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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.

Instrument 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.
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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.

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 and Price.

Identity or Plant Number.

Calibration details: Calibration Period, Procedure, Calibration Dates and Certificate Number.
Service & repair details: Cost, Parts and Time, Job Number.

Job details: Job Number, Date Despatched, Work Carried Out, Job Comments, Order Number.
User/Customer: Contact Name, Address, Telephone, Mobile, Fax, Account Number, and

Comments.
Instrument Status: In use, Calibration Requested, Calibration Overdue, Lost, In Lab, Returned

for Repair, Calibration Complete etc.
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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.

Installing the Programs

Put the Transmille Software CD in a drive and allow auto-run to start.

TRANSMILLE PROFESSIONAL
CALIBERATION SOFTWARE

P RO CA I. = INSTALL

ESULTI INSCIPL P E CRLMIEATPON S0F TWARE - uFERﬂDE

PROCAL TRACK  =/'wsTatt

LANORATORY SRS G KMENT 500 TWA RE L2 uFGR‘DE

PROSALES =~ INSTALL

SALES MAMNAGEMENT SOFTWARE

PROSITE = INSTALL

FROCAL OM-5ITE DATABASE MAMAGER

FROBALES [|

PROSITE

Choose INSTALL under ProCal Track to start the set-up process. If an older version of ProCal-
Track exists on the system, choose UPGRADE.

If auto-run is disabled the installer must be started manually. Locate the ProCal-Track directory
on the CD in Windows Explorer and run “setup.exe”.

Install a new copy of ProCal-Track

B ProCal Calibration Software Upgrade Installation Setup g|

‘Welcome ko the ProCal Calibration Software Upgrade Installation

B
3
N .
w installation program.

P

Setup cannot inskall system files or update shared Files if they are in use,
Before proceeding, we recommend that vou close any applications you may
be running.

................. OK .................. E—

Close down all running applications to ensure the installer can update all the files necessary.

ProCal-Track User Manual V4.00
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B} ProCal Calibration Software Upgrade Installation Setup El

Beqin the installation by clicking the buttan below,

g‘ Click this button to install PraCal Calibration Software Upgrade Installation
b:/ software ta the specified destination directory.

Directory:
C:iPraCall, Change Directary
Exit Setup

Click the ProCal-Track button to start the installation.

¥ ProCal Calibration Software Upgrade Installation Setup rz|
Destination File:
CHWINDOW S system32\MFC40. DLL

0

Zancel

Wait for the installation to complete.

ProCal Calibration Software Lipgrade Installation Setup rz|

ProCal Calibration Software Upgrade Installation Setup was completed successfully,

Upgrade an existing copy of ProCal-Track

If a copy of ProCal-Track exists on the system, select Upgrade. The procedure is then the same
as for a new installation.

¥} ProCal Calibration Software Upgrade Installation Setup rz|

==

Welcame ta the ProCal Calibration Software Upgrade Installation

t‘#' E installation program.

Setup cannok install system files or update shared Files if they are in use,
Befare proceeding, we recammend that vou clase any applications you may
be running.

Exit Setup
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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 Database Updater should be loaded by clicking Start->Programmes->Transmille Software-

>Database Updater. Choose the version number appropriate for your installation (e.g. Version 3
to Version 4).

B Transmille ProCal [CALIBRATIONS] [ADDITIONAL DATA] Table(s... [= |51 |[(X]

This utility will update the following :

u "
u? PraCal [CALIBRATIONS] [ADDITIOMAL DATA] Table(z)
Check the inztallation paths below are comect.

Ensure no Transmille programs are running then click Update to proceed.

D atabaze Paths

PraCal Raoot : |C:APraCal Browse
ProCal-Track Root : |C:\Pr0CaI-Tlack Browse
Progress
Beady.

Cancel

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:

) Advanced Setup &)

STEP1 ¥ HoCal Program Setings & Local Datg

STEP 2 ¥ ProCal Certificates & Shared Data

STEP 3 ¥ Update ProCal Procedures

STEP 4 | ProCal-Track Program settings & local data
STEP5 |+ Check / Update Database Structures

PraCal - Calibrations T able
ProCal - Additional D ata T able
PraCal Initialization Databaze

ProCal Standard Uncertainties Database

<<%«

Contacts Database
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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:

& Advanced Setup &)

STEP 1 | PaCal Program Settings & Local Data
STEP 2 ProCal Certificates & Shared D ata

S5TEP 3
STEP 4
S5TEP S

Update PraCal Procedures

< 717

PraCal-Track Program zettings # local data

<l

Check / Update Databagze Stuctures

[ ProCal - Calibrations Table

[ ProCal - Additional Data Table

[¥ ProCal Initialisation D atabase

[ ProCal Standard Uneertainties D atabase

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.

&) ProCal Database Updater ¥3.00 : 12/05/2008

This utility will update all databazes to new versions.

=
‘E' The following actions will be performed...
g

STEP 1 : Update ProCal Settings and Local D atabazes

STEP 2 : Update ProCal [Certificates & Shared Data]

STEP 3: Check / Update Procedures

STEP 4 : Update ProCal-Track [Program Settings & Local Data]
STEP & : Check / Update Databaze Stuctures

D atabase Paths
FroCal Root |E:\F‘r0EaI Browze
ProCal-Track Foot : |E:\ProEaI-Track Browse

Progress [File 36 of 4203]

>
>
>
>
>
>
>
>

- DPROCL008 .

Cancel Advanced

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”.
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Internet

Intermed Explorer
¥ E-mail

Otk Evpress

B} erocal

E;E ProCal S=tug VWizard
'-_' ProCal User Marrual
B ProCal-Track

m ProCal-Trac: Manus
[} ProcelTuest

[TF pracert

[ rogde

[#} Prosales

§8  Transmille Software

Fﬁ| Log OfFF [E| Tum GFf Computer

id start

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

PROCALTRACK

LABORATORY T SOFTWARE

V4.041 : 08/09/2008
Fully Licences d

Certificates Path = $:3ProCal\Certificates
Frograms Path = &:4Pro Cal\Frograms
Cortacts Path = 3y documents! Vransmille Conasts! \Contacts mdh
Feeports Path = 5:4ProCaltRizports\

tos

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

30 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
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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 many functions to work the Status codes must be correct.

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

ProCal-Track User Manual V4.00 Page 14




Procal-Track Laboratory Management Software: User Manual

Locate the Instrument in the list of items ready for despatch
Click “Despatch Instrument”

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.
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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.

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’.
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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

Instrument as found calibration done

Instrument sent for repair

Instrument after adjustment calibration completed, job finished
Paperwork for despatch printed

Instrument despatched to customer.

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:

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

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.
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le

| With Customer [<

A 4

| Overdue |1—| Reauested |

A 4 Y
| Overdue (Posted) | | Reauested (Posted) |

\/

| Received |

— | T

Received — | Arrived Damaaed
Awaiting Quote

\’—

Received — Awaiting Cal

\

| Cal — Awaiting Adj. |

A 4
| Cal Done
|
|

A 4
| In Despatch

Menu Function Reference

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

D] 57 i N T e

From Left to Right:
Create New Instrument
View/Edit an Instrument
View Job Sheet

Search for a Job Sheet
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

Create new instrument

to create a new instrument.

\:..i) Create new instrument - are you sure ?

Mo

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

New Instrument [System ID : KOO743737]

rhif

Description : |

<]

M anufacturer : |
Model Mumber :
Sernial Mumnber :
Cust. Ref. :

S

Frocedure Mo.

PAT Test Code: |

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

Mo
Ficture
Axallable

Cal. Source : j
Site - ..
| J l—l Date Acquired ;
Lepartment : | j l_l Date Scrapped
Location ; | j [nztrument Cozt :
LCloze H Print 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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Dezcription 21050 Current Clamp Adaptor ﬂ
-~

Manufacturer |.-'5|:| Zurrent Clamp Adaptor ‘:\ [ Descriptions.txt - Notepad
aze auppl File Edit Format View Help

Model Mumber @ | 5kY Insulation Adaptor
_ AL Micravalt Meter 2/10/50 Current Clamp Adaptar

Senial Mumber: |ACADC Digital Multirmeter 3 Phase supply

Cust Ref. - Analogue Multimeter 5kv Insulation Adaptor
T Audio Analyser AC microvolt Meter
Breakdown ¢ Hipat Tester w 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 numbers, 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.
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Location

Enter the location of the instrument, or choose from the drop-down menu.

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

Jab Infa l [t Details] Cert Address | Feturned By | Despatch .ﬁ.ddress] .ﬁ.ccessnries] Service Details] Histu:ur_l,ll

Job Mumber : |:|r'|k Service Details l Sub Contract Details ] Do Hot Recall |_
Date Received : E.[;F }
=150 Service Type : | ﬂ
EIru:IEfr Murnber : View Cert. Type | j
[raice Mumber ; Docs
Cluoke Status ; | j
Despatch Date Add

Calibration Drate ; Scan| |Quote No.:

Calibration Due Mat Available IE_'BlI‘_; Service By: | j E
Cetiicate No. - Cart “Waranty | Mainz Safetp | FastT/R [
Status | j Turn-around ; | vl Dapz Cal. Interval : ¥ | Weeks
Use - w | Custarner
| J Comrments -
Booked
| Cloze || Erint b enu |
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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.

* _Edit Calibration Information For Instrument

Dreszcription [ ata

Cal Ref g -
Inat_ID :
Cert_HNo
Cust_Ref

Cal Date
Rec_Date
Proc_no

Cal By
Version

Tenp

Humidity
Mvolt

MFre

Cal_Int

Cert Complete
uality

Edit Cal_Ref

1‘_:1*_'_,'1 Tip : The data displayed can be modified. Click 5ave 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.

|1

Delete Certificate] | Sawe 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

Dezcription Drata

Cal_Ref : A
Inst ID : 3
Cust_Ref :

Cal Date

Rec Date

Broc_no

Cal By

Veraion

Tenp

Humidity

MVvolt

MFreq

Cal Int

Cert_Complete

faality

Edit Cert_Mo
|2?aa

(54

‘jrj Tip : The data displayed can be modified. Click 5ave to save the changes or click Cancel to abort without saving.

Editing Signatories

Delete Certificate] | Sawe 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.
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* _Edit Calibration Information For Instrument TL756

Dezcription [rata

Lab Zdd 4 : A
Leb 2dd 5 :

Signatory 1 : J, Bailey

Jignatory 2 :
Signatory 3
Signatory_4
Signatory_5

Sva_No

Marg Fass

Inst Desc 1

Ry D
(€4

Edit Signatory_1

|.J, Bailey

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

Editing Traceable Instruments

Delete Certificate| | Save Changes

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.
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* _Edit Calibration Information For Instrument

Dezcription Data

Signatory_3
Jignatory_4
Jignatory_5
Jya_No 2
Marg Paas : 80
Inat Deac 1 30

[

e

Cal Date_ 2 20/11/08

Cal Period 2 52

Inat_Desc_3 bl

Edit Inst_Desc_1
|3EI1 0 Precizion Mulki-Product Calibrator

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

Delete Certificate] | Sawve 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.
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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.

Bl Batch Create NEW Instrument(s) E|
‘-%-*" To use this screen, enter al Model Mumber : | j | ﬂ
infarmation. tanufacturer ; | j
Select Automatic, Start From — Degcription : | j

I urmber [nulmber required] ar
tdanual Serial Mumber(s] as Serial Mumber(s] : " Manual

reguired [Manual will prompt
far each serial furmber). ® Fr':'_m s
(& Automatic

To print genial number labels

select the Print Labels " Batch Number: ¥ Print Label(s]
Checkbox. ﬂ

Company Mame ;

Click Create Ingtrument{z] o Address -
proceed or Cancel bo abort,

Current Label Image Order Mumber -
Model Ho.: 1000000 Ne.: |1 :|v TumAtound.: |7 :Iv PoigmeCal. Inti)52 = [jwieeks

Serial Ho.: 3000

[NNNANNNNNNNNN || === | !
5 ; x
|prEmE 6 S . = e i
Service Type | j

To change the footer image,
. change the file Sarbologo.bmp

" inthe 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.

' EertifiE | _ _ _ | & —

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).
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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

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 Hame

Site

Location

Certificate Number
Jok Humber

Customer Ref.

e @ [0 [0 [0 [oNaNe N eNeNe NGNS

Order Humber

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

(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

O]

Certificate Number
Job Number

Customer Ref.

Manufacturer C
Description 'S Enter a Manufacturer

|K_I,J0ritsu j

Model Humber C

Select | Enter a Description

Serial Number C
|Elamp Adaptor j

Status C

Use C

Customer Name C

Site C

Location C

C

C

.

C

Order Number

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]

Spatem D Manufacturer | Maodel Mumber | Serial Number D escription Cuztomer Mame
TOOO0SE2T Eyoritsu 81132 CLNE3E Clamp Rdzpt> GCTDS LID
TEE000001 H tsu 8112 CLNE0S Clawp 2dept> G&TDS LID
TRMOO003E Hyoritsu  S11Z CIHE03 Clawp 2dept> G&TDS LID

Select an instrument fram the list above, then click Wiew / Edit to confirm selection,
Re-Search to return to search screen or Close to retum ta main menu,

| | Be Search | FPrrint Lizt | ‘ Wiew f Edit ‘

R eady

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
8}: Search By

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 Number
Serial Number
Status
Use

Customer Hame

Enter a Jok Humber

21863

Site
Location

Certificate Number

w00 0 O 0 O 0 O 0 00

Job Humber

Customer Ref.

a0

Order Humber
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View/Edit Job [Ordered By Job Number]

Job Mumber Syztem D Model Mumber | Serial Mumber Description Customer Mame

218e3 T128371J% 23012 108371J¢ 2/10/50 Cur> SCIENTIFIC DEV>

Select a job from the list above, then click Yiew / Edit to confirm selection. Re-Search
to retumn to search screen or Close to return to main menu.

| | S View / Edi

Ready

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 ID : T1AB3T1J6]

._| |:||:| H o, o 21 BEB
Insturment . Transmille 29014
Job Info l Inzt Details ] Cert Addresz | Returned By ] Dezpatch Address ] Acceszones ] Service Detals ] Higtory ]
Job Number : 21863 Link | Service Details | Sub Contract Details| D@ Not Recall
. FOF
Date Received : 051072006
Order]  gervice Type - |G - Mewy Inzstrument Test j
Order Humber : aooo30yy Wi —
_ IEWA Cert. Type : |.-'l'-. : Standard Calibration j
Invoice Mumber : Docs Quats Stat
uote Status : -
Despatch Date 2440472007 Add | J
Calbration Date:  05/10/2006 Scan| |Uuate No.:
Calibration Due:  04/10/2007 L || Pt | | | ]
Certificate Mo.:  CM13262 Cent Wharranty [ Mains Safety | Fast T/R: T
Status ; |.-5'-. - With custamer ﬂ Turmraround : |1 = | Days  Cal Interval: |52 | Weeks
U - | - | Customer
Comments -
Booked
| Cloze || Print Menu | Advanced Edit
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Job Order Details

Most details about the job will have been completed during the book-in process and may be
edited here.

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 l Sub Contract Details] Do Not Recall v

Service Type ||3 : Mew Instrument Test j

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

Quote Status : | j

(uote Ma. :

Service By | j El
“Warranty | Mains Safety | FastT/R [
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SERVICE TYPE
This specifies the type of work to be performed on the instrument
CERT TYPE [Certificate Type]

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 Detail:  Sub Contract Details l Do Mot Recall ~

Sent To: || ﬂ

Order Mumber :

Date Dispatched : ~ |05/10/2006  ~|  Dispatch to Sub
Contractor

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.
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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.

Service Detall:  DemodLoan Details l Do Hot Recall [w*
L ate Digpatched : ||:|5.-"1 042006 j
Expected Return Date | j
Date Recered : | 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 : T1A8371.J6]

21863
Transmille 2901A

Job Info] Inst Details  Cert Address ] Feturned Ey] Dezpatch .-’-'n.ddress] .-’-'n.cc:essories] Service Delails] History]

Acoount Murnber : |83'| BEALIST ﬂ \b; B

Contact Mame : .

Departrment Head : £udd Company

Cornpany MName : ﬂ
Address

Telephone Site

Faw: Dept.

email ; | Location :

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

Cloze H Brint tenu 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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Virtual Job Sheet [System ID : T1A8371J6]
21863 .: SCIENTIFIC DEVICES AUSTRALIA PTY L

urment :  Transmille 2901A

Job Info] Inst Detail$] Cert Address  Returned By l Despatch .t’-'«ddress] .t’-'l.c:cessories] Service Details] Hi$t|:|r_l,l]

Acocount Number ; || ﬂ tg

Contact Mame : .

Department Head ; Add Compary

Company Marne : j
Address

Telephone : Site :

Fax: Dent. :

email : Locatiar :

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

LCloge | ‘ Brint 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 : T1A8371J6]

21863 ! CIENTIFIC DEVICES Al RALIA PTY
Tranzmille 2901A

Jl:nhlnh:] InstDetaiIs] Cert Address] Retuned By  Despatch Address lAccessulies] Service Details] Histul_l,l]

Account Mumber : |831 EEALIST j @

Contact Mame | < Dezpatched Yia

Department Head : Add Company |Transmille [£0) ﬂ D
Company Mame | j
Address :

Telephone : Site

Faw: Drept.

email : Location :

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

Cloge || Print Menu Advanced Edit
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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 accessories screen will show a checkbox for each accessory
defined in the list. Select each accessory that was delivered with the instrument.

.||'||:| H o, 21 853
Instrument :  Trangmille 2901 A

Job Infu:ul Inzt Detaila] Cert .-’-'-.ddress] Returned Ey] Despatch Address  Accessories I Semvice Detailsl Hiatu:ury]

[ Mains Lead
[ Packing
[ Manual —
" TestLeads P Accessories.txt -... [= B[]
B Case 4 Coveg File FEdit Format View Help Edit Accessories List
Mains Lead
Packing
Manual
Test |-.ead5 Update Screen
Case / Cowver
Accessaones ;
[ Print Accessones Labels [Goods [nwards)]
“jr-; Tip: To add accezsanes [up to 20] click 'Edit Acceszores List'. To zee the changes immediately click Update Screen’
Cloze || Print Menu 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.
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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.

Virtual Job Sheet [System ID : T1AGTOTAS]

k: ko 0] e i

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

M98 | Sepvice Type | ﬂ
EIn:Ie:r Humber Wigw | Cert. Tupe : | ﬂ
Irvvoice Number : Print Job Sheet ] =
Dezpatch Date Print Packing ID Sheet
Calibration D ate : o Frint 10b Label | J B
Calibration Due : Prink 1D Label .
Certificate Mo, - Print Accessories Lahels “Warranty | Mainz Safety [ Fast TR [

Prink Mains Safety Label
Status d: | Dayz Cal. Interval : | * | Weeks

Print Job Completion Form

Iz Prink Service Log 5

Boaked Prink 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 : T1A8371.J6]

21863
Transmille 2901A

Job Inh:u] Izt Details] Cert .ﬁ.ddress] Returned E_I,I] Despatch .ﬁ.ddress] Acoeszones  oemvice Details l Histu:ur_u]

Services l Partz Llsed] Engineers Fiepu:urt] Job Eumments] Cluate ] Tatal Parts Cost
Service Description Oty Coszt [Each] ¥ OD0
Calibration |Standard Calibration ~1 ~| £60 Repair Cost
Repair Fieplace Test Leads ~l2 | £10 £ 2000
| ~| - Calibration Cost
Additional {| Bl Bl £ 6000
Services | j | j £ Fepair Time
Cal. / Test Time
000131
Engineer

WE. Smth )

| E dit Parts List |

Cloze ” Erint 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 Infu:u] I gt Details] Cert .ﬁ.ddressl Feturned Ei_l,l] Dezpatch .ﬁ.ddressl Arccessories  Service Details lHistu:ur_l,I]

Servicez Partz Used l E hgineers F!ep-:urt] Job Enmments] Cuoke ] Total Parts Cost
Part Description Aty Cost [Each] F 1203

Part 1 |3><.-’-‘-.~'1'-. Eattery Tubes = |1 ﬂ £900 Repair Cost

Part 2 (Battery - A4 1.5 Alkaline Bat =2« £074 £ 2000

Part 3 |Eapau:itu:ur-'|2EIpF gilverad mic —| |‘I j FOBE Calibration Cost

Part 4 [FET -WN1OLF 50T-23 = =] £0.16 £ 5‘_3'-[_1”3

Part 5 | = | ﬂ g Repair Time

P | = ~f Cal. / Test Time

Part7 | = £ 00:01:31

Part 8 | —| | j £ Engineer

Parts | = ¢ B Smith <)

Part10 | = - £ [ EdtPasList |
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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

Stock Code Dezcription Cateqgom Cost[Accred] | Cost [Std]
p (MDD Batteries £9.60 ]
Moo3 Battery - PP3 9V Zinc Battery Batteries £0.97 ]
Moo4 Battery - AA 1.5V Alkaline Battery Batteries £0.74
Moo5 Battery - PP3 9V Alkaline Battery Batteries £2.22
Mo37 Battery C-size Alkaline Batteries £1.80
MO38 Battery - AAA alkaline Batteries £0.82
MO50 3 X AA Battery Tubes Battenes £9.00
MO56 Battery - CR2016 Battenes 2N
M0O58 Battery pack - 10xAA for 2003 Battenes £40.80
M053 Battery - AA mi-cad 600mAh Battenes £1.80
MOG63 Af battery holder for 1088 Battenes £2. 70
MOG4 Battery D-Size Alkaline Batteries g2 42
Mo71 Battery - Lithium AA 3. 6v Batteries £13.50 £0.00
Mog2 BTGP-303 Battery Batteries £255 £0.00
M0B3 AdA Alkaline Batteries Batteries £0.56 £0.00
M084 Battery 1/2A4 3.6V Lith Batteries £12.30 £0.00
Mo94 Battery Lithium Button - CR2032 Batteries £5.37 f0.00 T
| | an
TYPE : |SPARE / REPLACEMENT PART |
CATEGORY : |Batteries =
X e
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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B3 Select a Product / Service (%)
Stock Code Dezcrption Category Cost [Acored] | Cogt[Std]
Al56 Mut - 4BA Hardware £0.19 £0.00 |
Al74 Mut - 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
AZ83 Mut - Brazs MG Hardware £0.12 £0.00
Y043 Loctite- Nut Lock Tools £15.72 £0.00
VOG0 HUT SPIINER 4BA Tools £1212 £0.00
voe1 HUT SPINNER GBA Tools £1212 £0.00
voG2 MUT SPINNER 8BA Tools 121 £0.00
Y063 HUT SPINNER 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
Yog3 HUT SPINNER G6mm [M3.5] Tools £12.45 £0.00
vog4 HUT SPINNER 7mm [M4] Tools £12.66 £0.00
Y085 HUT SPINNER 8mm [M5] Tools £12.66 foonD |

o | [ |

TYPE : |5F’AHE ! BEPLACEMENT PART j
CATEGORY : Batteries -
[X] Jo
Cancel . Search Select ltem

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 ltem” 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 .ﬁ.ddress] Returned B_I,I] Dezpatch .ﬁ.ddress] drcceszones  Service Detals lHistu:ur_l,I]

Sewices] Partz Uzed Enagineers Report lJu:uI:u Enmments] CHuote ]

Coroded batteries replaced)

Taotal Partz Cost
£1203
Repair Cozt
£ 2000
Calibration Cost

£ G000

Repair Time

Cal / Test Time
000137

Engineer

W Smith )

| EdtPatsList |

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 Infu:u] Izt Details] Cert .-'-‘-.ddress] Returned E!_I,I] Deszpatch .-'-‘-.ddress] feceszores  Service Details ] Hist-:ur_l,ll

Sewices] Parts Llsed] Enginesrs Repart Job Comments l Huate ]

[nstrument repaired before calibration.

All Tsts pased calibration. Maing safety tested.
All tests pazzed UKAS calibration.

Al tests paszed UKAS calibration. Maing safety tested.

Total Parts Cost
£ 1203
Repair Cost
¥ 2000
Calibration Cozt

£ 6000

Repair Time

Cal. # Test Time
Qonat 3

Erngineer

B Smith ]

| EditPatsList |
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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:ntnlnh:n] InstDetaiIs] Cert .-'-‘-.ddress] Returned Ey] Despatch .-'-‘-.ddress] .-'-‘-.u:u:ess-:nries] Service Details  History

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

CHM13262 05/10/20068 New Instrument Test Stendard 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 Address ] Ci Add

h Add

|D

Awaiting Instrument Selection...

Instrument Details

Auwaiting Instrument Selection...

Job Information

Auwaiting Instrument Selection...

Lzt Inst Catzilz [

Recall Last Job info

] é Instruments Booked In [This Session)
Job Mo Custarmer Manufacturer Model Mo
r 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 KOO743737

Enter/ Scan Serial or ID Number >> k00743737

Certificate Address ] Customer Address ] Despatch Address ] Add / Edit Addiess

Compary | The Measurement Club

Contact I Smith
Addiess 10

l=mp Strest

J Aocount Ma. | 1 -

F=xh

Instrumentz Booked In [Thiz Session]

Job Mo Custarmer Manufacturer Model Mo

1

Instrument D etails
Model Mumber 1358

Manufacturer | Kyoritsu

Description | Clamp Adaptor

Custorner Ref |

Serial Mumber |14002

Auto ACCESSORIES NONE

Inf
él::ice Type ‘A: Calibration Only ﬂ Cert Type |A Standard Calibration J
Job Mo Jo0s2 Order Mo ’mw
Cal Interval m Wweeks Turn-Araund m Days View Full Job Sheet |
Comments ‘
_— I Fast Turn Around LINK. TD SCANNED CUSTOMER ORDER
Mainz S afety [ Under\Warranty r Damaged r Quate Regqd [
r r r Euit

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

17:06:18

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 ltems
Find Order to Despatch

SCAN JOB / PICKING LABEL

Qty| Description

Carrier Information

1 Transmille 2080 Electrical Test Box S/N:108073F&

1 Transmille Z080 Electrical Test Box

Dezpatch Address

Ireoice Address

| UTW1 ONA

Steve Rata

| U.K. ACCREDITATION SERVICE

QUEENS ROAD
TEDDINGTOM
MIDDLESEX

TW11 ONA

5/N:108080F¢

Exit

Costi |6.50

Carier | AMTRAK

Job No.
Job No.

Category
20430 New
tZ0431

Instrument Test °
Hew Instrument Test :

Stenda ¥ N
Stands - ¥

Address m ﬁ;j
Labels !
0 - LCancel [ezpatch [tems

28/07/2008 | 10:2318
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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 Iltems

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

L) ACCESSORIES DETECTED

Accessories For Instrument : TO0004066

Manufacturer : Motech
Model HNo. : MIC3%9
Description : Multimeter
Serial MNo. : 39004110009

242458-1-1 Mznual
24248-1-2 Test Lead(s)
242458-1-3 Rubkber Holster

LCancel Ok

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

ProCal-Track ]

Enter an inztrument SERLAL MUMBER ar SY'STEM 1D

Cancel

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

Q Multiple Instruments Found For Serial No. "1 IEJ
000000142 : Megger : JEL : Loop Tester : H7S
HOO000017  : Transmille : 2041n : Precigion Multi-Pred : E
To00lglee : Megger o JEL : Loop Tester
T000181le7 : Megger : JEZ : Continuity & Inmsulat :

T000e7587 : Transmille : 2041n : Precision Multi-Prod :

TO0Z2Z10Z1 : Fluke : 187 : Multimeter : Bny company

ICCO000001 : Unspecified : 1nF : Reference Capacitor : EKISTLER INSTRUMENIS—

THROO07457 : Trensmille : 20412 : Precision Multi-Prod :

T00411048 : Zny : BMC : BMC - Res/Cap/Ind b
Lancel Select Instrument

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

=2 Demonstration / Loan Express Despatch B3

Instrument D etails
Model Number - JP1

Manutacturer Megger
Description Loop Tester

Serial Mumber 1

Dispatch Address

Account Number -

Contact Name Despatched Via

Department Head ‘ ﬂ D

Company Mame ‘ j

Address

Telephone Site

Fax Dept.

email : Location :

Expected Return Date —

_— 8| =
= {Gancel Eegpletn

Despatch Address

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

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

Eﬂ Configure Label Printer

i~ Standard Serial Printer [ASCI Output) Erint Test
¢ DYMO 300/400 Series Printer J"abe'
f* Seiko Smart Label Printer® [Label Code : SLP-THEL]

Port Label Configuration

£ COM1 Serial No. @ oo
i COM2 Cert Ho. 0000
Calibrated @ s

& LoE Cal. Due @ Xssssossss
i COM4d
&+ LSE Systzm |00 oocoooooo
Transmille Cslibration  Tel : 01580 830700

Printer Model Company Logo Path [Standard Certificates)
f« SLP100 |
" SLP 200
 slP 120 Label Footer

|Transmil|e Calibration  Tel: 01580 830700
" SLP 220
¢ SLP Fra [®¥ Include Barcode on Label [Codel28]

q_i‘_'j Use the "Print Test Label button to
Lancel test the label printer =ettings QK.

PORT
Select the port to which the printer is attached.
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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.

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 % 'i."fe. E
Process Paperwark =
Despatch Instruments Cirl+D

Add Scanned Customer Order
DEMO f LOAN Dispatch

Create Certificate of Conformance(s)
Search For Certificate of Conformances r

Change Instrument Status
Update Instruments Calibrated

Edit Recall Letter Text r

Edit Laboratory Address

Set Logo Positions... 3 Certificate Cover Sheet Logo
Configure Label Printer Certificate UKAS Logo

Certificate of Conformance Logo

Edit Certificate of Confo Text
it Certificate of Conformance Tex Recall Letter Logo

Edit Certificate Footer Text
Service Log Photo

Edit Quote Template

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

ProCal-Track User Manual V4.00 Page 49




Procal-Track Laboratory Management Software: User Manual

B Adjust Logo Positioning (Accredited Logo)

Adjuzt positioning far the

printed logo
¥ Posihorn ; 1340 T
Y Pasition: 90 P

&

‘ Cancel

Location : c\ProCalhPrograms'.N amasz. bmp

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 Murmber : |BrickEI1 j : & m
Contact Mame : br & =
Department Head :  Mr B itdd / Update Company Delete Cormpany
Compary Mame : Southern Bricks ﬂ
Address 1 Kiln Lane

Brickton

BE1 3BE
Telephone : 071234 BEF330 Site : Brickton Woaorks
Fan: 01234 567291 Dept. : (RFS
email : al@bricks.com Location: Test Lab
WaT Rate: 175 % Dizcount : 10 4 Carrier : |k ail j Cariage Cost £ 6
Add a new company - Enter the detailz first, then click Add / pdate Compary'.
= Delete a company - Select uging the drop down liztz, then click 'Delete Compary'.
Edit a company - Select the company using the driop down listz, edit, then click Add ¢ Update Company’.
‘ Cloge | | Frirt Label ‘
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Amend existing details

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

Edit Contact Database

Account Mumber ; | j P m
Contact Mame : :ﬁ‘\
Department Head : Add / Update Company Dielete Company
Company Mame : || j
Addresz AZEMBLA ELECTROMICS a
ALTEC AIR COMDITIOMIMG
AZLIRALTD
B K L Electrical
B R 5 Electical
B & D ELECTRICAL SERYICES
——— (B & D INSTRUMEMT REPAIRS
Telephone - B & D PATTERNS LTD b
Fau: Dept.
email ; Location :
WAT Rate 4 Dizcaunt : 4 Carrier : j Cariage Cost £
Add 3 new company - Enter the detailz first, then click add / Update Company'.
= Delete a company - Select uzing the drop down listz, then click ‘Telste Company'.
Edit a compary - Select the company uzsing the drop down listz, edit, then click ‘4dd / Update Company'.
‘ Cloge | | Pririt 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.
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Edit Custom Lists

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:

Job Info  Inst Details l Cert Address | Retumed By | Despatch Address | ¢

Dezcription : | j |

b anufacturer : | ﬂ | |

Model Mumber: [2cculab ~
Advance

Serial Mumber ;. [Agilent
Anglicon

Cuszt. Ref. : AQIP
Appa

Frocedure Mo, [&W Power Lid
Ay W

PAT Test Code ol |

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 Contact Database

Edit Custom Lisks Edit Manufacturer Lisk
Edit Instrurment Description Lisk

Autamnatic Murbering Syskenm » Edit Accessories List
Advanced 3 Edit Serviced By Lisk
Edit Site Lisk
Edit Location Lisk

Edit Engineer Lisk
Edit PAT Code Lisk
Edit Cal 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.
I Manufacturers.txt - Notepad

File Edit Format Miew Help

Cambridge
victoreen
wandel & Goltermann
Dawe
MOrma
Redcliffe
weller
LeCroy
Leader
Feedback
Eagle
Kernwood
Goldstar
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Change Instrument Status

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

A nstrument Update
To Update an instrument ztatuz enter a Senal Mumber, Previous Certificate Mumber or System (D,

Enter a Serial Mumber

OR

Enter a Certificate Mumber

OR
Enter a Spstem 1D

LClose Eind Instrurnent

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 chck OF. to zave or Cancel to abort change.

Statuz ﬂ

] A
Mew Recerved Date \with custamer

. Requested
 Owerdue
- Lozt

: Becerved - awaiting cal.

: Received - awaiting quote
: Recerved - awaiting info. / order b

LCancel

kel =l

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

When an instrument is about to become due for recalibration, ProCal-Track can generate a letter
to inform the customer.

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 Instruments STEP 2 : Wiew / Print Letter(s) STEP 3: Update & Exit
Status

0 Due Instruments
0 Overdue Instruments

0 Customers

Viaw / Print Letterls] | Exit

Advanced [Select 5 pecific Customers]

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.
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Process Paperwork

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 Ordler o Process

SCAN JOB / PICKING LABEL

17847

Exit

26/07/2008 | 10:50:20

E). PROCESS Items 3]
Find Order to Process
SCAN JOB / PICKING LABEL
Gty Description Categony Processed?
1 Transmille 2080 Electrical Test Box S/N New Instrument Test Standa ¥
1 2080 Electrical Test Box 3/N Hew Instrument Test Standa o
1 2080 Electrical Test Box 5/N:1C Hew Instrument Test Standa N
1 2080 Electrical S/ Hew Instrument Iest Standa 2
1 2080 Electrical s New Instrument Test Standa n
1 (s Electric 5/N New Instrument Test Standa w
1 2020 EZlectriczl Tes /N Hew Instrument Test Stznda N
1 2080 Electrical S/ Hew Instrument Iest Standa 2
1 C Electrical B 5/ 5 Hew Instrument Test Standa 1
1 Transmille 2080 Electrical Test Box S/N:107474J% ob N 17855 New Instrument Test Standa n
Exit Cancel Pracass ltems
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.
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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.

Print Dptions Status
[ Frint Calibration Certificate(s)

[ Print Certificate of Conformance(s)

% Frint Labelis] [ Print Cal Due? Cancel
A d S etti

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 Utilities Uszer Reports  User Login Help

0= |§-0’1 [ Generate Recall Letters... o \
View Last Generated Recall Letters (14/08/200% 10:10:50)

Issued Certificate(s) Report...

Inventory Listing & Reports...

Day Book »
Calibration Priority List »
View Jobs 3
Wiew Cverdue Jobs 3
All Mor-Invoiced Calibration(s)

Maon-Invoiced Calibration{s) For a Specific Customer

View Non-Invoiced Calibrations
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HE View [/ Edit Non-Invoiced Calibrations [24466 Matches]

System ID Cuztomer Hame kodel Ho. Date Dizpatched | Job Mo Invoice Mo,
18273476330 Transmille 3200 31052009 35891-1 -
T121454 Calibration Labaoratary 2041 25052009 34658-1
TL125877 Transmille LTD G030 1707 2008 35987 -1

j‘_) IJze thiz screen to fill in invoice numbers by clicking on an instrument in the list, then twping the invoice number in the box
pravided. Once the invoice number iz entered, an instrument will not appear in thiz izt the MEXT TIME this function is run.

Cloze [Fvoice Mumber ; -

Ready.

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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ie View / Edit Non-Invoiced Calibrations [19577 Matches]

System 1D Cuzstomer Mame b odel Mo, Date Dizgpatched  Job Mo [rvoice Ma.
TCHEET1CT ACUTE SALES T/Z ACUT> THERM 170272008 27416-2  ——————————-
TCHEET2CT ACUTE SALES TrA ACUT> TACH F1/02/2008 £7418-3  ——————————-
Tle9145B8 MYNE CHUAMNE ENTERERI> EZ01le 21/02/2008 27417 400 0————m——————
T50914&B2 MEEEZER LID 3350 03/03/2008 27418 2= 2z« —————————-
Ta05730D4 J P FRRRETT ELECTRIC> Z020 2270272008 Z7418-1 @ —————————-
D1EZ37748 EDD MBEM TECHMOLOEY L>» Z751K os/03/2008 Z7420-1 @ @ —m——————-
R34087-50 TYCO ELECTRONICS UE > 11234 280272008 27422-1 @« —m—m——————
M-2445354 TYCO ELECTRONICS UE > D-30-A 27 f02/,2008 27422-2 2 0————————-
523523234 TYCO ELECTROMICS UE > B10zZ3 27022008 Z27422-3 2 @ —————————-
EZT7052582 TYCO ELECTROMICS UE > PM51Z7 27/02/,2008 Z74Z23-4 2 @ ——————————-
F85840Z08 ACCEL POWER SUPPLIES» 183 Z2Z2f022008 Z7423-1 @ @ —m—m—————-
FZReZ0135 LCCEL POWER SUPELIES> 80gZR 22f02/72008 27423-2 2 ————————-
Fa7340041 ACCEL POWER SUPELIES> 127 2270272008 Z7423-3 0200 0———————-
TOO0159108 THE IDEARS STUDIO LTD 79mk3 21/02/,2008 27424-1 @@ @ —————————-
Too0oo0z21 ZCUTE SALES T/h ACUT> RE&R I5/02/2008 327438-1  —mmmm—————-
TOH&347C5 CHMECR CRLIBREATION La> Z100HAE ZBSf0Z22008 Z74Z27-1 @2 0 ——————-
TO0l155121 AT.PFHZ ELECTRONICS (N> 10415 2870272008 27434-1 @ ———————-
i) Usze thiz screen to fill in invoice numbers by clicking on an instrument in the list, then bping the invoice number in the bos
provided. Once the invoice number iz entered, an instrument will not appear in this lizt the MEXT TIME this function iz rar.
LCloze Irvoice Mumber : ﬂ
Ready.
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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

A Instrument Update :
To Update an instrument enter a Senal Humber, Previous Certificate Mumber or System (D,

Enter a Serial Mumber

OR

Enter a Certificate Mumber

OR

Enter a System ID

Cloze Find | nztrument

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 zave or Cancel to abort changes.

Certificate Number |DE|EEIEI
Status |.-“-‘-. - wfith customer j
Calibration Date | 14/07/2006 |

Calibration Period 1 -

Cancel | | (]

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

Fleaze enter the comect laboratoy address in the bores below, then click 0LK,

Laboratory Mame

Laboratory 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 Contact Database

Edit Custom Lists »

Aukomatic Mumbering Syskem A Lse duto-Sequence ID

Advanced » Edit Job Murnber

Edit Auto ID Mumnber

Edit Auto Serial Mumber
Edit Auto Invoice Mumber

Edit Auto Transaction Mumber
Edit Auko Lead Mumber

Edit Job Number

The last job number is displayed in the message box. Enter a new 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 new job is created this value will be increased by one and used as the job number.

ProCal-Track Auto Job Mumber

E3
The last Job Hurnber used iz shown below,

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

C |
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

The lagt Auta 1D Mumber uzed iz showvn below.

E dit number [Lp to 20 characters] and click Ok or click

C I
Cancel to abaort, =lglm

710104859

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
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time a serial number is created this value will be increased by one and used as the serial
number.

ProCal-Track Auto Serial Number

The last Serial Mumnber used is shown below,

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

C |
Cancel ko abart, ance

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 below.

E dit number [up to 10 characters)

and click O or click Cancel to abart, Caneel

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 Mumber.

The lagt Tranzaction Murmber uzed iz shown belaw.

Edit number [up to 10 characters]

and click DK or click Cancel to abort. Cancel

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.
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ProCal-Track Auto Lead Number

The last Lead Mumber uzed iz shown below.

E dit number [up ta 10 characterz] and click OF ar click. Cancel
Cancel to abort.

2154

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:\PrnCaI\Eerlificates

Contacts Database |c::\F'ru:nCaI\Eerlificates'\[lontac:ls.mdb

Digital Photas | \PraCal\nstrument Phatas

Sales Database |c:\prosalas
Stock D atabase [

ERERRE

PDF Scans |

Station Configuration PraCal-Track Language Setting

(") Goods-Inwards Registration Only Station @ Select a language from the pull down fist,
(") Dizpatch Only Station then restart program.

(") Goods-lrwards Registration & Dizpatch Station |English j

@ Administrator Station

Man-nvoiced Calibrations Crystal Decizsion=(Th) Crystal Reports®
™ Check For Mon-lnvoiced Calibrations on Startup ¥ Enable  Crystal Reports®

Barcode Scanner Fast Turnaround Surcharge WAT Rate
i ¥ Use Barcode Scanner For Dispatch o 15 o
| Enforces use of bareode scanner for despatch & = =
Station Mame / Humber hiutti-Program Operstion
|Goods In / Dezpatch [+ Enable Multiple Copies
Goods-lrwards Settingz Degpatch Print Options

Dizable Check For Incomplete Information Group Instruments By JOB NUMBER o
r [Ellowes Booking-n if Incomplete) T SUFFI if using the same custormer v Prinkt Picking List

[~ Setentered data 3z 1D for new Instruments [ Print 1D Label for HEW Instruments [ Job Completion Record
| Despatch Naote

Print Job Sheet(s] / Label - |Label -

LCancel

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.
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[rata Paths

Certificates Database |c:\ProCal\Certificates

Contactz D atabase |n::'\F‘rnI:al'\Eertificates'\Enntacts.ml:ll:u

Digital Phaotoz |n::'\F'r-:uEaI"~Instrument Photog

*

Sales Databaze c:hprozales
Stack Database |

FOF Scans | j

; lr
FROCALTRAGH

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.

ProCal-Track User Manual V4.00 Page 64



Procal-Track Laboratory Management Software: User Manual

Station Configuration

() Goods- mwards Reagistration Only Station

() Dizpatch Only Station

(") Goods-lmward: Reqistration & Digpatch Station

(w0 Adminiztrator 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.

MHon-lnvoiced Calibrations
[ Check For Mon-nvaiced Calibrations on Startup

Barcode Scanner
| E [~ Use Barcode Scanner For Dizpatch

£ Enforces use of barcode scanner for despatch

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.
Frangais.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®

%

-‘,f [+ Enable  Crystal Reparts®

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

Mult-Program Operation
Z::H [ 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 System Passward

i | Change Fazsword

System Password

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

Goods-|muards Settings

r Dizable Check Faor Incomplete [nfarmation v Group Instruments By JOB MUMBER +
[&llowz Boaking-In if Incomplete] SUFFE if uzing the same customer

| Setentered data az 1D far new [nstiuments I Frint ID Label for MEW [nstruments

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 JOB0O01,
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.
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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:

~& User Access Permissions [E]
User Hame User Level Pazsword
Bert : ENGINEER g
Mike : OPERRTCR : Mmilz3
Ernie : RDMTINISTERTOR

User Hame |Bert Add a User
User Level |ENGINEEH j — | Delete a User
Paszsword [Dptional] |

Cloze

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

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

System ID

O]

Manufacturer
Description
Model Number
Serial Number
Status
Use
Customer Hame
Site
Location

Certificate Number
Enter an Order Number

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 Number

Customer Ref.

OO0 0D 0O 0O 0 00 O 0 0O 00

Qrder NHumber
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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 L4

|ser Access Permissions

Modify Instrument ID number  Cirl+Hv

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.
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Issued Certificates Report

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

Month Bange, “ear & Certificate Tope[s]

From the Firgt Dap OF |1 -
Tothe Lagt Dayp OF 5 -

Start From “ear 2008 -

* Standard

[ Exclude Status! 3 7o cus

Cancel | | K.

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.
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Analysis of issued certificates

{133

Liocer
Licer

€

Jan  Feb  Mar Apr

May Jun ol Auz Sep Oct Nov D | Show graph || Print List

(®:Bar chart ) Pie chart ) Line graph ) Area graph Pirtt | ‘ il |
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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

B s ch B (Order|| Tip : Select criteria to search by clicking on one or more button(s).
; carn Y To view all instruments click start search without selecting a search criteria.
System ID =
Manufacturer
Description

Model Number
Select / Enter a Description

Clarnp Meter j

Serial Humber
Status
Use
Customer Name
Site
Location
Certificate Number
Job Humber

Customer Ref.

DEORORONO O O O O O O O O

Order Humber

Cloge

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

Inventory List [Ordered By System ID]

Syztem |D M anufacturer | kModel Humber | Senal Mumber Dezcription Cugtomer Mame

TER0025c% Mitutoyo S5 0mm 3440782 Zzuge Block> CCOLSAN INSTRIMM> A

T=200859&87 Mitutoyo 7 Oroan 340883 Fauge Block» COLSAN INSTRIMM»
Tempmaster L100 T775 Digital The» ME ELECTRIC LI=*
AcT EoldIbt 0408058 Bzttery Tes> EF ALIST INS>
Hegger MEMZ000 010201/1042> Optical Pow> ER LID
Budenberg> R&35& 1215331¢ Eressure Far» E WILLIZMS>

084585 Fluke 705 3377154 Loop Calibre K LTD.

T=20085983 Ezce E TO71 Terperature® MBM TECHMNO>
CONCOERDE M2 = 1.25> 5334/1 =0 8= 1 MRZATIN = C»
CONCORDE MZ x 1.25> 5334/:Z =0/ =0 5% i M2RTIN = C»
BMC BMC SRFDER BMCZ - Sourcr
BMC BMLC 1234 BMC - 3200
Jenco T001H 002309 Microecomput> JACOBS ENGINEE» M

Click Frint Lizt bo print a list of ALL instruments, Select all inztruments required and

click Print Full Report for & full ingtrument printout, R e-5earch to retum to zearch

zoreen of Cloze to return to main menu.

Cloze | ‘ Re Seaich Frint Full Report Frint Lizt
Ready.

Print Full Report

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

ProCal-Track User Manual V4.00

Page 72




Procal-Track Laboratory Management Software: User Manual

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 |ser Beports  User Login Help

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

Issued Certificatels) Report, .,

Imventory Listing & Reports. ..

Day Book 4 v Monday
Calibration Prioriky List r

Yiew Jobs

Yiew Cverdue Jobs »

Wieww Mon-Invoiced Calibrationis) K

Ew Date
By Customer 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:

??/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]

T00z2z21021
T00411048
T30000003

[CRCNCNT]

Select one or more instruments from the list above, then click Print List ta print the list
[uze zelect all ta print all items in the list] or Cloze to retun to 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.

S [ser Reporks  User Login Help

Generate Recall Letkers. ..
Wiews Last Generated Recall Letters (0&/08/2009 12:44:13)

Issued Certificatels) Report, .,

Inwventory Listing & Reports., ..
Day Book, »

Calibration Priorits Lisk List All Instruments

List Instruments Awwaiting Calibration

Wigw Job 3
few b= Lisk Instruments Awaiting Quaote
Wiew Overdue Jobs » . . .
Lisk Instruments Awaiting F.epair

Wigw Mon-Inwvoiced Calibrationis) »

Lisk Instruments For a Specific Custamer

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 [Return]  Customer Mame Statuz Model Mumber Serial Humber

9] 0503/ PRECISE CALIBRATION SERVI > P102772 ~
1040 SUM CREATION EMEIMEZRING = o ZRO0L1S 10305107

v 1 TEANSMILLE LID. E 370% B

Elz TRANSMILLE LID. o 1853

R 1 TMS EURODE LID o BCZO0L
2 TEANSMILLE LID. E 2102

Dl TRANSMILLE LTD. = 3Z00HE

TIE TRANSMILLE LID. o 2Z00HEAE
2 TEANSMILLE LID. E FLREH

E |z, [OD TRANSMILLE LTD. = 2080 il
23/ = 1 T 1030 3 HFS
23/ [51 1 = 1040 3
23/ [€] 1 E JEL 1

Dlzzr [&] 1 = 187 1
23/ [&] 1 = BMC 1

U 22707752008 [€] The Measurement Club > E 1352 14002

E |23r01r2008 [&7) TRANSMILLE LTD. = 2023 10733315
2370872007 [183] vV & L TEST = ZR001 102872H7
2370872007 [1g5] vV & L TEST E E2015 108873H7
ZE/05/2008 [210] HITEE LID = 3203 100873 hl
J," 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.

User Reports  User Login - Help

Generate Recall Letters. ..
Issued Certificate(s) Report...

Inventary Listing & Reports, ..

Day Book 4
Calibration Priority List 4
Yigw Overdue Jobs 4

View Mon-Invoiced Calibration{s) »

All Jobs For a Specific Customer

B %= [Ee

All Jobs For a Specific Customer

All Jobs

Received - Awaiting Cal

Received - Awaiting Quate
Received - Awaiting Info, f Order
Arrived Damaged

Before Cal Done - Awaiting Adjustment
Calibration Incomplete

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

Cal Done - Awaiting Paperwork
In Dispatch

Under Construction

Allocated to Customer

In Stock

Awaiting Parts

Enter the name of a customer to search for. Wildcards may be used to select multiple customers
(e.g. 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

In Despatch

Under Construction

Allocated to Customer

In Stock
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Awaiting Parts

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.

Analysis of ALL current jobs

)

(") Bar chart ®Fie

(") Line graph (") Area graph Print ‘ | ak.

View Overdue Jobs

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

el e Llser Reparks  User Login Help

Generate Recall Letkers, .,
Wiews Lask Generated Recall Letters (06032009 12:44:13)

Issued Certificake(s) Repaort, ..

Inventory Lisking & Reports...

Day Book, »
Calibration Priarity Lisk »
Wiew Jobs »

iew Crverdue Jobs &l Overdus Jobs

Cwerdue Jobs For a Specific Customer

Wigww Mon-Invoiced Calibrations)
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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 E'
Pleaze enter the number of dayz zince receipt before a 0K
job iz overdue, -
Cancel

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.

View All Jobs For a Specific Customer E'
Please Enter a Custarmer M ame oK
Mildoards can be used, eq. Sting® or SEY7hag). -

Cancel

Overdue List

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

Job Murnber Status  BeceiptDate [Dapzin]  Customer Mame I odel Murnber
201587-1 u 2370572006 [7%2] SEIVAD ENGINEERING LID M5 = 0.8 -
28135-1 " le/04/2008 [328] SET ENGINEERING LID 3/4 » 10 UN
Z0183-4 " Z23/05/2008 [73Z] SET ENGINEERING LID Mle x 1.5 -
28137-1 u le/04/2008 [58] SET ENGINZERING LID 3/8 x le UM
Z8l35-2 " 187042008 [328] SET ENGINEERING LID 10 = Z4 UNC
28138-1 u 1&/04/2008 [38] 5ET ENGINEERING LID 1/4 & 20 UN
28141-1 " le/04/2008 [328] SET ENGINEERING LID 4 x 40 UMC-
ZB814Z2-1 " 1&/04/2008 [381] SEIVAD ENGINEZERING LID T7/le x 14
Status ey :

% : With customez H : Arcived damaged O : Reguested (Fossed)

E : Reguested I : Before cal. dome - awaiting adj. E : Overdue  (Possed)

C - Overdue J : Calibration Incomplets @ : Under Comstzuction

D : Lost H : Zamt for cal frepair (External) B : Rllssacsd Te Customer

E : Recsived - awaizing =al. L : Zams for zepair (Incssmal) 2 In Zzook

E : Beceived - awaiting quote M : Cal. done - awaiting p/work T : Zwaiting Pasts

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

| (=
Feady

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

It g -l Lzer 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

eBack - _/. lj‘ /..-\JSearch

ACdress

H_ Folders

[~

) Ct\ProCal-Track\Reports\General
Folders > Reverse Tracesbility.rpt
= 53 Reports View All Overdue Jobs.rpt
3 Certificates View All Overdue Sub-Contracted Instruments.rpt

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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JobMa, ;
| rebiammiers

Job Mumber :
Date Received :
DOirder Mumber =
Irevoice Murmiber ©
Despatch Date :
Calibration Date -
Calibration Due :
Certificate Mo, :

Print Job Completion Form
Status : Print Service Log
Usze;

Virtual Job Sheet [System ID :

Jab Info | Imst Det:ils] Cart A.ddrassl Returad E_|,.|| Daspe&r.‘h.ﬁd-:iass] An:essurias] Service Debahl Histur_l,-]

_ | Senvice Detals | Sub Contiact Details |
View |

Oederd |~ . -, I—
Print Job Shast i

—

Waranly [ Maing 5
d: | Days

=¥

Print Packing 1D Sheat

Print Job Label

Print ID Labe|

Print Accessories Labels
Print Mains Safety Labs!

Cal

Erint Certificate & Label
Brint Despaich Note

Bocked e o ;T|
inBy: nrt Serial Numbes Labe
| Close | Piirt Meru I Procedures *
Certficates ¥
Advanced Ceraficates »

Despaich Mote.rpt

Enginesring Report. rot

Despatch Mote - Dema-Loan.rpt
Calibration Failure Report.rpt

Caibration Fault Report £150.rpt
Calibrations - Van Delvenes 2005, rot
Calibrations - By Courier 2005.rp2
Sub-Contract Dispatch Mote rpt
Instrument Fault Report.rpt

Medification Calioration Estimate.rpt
Modification Estimate. rpt

Investigation Report.rpt

Calibration Fault Report.rpt

Calibration Fault Report (Returned By Address).rpt
Renair Estmate Returned By Address).rpt
Reoair Estimate. rpt

Advanced Edit Il

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.

ProCal-Track User Manual V4.00

Page 80



Procal-Track Laboratory Management Software: User Manual

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
navigate to the location of the database.

1]

...” button to bring up a file window and
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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
In despatch

Requested (Posted)
Overdue (Posted)

Under Construction
Allocated to Customer

In Stock

Awaiting Parts

A. 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

Jab Infa l [t Details] Cert Address | Feturned By | Despatch .ﬁ.ddress] .ﬁ.ccessnries] Service Details] Histu:ur_l,ll

Job Mumber : |:|r'|k Service Details l Sub Contract Details ] Do Hot Recall |_
Date Received : E.[;F i

=B Service Type | j
Order Mumber ; View Cert. Type | j
[raice Mumber ; Docs

Quote Status : | j
Despatch Date Add
Calibration [rate : e E!ucut.e He.:
Calibration Due Mat Available Link, Service By: | j E
" _ FDF “Waranty | Mainz Safetp | FastT/R [

Certificate Ma. Cert

Status | j Turn-around ; | vl Dapz Cal. Interval : ¥ | Weeks

lse - - | Customer
| J Comments -
Booked
By ﬂ Inst. Log
| Cloze || Erint Menu |

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

Drescription [ ata

Cal Ref = *
Inst_ID :
Cert_HNo
Cust_Ref

Cal Date

Rec Date
Broc_no

Cal By
Veraion

Tenp

Humidity
Mvolt

MFreq

Cal_Int
Cert_Complete
aality

Edit Cal_Ref

1‘_:1‘_'_,'1 Tip : The data displayed can be modified. Click 5ave to save the changes or elick 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] | Sawe 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

Dezcription Drata

Cal_Ref : A
Inst ID : 3
Cust_Ref :

Cal Date

Rec Date

Broc_no

Cal By

Veraion

Tenp

Humidity

MVvolt

MFreq

Cal Int

Cert_Complete

faality

Edit Cert_Mo
|2?aa

(54

‘jrj Tip : The data displayed can be modified. Click 5ave to save the changes or click Cancel to abort without saving.

Editing Signatories

Delete Certificate] | Sawe 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.
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* _Edit Calibration Information For Instrument TL756

Dezcription [rata

Lab Zdd 4 : A
Leb 2dd 5 :

Signatory 1 : J, Bailey

Jignatory 2 :
Signatory 3
Signatory_4
Signatory_5

Sva_No

Marg Fass

Inst Desc 1

Ry D
(€4

Edit Signatory_1

|.J, Bailey

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

Editing Traceable Instruments

Delete Certificate| | Save Changes

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.
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* _Edit Calibration Information For Instrument

Dezcription Data

Signatory_3
Jignatory_4
Jignatory_5

[

Jya_No 2

Marg Paas : 20

Inat Deac 1 3010 Precision Multi-Product Calibrator 0
Serial_1 :

Cert_No_1

Cal_Date_ 1 v 03/12/08

Cal Period 1 32

Inat_Desc_2 : 34582 Multimeter

Serial 2

Cert_MNo_ 2

Cal Date_ 2 20/11/08

Cal_Pericd_2 52

Inat_Desc_3 bl

Edit Inst_Desc_1
|3EI1 0 Precizion Mulki-Product Calibrator

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

Delete Certificate] | Sawve 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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