports. Crystal Reports allow flexible formatting
of results and may be edited to meet customer requirements. Custom reports are available from the main
menu of ProCal Track under “User Reports”.

Crystsl Decisions{TM) Crystal Reports®

%Y ¥ Enable  Crpstal Reports®

Basic information about Crystal Reports can be found in the appendix.
Information on User reports can be found on Page

Multi-Program Operation

By default only one copy of ProCal-Track may run at a time on a single computer. This ensures that
problems arising from concurrent editing are minimised. To lift this restriction select “Enable Multiple
Copies”. This option should only be used on select Workstations to avoid discrepancies and problems.

Multi-Program Operation
LH [ Enable Multiple Copies

Fast Turnaround Surcharge

If Fast Turnaround is selected when an instrument is checked in a surcharge will be added to the invoice.
Enter the percentage increase in the “Fast Turnaround Surcharge” box.

Fast Turnaround Surcharge Sygtem Paszword

-4 | Change Pazsward
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System Password

Click “Change Password” to change the system password, which is required to enter this options screen.

Goods-lwards Settings
r Dizable Check For Incomplete [nformation v Group Instrumentz By JOB MUMBER +
[&llowz Boaking-In if Incomplete] SUFF= if wzing the zame customer

| Setentered data az 1D far new [nstiuments [ Print 1D Label for KEW [nztruments

Frirt Job Sheet(s] / Label ;|0 -

Goods Inwards Settings

Selecting “Disable Check For Incomplete Information” will allow an instrument to be booked in even if its
details, the details of the customer and the details of the job to be performed are incomplete.

If “Group Instruments By JOB NUMBER + SUFFIX if using the same customer” is selected, when
instruments belonging to the same customer are booked in on the goods inwards screen they will receive a
job number of the form JOB001-1, JOB001-2, JOB001-3 rather than JOB001, JOBO002.

Selecting “Set entered data as ID for new Instruments” will generate the instrument ID from various
characteristics of the instrument. When unselected the instrument ID is a plain number. The instrument ID is
used internally by ProCal-Track - select this option if the instrument ID needs to be more human readable.

Selecting “Print ID Label for NEW Instruments” will print a label for any unrecognised new instruments as
they are booked in.

Set Options
Click “OK” to confirm changes to program options, click “Cancel” to discard all changes made.

User Access Permissions

Administrators can modify the list of users by selecting the menu item Utilities->Advanced->User Access
Permissions. A list of users and their user levels is shown:
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~< lIser Access Permissions E|

Uzer Mame Uzer Lewvel FPazzward
Bert : ENGINEER g

Mike : CPEBRICE : Mmlz3
Ernie : ARDMINISTERTCR

User Hame |Bert Add a User
User Level |ENGINEEH j = Delete a User
Pazsword [0ptional] [

LClose

Add a User

Click “Add a User”. The new user is now selected, Enter the user name, choose the user level from the
drop-down list and choose a password if required.

Edit a User’'s Permissions

Select a user in the list and select the new user level from the User Level drop-down list.

Delete a User Button

Select a user in the list and click “Delete a User”.

Close Button

Click “Close” when user update is finished. If the list is empty ProCal-Track will operate with an unnamed
user with the level of Administrator and no password.
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Modify Instrument ID Number

If it is necessary to change the system ID number of an instrument, select the menu item Utilities-
>Advanced-> Modify Instrument ID Number. A menu will appear, which will allow the user to search for the
instrument using a variety of information.

Select instrument(s) requiring ID modification

] s ch B Order|| Tip : Select criteria to search by clicking on one or more button(s).
§ ean 1 To view all instruments click start search without selecting a =earch criteria.

System 1D

Ol

Manufacturer
Description
Model Number
Serial Humber
Status
Use
Customer Name
Site
Location

Certificate Number
Enter an Order NHumlber

45|

A list of instruments matching the search will appear. Select an instrument from the list and click “Modify ID”,
this will show a box containing the existing System ID for the instrument. Edit as required and click OK. A
warning will appear if an attempt is made to change to a system ID that is currently in use.

Job Humber

Customer Ref.

0 e e e I I R I B Bl T e

Order Humber

ProCal-Track User Manual V5.00.doc Page 66




ProCal-Track Laboratory Management Software: User Manual

Reset Status Codes

If ProCal-Track is installed alongside an existing installation of ProCal the results database will contain
details of existing instruments. The status codes of these instruments can vary so to ensure correct

operation of ProCal-Track the status codes should be reset.
Selecting the menu item Utilities->Advanced->Reset Status Codes will, after asking for confirmation, reset
the status code of every instrument to “A — with customer”. All new instruments created in ProCal-Track will

start with status code A.

Automatic Mumbering System k

User Access Permissions

Modify Instrument ID number  Ctrl+M

Reset Status Codes

Caution
Do not use this function on an installation of ProCal-Track that has been in production use, as information
may be lost.

ProCal-Track User Manual V5.00.doc Page 67



ProCal-Track Laboratory Management Software: User Manual

Issued Certificates Report

To view all the certificates issued through ProCal-Track, Select the menu item Reports-> Issued Certificates
Report.

2 Certificate(s) Issued Report

tonth Range, vear & Certificate Tope(s]

From the First Day OF |1 -
Tothe Laszt Day OF 5 -

Stark From *Y'ear 2008 -

[ Standard

[ Exclude Status!

Cancel |

Date Range

From the First Day Of: Select the month on which to start the report
To the last Day Of: Select the month on which to end the report
Start From Year: Select the year of the report.

Certificate Type

Select whether to include standard certification, ACCREDITED certification, or both in the report. It is not
possible to select neither.

Exclude Status

Selecting “Exclude Status” removes results with status codes M, Q and R

M: Cal done - awaiting paperwork
Q: Under Construction
R: Allocated to Customer

List All Issued Certificates

Clicking OK will produce a list of all certificates issued in the specified time period.
Click “Print List” to print a report containing these certificates.

To view a graphical representation of certificates issued by month, click “Show Graph”. The graph type may
be changed and the graph may be printed.

frorresspm s .|

Wuchat Bechw  Cleegwh O deageh | Pt | o
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Inventory Listing & Reports

Selecting Reports-> Inventory Listing & Reports to produce reports of instrument inventory. A search screen

is shown; select search criteria in the left column and fill in the search terms on the right. To find all

instruments select no search criteria.

Inventory Listing & Reports

J '» Search By

System ID

O]

Manufacturer
Description
Model Number
Serial Humber
Status
Use
Customer Name
Site
Location
Certificate Number
Job Humber

Customer Ref.

ONORORORON O O O O O O O O

Order Humber

|Order| Tip : Select criteria to search by clicking on one or more button(s).

To view all instruments click start search without selecting a search criteria.

Select / Enter a Description

Clamp Meter j

Close

Clicking “Start Search” will bring the following results screen if items are found:

Inventory List [Ordered By System ID]

Click Pnint List ta print a list of ALL instruments,
click Print Full Bepart for a full ingtrument printout, Be-Search to return to search
zoreen of Cloge bo return to main menu.

Cloze

| | Be Search

Fead.

System 1D tanufacturer  Model Mumber | Senal Mumnber Dezcription Cuztomer Mame

TEAO00853¢e Mitutoyo 5 0mm 544078 Fzuge Block> COLSAN INSTRIM> A

TEA0085&7 Hitutoyo 7 Omm 540223 Gzuge Block> COLSAN INSTRUM:
0898 Terpmaster L100 T775 Digital Thex

TERAO0857& Ect GFoldIbt 0408058 Bettery Tesr

TEAO08381 Hegger MEMZO00 01080171042 Optical Pow>

TEAO08382 Budenberg> R&S9¢ 1213331z Eressure Ea> WILLIAMS>

Fluke 705 3377154 Loop Calibrs 2K LTD.

TE20085983 Eace K 7071 Temperaturerx MBM TECHMO=»

TEAO008330 CONCORDE ME = 1.25% 533471 - =0 5= 7 MRRTIN = C=

TEA008591 CONCORDE ME x 1.25» 533472 0 5 = W MARRTIN & C»

TE20085953 BMC BMC SREDSR BMC - Sourcr

TEAO08354 BMC BMC 1234 BMC - 3Z00

TEA008337 Jenco 7001H 002305 Microcomput> JROOBS ENCINEE> ™

Select all nstruments required and

Frint Full Repart

Print List

Print Full Report

Prints a report containing details of all the instruments in the list.
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Print List

Prints a report containing all the instruments in the list.

Day Book

The Day Book reports provide a quick way of searching for instruments that have been booked in during the
current day or week.

e User Reports  User Login Help

Generate Recall Letkers, .,
‘Wiew Lask Generated Recall Lekters (06/03)2009 12:44:13)

Issued Certificatels) Report. ..

Inventary Listing & Repoarts, ..

Day Book v Monday
Calibration Priarity Lisk »
Wiew Jobs ]
Wiews Cverdue Jobs k
Wi Mon-Invoiced Calibrationds) »

By Date
By Custamer Mame

Week Day

Select a day of the current week to find all instruments booked in on that day.

By Date

Enter a date to find all instruments booked in on that day. A range of dates may be specified using wildcards
in place of some digits. For example:

?7?/10/2008 - any day in October 2008

1/*/2008 - first of each month, 2008

25/12/* - every Christmas

By Customer Name

Enter the name of a customer to search for. Wildcards may be used
(e.g. Trans* matches Transmille, TransCal, etc)
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Day Book List [Instruments Received on Wednesday 23/07/2008]

z 1 z 1040:5copemet>
T00z21021 E 1 z g Fluke :187:Multimete> 1
T00411048 E 1 z 1
I30000003 E 1 z

Select one or more instruments from the list above, then click Print List ta print the list
[use zelect all to print all items in the list] or Close ta return ta the main menu.

Select All | | Frint List

Feady

Print List

Click “Print List” to print a report containing all the instruments booked in on the selected date.

Calibration Priority List

The calibration priority list reports show all instruments that are awaiting work.

=l Lser Feportks  User Login Help
Generate Recall Letkers. ..
Wiew Last Generated Recall Letbers (06/08/2009 12:44:13)

Issued Certificatels) Repart, .,

Imvenkory Listing & Reports...
Day Book, r

Calibration Priariky Lisk

List All Instruments
] List Instruments Awaiting Calibration
YWiew Jobs L . .
List Instruments Awaiting Quote
List Instrurments Awaiting Fepair

VWiew Overdue Jobs

YWiew Mon-Invoiced Calibrati 3
iew Non-Invoiced Calibration(s) List Instruments For a Specific Cuskomer

List All Instruments

This menu item shows all instruments awaiting calibration, a quote or repair.

List Instruments Awaiting Calibration

This menu item shows all instruments awaiting Calibration (with status code E).

List Instruments Awaiting Quote

This menu item shows all instruments awaiting a quote (with status code F).
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List Instruments Awaiting Repair

This menu item shows all instruments awaiting repair work (with status codes K or L).

List Instruments For a Specific Customer

This menu item shows all overdue instruments belonging to a specific customer. If wildcards are used in the

customer name, more than one customer can be matched.

Instrument Calibration Priority List

This screen shows the instruments due / overdue in the category chosen. Double-click on an instrument to

go to that instrument’s job sheet.

Instrument Calibration Priority List

Date of Receipt [Retum] | Customer Name Statuz Model Number Senal Mumber

0 PRECISE CALIBEATION SERVI > P102772
10, SUN CREATICN ENGIHEERING E EAO1S 105905117

v 13, TRANSMILLE LID. E 370% 1163927 -

E 15, TRAWNSMILLE LTD. E 1859 189&99

R 1a TMS EURCEE LID E BCZ0O01
z TRANSMILLE LID. E 210

D 1 TRAWNSMILLE LTD. E 320

U z TRAMNSMILLE LID. E 320
z TRANSMILLE LID. E FL2

E 28, [CD TRAWNSMILLE LTD. E 2090 1
53/07/2008 [5] 1 T 1030 3 P
2370772008 [5] 1 E 1040 :
234 oog [e] 1 E JEL 1

D 23/ 2008 [&] 1 E 187 1
=3/ 2008 [e] 1 E BMC 1

U 2270752008 [&] The Meazsurement Club E 135% 14002

E 03/01/2008 [€7] TEANSMILLE LID. E 2023 107333I5
23/08/2007 [1e5] T & L TEST E ERO01 108872H7
Z23/08/2007 [1e5] ¥V & L TEST E EAQLS 108873HT
28/05/2008 [210] HITEE LID E 5803 100&J5 b
\,i‘,i' Tip : Double click on a list item to view on screen job sheet
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View Jobs

To view a list of current jobs, select the menu item Reports->View Jobs.

Llser Reports User Login  Help

Generate Recall Letters... Eeh E

Issued Certificate(s) Report...

Inventory Listing & Reports...

Day Book 3
Calibration Priority List 4

Al Jobs For a Specific Customer
View Owerdue Jobs 4

all Jobs
View Mon-Invoiced Calibration{s) » Received - Awaiting Cal
Received - Awaiting Quote
Received - Awaiting Info. / Order
Arrived Damaged
Before Cal Done - Awaiting Adjustment
Calibration Incomplete

Sent For Cal / Repair (External)
Sent For Repair (Internal)

Cal Done - Awaiting Paperwark
In Dispatch

Under Construction

Allocated to Customer

In Stock

Awaiting Parts

All Jobs For a Specific Customer

Enter the name of a customer to search for. Wildcards may be used to select multiple customers (e.qg.
Trans* matches Transmille, TransCal, etc). The job list will contain only jobs for that customer.

All Jobs
Select All Jobs and the jobs list will contain all active jobs.

<Status Codes>

Select a status and the jobs list will contain all jobs with that status.
» The statuses that can be chosen are:

= Received — Awaiting Cal

= Received — Awaiting Quote

= Received — Awaiting Info. / Order

= Arrived Damaged

= Before Cal Done — Awaiting Adjustment
= Calibration Incomplete

= Sent for Cal / Repair (External)

= Sent for Repair (Internal)

= Cal Done — Awaiting Paperwork

= |n Despatch

= Under Construction

= Allocated to Customer

= |n Stock

=  Awaiting Parts
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Print List
Click “Print List” to print a report containing details of the listed jobs.

Show Graph

Click “Show Graph” to see a graphical representation of the distribution of status codes amongst the jobs in

Analysis of ALL current jobs

)

the list.

(" Bar chart @ i

() Line graph () Area graph Print | | Ok

View Overdue Jobs

To view a list of overdue jobs select the menu item Reports->View Overdue Jobs.

Haoe [ser Reporks  User Login Help

Generate Recall Letkers, .,
Wiews Last Generated Recall Letters (06/08/2009 12:44:13)

Issued Certificatels) Report, .,

Inventory Listing & Reports., ..

Day Book, 3
alibration Prioritsy Lisk »
Wiew Jobs [

verdue Jobs all Overdus Jobs
Crverdue Jobs Faor a Specific Cuskomer

Wigw Mon-Invoiced Calibrationis)
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All Overdue Jobs

Select this menu item to view all overdue jobs. Jobs will be classified as overdue a certain number of days

from receipt of the instrument. Enter this number when prompted.

List Overdue Jobs

Pleaze enter the number of dayz zince receipt before a
job iz overdue,

Cancel

B
_Coes |

Overdue Jobs For a Specific Customer

Select this menu item to view all the overdue jobs for a customer. Jobs will be classified as overdue a
certain number of days from receipt of the instrument. Enter this number when prompted. Then enter the

customer name when prompted.

Overdue List

View All Jobs For a Specific Customer

Please Enter a Customer M ame
[ildzardz can be used, eq. Sting® or SEYng).

Cancel

List ALL jobs 40 day(s) since receipt [8 Matches]

Madel Mumnber

LCloze

Ready

Job Murnber Statuz  Beceipt Date [Dayzin]  Customer Mame

20187-1 N 237057200 [782] SEIW

28133-1 N 18/ [ [38] SE

Z0183-4 12 Z3/05 [T3Z] SE

28137-1 N 1e/( [38] SE ENGINZERING
ZB135-2 N 18,04, 0= [381] SE ENGINZERING
28138-1 N le/04/2008 [38] SE ENGINEZERING
28141-1 N 18/ [38] SE ENGINZERING
28142-1 12 18/ [381] SE ENGINZERING
Status Hey :

% : With customer H : Arrived damaged

E @ Regueszed I : Before cal. dome - awaiting adj.

C : Overdue T : Calibration Incomplets

D : Lost H : Zert for cal./repair (External)

E : Received - awaiting cal. L : 3ent for repair (Incermal)

E : Beceived - awaiting quote M : Cal. done - awaiting p/werk

@ : Received - awaiting info. / order N : In despatch

LTD
LID
LID
LD
LID
LTD
LID
LID

: Querdue

: In Stock

Mot e m oo

: Bequested (Posted)

(Bosted)

: Under Construction
: Rllocated To Customer

: Bwaiting Pasts

M5 = 0.8 -

374 x 10 UN
Mlé x 1.5 -
3/8 x 1l TN
10 = 24 UNC
1/4 = 20 UN
4 x 40 UNC-
T7/l6 x 14 O

FPrrint List

This is the menu that will appear after entering the customer name you wish to search for instruments by.

This list can then be printed out, or the data can be transformed into a graph and then be printed out.
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Print List

Click “Print List” to print a report containing details of the listed jobs.

Show Graph

Click “Show Graph” to see a graphical representation of the distribution of status codes amongst the jobs in
the list.

User Reports

The user reports menu provides access to user-generated reports created by Crystal Reports. Crystal
Reports must be enabled in the program options for this menu to be visible.

Reports added to the ProCal-Track\Reports directory

W2l Uzer Login @ Help
m Reverse Traceability. rpt

Procedures View All Overdue Jobs.rpt
View All Overdue Sub-Contracted Instruments. rpt

Can be accessed from the User Reports menu within ProCal-Track.

& C:\ProCal-Track\Reports\General

File Edit Wiew Favorites Tools Help

@Back - _,) lj‘ /..-\JSearch

[0 Cr'ProCal-Track\Reports!General
Folders x Reverse Traceability.rpt
= ) Reports Wiew All Overdue Jobs.rpt
3 Certificates View All Overdue Sub-Contracted Instruments.rpt

H-_" Folders

v

Address

Crystal Reports

The Crystal Reports software can be used to produce templates for Fault Reports, Despatch Notes, and
Certificates etc. This software can be used to create specific or unique templates; this can be done from
scratch, or by using the in-built wizard.

The Crystal Report Templates are automatically used when by ProCal-Track when compiling reports and
certificates, if the user accesses a virtual job sheet, these reports can be accessed via the Print Menu-
>Reports, a specific report is then accessed via one of four options:

Instrument — Repair Estimates, Sub-Contract despatch etc.

Procedures — Calibration Worksheet, Performance Verification etc.

Certificates — ACCREDITED Certificates, Dimensional ACCREDITED

Advanced Certificates — Test Report, Standard Certificate etc.

Within each of these four options are multiple choices for the type of certificate and report that can be
printed for an instrument.
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Virtual Job Sheet [System ID :

| 0 tl r

| resteuamerd

Job Info | Inst Deta'lsl Ceart Addrsssl Retusned B_l..ll Despd:r.‘hﬂddess] .&.ccexsuries] Service Detail: | Higtury]

Job Number : view | 56ice Detls | Sub Conlract Datals | | D=5RstEn Note.wt
e -
D ate Received : Orderl . . . y E""i""_E"-Fﬂl;l !?-EDOI'I-F?JT
Order Nurmber - Brint Joh Shest -5 Despatch Mote - Demo-Loan.rpt
i ) Print Packing ID Sheet Calibration Failure Report.rpt

Irivoize Murniber @ I— Calibration Fault Report £150.mpot
Dezpaich Date : Pnnt Job Label Calbrations - Yan Delvenss 2005 rot
Calibration Date - Print I Label Calbratiors - By Courier 2005.rpt

L Print & ies Label Sut & Di rpt
Calibration Due ; n"n_ Mc'_:ﬁm"‘? .a besl . Ll:l-Cuntrfc Dispatch letg B

Print Maing Safety La Wananty [~ Maine S Instrument Fault Repart.rpt

Certificate Mo, :

Status ;

Print Job Completion Form
Frint Service Log
Print Certificate & Label

d: x| Days

Cal

Maodification Calibraton Estimate.rpt
Modification Estimate.rot
Investigation Report.rpt

Calibration Fault Report.rpt

Uge:

=

Booked
' By Print Serial Number Label ﬂ
e e i assss—SS E—

Print Despatch Mote

Calibration Fault Report (Returned Sy Addraes).rpt
Repair Estimate (Returned By Address).pt
Reaair Estimate, rpt

[ cos PintMend [T Procedues 3 Advanced Edl
""" SMe | Certificates »
Advanced Certificates »

Note: Preset templates are provided within ProCal-Track. Transmille can provide the Crystal Report Software for
a fixed price if requested.

Import Instrument Images

Images of instruments can be added to the database to aid identification during the Booking in process.

Software capable of taking images will be needed as well as a web cam or a camera. The option of a web cam is more
advisable as it will be linked to the computer and can automatically transfer the photos to the chosen imaging software,
where it can be saved onto the system.

Note: A system of naming should be chosen such as identifying the images via the instruments model numbers.
This is very important, as it will ensure that multiple copies of images don’t overload the database.

Note: Transmille uses Paint Shop Pro 6 to take and save images of instruments. Users will need a web cam and a
piece of software that will allow the taking of and saving of images.
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Appendix

Scanning Documents

Once the ProCal software suite is installed, certain paths such as the location of scanned images will be
automatically set to the local drive in this case it should be C:\ and will have the path name C:\ScanTemp.
Once the scanner has been linked to ProCal via the program options for the scanner, all scanned images
will be stored in a temporary file, to link these files to a customer or instrument simply click link to order
during the booking in process, or via Utilities>-Add Scanned Customer Order in ProCal-Track. More
information can be found below or on Page 42.

Add Scanned Customer Order

If a document scanner is available a scan of the customer’s order as a PDF file may be linked to a customer
order entry in the database. First the customer order must be scanned into the temporary scanner files
directory (default: c:\ScanTemp). Then select the menu item “Utilities->Add Scanned Customer Order” will
take the most recent PDF file in the scanner directory; rename it to the order number and copy to the
storage directory for scanned orders. The customer order can now be viewed from the job sheet.

Data Paths

The below paths are automatically set upon installation of the software

Certificates Database
C:\PROCAL\CERTIFICATES

Enter the path to the certificates database. Click the “...” button to bring up a file window and navigate to the
location of the database. The database file name will be ProResDB.mdb and is shared with the ProCal
programs. This is where all certificate data will be stored, the data path should not be changed unless linking
paths and files are also updated.

Contacts Database

C:\PROCAL\CERTIFICATES\CONTACTS.MDB

Enter the file name of the contacts database. Click the “...” button to bring up a file window and navigate to
the location of the database.

Digital Photos

C:\PROCAL\INSTRUMENTPHOTOS

Enter the path containing digital photographs of the instruments. Click the “...” button to bring up a file
window and navigate to the location of this directory. The digital photographs directory contains a number of
bitmap files with the same name as the instrument they illustrate.

Sales Database
C:\PROSALES
Enter the location of the sales database. Click the “...” button to bring up a file window and navigate to the

location of the database.

Stock Database
Enter the location of the stock database. Click the “...” button to bring up a file window and navigate to the
location of the database.
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PDF Scans
C:\SCANTEMP

Enter the location where scanned documents will be stored. Click the “...” button to bring up a file window

and navigate to the location of the PDF files.

Status Codes

= With Customer

= Requested for cal

= Overdue

= Lost

= Received awaiting cal

= Received waiting quote

= Received waiting order

= Arrived damaged

= As found calibration done
= Calibration Incomplete

= Sent for cal. / repair (external)
= Set for repair (internal)

= Cal done - awaiting paperwork
= |n despatch

= Requested (Posted)

= Overdue (Posted)

= Under Construction

= Allocated to Customer

= |n Stock

= Awaiting Parts

= Action Required

Service Type Codes

= Calibration Only

= Repair Only

= Repair & Calibration

= Modification

= Investigation

= Calibration (no adjustment)
= New Instrument Test

= Inspection Test

Certificate Type Codes

= Standard Certificate

= Accredited Certificate

= Certificate of Conformance
= Electrical Safety Test

= Test Report

= None
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Use Codes

= Demo/Loan

= Hire

= Sale Or Return

= Laboratory Standard

= Beyond Economical Repair
= Quarantined

Advanced Edit

Advanced Edit can be found on all virtual job sheets, to manoeuvre to this menu, click File->View/Edit an
Instrument, enter the identifying number such as an instruments serial or job number, when the instrument
details appear, double click them, or highlight them and click View/Edit.

Virtual Job Sheet

Job Mo, ; [ i e

[nztrument ; Customer Add. ;

Job Infa InstDetaiIs] Cert Addresz | Returned By | Dezpatch .-’-'-.ddress1 .ﬁ.ccessnries] Service Details1 Histu:ur_l,ll

| Jab Muriber : Link Semvice Details ] Sub Contract Details 1 Do Mot Recall [
| Date Received : E[LF :
=MB S ervice Type ] LJ
: EIrdEtr M urnber ; i Gt Tone J LJ
[reaicze Murmber : Docs
Cuate Status : J :J
| Dezpatch Date : Add

| Calibration D ate : M Huseho

| Calibration Due = Mot Available :;'Bt_ e ] LJ E]
BEnhic ot et ng Cort Wananty | Mains Safety [ FastT/R |
Statuz ; ] j Turn-around ; * | Daysz Cal. Interval ; w | wWeeks
se : J « | Custamer '
Comments -

Booked

| LCloze ] | Erint M erw

Once this menu appears, click on Advanced Edit to change more intricate details about the instrument,
such as the signatory for the certificate, or the traceable instruments used during its calibration.
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* _Edit Calibration Information For Instrument

Drezcription [ ata

Cal Ref g -
Inat_ID :
Cert_HNo
Cust_Ref

Cal Date
Rec_Date
Froc_no

Cal By
Version

Tenp

Humidity
Mvolt

MFreg

Cal_Int
Cert_Complete
Tuality

Edit Cal_Ref

1‘_:1‘_'_;1 Tip : The data displayed can be modified. Click Save to save the changes or click Cancel to abort without saving.

All the details of an instrument can be changed in this menu, so care should be taken that important data is
not lost, this function can be set to Administrator Access only. The list of enterable data is long; this list
contains the information for every part of the instruments procession through Booking In, Calibration and its
Despatch details.

£

Delete Certificate| | Save Changes

Certificate Number

If an instrument has been subcontracted out to an external company, then upon its return, the certificate will
need to be linked to the instruments details, go into the Advanced Edit of that instrument, highlight ‘Cert_No’
by clicking it, and then type the certificate number into the text box below, once the information has been
entered click “Save Changes” and then “Yes”. For a sub-contracted instrument it is advisable to also scan
and link the certificate to the instrument.
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* _Edit Calibration Information For Instrument TL756

Drezcription Drata

Cal Ref : ~

Humidity

:E:E_:::Lplete
uality

Edit Cert_Mao
2764

[ %

‘-ir‘;l Tip : The data displayed can be modified. Click Save to save the changes or click Cancel to abort without saving.

Editing Signatories

Delete Certificate| | Save Changes

To edit the signatory of a certificate, the same method is followed as for entering a Certificate Number,
search and open the Job Sheet of the required instrument, open The Advanced Edit menu, and scroll down,
highlight the line data that needs to be entered, and type the information into the text box.

* _Edit Calibration Information For Instrument TL756

Dezcnption Data

Lk 2dd 4

Lab 2dd 3 :
Signatory 1 : J, Bailey
Signatory_2 :
Signatory_3
Signatory_4
Signatory 5

3y3_MNo

Marg Fass

Inst Desc 1

Serial_1

Cert No_ 1

Cal_Date_1

Cal Period 1

-

Inst _Desc 2

Serial_2

[

4

Edit Signatory_1
|.J, Bailey

\_::lr..;' Tip : The data displayed can be modified. Click Save to save the changes or click Cancel to abort without saving.

Delete Certificate] | Sawve Changes
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Editing Traceable Instruments

The same process can also be applied for editing the traceable instruments that were used during the
calibration process. As the image below shows, each traceable instrument has its name, serial number,
certificate number, the date that instrument was calibrated, and the calibration period.

* _Edit Calibration Information For Instrument

Dezcription Drata

Signatory 3
Jignatory 4
Jignatory 5
Jya_No Z
Marg Paas : 3

[

Inat Deac 1 30
Serial 1 :
Cert_No_1

Cal Date 1 : 03/
Cal Period 1 : 52
Inst_Desc 2 L

Serial 2

n
[WE)
hEl
i
o
-
ot
e
'_1
1]
ot
1
(5]

Cert_No_2

Cal Dete_2 20/11/08

Cal_Pericd 2 r 52

Inst Deac 3 W
Edit Ingt_Desc_1

|3EI1 0 Precigion Multi-Product Calibrator

‘jrj Tip : The data displayed can be modified. Click Save to save the changes or click Cancel to abort without saving.

Delete Certificate| | Save Changes

Note: Once Save is clicked, any changed data will be saved and could affect certificates, reports, and can change
information such as despatch addresses, therefore it is wise to operate within Advanced Edit with care.

Note: Only a user with administrator access will have the Advanced Edit function available to them on a Virtual
Job Sheet, both the engineer and the operator are unable to access this menu.

Editing Drop Down Menus/ “...”

Each drop down menu will have a button next to it with three dots “...”, once clicked this button will open up a text file in
Notepad, once the changes have been made save and close the text file. For the changes to appear in the drop down
menu, the screen that is being worked from must be reset.

Note: The program will not need to be reset, only the current screen or menu will need to be closed and
reopened.
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Contact Us

If you have any queries or problems, feel free to contact us by one of these routes: -

Telephone

+44 (0) 1580 890700

Fax

+44 (0) 1580 890711

Email

sales@transmille.com

All of these details and more can be found at our website www.transmille.com
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