eschbach

SHIFTCONNECTOR" io

User Manual

Customer: Project: Supplier:
eschbach GmbH ShiftBook Release 7 eschbach GmbH
No. 200491 Schaffhauser StralRe 97

79713 Bad Séckingen

Germany

eschbach GmbH « Schaffhauser Str. 97 « 79713 Bad Sackingen « Germany
Phone +49 (0)7761 55959-0 « Fax +49 (0)7761 55 959-29 ¢ info@eschbach.com * www.eschbach.com
Trade Register Freiburg, HRB 621631 « VAT ID: DE814509205 « Managing Director: Andreas Eschbach Page 1 of 91



eschbach

Amendment History & Confidentiality

Version Created Approved

No. Description Date Person Date Person
0.1 User Manual - Initial draft Apr 26, 2016 AH

0.2 New format Sep 26, 2016 AH

1.0 Approved Sep 26, 2016 AH Nov 14, 2016 AE

2.0 Revised for 7.1.0.0 Dec 22,2017 AH Dec 22, 2017 AE

2.1 Revised for 7.3.0.0 Mar 19, 2018 AH

2.2 Revised images/screenshots May 29, 2018 AW Jun 6, 2018 VH

2.3 Revised for 7.5.1 Oct 10, 2019 AW Oct 16, 2019 LB

All information in this document is provided in confidence and shall not be published or disclosed, wholly
or in part to any other party without eschbach’s written permission.

Microsoft ASP.NET, SQL Server, C# and Windows are registered trademarks of Microsoft Corporation.
Adobe Flash, Flex are registered trademarks of Adobe Systems Inc. All other trademarks used herein
are the property of their respective owners.

Shiftconnector® is a registered trademark of eschbach GmbH.

The recipient, by accepting this document agrees that neither this document nor the information
disclosed herein nor any item thereof shall be reproduced or transferred to other documents or used or
disclosed to others for manufacturing or for any other purpose except as specifically authorized in writing
by eschbach.

All the information in this document is based on current knowledge and understanding and is hence
subject to change without notice. This document supersedes any previously released revisions.

Shiftconnector® - User Manual - Version 7 Page 2 of 91



eschbach

Table of Contents

Amendment History & Confidentiality ............cueeeiiiiiiiiiiiee et 2
TaADIE OF CONTENTS .ottt e e sttt e e e aa et e e e ek b et e e e anb et e e e anbe e e e e aabeeeeannee 3
N (=] = Vo PSPPSR PP 6
1.1 ADOUL ThIS MANUAL ...t enreas 6
1.2 THE APPIICALION ...ttt e et e e et e e e s bb e e e e sbnreeean 6
1.3 ST U] o] 6 L0] ¢ AR PSPPI 6

N U 1T o [0 (T =Tt = PP PP PRI 7
2.1 SYSEM REGUIFEMENTS ..ottt ettt s bt et e e e e bt et e s e sb e e e e e nnbneeeeeneee 7
2.2 LAYOUL ... 7

3 The application’s Main CONCEPLS .......ccvviiiiiiiiiii e 9
3.1 Form templates — Detail VIEW .........ccoooeii i 9
3.2 LISt tEMPIALES — LIST VIBW....ceiiiiiiiie ittt ettt ettt e e e e e s anene s 9
3.3 (0= 1 (=T [o] (=T S TP PP U P PP PPPRPN 10

4 Authentication and aUINOMZALION ..........cvvviiiiiiiie e e e 11
4.1 AUNENTICATION ...ttt bbbt e e s be e e e s nabb e e e s aaneeeas 11
4.2 Starting the APPIICALION ........eiiiiiiie e e 11
4.3 WWEICOIME SCIEEIN ...ttt ettt et s ket e s b et e s bt e e s s et e s et e s nannee s 13
4.4 AULNOTIZALION ...ttt s b e e s e e e s e e s s 14
4.5 User Settings @nd [OQOUL..........uuuiiiiiiiii ettt e e e e e e 14

5  Main functionality of ShiftCONNECIOI® 0 ........cccoiiuiiiiiiiiiee e 16
5.1 BVBNES ... e 16
o0 I R O == 11 Vo = T =3 =T o | PP 16

L R U oo F= L1 g To = o Y= o | SRR UTRUPRPPPRPN 17
5.1.3  Adding @ taSK 10 @N BVENT ... ...uiiiiiiiie ittt e e a e e e aaa s 18
5.1.4 Adding an inStruCtion t0 @N @VENT .......o.uiiiiiiiie e 18
5.1.5  Creating @ NANUOVET .........uuiiiiiiiiie ettt e et e et e e et e e e sabeeeean 18
5.1.6  Updating @ NANUOVET ........oeiiiiiiiiiei ettt e et e e snreee e 19
5.1.7 Deleting an event / RANAOVET ...........ooo i 19

5.2 TASKS ettt n 19
L R O == 1] (o = T = ] PR OUPPRPRPRPN 20
LI U o Lo I 11 g To = T = L PR OUPPRPPPRPN 26
5.2.3  DeIEtING @ tASK ...t e e e e e e b e reaaa s 26
B5.2.4  TASK STALUS ..ottt ettt et e e s e e b e e b e e nre e e 26

Shiftconnector® - User Manual - Version 7 Page 3 of 91



eschbach

5.2.5 Task recurrence types and OPLIONS .......cuviiiiieeiiiiiiiiiiiee et e e e e s s e e e e e s sranereeee s 27
5.2.6  PEISONAITASKS ...iviiiieieieiie ittt 30
5.3 INSEIUCTIONS .ttt ekt e kbt e s ek e e e e et e e e e e e e e bbe e e e e nbe e e e e nnes 41
5.3.1  Creating an iNSIIUCTION ........coiiiiiiiie ittt e et e e et e e e e sbee e e e snneeeean 41
5.3.2 Updating an iNStIUCTION .......ccciiiieiiee e e e e st e e e e s e st e e e e e e s e s nte e e e e e e e s e ennrnnneeeees 48
5.3.3  Deleting @n INSITUCLION .....ccoi et e e e e e e e e e e e s e et r e e e e e s s annrrneeeeees 48
5.3.4  INSIUCHON STALUS.......tiiiei ittt et et e e e st b e e e sabb e e e e sabbeeeesbneeeeans 48
54 SIGNALUIE FEQUESTS ....eteieeiietiie ettt etttk e ettt e e e et b et e e e aab et e e e aab et e e e anbe e e e e anbneeeeaanes 49
5.4.1 MaKing SIgNAtUIre FEQUESES .....uuuuuuuereiuueiniernrnenrnrnrnrnenrnrnrnrsrernrerernrererernreeee. 49
5.4.2  SIGNING AN BN ettt e et e e e s be et e e sbe e e e e aabb e e e e abb e e e e abbeeeeanreeeean 50
5.4.3 Updating the requested SIgNATUIES. ........ocuuiiiiiiiiie ettt 52
55 RTAT Lo o TR Z 1 TN S 53
L0 700 R o 1 o 53
LRI €1 (01U o] oo [P POPUPPO PP PP POPPPUPPPPRP 54
B5.5.3  FIEIING ettt e e b e e e b r e e e abreeeeaa 55
5.6 THE INTODOAIT ...t e s s 58
5.6.1 Creating an Infoboard eNtry.........ccccoviviiiiiiiiic 58
5.6.2 Updating an INfoboard Entry ... 59
5.6.3 Deleting an INfODOArd €NEIY ........cooiiiiiiiiiiiiee et stree e 59

6  Special components and fUNCLIONS ...........coooiiiiiiiiiii 60
6.1 Confirmation dIiAlOg.........coouiiiiiiiie e 60
6.2 NOTIFICALIONS ...ttt s et e e et e e e e b e e e e nbe e e e e anee 60
6.3 AULO RETTESI ..o 61
6.4 Component: Text modules with autO-COMPIELE ........cooiiiiiiiiiie e 61
6.5 Component: FUNCHONAI LOCALION ..........oiiiiiiii ettt e 62
6.6 Status Change COMMENT ......coiiiiiii ettt e et e e e e e e st e e e e neee 63
6.7 ATLBCIIMIEINTS ...ttt e st e s bt e s bt e s b e e e s e s 64
L A R AN £ = Vol 10 0 L= T 0L A 1 = PR TP TP PPPPPP 68
6.7.2  POSSIDIE fill& TYPES ...t 68
6.7.3  MaXimUM fil€ SIZE .....ocoiiiiiie e 68
6.7.4 Changing file CONENT..........uuiiiiiiiii e e e e e e e 68
6.8 INEITINKEA FECOIUS ...t e e nb e e et e e e e e 69
6.9 WISy (o T [=To RS 11 11 ¢ Lo o1 =) S PSRRI 71
6.10  Short List for Tasks and INSIUCHIONS .........cooiiuiiiiiiiiiiiie et 73

Shiftconnector® - User Manual - Version 7 Page 4 of 91



eschbach

S0 5 R O o - T g To T 13 (o] SR 73
6.11.1 D= L= W o1 F= L o =SSR 73
6.11.2 LINKING NISTOTY ...ttt e e e s e e 75

6.12  EXPOIT FUNCHIONS ...ttt ettt ettt e skttt e skt e e skt e e s bbb e e e s enbne e e e nnnneeas 76
6.12.1 PDF €XPOrt fOr SIS .iiiiieiii et e e e e e s s e e e e e s st r e e e e e e e aaans 76
6.12.2 PDF export for detail SCrEENS .........uviiiiiie i a e e 77
6.12.3 EXCEl @XPOIt OF lISES ... .eeiiiiiiiieei it 79
6.12.4 Sending a detail record via EMall ...........cooiiiiiiiiiiiiiii e 80

6.13  MOUSE-OVEF TOF TEXL....ceiirriiiiitieie e ittt sttt s ettt s e e st e e st et e s s e e e s e e e s nnnneees 81

6.14  MOUSE-OVEF TOF ICONS ...itiiiieitiiee ettt ettt ettt ettt e sttt e skt e e skt e e s bb s e e e s nbne e e s annneeas 81

T THE 360° OVEIVIEW .....etiieiiitite ettt ettt ettt e et bt e e e st bt e e e e a b et e e e ea b b e e e e e ab et e e e anbe e e e e aabee e e e anbneeeenees 83

7.1 Detailed DESCHPLION ....cccco e ——————— 85
A0 T 11 (= Y= 111 Vo PP 85
7.1.2  Group “CUrrent STt .......eeieiieie et e e 85
7.1.3 Events changed during filter Period ..o 85
7.1.4 Tasks changed during filter Period ...........coovvviiiiiiiiii 85
7.1.5 Instructions changed during filter period ..........cccccvvvvviiiii 86
71,6 LINKEO ENLMES ..eeiiiieieee ettt ettt et e e et e e et e e e e 86
% O A S To £ 1 o To [P R PP PRPTPRP 86

I O ] 0o o [N o =T [=T 7> (o] SR PP 87

8.1 OPEN CUITENE TBD ...eeiiitiie ettt e e et e e e st e e e snbae e e e aeee 88

8.2 Create new entry USiNg QR COUE.........oiiiiiiiiiiiiiie et 88

Shiftconnector® - User Manual - Version 7 Page 5 of 91



eschbach

1 Preface

1.1 About this manual

This manual contains everything that is relevant to know for the daily use of Shiftconnector® io by end
users. If you require background information or any further explanation, please contact your system
administrator.

The manual has to be seen as a reference for people who attended the Shiftconnector® io training. If
you are a new user we advise that you get your training from an experienced Shiftconnector® io user,
preferably working in the same department as yourself.

1.2 The application

Shiftconnector® io by eschbach GmbH was first developed in 2005 and has been constantly improved
since. It can be used in all operations which produce in shifts as the entire shift handover process and
much more is supported by the application. It is used for improved coordination and seamless
communication in and between shifts.

Relevant events in production are recorded in the Shiftbook so that they are permanently documented.
Also, tasks and Instructions with a status indicating their current situation can be allocated to the
respective work centers. They are always interlinked to events.

An info board is available where company-wide or workplace-related information can be placed.

1.3 Support

For support regarding Shiftconnector® io please contact your key user. He can help you regarding
training material, configuration, and problem solving or change requests. If necessary he can contact
other technical or functional experts to help solve your request.
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2 User interface

2.1 System Requirements

« Browsers: IE 11 or later, Google Chrome 55 or later (for file upload/linking feature only Internet
Explorer is supported)

% JavaScript and Cookies activated

< Minimum screen resolution of 1280x720

2.2 Layout

The layout of Shiftconnector is divided into six main parts:

1. Header bar with link to user settings and logout button as well as links to manuals

2. Menu bar, reflecting the organizational structure plus, if applicable, a link to signature list and
configuration area

Data tabs (e.g. events, tasks and instructions)

4. List template selection, filter and grouping settings. Actions buttons for printing as well as for
adding new entries.

5. List area
6. Detail view area

w

SHIFTCONNECTOR" io

Infoboard
> Plant Alpha
> Plant Beta

~ Plant Gamma

Overview

Line 2

Line 2
Overrides.

Deviations
» Special Trials

Training Area

Maintenance
SAP-PM
Laboratory

Merning Meeting
Search
> Special Apps
search

MY MAILBOX
nothing to sign

no tasks

Configuration

= i@

Show: | last 24 hours ~~

A\ 'nstructions 1
 List filter

Event Start  Functional Location  Category

escription Priority o

Al 7| | Any v || any

& Andreas Eschbach ~  (2)

= AddEvent | %3 Handover Grouping one- | Functional Locatio Catego
a Event Start Functional Location  Category Description Att. Priority
O[EF  wed, 05-30-2018 Default SCADA doesn't operate correctly. B L
01:07 PM
[E Wed, 05-30-2018 01:07 PM - Line 1- Default - SCADA doesn't operate correctly. - Andreas Eschbach
[ Wed, 05-30-2018 0T:07 PM - Line 1 - Default - SCADA doesn't operate correctly.
. Wed, 05-30-2018 01:07 PM - Line 1- Default - SCADA doesn't operate correctly.
(O  Lastlogout wed, 05-30-2018 10:21 AM
Entry Linkings & H x
E] Event e
Category Assigned Shiftbooks Start/End Status
Default Line 1 Wed, 05-30-2018 0107 PM T Normal
Eunctional Location Description Attachments
SCADA doesn't operate correctly
R | X o= W Frint B Send by Ema

Shiftconnector® - User Manual - Version 7
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Figure 2.2-1: Shiftconnector® io Layout.
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3 The application’s main concepts

Shiftconnector® io presents lists of data to you, e.g. events, tasks and instructions in a pre-configured
way called list template.

Each of these entries in a list is entered, displayed and/or updated by you or one of your colleagues via
its relevant form which is also pre-configured and is called a form template.

Each of these records is allocated to a category which should make it easy for you to see what the entry
is concerned with, and also give you a handle to filter and group by.

Creating these templates and categories is part of the administration process. If you want or need to
know more about how to do this, please refer to the Administrator Manual.

The following paragraphs are for gaining a high-level understanding of the main application principles
only.

3.1 Form templates — Detail view

The forms are where you log and view the details of what is happening in your shift, i.e. events, tasks
and instructions. They are pre-defined and tailored to the needs of the very entry you want to make or
view.

The form when displayed is called a detail view or detail record.

3.2 List templates — List view

List templates are a pre-defined filter and way of displaying a number of detail records (see above) in
your workplace for you to choose from. Here are a few typical ones:

2o

A

Show me all events from the last 8 hours, without auto-events, sorted by event date
Show me all events of the last 14 days, with status “Important”

Show me all events up to the last handover

Show me all open tasks, sorted by due date

Show me all overdue tasks, sorted by due date

Show me all delegated open tasks, sorted by due date

Show me all open instructions, sorted by valid from date

Show me all events of category Maintenance

2o

A

®,
°n

X3

%

X3

%

X3

%

X3

%

2o

A

They are displayed as shown in section 4 Chapter 2.2 Layout .The displayed data is called a list view,
generic report or generic list

Shiftconnector® - User Manual - Version 7 Page 9 of 91
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3.3 Categories

When creating an entry, a category must be either chosen for the entry from a list or a fixed category,
which might not be visible to you, might be allocated automatically.

Categories are used to group similar entries in a logical fashion, so you can see quickly what an entry
is concerned with on a high level. As similar concerns usually need to record the same data, a form
template is configured to be used by this category. Whereas a category can only be allocated one form,
this form can be re-used on a humber of categories.

Shiftconnector® - User Manual - Version 7 Page 10 of 91
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4 Authentication and authorization

4.1 Authentication

Before you can work with Shiftconnector® io the administrator has to provide you with access to the
application. At this point it will be defined if you will be login in via your Windows account login or via
Shiftconnector® io’s forms authentication. Your administrator will provide you with the relevant login
information.

4.2 Starting the application

With your login information you will have been given a URL link to Shiftconnector® io. Open this in your
chosen browser. If you have to login manually, enter your username and password now:

D

SHIFTCONNECTOR" io

Use my Windows Login

Figure 4.2-1: Login.

With Windows login, you will be either forwarded to the welcome screen directly or you have to click on

the relevant link @ If a login is not possible, please contact your administrator.

If you are using form-based authentication, note that if your account gets locked if you entered the
password wrongly for several times. You will initially receive this message:

Shiftconnector® - User Manual - Version 7 Page 11 of 91
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SHIFTCONNECTOR® io

An unknown error has occurred. If
the error still occurs, please
contact the your system

administrator.
Use my Windows login

Figure 4.2-2: Invalid user name or password.

eschbach

It is pre-configured by your administrator how many times you can repeat the login. If you need to have
your account unlocked, contact your key user or administrator.

D

SHIFTCONNECTOR’ io

eschbach

SecurityException:

Use my Windo

Shiftconnector® - User Manual - Version 7

ToManyLoginAttempts: To many
access attempts have failed! User has
been deactivated.

Figure 4.2-3: Locked account.
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4.3 Welcome screen

After successful login the Welcome Screen will appear:

1

2

4  Useasdefault B

D  skip this screen  [§8

Login Logout

Figure 4.3-1: Welcome screen.

# Name Description
1 | Current User Your first and last name is displayed.
2 | Mandator (aka The mandator (or tenant as it is known in some companies) is
Tenant) selectable here if there is more than one, else the sole one is pre-
selected.
3 | Language Select the language. It contains all activated languages within the
application.
4 | Use as default If you are a member of more than one user group, you can select with
which you would like to login, else the sole one is pre-selected.
5 | Skip this screen If the user selects this check box this screen will be skipped for next
login and the current selection will be used i.e. the Use as Default
checkbox will be ticked automatically. To reset this setting, choose

Shiftconnector® - User Manual - Version 7 Page 13 of 91
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Change Role / Mandator from the main screen as described in 4.5
User settings and logout.

Click Login to start the application. You will be forwarded to the main page, where you might be asked
to change your password if you are login in with forms authentication for the first time.

Click Logout to cancel the operation.

The user’s session is deleted by the server automatically after a specified inactivity time. Should this
happen you will be asked to login again.

4.4 Authorization

The user group that you belong to determines to which activities you are authorized. If you think you
ought to belong to another or an additional group, you should contact your key user or administrator.

4.5 User settings and logout

To change various user settings, click on your name in the top right hand-side corner of the screen o
to open the user setting popup:

w

SHIFTCONNECTOR' io

[3) infoboard (1 & AndreasEschbach v (

Informatio

& Andreas Eschbach

Andreas Eschbach
uTcor

Andreas Eschbach

> Plant Beta

> Plant Gamma
k)
8

Fri, 12-22-2017 02:23

> Special Apps

Search

MY MAILBOX
nothing to sign

no tasks

Configuration

e — ;e e N N e NN M e T e A M o |

Figure 4.5-1: User settings and Logout.

# Name Description
1 User Click on this link to open the popup window.
2 Link role or tenant If you click on this next link, you will be routed back to the Welcome
change screen, where you can change role or tenant.
3 List view Here you can switch on or off the functionality described in 6.8
Interlinked records.
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4 Show natifications Here you can switch on or off the functionality described in 6.2
Notifications.
5 Change password If you click on this next link, you will be routed to a dialog window where

you can change your password.

6 Logout Click on this if you want to logoff.
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5 Main functionality of Shiftconnector® io

5.1 Events

It is dependent on how your administrator has configured your workplace and your forms
and which data is required for you to enter. So the following screenshots are to be viewed
as an example only.

5.1.1 Creating an event

At the workplace where you want to add an event, choose the Events tab:

(9]

& AndreasEschbach v (2)

No records are available for the current filter settings

Status

i o
2
Figure 5.1.1-1: Create event.

# Name Description
1 Add Event button From the top of the screen, click this button to open the entry form.
2 Event entry form As mentioned before, this is an example form.
3 Attach task /| If these two buttons have been configured to be present, you will be

instruction able to add tasks and instructions to the event directly on its creation

as described in 5.2.1 Creating a task and 5.3.1 Creating an instruction.

4 Save Save your entry.
5 Cancel Discard your entry.

After entering all the required data and saving, the event will be added to the list you are viewing, if the
filter criteria fit the new record (e.g. if you have filtered on a status your new record does not have, it
won’t be shown after save!).
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If you choose to discard the entry, click Cancel and, after confirming the action, no data will be saved.

If you need more information on the shown fields Functional Locations, Attachments, Text modules and
the like you might want to check out Chapter 6: Special Components and Functions.

5.1.2 Updating an event

On the workplace where you want to update an event, choose the Events tab and click on the Add Event
button:

w

SHIFTCONNECTOR io [£1360° Overview [NSIEIEIE Tasks 5 B Instructions s & AndreasEschbach v (3)
Infoboard Show: | last 24 hours List filter

o Aare
: [ Pt | % sancove C—

Sventstart Functiona Locaton Category bescpton ¥ actsc. pronty
rview Supervis q [E Fios0s208M428M  Pump 7010 Default This event will be updated [ENCA

= ()  Lastlogout Fri 12-22-201707:10 AM

— (5]
(2 Event
(/i £3 @n W Print 4 Send by Emai
Figure 5.1.2-1: Update event.
# Name Description
1 Select record To update an event, select the record in the list by clicking on it.
2 Entry detail view | The details are shown to you in read mode.
3 Edit Click this button to switch into edit mode.
4 Close If you do not want to put the record into update mode but close the detail
view, click this button.

5 X Click on the X to close the detail view.

You only see the Edit button if you have authority to update events. Speak to your administrator if you
feel the authority is not set correctly.

Once you have clicked the Edit button, you can proceed updating the entry.

Take into consideration if the entry has already been signed by someone. A change will
render those signatures invalid and send a request again to each required user.
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5.1.3 Adding a task to an event

Please refer to sections 5.2.1.2 Scenario: Creating a task and 0
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Scenario: . Scenario: Creating a task

5.1.4 Adding an instruction to an event

Please refer to sections 0O
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Scenario: Creating an instruction at its event creation and 5.3.1.3

Shiftconnector® - User Manual - Version 7 Page 20 of 91



eschbach

Scenario: Creating an instruction and attaching it to an existing event

5.1.5 Creating a handover

The system can provide a function to report a handover between two shift supervisors with an electronic
signature. The author of this handover event is the supervisor going out and currently logged-in, whereas
the shift supervisor taking over is signing.

The handover can be initiated from the event tab of the work place:

w

SHIFTCONNECTOR"io [1360° Overview [NESIIEIERE] Tasks 5 | Instructions 5 & AndreasEschbach v (2

Infoboard Show: | last 24 hours List fiter

» Plant Alpha R
Grouping
REutoet Event Start Functional Location Category Description Attac.. Priority
Overview Supervis. (5 Fios-04208M42AM  Pump70i0 Default This event will be updated.
L= ®  Lastlogout Fri, 12-22-2017 07:19 AM
Line 2
Overrides
Round Trips =
Maintenance @ Handover o x
Labroatory New Handover from: <Currentuser>

Morming Meeting

R [ Work place tidy [ Socumentation completed Round trip executed
nothing to sign [ Attach Task i, Attac
e : o
Configuration [
Figure 5.1.5-1: Create handover.
# Name Description
1 Handover If you click this button the handover detail view form will be opened as
button configured by your administrator.
2 Handover The form will be opened directly in edit mode.
form
3 User name This is where the shift supervisor taking over enters his user name.
4 Password This is where the shift supervisor taking over enters his password.
5 Save Save the handover. The screen will close after this action.
6 Cancel This will discard the handover action, after a confirmation dialog.

Once the shift leader taking over has signed and the record is saved, it appears in the list:

After handover has been signed

Shiftconnector® - User Manual - Version 7 Page 21 of 91



eschbach

Event Start Functional Location Category Description Attac. Priority p.

Fri, 05-04-2018 11:48 AM Handover New Handover from: Eschbach, Andreas to Miller, Daniel i ‘:L
Everything is in order

W e W NP Y S I I e e e U P P

Figure 5.1.5-2: Handover entry in Listview.

5.1.6 Updating a handover

Initiate an update the same as a normal event. Another signature is necessary if the update is to be
saved.

5.1.7 Deleting an event / handover

You cannot delete an existing event. For events other than a handover it is possible however to set a
priority to Deleted, which will filter it out of most list templates. If it is shown, the data is struck through
SO you can easily pick it out:

Event sart Funcaonal Locati Category wesciiption AL Priofity

=
Entry has priority "Deleted" -

Figure 5.1.7-1: “Deleted” event.

5.2 Tasks

It is dependent on how your administrator has configured your workplace and your forms
and which data is required for you to enter. So the following screenshots are to be viewed
as an example only.

5.2.1 Creating a task

There are three ways how you can create a new task. The difference lies in how you initiate the creation.
However, the result will always be the same: The created task will be a child entry of an event (except
in one case, which will be described separately).

5.2.1.1 Scenario: Creating a task before the event

On the workplace where you want to add a task, choose the Tasks tab:
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SHIFTCONNECTOR"io []360° Overview Events 2 P& Instructions 5 & Andreas Eschbach (2

Infoboard how: | open List filter
> Plant Alpha
0 Grouping
~ Plant Beta DueDate Functional Location Category Description Creator Created Date Time Atta. Status
Overview Supenvisor B[¥g  52t71223-20708:01AM Line2 Default Check all safety showers. Andreas Eschbach Fri, 12:22-2017 07:02 AM )
Line1
s @,12—23—2317 07:04 AM_Pump 7010 Default TEA (Thermal Energy Analyzer) requires a check before next pump action. Andreas Eschbach Fri, 12-22-201 [ ]
Line3 B[  s3£1223201707:03AM Pump 7010 Default Please replace the pump. Andreas Eschbach  Fri, 12-22-2017 07:03 AM °
T Bvg  sat 1223201 M Mixer 7105 Default Motor does not operate - please replace it. Andreas Eschbach Fri, 12-22-2017 (]
Round Trips. ©[¥g  Sat 122320170202 AM Reactor702 Default H2504 and HNO2 meter should be replaced Andreas Eschbach Fri, 12-22-2017 07:03 AM ®
Maintenance
Labroatory
Morning Meeting
» Search _
B o @
Start/End Status signatures
bez=zlinss i, 05-04-2018 1157 AM = Low 0 persons selected
Search
] Task e x
Y MALEDX Category Workeenter Due Date Status Batch
nothing to sign O oermun Line2 Sat, 05-05-2018 1157 AN Open
ne tesks Functional Location Description Text Modules  Attachments
Maintenance
Configuration
Attach File

Figure 5.2.1.1-1: Create task before the event.

Name Description

Add Task

From your list, click this button to open the entry form.

Auto-event area

Here any configured auto-event fields will be shown.

Task entry

The entry form as configured by your administrator. As mentioned

before, this is an example form.

Save Save your entry. The button is disabled until you have entered all the

mandatory fields correctly (red fields).

Cancel Discard your entry.

Every time that you create a task this way, a “parent” event (also known as auto-event) is created
automatically in the same Shiftbook.

You don’t have to enter anything for it, in fact, configuration might be such that you can’t enter anything.

But if it is, you find the entry zone for this above the new task as you see above at e. You have to click
the panel to expand it.

After adding the mandatory fields for the task and saving, you cannot only see the new task on the task
tab
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w

SHIFTCONNECTOR" i (] 360° overview Events 0 MCAREESNEIN ) Instructions 5 & Andreas Eschbach ~
Infoboard Show: | open v > Listfilter
~ Plant Alpha
-} Add Task Grouping - None - F on C: y Status
CEuEy A Due Date - Functional Locati-  Category  Description Creator Created DateTi. At Status
Line 1
— BE Wed, 05-23-2018 Default Everything OK Andreas Eschbach Tue, 05-22-2018 &l
[ Line2 ] 03:06 PM 03:07 PM
Line 3
@[V  Mon 1225207  Reactor201 Default Mgtor does not operate - please replace it. Andreas Eschbach Fri, 12-22-2017 [ ]
e 06:42 AM 02:420M

Figure 5.2.1.1-2: Task in task list.

but also below its auto-event on the event tab :

(¢/a]

SHIFTCONNECTOR" fo [1360° Overview [NEIENEIE Tasks & ) Instructions 5

Infoboard Show: | last24 hours ~ | EPNECSIIEN X Reset filter
~ Plant Alpha
‘ + AddEvent | &3P Hancover Grouping: |_-None- | Functional Location | _Category

Qverview Supervisor Event Start Functional Location Category Description At Priority
Line1 . . f
o(F  Tue 052220180306 Auto-Event for Tasks  Everything OK
[ unez] o
Line 2 i | (5] Tue, 05-22-2018 03:07 PM - Line 2 - Auto-Event for Tasks - Everything OK - Andreas Eschbach

[ Tue, 05-22-2018 03:07 PM - Line 2 - Default - Everything OK
Maintenance

I By
Labroatory O Lastlogout  Tue, 05-22-2018 03:01 PM

Figure 5.2.1.1-3: Auto-event in event list.

5.2.1.2 Scenario: Creating a task at the same time as the event

In this scenario you will start with creating the event first. So, note that the following screenshot shows
the Events tab:
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SHIFTCONNECTOR" io L 360° Overview U Events (1

Infoboard

~ Plant Alpha

Show: | 1ast 24 hours List filter

eschbach

Tasks & ) Instructions 5 & AndreasEschbach ~  (2)

Grouping: | -None- | Functional Locatio Catego

Overview Supervisor Event Start Functional Location Category Description At Priority

Line 1

Line 3

Maintenance

Labroatory

Tue, 05-22-2018 03:12
PM

Default Round trip completed, nothing specia

() Lastlogout Tue,05-22-2018 03:01PM

Morning Meeting

Other Reports

Search

> Plant Beta

> Plant Gamma

> Special Apps

search

MY MAILBOX
nothing to sign

no tasks

Configuration

B Ever‘to

Category
© oefauit
Failure - Break Down
Failure - Malfunction
Quality deviation
Safety

Shift Presence.

Assigned Shiftbooks Start/End Status
Tne 2 v || Tue, 0522201 0313 P4 3 (& rorming Meeting

Functional Location Description sbc Text Modules Attachments

Attach File

o (V] Attach Task f, Attach Instruction

X Cance!

Figure 5.2.1.2-1: Create event with the task.

Name

Description

Add Event

Clicking this button will open the configured entry form for the event.

Event entry form

Event entry form (“Detailview”).

Mandatory data

Here you enter the necessary data for your event.

These fields might be configured by default or through your
administrator, to be copied into any child entry being made, if the fields
are present on the child (this functionality is often referred to confusingly
as parent copy).

Attach task

Click this button to open the task entry form.

Now, if you click the button at 0 2 task entry form opens additionally:
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SHIFTCONNECTOR io

Infoboard

~ Plant Alpha

Overview Supervisor

Line1

Line 3

Maintenance

Labroatory

(-] 360° Overview

Show: | last 24 hours

Morning Meeting

Other Reports

Search

> Plant Beta

> Plant Gamma

» Special Apps

Search

MY MAILBOX
nothing to sign

no tasks

Configuration

[E) events (1

List filter

eschbach

Tasks § & AndreasEschbach v (%)

A\ Instructions 5

Grouping: | - Mone - Fi al Locati ate

Event Start Functional Location Category. Description Att.  Priority

Tue, 05-22-2018 03:12 Default Round trip completed, nothing specia

PM
('_) Last Logout  Tue, 05-22-2018 03:01 PM

B e @ *
(¥ Task o o X Delete
Category Workcenter Dus Date Status Batch
O oerourt Line 2 Wed, 05-23-2018 0317 £ 3 Open

Maintenance

Functional Location abe Text Modules Attachments

downtimes oceured because of a pump breakdewn

Attach File

° [¥] Attach Task ), Attach Instruction e o
Figure 5.2.1.2-2: Create task with the event.

# Name Description

1 Event The earlier started event gets shifted to the background, to display the
task form to be linked to it in the foreground of the screen.

2 Task entry form Detailview of the task entry form.

3 “Parent copy” data | The entries made for functional location and description have been
copied over from the event through “Parent copy” configuration. This is
configured this way by your administrator and might not behave exactly
this way if it has been done differently.

4 Delete If you have opened up a task entry form by mistake, you can remove it
again with this button. This is only possible before the first save.

5 Attach task Note that you could add yet another task to the event, or even many
more.

6 Save Now when clicking Save, both the event and its attached task get saved.

7 Cancel This will discard both entries.

Before saving you can still edit data for the task as well as for the event. You just click on the link Event

at @,

Once you click save, all entries will be saved together and displayed in the list on the event tab
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w

SHIFTCONNECTOR io 13607 overview [MISIEIEES Tasks 7 B Instructions 5

Infoboard Show: | last 24 hours | | ) List filter r

~ Pl Alph
T B ST EERT Event Start Functional Location Category Description Att.  Priority
Line 1
ofF  Tue 052208033 Default SCADA support was approached. [ENCAY'

[ une2 | p

Line 3 [E Tue, 05-22-2018 03:40 PM - Line 2 - Default - SCADA support was approached. - Andreas Eschbach

[ Tue, 05-22-2018 03:40 PM - Line 2 - Default - SCADA support was approachee.
Maintenance
Labroatory 0 Last Logout  Tue, 05-22-2018 03:23 PM
B Tue 05222080312 Default Round trip completed, nothing special
Meorning Meeting PM

Other Remarts . .

Figure 5.2.1.2-3: Event tab after save.

as well as on the task tab:

w

SHIFTCONNECTOR" io L 360° Overview Events D'/ Tasks (7 A Instructions 5 ma Andreas Eschbach +

Infoboard Show: | Open | | List filter /

~ Plant Alpha
Grouping Status
R T e Due Date Functional Locati.  Category  Description Creator Crested Date TL. At Status
Line1
o wed, 05232018 Default SCADA support was approached. Andreas Eschbach Tue, 05-22-2018
[ Line2 ] 03:40 PM 03:30 PN
=3 (5 Tue, 05-22-2018 03:40 PM - Line 2 - Default - SCADA support was approached. - Andreas Eschbach
(¥ Tue, 05-22-2018 03:40 PM - Line 2 - Default - SCADA support was approached.
Maintenance
2 — sanig g ol b " h L. 2

Figure 5.2.1.2-4: Task tab after save.
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5.2.1.3 Scenario: Creating a task and attaching it to an existing event

Sometimes it might be only possible to attach a task later to an event previously created by you or
someone else. This is how you proceed in such a case:

w

SHIFTCONNECTOR' io [£1360° Overview NSRS
Infoboard Show: | last 24 hours List filter

v Plant Alpha

Tasks 7 g Instructions 5 & AndreasEschbach ~ ()

Grouping ane

Overview Supervisor Event Start Functional Location  Category Description At Priority

L= Last Logout  Wed, 05-23-2

O
m & E] Tue, 05-22-2018 03:39

Line3 M

018 08:26 AM

Default SCADA support was approached.

Maintenance o [E  1ue os-22208 032

Labroatory PM

Default Round trip completed, nothing specia [ERTW

Morning Meeting

Other Reports

Search

> Plant Beta

> Plant Gamma

> Special Apps
Search

MY MAILBOX

nothing to sign

no tasks
[ Task e

Configuration Category
© Defautt

Maintenance

Workcenter Due Date Status Batch
Line 2 || Thu, 05-24-2018 08:33 AM 3 Open

Functional Location Description sbc Text Modules Attachments

Round trip completed, nothing specia

Attach File ..

¥ Save || X Cancel

Figure 5.2.1.3-1: Attach a task to an existing event.

# Name

Description

1 Event

The event you want to attach a task to.

2 Attach task button

Click this button to open the entry form for the task as configured by
your administrator.

3 Task entry form

This form will open in edit mode for you.

4 “Parent copy” data

These fields have been copied from the event as described earlier.

5 Save button Saving this will link the new task under the existing event. See below
screenshot.
6 Cancel This will discard all the changes but not change the existing event in

any way.
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43P Handover Grouping: | -None- | Functional Locatio Catego
Event Start Functional Location Category Description Att.  Priority
(I) Last Logout ~ Wed, 05-23-2018 08:26 AM
=] E] Tue, 05-22-2018 03:39 Default SCADA support was approached.
PM
2[5 Tue 0522200312 Default Round trip completed, nothing specia BMH
PM

[5] Tue, 05-22-2018 03:13 PM - Line 2 - Default - Round trip completed, nothing special - Andreas Eschbach ‘

¥/ Wed, 05-23-2018 08:39 AM - Line 2 - Default - Round trip completed, nothing special

Figure 5.2.1.3-2: The attached task below the event in the list.

5.2.2 Updating a task

Updating a task is as simple and is initiated exactly the same way as updating an event, refer therefore
to section 5.1.2 Updating an event.

5.2.3 Deleting a task

You cannot delete an existing task. It is possible however to set a status Deleted, which will filter it out
of most list templates. If it is shown, the data is struck through so you can easily pick it out:

=] Due Date Functional Locati._ Category  Description Creator Created DateTi At.  Status

171 —_— E

Task has a status of "Deleted”

& E Sat, 12-23-2017 Tank 9788 Default H2504 and HNO2 meter should be replaced. Andreas Eschbach Fri, 12-22-2017 [ ]

Figure 5.2.3-1: “Deleted” task.

5.2.4 Task status

The status of a task is one of its most important properties, telling you exactly where it is at. Some of
the status you can set yourself, some will be set automatically by the system. See the following diagram:

e
O
—>
(2]
v
e
—>
v -
o

manual auto

auto _—
manual —>
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Figure 5.2.4-1: Task Status cycle with color indication.

5.2.5 Task recurrence types and options

Atask can be defined to have to be executed just once or multiple times. If it is to be scheduled recurrent,
there are a multitude of options:

D

SHIFTCONNECTOR' io [-1360° Overview Events 3 [C/RECERERE A instructions 5 & Andreas Eschbach v

Infoboard Show: | all List filter

Plant Alpha

Overview Supervisor Due Date Functional Locati_  Category Description Creator Created Date Ti At. Status
Line1
o X
Line 3
@  wed, 05-23-2018 Default SCADA support was approached. @ i Py & B y s
Maintenance B 7 7 2 o %
Maatenoey % Due Date once @) Recurring
Labroatory EIc/ Default Everything OK { e
L« © paiy every |1 | Days
Morning Meeting N : i
Weekly
@[  Mon12-25207  Reactor201 Default Motor does not operate - please replace it o
Other Reports 06:42 AM A M a 2 00 A +
Search i 5 m = ; ) Vearly
@[] sat 1223207 Reactor202 Default H2504 and HNO2 meter should be replaced. |
> Plant Beta 05:46 PM Duration
B[ sat1223207  Line2 Default Check all safety show -
> Plant Gamma D 11:41 AM = R Y SR Begins at | Wed, 05-23-2018 '3y Ends on | Wed, 05-. "
11:41 AM
> Special Apps cidezria I ¢
TRl 8  Fi-2-207 Line 2 Default Please replace the pump. Ends after Tasks
o 02:47PM
Search © Noend date
MY MAILBOX | Earliest starting date
5 [Z] Auto event A

x
V] Task o e
Configuration Category Workcenter Due Date S o ok || X cance e

© oefautt Line 2 Wed 055308 200 A e S . e
Functional Lacation Description \.

st week 4 downtimes occured because of a pump breakdown.

Maintenance

[ seve ][ x cone
Figure 5.2.5-1: Create a recurring task.
# Name Description
1 Task entry form | The task entry form in edit mode
2 Due date The due date component pops up when you click on the date field
component

3 Recurring Click this switch, to create the task as “Recurring”
4 Interval selector | Here you can select at which interval the task shall become duef
5 Duration Here you can define when the task shall be completed, if at all
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6 Earliest starting | When the due date approaches, the status will be set to ‘Open’
point automatically. Here you can enter how much before the approaching due
date this should happen.
7 Ok If you click here, you accept the selections you made and the popup will
close. It is however only saved once you save the entire task.
8 Cancel If you click here, you discard the selections you made and the popup will
close. It is however only saved once you save the entire task.

Some more examples

Due Date Once ( Recurring
O oaiy every |1 | Days

) Week ¥ 0 o

(O monthiy at: 08 B AM 03 00 BM +
( ) Yearly

Duration

Begins at | Wed, 05-23-2018 [ ") Ends on | Wed, 05-20-2018 "3

() Ends after 1 Tasks
© No end date

Earliest starting date

Days o " Hours = C Minutes 0~

Due Date

\_J) Daily Every | 1

| ) Weekly

O menthy . | o
| ) Yearly

Duration

Beg".; at | Wed, 05-23-2018

Earliest starting date

~~
Days 5 Hours

~~ P ~
Month at the |15 | Day

0

1| 00 B +
»n| (O Endsen 3
© Endsafter |8 7| Tasks
) No end date
- Minutes [

Due daily, at 8am and 4pm, open-ended

Due monthly on the 15", ends after 12 tasks. The
task status will be set to open 2 days before due

date approaches.
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Due Date Once () Recurring
\_/ Daily each|1 | Week(s) on |Maon Wed Fri || Sat || Sun
o Weekly

l_) Manthly at: 12 | oo =TT +

'3_::3' Yearhy

Duration

Begins at | Sun, 01-01-2017 39 © Ends on |5un, 12-31-200 5
() Ends after |1 Tasks
() Mo end date

Earliest starting date

Days | 4 C Hours |0 Minutes | 0

Due twice-weekly, Tuesday and Thursday, at midnight, starting January 15t 2017, ending December 31st
2017. The task status will be set to open 4 days before due date approaches.

Due Date once @) Recurring Due Date once @) Recurring
. O oaiy every |1 ™| Days
() Daily 3 2 -~ (O weeky
- each |2 ]| year(s) O ek o o o
() Weekiy O menthiy | at. 08 "z 00 " am o0 oo | em 2 o em +
- -~ - Y ven
— on the |1 .| April v O Vearly
L) Monthly
- Duration
o Yearly : o - - -
at: 12 ;00 A + Begins at | Wed, 05-23-2018 (33 (O Ends on N
() Ends after |1 Tasks
Duration © Noend date
B Earliest starting date
Begins at | Wed, 05-30-2018 33 () Ends on 31
- Days |0 7| Hous |8 T Mintes 0 7
() Ends after | 1 Tasks

© Mo end date
Earliest starting date

Days 14 C Hours o Minutes o~

Due every 2 years on April 1%, open-ended. The | Note: For any choice of interval you can add as
task status will be set to open 14 days before due | many times per interval as you would like the task
date approaches. to become due!

Figure 5.2.5-2: Examples of recurring tasks.
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5.2.6 Personal tasks

You might want to assign a specific person or persons to a task rather than workplace. Your
administrator will have configured this optional functionality in your system if this should be available to
you.

Your menu bar will look slightly different if you do have it available in that you have an indication of any
open tasks assigned to you:

(o)

SHIFTCONNECTOR  io 1 360° Overview QEvents 0 Tasks 5 A\ Instructions 5

Infoboard Show: | 1ast 24 hours =~ > List filter

~ Plant Alpha
: 4 AddEvent | 43P Handover

Owerview Supervisor

Line 1

Line 2 Mo records are ay
[ Line3 .

Maintenance

Labroatory

Morning Meeting

Other Reports

Search

MY MAILBOX

» Plant Beta nothing to sign

» Plant Gamma no tasks

> Special Apps

Search

nothing to sign

no tasks

Configuration

Figure 5.2.6-1: Personal tasks in the navigation area.
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Below the indicator about signatures pending, there is now another indicator to tell you, in this instance,
that there are no open tasks assigned to you!

Let's have a look now how you would assign a task to someone.

5.2.6.1 Creating a personal task

As mentioned before, Shiftconnector® io has to be setup for this, and you must choose a task form
template which has the ability to become personal.

As with a normal task, open the Tasks tab and click the Add Task button to create an entry. The form
will provide you with an extra field to enable you to make this task personal:

w

SHIFTCONNECTOR' io [ 360° Overview Events 3 [CARESSHSAN A instructions 5 & Andreas Eschbach +

Infoboard Show: | open v List filter

v Plant Alpha

Grouping
Overview Supervisor Due Date Functional Locati_  Category Description Creator Created Date Ti At. Status
Line 1
=¥  Wed,05-23-2018 Default SCA hbach Tue, 05-22-2018
[ Line2 | 03:40 PM " . 03:40 PM
Line 3 Vv -V
ine
B[  wed 05-23-208 Default Ev Personal Tash hbach Tue, 05-22-2018
rersona SKS
Malotenance 03:06 PM 03:07 PM
0 persons selected
pabioatone @[  Mon 1225207  Reactor201 Default hbach Fri, 12-22-2017 (]
06:42 AM 02:42 PM
Morning Meeting
Other Reports
B [Z) Auto event
> Plant Beta o Task x
> Plant Gamma Category Workcenter Due Date Meaint. Priority ersonal Tasks
Default Maintenance v | | Thu, 05-24-2018 10:56 AM 31 ||| 3-standard X| Open 0 persons selected
> Special Apps
o PP o Functional Location Description Text Mo
Search
MY MAILBOX
nothing to sign Damage code
no tasks

Configuration

X Cancel

Figure 5.2.6.1-1: Personal task field.

You will be presented with the following popup:
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SHIFTCONNECTOR" io

Infoboard
v Plant Alpha

Overview Supervisor

Line 1

Line 3

Maintenance

Labroatory
Morning Meeting

Other Reports

Search

> Piant Beta

> Piant Gamma

> Special Apps
Search

MY MAILBOX
nothing to sign

no tasks

Configuration

L] 360° Overview

Show: | open v List filter

Due Date

s  wed,05-3-208
03:40 PI

a]  wed 05-23-2018
03:06 PM

a8  Mon 12-252017

06:42 AM

[E Auto event

(] Task
Category

Default

© Maintenance

Events 3

(W] Tasks (7

Functional Locati_  Category
Default
Default
Reactor201 Default

Workcenter
Maintenance

Functional Location

Damage code

Cause (OEE)

A\ Instructions 5

Description

SCADA support was 2pproached

Everything OK

Motor does not operate - please replace it.

Due Date
~ || Thu, 05-24-201810:56 AM

Description

X Cancel

eschbach

& Andreas Eschbach

Personal Tasks

Main status accomplished by completion by:

Management

Ann Brammer

Benjamin Drewes

One Not selected

Dennis Briimmerhoff Alexander Buckentin

shift 1
Svenja Bothmann Stefan Bottcher David Dreyer
Karl Megescheidt
Shift 2
Climan e Geucar
3-standard X | v Open ~ | |0 persons selected v

Figure 5.2.6.2-2: Popup Personal task field.

At this point you need to make the following decision first:

7
*

sbe Text Modules

SAP Notification No.

SAP Work Order No

For the task to be marked as completed overall, do all users have to complete it or just one?

Example for One: You might assign two colleagues a task to maintain an engine. As soon as
one of them has done it, the overall task is considered as done.

Example for All: All laborers need to check the protection of their shoes, so all of them are
assigned this task, and the overall task is only considered done, when all assignees have done

it.

Also refer to 5.2.6.4 Dependencies between personal task status and main task status.

Once you know this, you can make your choices on the popup:
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Personal Tasks

Main status accomplished by completion by: o

Management X Deselect A o Select &

Ann Brammer Dennis Brimmerhoff Alexander Buckentin

Benjamin Drewes

Shift 1 e X Deselect A ¥ Select A
Svenja Bothmann Stefan Bottcher David Dreyer
Karl Megescheidt
Shift 2 M Deselect A ¥ Select A
e X Cancel o
Maint Fnornty Status Fersonal 1asks

Figure 5.2.6.1-2: Selection Personal task.

# Name Description

1 Completion threshold | On opening of this popup, this choice is Not selected and all entry fields
on the form are disabled.

Once you select either One or All the entry becomes enabled.

+ All means that all users assigned to this task have to complete
it by setting their personal status of the task to Done, for the
entire task to be set to Done.

+ One means that of all users assigned to this task only one has
to complete it by setting his personal status of the task to Done
for the entire task to be set to Done.

If you only assign one user to it, it does not matter if you click One or All.

2 User list This is a list of users, group by team. This is exactly the same list as you
would see it for signature selection.

3 Select all With this button you can select all users of a team at once.

4 De-select all With this button you can de-select all users of a team at once.
5 Ok Saves your choice and closes the popup

6 Cancel Discards your choice and closes the popup
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Once you made your selection, save your choice via the OK button.

Fill in the other data and save. This will look like this:

w

SHIFTCONNECTOR"io []360° Overview Events 3 [C/RECCHENN A Instructions 5

Infoboard show: | open | | > Listfilter ’

~ Plant Alpha

Grouping: | - No

CEnE e Due Date ~ Functional Locati.  Category  Description Creator Created Date Tio  At. Status
Line 1 i
o @  Thu05-24-2018  Line2 Maintenan.. Downtime occurs because the pump membrane has to be Andreas Eschbach Wed, 05-23-2018 B
[ e ] 27 A exchanged. 1127 AM
Line 2
=] D/ Wed, 05-23-2018 Default SCADA support was approached. Andreas Eschbach Tue, 05-22-2018
T 03:40 PM 03:40 PM
L B[] wed 0523208 Default  Everything OK Andreas Eschbach Tue, 05-22-2018
03:06 PM 03:07 PM

Morning Meeting

Other Reports

Entry Linkings x
Search ’ &
vg Task
> Plant Beta ba
Category Workeenter Due Date Maint Priority Status Personal Tasks
» Plant Gamma Maintenance Line 2 Thu, 05-24-2018 1127 AM 3 3-standard Open 1persons selected /M
Functional Location Deseription SAP Notification No.
» Spedial Apps Alpha»L2 - Line 2 Downtime occurs because the pump membrane has to be exchanged
S, SAP Work Order No.
MY MAILBOX Damage code
nothing to sign
tasks) @) s
Configuration n E
D Persoan| tasks | @ Start progress | | @ Finish personal task
/ Edit | | X Close Wl Print I Send by Email

Figure 5.2.6.1-3: Personal task after creation.
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# Name

Description

1 Task entry

The entry of the task in the list looks much the same as a standard
task, but the icon is different to point out that it is personal.

2 Personal task In this example, you also assigned the task to yourself, so the counter
counter is dynamically updated on your menu bar. If you click on the counter,

the personal task list opens. We will look at this on the next screenshot.

3 Personal task You see from the content of the field that two persons have been
indicator assigned this task. The number in green shows you how many have

completed the task and the number in red how many haven't.

4 Start progress button

This is shown to you because you are one of the owners of this task.
If you click it, your personal status will be set to In Progress.

5 Finish personal task
button

This is shown to you because you are one of the owners of this task.
If you click it, your personal status will be set to Done. Note: The
workflow does not require for the task to be set to In Progress first!

After clicking Task(s) from the menu bar, your personal task list opens:

w

SHIFTCONNECTOR"io

(¥ My tasks (2

> Plant Alpha

> Plant Beta

& AndreasEschbach v (2)

» Plant Gamma oE‘ :l_ ;.i;‘m_‘ i EESw:}e:s::\.ler‘hi::{ehce‘or"s(\adle;}j_:\ng another type of membrane
opsen e w:l Wed, 05-23-20 Thu, 05-24-2018 Line 2 Downtime eccurs because the pump membrane has to be exchanged.
1:27 AM 1:27 A
X0
Figure 5.2.6.1-4: Personal task list.

# Name Description
1 Counter Personal The highlighted Menu link with counter

tasks
2 Personal task tab A tab showing your personal tasks as configured by your administrator
3 Personal task list A list showing your personal tasks as configured by your administrator
4 Personal task status | Here your personal task status will be displayed if your administrator

has configured it that way.

5 List templates and You have a choice of templates and filters as with standard tasks.

filters
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Clicking on a task in the list shows its detail view again. Clicking the Personal task field shows you the
current status of the task. In this example, the overall status has changed to In Progress, as an assigned
person has set their personal status already to In Progress. Your own, however, is still Open.

w

SHIFTCONNECTOR"io (¥4 My tasks (2

& AndreasEschbach v (2)

Personal Tasks

Infoboard Show: | My tasks (open) List filter
Main status accomplished by completion by: One

> Plant Beta Earliest starting da. Created Date Time Due Date Functional Lecation  Description
Maintenance
BllEnt G e EICA Wed, 05-23-2018  Thu, 05-24-2018 Line 2 Preventive measure: Please con{
1124 AM 10:56 AM which goes well with the chemi| "27® perse
B andreas Eschbach Open
> Special Apps
=104 Wed, 05-23-2018  Thu, 05-24-2018 Line 2 Downtime occurs because the [
Semch 127 AM 127 Al
MY MAILBOX
nothing to sign
Entry Linkings
Configuration g =1
(v Task X Close
Category Workcenter Due Date WEInt Priofity Status Personal 1asks
Maintenance Maintenance Thu, 05-24-2018 10:56 AM n 3-standard Open 1persons selected ©m
Functional Location Description SAP Notification No.

Preventive measure: Please consider using another type of membrane which goes well

Alpha=L2 - Line 2
with the chemical xyz.

SAP Work Order No.

Damage code

Cause (OEE)

D Persoanl tasks | @ Start progress | | @@ Finish personal task

/ Edit | | X Close W Print B Send by Emai

Figure 5.2.6.1-5: Status Personal task.

5.2.6.2 Starting progress on a personal task

To set the task in progress, you can either click on the personal status field on the list, or on the
equivalent button on the Personal Task panel. You will be prompted by the system to enter a comment
for the status change, if it was configured that way by your administrator:
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Status Change

Info from Maintenance: "Preventive measure: Please consider using another .."

Status Open to In Progress
Reason Text Modules
This is a demo. There are two ways ta set the personal task in edit mode

Click here

Save || X Cance!

Figure 5.2.6.2-1: Personal task — Status change.

Enter the comment and Save. You'll be presented the detail view again, with the action reflected.

The status has changed to oln Progress and the (2] Start Progress button has disappeared.

Grouping - None - Functional Location
Earlieststartingda.  Created Date Time  Dus Date Functional Location  Description Batch Attachment  Person_
=2 Wed, 05-23-2018  Thuy, 05-24-2018 Line 2 Downtime occurs because the pump membrane has to be exchanged. .o
1:27 AM 11:27 AM
=174 Wed, 05-23-2018  Thu, 05-24-2018 Line 2 Preventive measure: Please consider using another type of membrane
124 AM 10:56 AM which goes well with the chemical xyz.
Entry Linkings v x
[ve Task
Category Workcenter Dus Date Maint. Priority Status Personal Tasks
Maintenance Line 2 Thu, 05-24-32018 11:27 AM N 3-standard @ I Progress 1 persons selected (0/1)
Functional Location Description SAP Notification No.

Downtime accurs because the pump membrane has to be exchanged

Alpha=L2 - Line 2
SAP Work Order No.

Damage code

D Persoanl tasks | @ Finish personal task
W Frint d Send by Ema

£ Edit | | X Close

Figure 5.2.6.2-2: Personal task — In Progress.
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5.2.6.3 Completing a personal task

Once you have done the task, enter this into the system the same way as putting it into progress, i.e.
click the relevant button Complete personal task, enter the change comment and save. Then your
Personal status will be set to Done and the specific Personal Task panel has disappeared now.

In our example the overall status has also been set to Done, as the personal task had only to be done
by one person. If all persons would have had to complete the task, the overall status would have stayed
In Progress:

(¥ My tasks (1 & AndreasEschbach ~  (2)
Show: | my tasks (done) List filter
Grouping:
Earliest starting da Created Date Time Due Date Functional Lecation  Description Batch Attachment Person_
=] C/,_ Wed, 05-23-2018 Thu, 05-24-2018 Line 2 Preventive measure: Please consider using another type of membrane L ] o
24 AM 10:56 AM which goes well with the chemical xyz.
Entry Linkings ©) Histo %

[vg Task

Category Workcenter Due Date Maint_Priority Status e Personal Tasks o

Maintenance Maintenance Thu, 05-24-2018 10:56 AM n 3-standard @ Done 1persons selected (1/0)

Functional Location Description SAP Notification No.

Preventive measure: Please consider using another type of membrane which goes well

Alphs=L2 - Line 2
with the chemical xyz

(5 ] 750 [ cose & ot K e by
Figure 5.2.6.3-1: Personal task — Done.

# Name Description

1 Completed tasks List of completed personal tasks

2 Personal task status | Your personal task status is now set to Done.

3 Overall task status The overall status in this case is Completed too.

4 Personal task field Although the task has not been completed by one person, the overall
status is set to Done as the task only had to be completed by one
person (see Figure 5.2.6.1-3 Selection Personal task).

5 - The Personal Task panel has disappeared.
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A history version of the task and its assignments will be created in case of resetting all
personal status to open — the same behavior as you have for signatures.

5.2.6.4 Dependencies between personal task status and main task status

The main status of the task is changed depending on the personal status of the assigned users.

If just one assignee has to finish the task only for it to be complete overall, the main status is always set
to the same as the personal status of the person which has progressed the furthest.

If all assignees have to complete the task for it to be complete overall, it is a little more complex. The
following table shows the effect of a personal status change of any assignee on the main task status:

(Open) *(Default after task creation)

In Progress

In Progress (no change)

In Progress (no change)

(Open)

In Progress

Done

Open
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Should you be changing the overall status directly, you will be presented with a specific Yes/No-
Message, and, depending on your answer, the resulting action is different:

Main Status set to: Message

Open

Attention: You are changing the
main status of this task to open!
This task has been started or
completed by one or more other
users. If you save it, all current
set status of the assignees will
be reset to open too! Do you
really want to change it?

Attention: This task has been
assigned to one or more other
users. This is the main status of
the task, not your personal
status!

In Progress

Do you really want to change it?

Done or Deleted Attention: You are changing the
main status of this task to done
or deleted! This task has been
assigned to one or more other
users. If you save it, the tasks
will disappear from the list of
personal tasks of the assignees!

Do you really want to change it?

Shiftconnector® - User Manual - Version 7

Result

Yes — Reset status of all
assigned users to open when
the user saves

No — Reset main status
selection to the previous one

Yes — Change the main status
of the task when the user saves.

No - Reset main status
selection to the previous one

Yes - Change the main status of
the task when the user saves.

No - Reset main status
selection to the previous one
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It is dependent on how your administrator has configured your workplace and your forms
and which data is required for you to enter. So, the following screenshots are to be
viewed as an example only.

5.3.1 Creating an instruction

There are three ways how you can create a new instruction. The difference lies in how you initiate the
creation. The result however will always be the same: The created instruction will be a child entry of an
event. This will be explained in detail further down.

5.3.1.1 Scenario: Creating an instruction before the event

On the workplace where you want to add an instruction, choose the Instructions tab:

w

SHIFTCONNECTOR' io [ 360° Overview Events 5

Infoboard Show: | open List filter

~ Plant Alpha o

Overview Supervisor

Line 2

Line3

Maintenance

Labroatery
Morning Meeting

Gther Reports

Search

> Plant Beta [E] Auto event e

Start/End
-23-2018 0128 PM

> Plant Gamma
Wed,

> Special Apps
%, Instruction
Search
Category
MY MAILBOX © Defautt
nothing to sign
Instruction
no tasks
Maintenance

Configuration
Production Trial

Safety

Tasks 5 §), Instructions (0 & AndreasEschbach v (2)

Grouping:

No records are available for the current filter settings

Status
x
Workcenter Duration Status Signatures
Line1 » | |Wed, 05-23-2018 01:38 PM - Wed, 05-30-2018 0138 PM 3 Open » | |0 persons selected
Functional Location Description ¢ Text Modules Batch

Attachments

Attach File

X Cancel

Figure 5.3.1.1-1: Create instruction.

# Name

Description

1 Add Instruction

From your list, click this button to open the entry form.

Shiftconnector® - User Manual - Version 7
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2 Auto-event area Here any configured auto-event fields which you can enter will be
shown.

3 Instruction entry form | As mentioned before, this is an example form.

4 Save Save your entry. The button is disabled until you have entered all the
mandatory fields correctly (red fields).

5 Cancel Discard your entry

Every time you create an instruction in this way, a “parent” event (known as auto-event) is created
automatically in the same Shiftbook.

You don’t have to enter anything for it, in fact, configuration might be such that you can’t enter anything.

But if it is, you find the entry zone for this above the new task as you see above at e.

After adding the mandatory fields for the instruction and saving, you cannot only see the new instruction
on the instruction tab

w

SHIFTCONNECTOR" io L.l 360° Overview Events &

Infoboard Show: | open s List filter
v Plant Alpha -
< Add Instruction

Overview Supervisor

= |B!

Valid From

Wed, 05-23-2018

Lr=z2 01:58 PM

Functional Location

& AndreasEschbach ~  (2)

Tasks 5 §\ Instructions (1

Grouping - None - Creato

Description Creator Created Date Time Att. Status

Demo Instruction Andreas Eschbach ~ Wed, 05-23-2018 @
02:00 PM

Line 3

Maintenance

Labroatory

Figure 5.3.1.1-2: Instruction in list.

but also below its auto-event on the event tab:

w

SHIFTCONNECTOR" io

o 3o Oveview

Tasks 5

A\ Instructions 1 & Andreas Eschbach ~

Infoboard Show: | 1ast 24 hours  » m X Reset filter
~ Plant Alpha Event Start  Functional Location  Category  Description Priority
Al || Any v | [Any || Search Al
Overview Supervisor
m + AddEvent | 43P Handover Grouping done - | Functional Location Catego
Line 2
Event Start Functional Location  Category Descriptian Att.  Priority
Line 3
8[5  wed, 05-23-2018 01:59 Auto-Event for Info from Line 1: Important hint:
T —— oM Directives Status Open to Done: k
bt 8[E  wed 05232018 0159 Auto-Event for Demo Instruction ENCAY S

- PM

Morning Meeting

Other Reports

Directives

[E Wed, 05-23-2018 02:00 PM - Line 1 - Auto-Event for Directives - Demo Instruction - Andreas Eschbach
& Wed, 05-23-2018 02:00 PM - Line 1 - Default - Demo Instruction

Search a@

? Plant Beta e

Shiftconnector® - User Manual - Version 7

Wed, 05-23-2018 01:38  Tank 4788

Auto-Event for
Directives

Info from Line 1: "Observation about the color of the product”
Status Qverdue to Done: Important hint:

Figure 5.3.1.1-3: Instruction in list.
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5.3.1.2 Scenario: Creating an instruction at its event creation

In this scenario you will start creating the event first. So, note that the following screenshot shows the
event tab:

w

SHIFTCONNECTOR" io

Infoboard

v Plant Alpha

Overview Supervisor

Line 2

Line 3

Maintenance

Labroatory
Morning Meeting

Other Reports

search
> Plant Beta
> Plant Gamma
> Special Apps
Search

MY MAILBOX
nothing to sign

no tasks

Configuration

Tasks 5 & AndreasEschbach v (2)

D o0 Qrervew

Show: | last 24 hours ~

n Grouping: | -Mone- | Functional Location categ

A\ Instructions 1

List fiiter

Event Start Functional Location Category Description Att. Priority
=] Wed, 05-23-2018 01:59 Auto-Event for Info from Line 1: "Important hint:

PM Directives Status Open to Done: k
=] Wed, 05-23-2018 01:38  Tank 4788 Auto-Event for Info from Line 1: "Observation about the color of the product.”

PM Directives Status Overdue to Done: Important hint:

Wed, 05-23-2018 01:38 Auto-Event for

g

Info from Line 1: Training document needs to be read.”

@ 0 0 @ ©

PM Directives Status Overdue to Done: Important hint:

& \Wed, 05-23-2018 01:37  Centrifuge 2626 Auto-Event for Info from Line 1: “Production trial: centrifuge currently testing new_"
pM Directives Status Overdue to Done: Important hint:

a Wed, 05-23-2018 0137 Auto-Event for Info from Line 1: “Training document needs to be read - you can find .."
M Directives Status Overdue to Done: 5454

eE] Event =
Catego —

Assigned Shiftbooks Status

-22-2018 0208 FM 1l & Morming Meeting

© Defautt Line 1 v | [wed,

Functional Location Description sbe Text Modules Attachments

Fallure - Break Down Round trip completed
Failure - Maffunction
Quality deviation

Safety e

Shift Presence

Attach File

(¥ Attach Task

), Attach Instruction o

Figure 5.3.1.2-1: Button Instruction at event creation.

Name

Description

Add Event

Add Event button. Clicking this will open the configured entry form for
the event.

Event entry form

Event entry form

Mandatory data

Here you enter the necessary data for the event. By default, or through
configuration some of these fields might be copied automatically into the
corresponding fields of a task or instruction which you attach to this
event. This is called “parent copy”.

Attach instruction

Attach instruction button. Click this to open the instruction entry form.

Shiftconnector® - User Manual - Version 7

Now, if you click the button at O 2 instruction entry form opens as well:
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w0

SHIFTCONNECTOR" io [_]360° Overview U Events (& Tasks 5 A\ Instructions 1 & Andreas Eschbach
Infoboard Show: | last 24 hours List filter
+ Plant Alpha - =
Srouping: | -None- | F al Location ate
e = S Event Start Functional Location Category Description At Priority

a5 wed 05232008 0150 Auto-Event for Info from Line 1: “Important hint:
Line 2 PM Directives Status Open to Done: k
Line 3
a[E  wed, 05-23-20801:38 Tank 4788 Auto-Event for Info from Line 1: "Observation about the color of the product.”
[ imTETEn PM Directives Status Overdue to Done: Important hint:
Labroatory @[5  Wed, 05232080138 Auto-Event for Infa from Line 1 “Training document needs to be read.”
M Directives Status Overdue to Done: Important hint:
Morning Meeting
B85  Wed 05232080137 Centrifuge 2626 Auto-Event for Info from Line 1: "Production trial: centrifuge currently testing new_"
Other Reparts om Directives Status Overdue to Done: Important hint:
Search
alEl  wed os-3-208 0137 Auta-Fuent far Infa fram | ine 1: "Trainina document needs tn he read - vau can find "
> Plant Beta

> Pisnt Gamms B EV“o x
> Special Apps 1, Instruction e ox Delete

o Category Workcenter Duration Status Signatures
Searc

Defaut Line1 | Wed, 05-23-2018 02:13 PM - Wed, 05-30-2018 0213 M 3 Cpen v | |0 persens selected
MY MAILBOX Functional Location Description sbe Text Modules Batch

Instruction

: . Round trip completed
nothing to sign

Maintenance Attachments
10 tasks

Production Trial

Configuration
© safety e

(¥ attach Task f, Attach Instruction e e °
v save X Cancel
Figure 5.3.1.2-2: Create instruction directly with the event.

# Name Description

1 Event The event from earlier gets moved into the background to display the
form for the instruction.

2 Instruction entry The Detailview for the instruction entry form is opened here.

form
3 “Parent copy” The entries made for functional location and description have been
data copied over from the event as described earlier. This is configured this
way by your administrator and might not behave exactly this way if it has
been done differently.

4 Delete If you have opened up an instruction entry form by mistake, you can
remove it again with this button. This is only possible before the first
save!

5 Attach task button | Note that you could add yet another instruction to the event, or even
many more.

6 Save Now when clicking Save, both the event and its attached instruction get
saved.

7 Cancel This will discard both entries.

Before saving you still can change your event entry. Just click the link ,Event® 0
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After adding the mandatory fields for the event and instruction and saving, you can see the new entries
in the list on the event tab

w

SHIFTCONNECTOR' io (360 Overview NESEIEIEIE] Tasks 5 f) Instructions 2 & Andreas Eschbach v

Infoboard Show: | last 24 hours ~ | | 3 List filter

~ Plant Alpha
A <+ AddEvent | %3P Hendover

Grouping None - tion
USRS 2 TEeT Event Start v Functional Location Category Description Att.  Priority
[ Line1] oE  wed 0522018 Default Round trip completed [ENCAY
2 02:08 PM
Line 3 [E Wed, 05-23-2018 02:16 PM - Line 1 - Default - Round trip completed - Andreas Eschbach
i, Wed, 05-23-2018 02:16 PM - Line 1 - Safety - Round trip completed.
son @ [, avad, 053230194150 psta.Eyant fae ~infn fromdsnads "lmn orantsint - -

Figure 5.3.1.2-3: Instruction in event list.

as well as in the list on the instruction tab:

w

SHIFTCONNECTOR"io L] 360° Overview Events 7 Tasks 5 B, Instructions (2 & Andreas

Infoboard Show: | open | | > List filter

~ Plant Alpha
=} Add instruction

Grouping: - None Creator
Cverview Supervisor Valid Fram Functional Location  Deseription Creator Created Date Time ~  Att.  Status
m oA Wed, 05-23-2018 Round trip completed Andreas Eschbach ~ Wed, 05-23-2018 [El
Line 2 02:13 PM 02:16 PM
=2 [E) Wed, 05-23-2018 02:16 PM - Line 1 - Default - Round trip completed - Andreas Eschbach
§, Wed, 05-23-2018 02:16 PM - Line 1- Safety - Round trip completed.

Maintenance
Labroatory e A4 Wed, 05-23-2018 Demo Instruction Andreas Eschbach ~ Wed, 05-23-2018

01:59 PM 02:00 PM

Marning Mesting

Figure 5.3.1.2-4: Instruction in instruction list.
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5.3.1.3 Scenario: Creating an instruction and attaching it to an existing event

Sometimes you might want to add the event but don’t know until later what instruction you might want
to attach to it. This is how you proceed in such a case:

w

SHIFTCONNECTOR"io [_]360° Overview Tasks 5 A\ Instructions 2 & Andreas Eschbach ~ (%)

Infoboard Show: | last 24 hours List filter

~ Plant Alpha

Grouping: |- Nons -
O TS Event Start Functional Location  Category Description At Priority
= a(E  wed 05-3-2018 Default Round trip completed
bin=2 02:08 PM
Line3
@[  wed,05-23-2018 01:59 Auto-Event far Info from Line 1: “Important hint:
Mo PM Directives Status Open to Done: k
v
L EEE o B[E Wed 052320180138 Tank 4788 Auto-Event for Infa from Line 1: "Observation about the color of the product. [ENTA
PM Directives Status Overdue to Done: Important hint:
Morning Meeting
85  Wed 05-23-2018 0138 Auto-Event for Info from Line 1: Training document needs to be read.”
Other Reports oM Directives Status Overdue to Done: Important hint:
Search -
@[E  wed 05-3-20180137 Centrifuge 2626 Auto-Event for Info from Line 1: "Production trial: centrifuge currently testing new."
[ oM Directives Status Overdue to Done: Important hint:
Wed, 05-23-2018 01:37 E O e o e T ER TS
e a B Wed, 05-23-2018 01:37 A_,m Event fo Info from Line 1: "Training document needs to be read - you can find ..

» Special Apps =

1 \nslructione *
Search

Category Workeenter Duration Status Signatures
MY MAILBOX O oefautt Line1 | Wed, 05-23-2018 0221 PM - Wed, 05-30-2018 02:21 PM o open | |0 persons selected
nothing to sign Functional Location Deseription sbe Text Modules Batch
Instruction 1:*Observation about the color o -
S Alpha L1sT4788 - Tank 4788 | || Info from Line 1: "Observation about the color of the product

Status Overdue to Done: Important hint.

: Pionuct on Trial o
© O
Figure 5.3.1.3-1: Attach instruction to existing event.

# Name Description
1 Event The event you want to attach an instruction to.
2 Attach Click this button to open the entry form for the instruction as configured by

instruction your administrator.
3 Instruction entry | This form will open in edit mode for you.

form
4 “Parent  copy” | These fields have been copied from the event as described earlier.

data
5 Save button Saving this will link the new instruction under the existing event.
6 Cancel This will discard all the changes but not change the existing event in any

way.
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5.3.2 Updating an instruction

Updating an instruction is as simple and is initiated exactly the same way as updating an event, refer
therefore to section 5.1.2 Updating an event.

5.3.3 Deleting an instruction

You cannot delete an existing instruction. It is possible however to set a status Deleted, which will filter
it out of most list templates. If it is shown, the data is struck through so you can easily pick it out:

Valid From Functional Location  Description Creator Created Date Time Att.. Status '

W — )

Instruction has a status of "Deleted"

2 4 Wed, 05-23-2018 Demo Instruction Andreas Eschbach., Wed, 05-23-2018

Figure 5.3.3-1: “Deleted” instruction.

5.3.4 Instruction status

The status of an instruction shows you at what point of life the instruction is, if it is open or already done.
Those statuses you can set yourself. If the status is open and the task’s estimated end date has passed,
the system will automatically set it to overdue. See the following graph:

o)
—>
-l; o
=22
>

.

manual auto

autn  ——
MAMNUS |  —

Figure 5.3.4-1: Sequence of instruction status with colored indication.
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5.4 Signature requests

This functionality is available for events and instructions, if configured by your administrator.

5.4.1 Making signature requests

If your administrator has configured forms containing the signature component, you are able e.g. to
request signatures from one or more people for them to acknowledge they have read the entry you've
made:

w

SHIFTCONNECTOR io [360° overview NS Tasks 5 f) Instructions 8 & AndreasEschbach v (2)

Infoboard Show: | last 24 hours List filter

~ Plant Alpha

Grouping: | - None -
serv upervis: Signatures
B ST Event Start Functional Location Category Description 9
= o9E  wesosmamaceas mtotvrttor o omne o pconpies: | T o
Line 2 PM Directives Status Open to Deleted: 0
Line 3 Management X Desclect Al o Select A
a[E  wed 0523208 Default Round trip completed —
Maintenance 02:08 PM Ann Brammer Dennis Brummerhoff || Alexander Buckentin
Benjamin Drewes
s @[E  wed o5-3-20180159 Auto-Event for Info from Line 1: "Important hint:
PM Directives Status Open to Done: k e o
Morning Mesting shift 1 o X DeseeCt Al o Solaet A
B Wed, 05-23-2018 01 7 Er e T ) y ]
@[ Wed, 05-23-201801:38 Tank 4788 Auto-Event o Info from Line 1: "Observation about the color Svenja Bothmann Stefan Bottcher David Dreyer
Other Reparts oM Directives Status Overdue to Done: Important hint:
Karl Megescheidt
Search
8[E  wed 05232010138 Auto-Event for Info from Line 1: “Training document needs to
T, PM Directives Status Overdue to Done: Important hint: shift 2 X Dessiect Al o Select Al
Liza Behrmann Janin Brandt Michael Clasen

> Plant Gamma

» special Apps [E Event 6 X Cancel o

S Category Assigned Shiftbooks Start/End status signatures
Default Line 1 ~ || Wed, 05-23-2018 02:38 PM 3 D Morning Meeting 0 persons selected o
MY MAILBOX Present Attachments
Failure - Break Down o
nothing to sign
ta Failure - Malfunction Contractor present
no tasks
Quality deviation
Configuration Description abc Text Modules
safety Attach File
© shift Presence
(V] Attach Task §, Attach Instruction
X Cancel
Figure 5.4.1-1: Request signatures.

1 | Signature | Click this field to open up a list of users which are available for selection.
chooser

2 | User Each available user in his team(s) has a checkbox for selection and visualization if
selected or not.

3 | Deselect | When you click this button, all selections you have previously made are de-selected
all for this team.

4 | Select all | If you click this button, all team members are selected.

5 | Ok This will close the signature chooser.

6 | Cancel This will discard all changes you have made since opening the control and close the
chooser, retaining the selection as it was before opening it.
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After closing the dialog, you receive feedback how many persons have been selected, how many have
signed, and how many haven't:

Entry ®  signatures Linkings © Histo X
[E] Event |
Category Assigned Shiftbooks Start/End Status Signatures
Shift Presence Line 1 Wed, 05-23-2018 02:58 PM = Normal 2 persens selected wnl||

Present Attachments '
shift1 || shift3

Figure 5.4.1-2: Signature field.

5.4.2 Signing an entry

If your administrator has configured forms containing the signature component, you might get a request
to sign an entry every now and then.

On the menu bar this will be clearly highlighted to you, a counter in red shows you the number of
outstanding requests for you. Clicking the signature item on the menu bar will open the signature list

SHIFTCONNECTOR" io ([ my signature List (1 & Andreas Eschbach ~  (2)
Infoboard Show: | my signatures (open) ~ List fiiter
» Plant Alpha
Grouping:
> Plant Beta Created Date Time Functional Location  Description Batch Signature A Signature A Attachment
» Plant Gamma [ wed 0523208 Anwesend: Shift 1; Shift 3 0 3
03:01PM Fremdmitarbeiter anwesend: 3

» Special Apps
Search

MY MAILBOX
o

no tasks

Figure 5.4.2-1: Signature field.

Shiftconnector® - User Manual - Version 7 Page 53 of 91



By clicking the desired entry, the Detailview will open,

w0

SHIFTCONNECTOR' io [#) My signature List (1

eschbach

including the entry fields for the signature:

& Andreas Eschbach ~

Infoboard Show: | my signatures (open) List fiiter
2 Plant Alpha
Grouping: Nene - Fu
2 Plant Beta Created Date Time ~  Functional Location  Description Batch Signature A Signature A Attachment
> Plant Gamma E  wed 0523201 Anwesend: Shift 1; Shift 3 0 2
03:01PM Fremdmitarbeiter anwesend: 3
> Special Apps
Search
MY MAILBOX
[# My Signature List [ 1]
no tasks
Configuration
Entry ®  signatures Linkings @+ x
[ Event
Category Assigned Shiftbooks Start/End Status Signatures
Shift Presence Line1 Wed, 05-22-2012 02:58 PM n Normal 2 persons selected ©072)
sent Attachments
Shift 1 || Shift3

Contractor present

El

Description

Sign for read and understood
User Name
Eschbach

)

X Close

# edit

Figure 5.4.2-2: Sign the entry.

o Print B4 Send by Ema

By entering user name and password and clicking on the Sign button, you confirm with your signature
that you have read and understood the entry. It will now show in the list with entries already signed.
Additionally, the counter on the menu bar gets reduced by one:

w

SHIFTCONNECTOR' io [#) My signature List (2

Infoboard Show. | my signatures (done) Lis
> Piant Alpha
RamiEE D Created Date Time ~  Functional Location

3 Plant Gamma Wed, 05-23-2018 03:01

Grouping

Batch
Signatures

Description

Anwesend: Shift % Shift 3
Fremdmitarbeiter anwesend: 3

PM
> Special Apps
5. 71 . 1im Lorges
@ Fri, 12-22-2017 11:45 Plant training documents in the attachment- please read and sign
Search AM
Day-Team
MY MAILBOX Sascha Dammann
1o tasks Maintenance
Sarah Adelung
Configuration
stefanie Baden
Julizn Ebeling
o Julia Kessler
— Mukaddes Toprak
Entry ®  signatures Linkings
B Event
Category Assigned Shiftbooks Start/End Status
Shift Presence Line1 Wed, 05-23-2018 02:58 PM n Normal
Present
shift 1| Shift3

Contractor p
El

Description

t

/ Edit | | X Close

Figure 5.4.2-3: Signed entry and changed mailbox display.

Shiftconnector® - User Manual - Version 7

& Andreas

Sianature A Sianature A Attachment

Julia Albers Anna Baars

Janina Blote Florian Brink
B Andreas Eschbach

Anna Kleimenhagen

Sofia Gutmann
Thomas Steinke

Jessica vom Berge

X Close

Signatures

3 persons selected a2

Attachments

W Print 4 send by Ema
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# Name Description

1 Signature Feedback The signature field shows you the current status of the
signatures, i.e. here two persons have to sign, of which
one already has done it.

2 Signees The signees are clearly marked, the one which has
already signed in green, the other one in red.

3 Filter If many persons are requested for signature, this filter
helps for a better overview who has signed and who
hasn’t.

4 Signature counter The signature counter gets reduced after signing, in this

case there is nothing to sign anymore.

5.4.3 Updating the requested signatures

It is not possible to remove a signature request once the signature has been given. However, a person
requested to give a signature which is still outstanding can be de-selected from the selection popup.

Once a signature has been given, it is always attached to this version of the entry.

If a change is made to the entry after signatures have been made, the updater will be warned
that all the signatures will be requested again.
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5.5 Working with lists

So now you know all about events, tasks and instructions, you want to know how you manage your
growing data. As described earlier, pre-defined lists and filters have been provided for you, as well as
configurable functionality to act on multiple records at a time. Here is how you use it.

5.5.1 Sorting

On opening, all your lists are sorted as pre-defined in the template. This can be seen what sort is in
force by the instruction arrows in the column header (see arrow in Figure 5.5.1-1 List sorted by start
date).

You can change the sort direction by clicking on the column header. Repeated clicking toggles the sort
direction. The arrow adapts to the direction to show you the sort direction:

w

SHIFTCONNECTOR' io [1360° overview [NESIELISIEN] Tasks 5 f) Instructions 1 & Andreas Eschbach ~

Infoboard Show: | last 24 hours ~ List fiiter

v Plant Alpha

R d Hy Sorted ascending by Event Start Grouping one Functional Locatio Catego

= ST T Event Start Functional Location Category Description Atta. Priority
m () Lastlogout Wed, 05-23-2018 08:26 AM
Line 2 ” - 271 : . . -
85  wed 05232080137 Tank4788 Auto-Event for Info fram Line 1: "Tank 4788 LSH is bridged, chack filling level ever_~
Line 3 PM Directives Status Overdue to Done: 54r
Maintenance B(5  Wed,05-23-2018 0137 Auto-Event for Info fram Line 1: “Training document needs to be read - you can find .
o PM Directives Status Overdue to Done: 5454
abroatory

Figure 5.5.1-1: List sorted by start date.

If you want to change the column the list is sorted by, just click on the header of the desired column:

w

SHIFTCONNECTOR® io 360> Overview [NISIEREIEN] A\ Instructions 1 & AndreasEschbach v (2)

Infoboard Show: | last 24 hours  ~ List filter
Sorted descending by Functional Location

v Plant Alpha
4 AddEvent | 43P Handover Grouping one Functional Locatio Catego

DI ST =T Event Start Functional Location Category Deseription Atta. Priority
(=1 B([E) Wed 0522-20180138 Tank4788 Auto-Event for Info from Line 1: “Observation about the color of the product”
Line 2 PM Directives Status Overdue to Done: Important hint:
Line3
©B([E) Wed 0523-2080137 Tank4788 Auto-Event for Info from Line 1: "Tank 4788 LSH is bridged, check filing level ever_
Maintenance M Directives Status Overdue to Done: 54r
Labroatory [E wed 0523-20180331 Linet Failure - Break Down  Round trip completed, nothing specia (] B~H
M
Morning Mesting
©(E  wed 05-23-20180137 Centrifuge 2626 Auto-Event for Info from Line 1: "Production trial centrifuge currently testing new-"
Other Reports M Directives Status Overdue to Done: Impertant hint:

Figure 5.5.1-2: List re-sorted.

Shiftconnector® - User Manual - Version 7 Page 56 of 91



eschbach

5.5.2 Grouping

On most of your list views you will be given various options to group the list (it might already be grouped
by default). This has been pre-defined by your administrator:

w

SHIFTCONNECTOR' io [£5]360° Overview Events 10 [C/ZREENENE A Instructions 1 & Andreas Eschbach v

Infoboard Show: | open List filter

~ Plant Alpha
4= Add Task Grouping - None - Functional Location Catego Status

Overview Supervisor

Due Date Functional Locati. Category Description Creator Created Date Time ~ At. Status
= BW] St 122320171124 Centrifuge2626  Default Mator does not operate - please replace it Andreas Eschbach  Fri, 12-22-2017 0233 [}
Line2 A A
AN M
Line 3
B  sati223207 Line 1 Default Check all safety showers. Andreas Eschbach ~ Fri, 12-22-2017 0232 )
Maintenance 07:27 AM PM
(i @  sati12-23-207 Pump 7011 Default Please replace the pump. Andreas Eschbach ~ Fri, 12-22-2017 02:33 [ )
02:18 AM M
Morning Mesting
B(¥f sat1223207  Tank478s Default 12504 and HNO2 meter should be replaced. Andreas Eschbach ~ Fri, 12-22-2017 0232 ()
Other Reports 12:36 AM PM
Search
B[V  Fi 12222070631 Pump70n Default TEA (Thermal Energy Analyzer) requires a check before next pump Andreas Eschbach  Fri, 12-22-2017 0231 [} 8
> Plant Beta P action. PM

Figure 5.5.2-1: Ungrouped list.

If you want to group the view differently than the default, just use the buttons above the list:

w

SHIFTCONNECTOR"io (360" Overview Events 10

Infoboard Show: | Open List filter o
v Plant Alpha
- Add Task Grouping: - None - Functional Location Category Status

Overview Supervisar ov CEmpty value-(1

A\ Instructions 1 & Andreas Eschbach ~

m Due Date Functional Locati.  Category Description Creator Created Date Time At Status
Line 2
Line 3 8%  Thy, 05242018 Default Membrane has te be exchanged Andreas Eschbach Wed, 05-23-2018 =
03:58 PM 03:58 PM

Mo
imenence > Centrifuge 2626 1

Labroatory
> Line1 1
Morning Meeting
~ pump 7011 2 e
Other Reports Due Date Functional Locati Category Description Creator Created Date Time ~ At.  Status
Search
e  sat12-23-20m Pump 701 Default Please replace the pump. Andreas Eschbach  Fri, 12-22-2017 02:33 ®
> Plant Beta 02:18 AM PM
— @™  Fi 12222070631 Pump 70l Default TEA (Thermal Enery Analyzer) requires a check before next pump. Andreas Eschbach  Fri, 12-22-2017 02:31 ®
ant Gamma
PM action. PM

? Special Apps ~ Reactor 101 1

S Due Date Functional Locati.  Category  Description Creator Created DateTime  At. Status
2 Thu0s262018  Reactorior; Defautt Last week 4 downtimes occured because of a pump breakdawn, Andreas Eschbach  Wed, 05-23-2018
MY MAILBOX - Reactor 102; Tank N
03556 PM ReactorionTe 03556 PM
nothing te sign e
o tasks ~ Reactor 102 1
Due Date Functional Locatl.  Category Description Creator Crested Date Time  At.  Status
Configuration
[ Thu 05262018  Reactor o, Defautt Last weel 4 downtimes occured because of a pump breakdown Andreas Eschbach Wed, 05-23-2018
03:56 PM fectorioz Tenk 03:56 M

> Tank 4788 2

Figure 5.5.2-2: Grouped list.

The grouping here is by Functional Location. Each functional location forms a group. If the value is
empty, the record gets listed under group “ Empty Value —* o Has the entry multiple values in the
field to be group by, the record is listed once in each of these groups e Each group gets shown with

a note of how many records are in this groupe. As an entry might be shown in multiple groups, as in
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ries in each group can differ from the number of records shown on the

entry tabo. If you print this view, it will print it with the grouping applied also:

Event Report: Line 1 - last 24 hours

Event Start Functional
Location

Wed, 05-23-2018 Tank 4788
01:38 PM

[El Wed, 05-23-2018 Tank 4788
01:37 PM

E Wed, 05-23-2018 Line 1
03:31 PM

5.5.3 Filtering

Sometimes you might only want

o

SHIFTCONNECTOR io

Category Description Atta  Priority

chm

ent
Auto-Event for Info from Line 1: "Observation about the color of the product.” No  Normal
Directives Status Overdue to Done: Important hint:
Auto-Event for Info from Line 1: "Tank 4788 LSH is bridged, check filling level ever..." No  MNormal
Directives Status Overdue to Done: 54r
Failure - Break Round trip completed, nothing special No  Morming D
Down Meeting

Figure 5.5.2-3: Example printed list.

to see a subset of the list presented to you, or maybe you only want to

print some of the entries. To do this, you can use the pre-defined filters and adapt them to your needs

(if needed). Open the template definition by clicking the little arrow button shown at o:

SHIFTCONNECTOR o [1360° Overview Events 10 [IC/REESRERN A\ Instructions 1 & Andreas Eschbach v (2
~ Plant Alpha DueDate  Functional Location  Description Creator Created Date Time  Status
Al T337| | Any ~ || search Search Al 3 000 -
Overview Supervisor
Line 2
Due Date Functional Locati Category Description Creator Created Date Time At Status
Line3
8 T 05222018 Default Membrane has to be exchanged. Andreas Eschbach  Wed, 05-23-2018 [E]
Maintenance 03:58 PM 03:58 PM
(eesiiany @] Thu 05242018 Reactori0l; Default Last week 4 downtimes eccured because of a pump breakdown. Andreas Eschbach  Wed, 05-23-2018
03:56 PM eaciofiiany 03:56 PM
Morning Meeting 4788
at, 12-23-2017 1124 rifuge 2 ault Moter ate - please repla as Esc 1, 12-22-2017 02:
— @[V  Sat1223207124 Centrifuge2626  Defaul Mator does not operate - please replace it Andreas Eschbach Fri, 12-22-2017 02:33 o

AM

PM

Figure 5.5.3-1: Open Filter.

The fields which appear are the pre-defined filters as configured by your administrator. You can change

their contents:

w

SHIFTCONNECTOR" fo || 360° Overview Events 10

Infoboard

(W] Tasks (2

A\ Instructions 1 & AndreasEschbach v (2)

~ Plant Alpha Due Date  Functional Location  Description Creator Created Date Time | Status

Al 33| | Any ~ | | search. Search. All £l
Overview Supervisor
Line 2

Due Date Functional Locati. Category Description Creator Created Date Time At Status

Line 3

2 Thu 05242018 Default Membrane has to be exchanged. Andreas Eschbach  Wed, 05-23-2018 &
Maintenance 03:58 PM 03:58 PM
(et a(¥] Thu 05242012 Reactor10; Default Last week 4 downtimes occured because of a pump breakdown. Andreas Eschbach  Wed, 05-23-2018

03:56 PM

Morning Meeting 4788

Other Benarts

Shiftconnector® - User Manual - Version 7
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“ 03:56 PM

Figure 5.5.3-2: Change Filter.
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Only a subset of data is now shown. On prints, this is the only data displayed also:

Task Report: Line 1 - open

Functional
Location

Due Date

- Empty Value - (1)
Thu,
05-24-2018
03:58 PM

Centrifuge 2626 (1)

E Sat, 12-23-2017 Centrifuge 2626 Default
11:24 AM
Line 1 (1)

Default

Figure 5.5.3-3: Example print of filtered list.

Category  Description

Membrane has to be exchanged.

Motor does not operate - please replace it.

o

SHIFTCONNECTOR io

Creator Created Date  Atta Status
Time ch
me
nt
Andreas Wed, No Open
Eschbach 05-23-2018
03:58 PM
Andreas Fri, 12-22-2017 No Overdu .
Eschbach 02:33 PM e

If you want to reset the filter, just click on the Reset filter button, which has appeared:

w

SHIFTCONNECTOR" io L1 360° Overview Events 10

Infoboard

[ Tasks (2

Show. | open m X Reset fiter aiffmm—

A\ Instructions 1

& AndreasEschbach ~ (2

 Plant Alpha DueDate  Functional Location  Description Creator Created Date Time  Status
Al T3y7||Any w || Search Search All 1) v
Overview Supervisor
Line 2
Due Date Functional Locati Category Description Creator Created Date Time ~ At. Status
Line 3
B[  Thu 05-24-2018 Default Membrane has to be exchanged Andreas Eschbach Wed, 05-23-2018 [E]
Maintenance 03:58 PM 03:58 PM
K B  Thu 0524208 Reactor 10T, Defaut Last week 4 downtimes occured because of 2 pump breakdown. Andreas Eschbach  Wed, 05-23-2018
03:56 PM Reacraaiiljlank 03:56 PM
Morning Meeting a788

Figure 5.5.3-4: Reset filter.

Remember that you also can change the filter settings through selection of one of the other pre-defined

list

w

SHIFTCONNECTOR" io L1360 Overview Events n

Infoboard List filter

 Plant Alpha

[ Tasks (1

A\ Instructions 1

templates:

& Andreas Eschbach v (2)

Overview Supervisor Due Date ~ Functional Locatl.  Category Description Creator Created Date Time  At.  Status

=D B T 0520208 Default ~ Membrane has to be exchanged. Andreas Eschbach  Wed, 05-23-2018 o E]
Line 2 03:58 PM 03:58 PM
Line 3

Maintenance

Labroatory

Figure 5.5.3-5: Change filter through different selection for the list template.
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5.6 The Infoboard

There are always important things you might want to communicate to your colleagues, or your
colleagues to you. Shiftconnector® io contains Infoboard functionality to help you with this.

If your administrator has provided an Infoboard he will have done so either on plant or on workplace
level.

All items posted on the Infoboard have a mandatory start and end date, so the information stays fresh
and current.

There is however an option for you to look at inactive items, i.e. items with past or future valid dates.

SHIFTCONNECTOR"io (@] infoboard (2 & Andreas Eschbach v (3)

Information for Plant Alpha

Line1
E Fire Brigade Q-
Line2 Drepar -

Fri, 12-22-2017 02:22 PM

Maintenance

Labroatory
Marning Meeting

R ¥ Training Invitation / Update
S

Search -
e Safety Training on January 7th
Fri, 12-22-2017 02:22 PM
> Plant Bets

> Plant Gamma

Figure 5.6-1: The Infoboard.

5.6.1 Creating an Infoboard entry

If you have been given authority to do so, you can add an entry to the Infoboard yourself.

Just click the [ Em=simstisen (b yon (see @ Figure 5.6-1 above) from the Infoboard page. This will open
the entry form:

m Infoboard Entry x |

|
Headline Display Ti me°

Fire Brigads Thu, 12-21-2017 02:09 PM - Wed, 04-18-2074 120 "33

Shart Description

Attachment Entry Icon ° |
9 4 Fire Brigade 1 Choose Image
+49 98162151 Fire Brigade 3 0 s E] - @ |
URCRCR R/ @
o m i .E'E@ (I
Attach File oy ey oW ul i QE == D ® |

- e ———— — —— — - - ——— —— T o e — ~——

Figure 5.6.1-1: Create an Infoboard entry.

# Name Description

3 | Headline The main title for the Infoboard entry is mandatory.
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4 | Valid from- to dates Both the valid from date as well as the valid to date is mandatory. You
cannot create an open-ended entry. The valid from date is defaulted

to now.

5 | Short description You have to enter here a summary description of the info.

6 | Detail Description You can enter a longer description of the info.

7 | Attachment Here you can upload or link a file or folder in the same fashion as
described in 07
Attachments.

8 | Image chooser If you want to choose an image to highlight your entry, you can choose

one from the provided bucket, or upload your own!

9 | Save Save your entry.

10 | Cancel Discard your entry.

Infoboard | 2

=}~ Add Entry Filter Entries

Information for Plant Alpha

E Fire Brigade # Update

‘Wed, 05-23-2018 04:21PM

+49 98162151 Fire Brigade 2

Figure 5.6.1-2: The entry after saving.

5.6.2 Updating an Infoboard entry

# Update
To update an entry, click the button on the entry you want to change (see e Figure 5.6-

1 above), and proceed in the same way as if you were creating a new one.

5.6.3 Deleting an Infoboard entry

Once you have created an Infoboard entry, you cannot physically delete it again. If, however, you want
to remove it from the active view, you could change the valid to date to a date in the past which will
make the item inactive.
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6 Special components and functions

6.1 Confirmation dialog

e Onclosing a screen, a Yes / No dialog will be displayed if you have made changes, asking if
you want to discard the changes or not.
e There is no dialog if you have made no changes.

6.2 Notifications

Generally, you as a user should always be informed about changes in your line and always have the
newest information to hand.

A combination of functions aids to always deliver the most current data, without interrupting you in your
work:

e Automatic refresh of the lists (see also 6.3 Auto Refresh)
¢ Refresh button
¢ Notifications about new and changed entries

An administrator can activate or de-activate the function. In general, if it is active, the following rule
applies:

You only receive a notification if another user creates or updates an entry within the same line you are
currently working in. Additionally, you receive a notification if e.g. you yourself create an entry for Line 4
while you are located in Line 5:

w

SHIFTCONNECTOR® io L] 360° Overview B Events (1 Tasks & A Instructions 1 & AndreasEschbach ~ (%)

Infoboard Show: | last 24 hours v List filter

~ Plant Alpha
ant 5 tontovr SN v e || G
Overview Supervisor Event Start Functional Location Category Description Atta. Priority
m (B wed 05232080831 Default Nothing special happened. BH
Line 2 PM
Line 3 1 A c
@  Lastlogout Wed, 05-23-2018 08:26 AM

Maintenance

Labroatory
Morning Meeting

Other Reports

search

> Plant Beta

> Plant Gamma

> Special Apps
Search

MY MAILBOX
nothing to sign

no tasks

Configuration

+ A new Event was created by Andreas Eschbach in Line 3. £

Figure 6.2-1: Notifications.
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The green notification disappears automatically after a few seconds. You can though close it yourself
early by clicking on the cross in the right-hand side top corner.

If you are however interested in the new or changed entry, you can open it by clicking on the notification.

6.3 Auto Refresh

o All data refreshes at a certain interval, so changes made by your colleagues become available
to you, and vice versa.
e The interval is configurable by an administrator and could be set e.g. to 120 seconds.

6.4 Component: Text modules with auto-complete

Text modules are available for events, tasks and instructions. There is an optional auto-complete
function as well as configurable text templates. Both features can be used concurrently.

w

SHIFTCONNECTOR" io [£7]360° Overview 1 Tasks & ) Instructions 1 & Andreas Eschbach v (2)
Infoboard Show: | last 24 hours List filter
“ Plant Alpha
Grouping
S e Event Start Functional L = — — ————— — —_ Atta. Priority
(=) (5]  wed, 05-23-2018 0431 | o °
R . ‘ X
s M I only templates Auto-Popup
Line2 (  Lastlogout Wed, 05-23-2018 o)
O olwc"mngsaec‘a happened. o @
[ | [Round not executed because ___
Labroatory
£30 lRo nd trip completed, nothing special
Morming Meeting l 4 |
o ‘
Other Report:
e llscaoa support otes | [ Autopopup
Search
E nt y . x
> Plant Beta B Ever L ed {’j
> Plant Gamma © Default » - ng specia
- [l scaDA doesnt operate o=
Functional Location Description Text Modules_ Attachments
> Special Apps Failure - Break Down i [l scADA has been restarted.
[l scADA support was approached
S Failure - Maffunction
Quality deviation
MY MAILBOX
nothing to sign Safety Attach File
notasks Shift Presence
S [ Attach Task #\, Attach Instruction
‘/ Save | X Cance:!
Figure 6.4-1: Popup Text modules.
# Name Description
. H . H H H “ ”
1 Text modules The functionality gets triggered either by clicking the “Text module

button above the description field, or, as is shown here, automatically
on entering text (see 2).

2 Auto-Popup When this tick box is checked, the selection popup automatically opens
when you start entering text, filtered by what you are entering.

3 Template filter Here you can set if you only want to see templates which have been
configured by an administrator or also suggestions from previously
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entered descriptions. If you toggle the switch, the display gets reduced

Show all (_' only templates

INc‘.hmg special happenad.
IRD.ﬂd not executed because ___
IRD,nd trip completed, nothing specia

ISCADA doesn't operate comactly.
ISCADA has been restarted.
320 ISCADA support was approached.

to the templates:

Auto-Popup

B Tex

4 Templates

These are templates

5 Suggestions

These are ,learned” suggestions

6 Selection

By clicking on an entry in the list it will be copied into the description

field.

6.5

Component: Functional Location

Depending on how your administrator has configured the functional location entry field you will be
presented with one of two choices:

a) Functional location has to be entered in a standard text field
b) Functional location can be selected from a combo box. Activate the functional location chooser

w

SHIFTCONNECTOR" io [£] 3607 Overview

[E events (1

Infoboard Show: | last 24 hours

 Plant Alpha

Overview Supervisor

m Wed, 05-23-2018 04:31

Line 2 oM
Line 3 [0}

Maintenance

Event Start Fui

Last Logout Wed, 05-23-

Labroatory
Morming Meeting

Other Reports

Search

[E) Event

Category
© oeraut

Failure - Break Dewn

> Plant Beta

> Plant Gamma

> Special Apps

Search Failure - Malfunction

Quality deviation
MY MAILBOX
nothing to sign safety

no tasks Shift Presence

Configuration

[ Attach Task

Functional Location

List filter | v [y

/ “;A: rites (I Al
Li-Line1
> ¥ RIO1-Reactor 101
v [ RI02 - Reactor 102
M2105 - Mixer 2105
P7010 - Pump 7010
P7011 - PUmp 7011

V1574 - Scalper 1574

> [] 74788 - Tank 4738 L
> [ 72626 - Centrifuge 26:

/End
X Cancel g, 05-23-2¢
Fametionar Loation DiesCription
Alpha>L1>R101-P5010 - Pump 5010 x
Alpha=L1=R102+P7O10 - Pump 7010 x

), Attach Instruction -

by clicking the functional location field on the Detailview:

€

o

TSV WSy

Functional anan‘a‘n 77
| L1-Line1
> R101 - Reactor 101
v R102 - Reactor |c2°
M2105 - Mixer 2105
P7010 - Pump 7010
P7011 - Pump 701
V1574 - Scalper 1574
74788 - Tank 4788

> Z2626 - Centrifuge 2626

- o

Q- -

FUnetonal Tocation

e o a

& Andreas Eschbach ~ (%)

riority

nts

Figure 6.5-1: Popup Functional locations.

Attach File

# Name

Description

1 Functional
Location Field

When you click this, the popup opens.

Shiftconnector® - User Manual - Version 7
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2 | Functional The list of locations for your choice. The configuration determines if you can
Location List select only one or more functional location. This can vary from entry form to
entry form.
3 | Favorites This switch is shown if your administrator has defined favorite functional
switch locations for your work place.

On opening the popup, any favorites are first shown. By toggling you can
display the entire list.

4 | Clear selection | This will clear all previously selected choices.

5 | Search If you type in text in this entry field, all functional locations containing this text
will be filtered out for you.

6 | Ok Saves the selection.

7 | Cancel Cancels the changes to the selection.

6.6 Status Change Comment

You get prompted to confirm a status change for task and instruction with a comment. This change will
trigger the creation of a new event which is written into the shift book of the work place of the root
node of the task or instruction:

Status Change e

Infa from Line 1: "Last week 4 downtimes occured because of a pump br..”
Status Open ta In Progress

Reason abe Text Modules

This is 2 mandatary field to comment the status change.

Figure 6.6-1: Popup Status change.

# Name Description

1 Status  combo | If you have the authority, this is where you can change the status of a task
box or instruction. When you do so, the comment box pops up.

2 Change text Auto generated by the system. This will be written into the auto-generated

event together with the change reason you enter:

Info from [your work place]

Status [current status] to [new status]: [the reason you entered]
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3 Reason Mandatory text field used in the description of generated event. See above.

4 Auto-Event If configured by your administrator, you can choose to create the auto-
event resulting in this status change with a priority of “Low”

5 Priority / Status | If configured by your administrator, you get a list of items linked to the entry
change for | you are working on and choose to change their status too.
linked items
6 Save Saves the changes and closes the popup.
7 Cancel Closes the popup, discarding any entry and abandons the status change
process.

6.7 Attachments

You might want to add some additional information to the data you enter by adding an attachment.
You can do this both on creation or update of events, tasks and instructions if the form has been
configured with the function:

: ] Event

Category

Functional Location Text Modules| Attachments

Failure - Break Down
Failure - Malfunction
Quality deviation
Safety

safety Attach File

Shift Presence

(W] Attach Task i\, Attach Instruction

X Cancel

Figure 6.7-1: Attachment component.

Now you have multiple options:

1. Drag the attachment(s) directly from explorer in the field Drop files here:
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Picture Tools
Manage

res > Screenshots

| N

Sereenshot (1)

>

Screenshot (3)

W% N N % %W NN

Search Screens... pnts (1 Tasks &

v O

)

A\ Instructions 1

= List fiiter

Sereenshot (2)

Grouping

Category Description

u, 05-24-2018 08:26 AN

04:31 Nothing special happened.

Assigned Shiftbooks Status

Line 1 | Thu, 05-24-2012 0228 AM @ Morning Meeting

Functional Location Description

Eh Instruction

X Cance

Figure 6.7-2: Drag-and-Drop the attachment(s).

eschbach

& Andreas Eschbach v

Atta.

Priority

x
achment:

S B ____ .
. ]
. i
. i
. i
| i
| i
| i
. i
. |
. i
. |
. i
e i

2. You click on the field Drop files here to open the explorer where you can choose the file(s):

w

SHIFTCONNECTOR" io

Infoboard
~ Plant Alpha

Overview Supervisor

Line 2

Line 2

Maintenance

Labroatery
Morning Meeting

Other Reports

Search

> Piant Beta

> Piant Gamma

> Special Apps
Search

MY MAILBOX
nothing to sign

no tasks

Configuration

i

] 360° overview SIS Tasks 6 g Instructions 1
Show: | last 24 hours  ~ List filter
@ Open X
Grouping
4 || « Pictures > Screenshots v|® | SearchScreenshots 2
Evel
() Lad Owenizew  Newfolder = - m @
g wi User Handbook ~
PM| @ OneDrive
I This PC _—
3D Objects =
Screenshot (1) Screenshot (2) Screenshot (3)
I Desktop
Documents
¥ Downloads
B Musie v

[E) Event File name: | Screenshot (2) | | AllFiles

Description

Status
@ Morning Meeting

Cancel

Default

o

Functional Location
Failure - Break Down

Failure - Malfunction
Quality deviation
satety

Shift Presence

[V Attach Task

f, Attach Instruction

X_Cancel

Figure 6.7-3: Select attachment(s).

3. You click on the Add file button to be offered further selection options:
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Atta,

Priority

sBe Text Modules Attachments

Lo e

Attach File

Page 68 of 91




eschbach

a. You can attach a screenshot you have in the clipboard using Ctrl-V.
b. You can link to folders or files. However, remember that for links it needs to be a path which
is accessible for other users i.e. a network path for them to be able to access it.

Attarbmante

Attach File ...

Attach File _.

WV

Figure 6.7-4: Options for adding attachments(s).

After attaching:

Entry Linkings

O H b
[E) event
Category Assigned Shiftbooks Start/End Status
Default Line1 Thu, 05-24-2018 08:28 AM 3 Normal
Functional Lacatien Description Attachments
Round trip completed, nothing special - ;
l Screenshot (1).png
Screenshet (2).png

Screenshot (3)png

R | X Co= i Print B Sendby Ema

Figure 6.9-5: Attachment in the component.

To download the document, just click the entry in the attachment control. To view the attached images,
click on one of them to open the Image Viewer:
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pumpe.jpg

Figure 6.7-6: Image Viewer.

With the link at the bottom right-hand corner you can download the image in its original size.

If you are authorized to add or update Infoboard items, you will also be able to add
attachments there. This is particularly helpful to distribute manuals like the one you are
currently reading, new legislation information or other material which is of importance for
Shiftconnector® io users.

i) Infoboard (2

- Add Entry Filter Entries

Information for Infoboard

Handbook Version 7.0 # Update

New Handbook is available

Thu, 05-24-2018 09:59 AM

Handbook SC7.pdf

Figure 6.7-7: Attachment on the Infoboard entry.
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6.7.1 Attachment types
You have the option to

upload one or more file(s)
link to one or more file(s)
link to one or more folder(s)

or a combination of the above.

6.7.2 Possible file types
The types will have been configured by your administrator.
Example of file types which can be attached:

e« o PDF

« "] word Document

« &1 Power Point slides

e 21 Excel Document

e = JPG

o 2 GIF

.@PNG

If you try to attach a file with a type that is not configured, you will get an error message. If you think you
should be able to attach a file with the type in question, speak to your administrator.

6.7.3 Maximum file size

On upload the file size is checked. If the size is more than the defined value an error message occurs.
This value is defined in configuration by your administrator. Speak to your administrator if you think you
should be able to upload the file.

6.7.4 Changing file content

Once uploaded, the files are write-protected when opened. That means if you or someone else wants
to change a file it needs to be deleted and re-uploaded.
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6.8 Interlinked records

Most entries will have links to other entries. You can have standalone events but a task or instruction
will always be linked to minimum one event.

In the lists you can identify a record with interlinked entries by the plus-Symbol in front of the row:

(0p)

SHIFTCONNECTOR' io [_1360° Overview [NERIEHNE Tasks 7 f) Instructions s
Infoboard Show: | last 24 hours » List filter
w Plant Alpha
Dverview Supervisor Event Start ~ Functional Location Category Descript
Linet (D Lastlogout Thu, 05-24-2018 09:06 AM
m BY= Wed, 05-23-2018 01115 Line 2 Auto-Event for Tasks  Info frg
Line 3 PM Status
Maintenance 2)Z] wed 05232018014 Line2 Auto-Event for Tasks  Info froj
Labroatory PM Status
membs
Morning Meeting 2] B Wed, 05-23-2018 01:.07  Line 2 Auto-Event for Tasks  Info fror
PM Status|

Other Reports

Search

Figure 6.8-1: Representation of linked records.

You can expand the tree by clicking on this symbol:

SHIFTCONNECTOR' io 13607 overview [NESIEEGEAE Tasks 7 ) Instructions 5
Infoboard Show: | last24nours | [ 3 List filter

~ Plant Alpha
e Event Start Functional Location Category Description Atta_ Priority
. (  Lastlogout Thu, 05-24-2018 09:06 AM

(=) o 0fF wed 053208015 Line2 Auto-Event forTasks  Info from Maintenance: "Praventive measure: Please consider using another .
Line 2 PM Status Open to Done: Last week 4 downtimes occured because of a pump breakdown.
amtenance e [5) Wed, 05-23-2018 11:24 AM - Line 2 - Auto-Event for Tasks - Preventive measure: Please consider using another type of membrane which goes well with the chemical xyz. - Andreas Eschbach
[ Wed, 05-23-2078 11:24 AM - Maintenance - Maintenance - Preventive measure: Please consider using anather type of membrane which goes well with the chemical xyz. @
Labroatory
[E Wed, 05-23-2018 01:15 PM - Maintenance - Auto-Event for Tasks - Done: Last week 4 downtimes occured because of a pump breakdown. - Andreas Eschbach
Morning Meeting S . .
. ¢ 2[5 wed 052-2080114 Line2 Auto-Event for Tasks  Info from Line 2: "Downtime occurs because the pump membrane has to b.”

M Status In Progress to Done: Preventive measure: Please consider using another type of

Other Reports membrane which goes well with the chemical xyz

Figure 6.8-2: Linked records expanded.

# Name Description
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1 Expanded tree Interlinked records are depicted either as a tree or a flat list. Your
administrator has pre-configured this. In the example you see the tree.

2 Root entry The entry next to where you clicked the Plus-Symbol will be displayed
again in blue for your orientation.

3 Linked entries The related records are shown here to you as a tree.

In case you want to expand multiple trees at the same time, you can set this in the user settings:

.L Andreas Eschbach ~-

Y

J;-'tr;d rn;.-a_s Eschbach

ing: )

= Change language / tenant

List View: expand multiple entries I
Show notifications

nothe
umip

. Change Password (!) Logout
with

E‘ llu'liililln.ll LIS wircinnaal h_l".L. -
1. - Andreas Eschbach

Figure 6.8-4: Linked records expanded.

If this option is selected, you can expand more than one tree at once by either clicking on each tree’s
plus-symbol or by using the global plus-symbol to expand all trees in the list.

If the option is de-selected you can only expand one tree at the time: if one is expanded and you click
on the plus-symbol of another one, the first one will collapse when the second one opens.

w

SHIFTCONNECTOR" io £1360° Overview  [NESECIEN Tasks 7 ) Instructions 5 & AndreasEschbach v (3)

Infoboard Show. | ast24 hours List filter

~ Plant Alpha
< AddEvent | <3P Handover
@ = .

Overview Supervisor

Grouping: | -None- | Functional Locatio Catego

Unctional Locati Description Atta_  Priority

=l Lastlogout  Thu,05-24-2018 09:06 AM
(=2 B(E  Wed 05-23-2080115 Line2 Auto-Event for Tasks  Info from Maintenance: *Preventive measure: Please consider using another .
Line3 PM Status Open to Done: Last week 4 downtimes occured because of a pump breakdown.

Figure 6.8-5: Collapsed list.
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w

SHIFTCONNECTORio [£1360° Overview [NESJICIEEE] Tasks 7 g} Instructions 5 & Andreas Eschbach ~ (2

. ——
Infoboard Shous: | last 24 hours List fiiter
“ Plant Alpha
+ AddEvent | 43P Handover Grouping: None
= —

B vent Start Functional Location Category Atta.  Priority
W=l )  Lastlogout Thu, 05-24-2018 09:06 AM

m O[F  wed 052320180115 Line2 Auto-Event forTasks  Info from Maintenance: *Preventive measure: Please consider using another ."
Uz PM Status Open to Dene: Last week 4 downtimes occured because of a pump breakdown.

—— e [E) Wed, 05-23-2018 T1:24 AM - Line 2 - Auto-Event for Tasks - Preventive measure: Please consider using another type of membrane which goes well with the chemical xyz. - Andreas Eschbach
- % Wed, 018 11:24 AM - Maintenance - Maintenance - Preventive measure: Please consider using another type of membrane which goes well with the chemical xyz. @
abroatory .
@ wed, 18 01:15 PM - Maintenance - Auto-Event for Tasks - Done: Last week 4 downtimes occured because of a pump breakdown. - Andreas Eschbach
Morning Meeting - o s e . N - .
“ N =[F  wedos232080m4 Line2 Auto-Event for Tasks  Info from Line 2: "Downtime occurs because the pump membrane has ta b..
PM Status In Progress to Done: Preventive measure: Please consider using another type of membrane
SRR which goes well with the chemical xyz.
Search [5) wed, 05-23-2018 11:27 AM - Line 2 - Auto-Event for Tasks - Downtime occurs because the pump meml e ha: be exchanged. - Andreas Eschbach

AM - Line 2 - Maintenance - Downtime be exchanged @

> Plant Beta o

> Plant Gamma

18 0114 PM - Line 2 - Auto-Event fo type of membrane which goes well with the chemical xyz. - Andreas Esc

18 01:07 PM - Line 2 - Auto-Event for T

C[E) . wed,05:23:2018 01:0Z__Line2 buto-Event for Tasks . InfafromLine 2: "Dawntime occurs hacause the pumn membrane has.tah.”

Figure 6.8-6: Expanded list.

# Name Description

1 Expand After you changed the option to expand multiple entries, a plus-
symbol appears in the top left-hand corner of your list.

2 Collapse After clicking on the plus-symbol the list expands all entries and the
symbol changes to a minus-symbol. To collapse all records simply
click on this.

3-5 Expanded trees After clicking the expand symbol, all trees are expanded.

6.9 Assigned Shiftbook(s)

When you are adding events, tasks and instructions they get by default assigned to the Shiftbook of the
workplace you are currently working from.

For events and instructions, it is not possible to de-select this, but it is possible to make an entry into
additional workplaces. This is however different for tasks. First of all, it is possible to select another
Shiftbook than the original one, and secondly it is only possible to select a single one.
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w

SHIFTCONNECTOR'io [1360° overview [NESIEUSIE) Tasks 7 ) Instructions & Andreas Eschbach v
Infoboard Show: | last 24 hours List filter
SUL D Assigned Shiftbooks -
Overview Supervisor =] Event Start Functional Location Category Description rity
)
L=l () Lastlogout Thu,05-24-2018 09:06 AM o
m =] E] Wed, 05-23-2018 01:15 Line 2 Auto-Event for Tasks Info from Maintenance: "Preventive mea: \
Line 3 oM Status Open to Done: Last week 4 down ) [N overview Supervisor
Maintenance =) Wed, 05-23-2018 01:14 Line 2 Auto-Event for Tasks Info from Line 2: "Downtime occurs becal l Lc |. Line1 Des
i PM Status In Progress to Done: Preventive my 4
which goes well with the chemical xyz. gs, N Line2 e
Morning Meeting ] D Wed, 05-23-2018 0107 Line 2 Auto-Event for Tasks Info from Line 2: "Downtime oceurs becal [ Inf
PM Status Open to In Progress: Membrane 3 IN Line: Sta
Other Reports
Ty ) [N Mmaintenance »
' o x
> Plant Beta D Event \ |. Labroatory S\f
Category Assigned Shiftbooks "
> Plant Gamma © Dperautt Line 2 ~ | | Thy, 05-24-2018 10:20 AM [N Morning Meeting inf
Functional Location Description | Stal
3 Special Apps Failure - Break Down \l
S x o
. Faire - Maffunction l
Quality deviation y °
MY MAILBOX
thir Safety \
Eotiiuteson st \ e oK X Cancel e Attach File
Eols Shit Presence 8. <igried Shittbooks
Configuration [V Attach Task ), Attach Instruction \. v
X Cancel
Figure 6.9-1: Assigned shiftbook(s).
# Name Description
1 Source You activate the Shiftbook chooser by clicking on the little book symbol
Shiftbook (see red arrow). The organizational hierarchy is displayed to you disabled,

with its Shiftbooks enabled.

The Shiftbook below the workplace you’re working in is selected and
disabled as the business rule is such that the entry cannot be moved out
with the workplace, for events and instructions. For tasks the source is pre-
selected but it can be changed.

2 Additional Additional Shiftbook entries can be made for events and instructions, only
Shiftbook one for tasks.

3 Search You can search for a Shiftbook, which is useful for large lists.

4 Reset With this button you can reset the choice you made.

5 Ok You save your choice by clicking this button

6 Cancel You discard your changes by clicking this button
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6.10 Short List for Tasks and Instructions

If it has been configured by your administrator, you can see a short list of tasks and/or instructions on
the right-hand side of your event tab:

(¢p)

SHIFTCONNECTOR"io Tasks 7 f) Instructions 1 & AndreasEschbach v (2

Infoboard Show: | last 24 hours List filter

(e — — )
+ AddEvent | 43 Handover \ .
]| 3 | (¥ Tasks 7
Querview Supenvisor a Event Start Functional Location ~ Category Description l | S
TEA (Thermal Energy g Tasks (Z
[ Line1 | (  Lastlogout Thu, 05-24-201811:14 AM o \ ermal Energy rese
= { Analyzer) requires a check EA (Thermal Energy
- (B thuos22208  Linet Failure - ol ‘]l &
O AM Malfunction 1 @ H2504 and HNO2 meter @ H2504 and HNO2 meter
; { should be replaced. should be repla
Maintenance ( hu, 05-24-; efault nd trip com d
ntenan: B T 05222018 Default Round trip completed, nothing specia A ST
Labroatory 08:28 AM ) @ Please replace the pump.
| @ Check all safety showers,
Ty =) Default Nothing special happened. \ @ Check all safety showers.
Other Reports { @ Motor does not operate -
Search y please replace it.
) measure: Please
S— ‘ Last week 4 downtimes consider using another type
occured because of a pump
> Plant Gamma '
/ Preventive measure: Please A Instructions &
> Special Apps i consider using another type Demo Instruction
Search S
MY MAILBOX ) i, Instructions | 1
ki | Demo Instruction
no tasks \
y
Configuration i L P )

Figure 6.10.1-1: Short List.

# | Name Description

1 Short List The Short List will be shown on the right-hand side of the event ab, if it has
been configured by your administrator.

2 | Tasks The list of open tasks, sorted by due date ascending.

3 | Instructions The list of instructions, sorted by valid date descending.

4 | Entry When you click on one of the entries, the detail view of this record will open

in the event tab.

5 | More Tasks / Should the list be longer than configured, this hyperlink will be shown. When
Instructions you click on it, the relevant tab with the full list of entries will be opened.

6.11 Change history

All changes to info boards, events, task and instructions are recorded and accessible via the application.
This includes changes to the linking of the records also.

6.11.1 Data changes

The historic changes to data of a detail record are shown to you in this way:
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SHIFTCONNECTOR" io

Infoboard
v Plant Alpha

Qverview Supervisor

Line 1

Line 3

Maintenance

Labroatory
Merning Meeting

Other Reports

Search

» Plant Beta

> Plant Gamma

> Special Apps
Search

MY MAILBOX
nothing to sign

no tasks

Configuration

w

SHIFTCONNECTOR" io

Infoboard
~ Plant Alpha

Overview Supervisor

Line 1

Line 3

Maintenance

Labroatory
Morming Mesting

Other Reports

Search

> Plant Beta

> Plant Gamma

> Special Apps
Search

MY MAILBOX
nothing to sign

no tasks

Configuration

[E events (3

Tasks 7

A\ instructions 5

eschbach

& AndreasEschbach ~

Show: | last2ahours | | 3 List filter = &
4 AddEvent | &3 Handover Grouping Functional Category Pri
a EventStart  Functionalloc.  Category Description At.. Priori_
¥ Tasks (7
() Lastlogout Thy,05-24-2018 11:38 AM

NE

Wed, 05-23-2018 Line 2
01:15 PM

Auto-Event for
Tasks

Infa fram Maintenance: "Preventive measure: Please consider using

another ."

Status Open to Done: Last week 4 downtimes occured because of a

pump breakdown.

@ TEA (Thermal Energy
Analyzer) requires a check

@ Please replace the pump.

@ Check all safety showers,

Wed, 05-23-2018 Line 2
01:14 PM

=@

Auto-Event for
Tasks

Info from Line 2: "Downtime occurs because the pump membrane

has to b~

Demo to create a history

[ENTAY:

#._Instructions ' 5

(© History o X

=@

Wed, 05-23-2018 Line 2

Entry

[E] Even o

Category

Auta-Event for Tasks

Q Events (3

Show: | last 24 hours

Event Start +

a

Last Logout

Wed, 05-23-2018 Line 2
01:15 PM

Auto-Event for

Linkings

Infa from Line 2: "Downtime occurs because the pump membrane

1

2 Thu, 05-24-2018 1252 PM- Andreas Eschbach

Wed, 05-23-2018 01:14 PM - Andreas Eschbach

Assigned Shiftbooks Start/End Status
Line 2 Wed, 05-23-2018 0114 PM 3 Normal
Functional Lacation Description Attachments

Alpha=L2 - Line 2

Infa from Line 2: "Downtime occurs because the pump membrane has to b..”

Demo to create a history

£ Edit X Close

Figure 6.11-1: Change history - List.

Thu, 05-24-2018 1:38 AM

Auto-Event for
Tasks

Info fram Maintenance: “Preventive measure: Please consider using

another .

Status Open to Done: Last week 4 downtimes occured because of a

pump breakdown.

. Frint Bid Send by Email

Tasks 7 f) Instructions 5 Andreas Eschbach «
> List filter = W
Grouping Cate
Functional Loc_  Category Description At Priori

¥ Tasks (7

@ TEA (Thermal Energy
Analyzer) requires a check

@ Please replace the pump.

@ Check all safety showers.

=@

Wed, 05-23-2018 Line 2
0144 PM

Auto-Event for
Tasks

Info from Line 2: "Downtime occurs because the pump membrane

has to b

Demo to create a history

Wed, 05-23-2018 Line 2

=@

Entry

[E] Event

Category

Auta-Event for Tasks

Auto-Event for

Infa from Line 2: "Downtime occurs because the pump membrane

B a

i Instructions (5

History x

2 Thu, 05-24-201812:52 PM- Andreas Eschbach

Wed, 05-23-2018 01:14 PM - Andreas Eschbach

Assigned Shiftbooks Start/End Status
Line 2 Wed, 05-23-2012 0114 PM ) Normal
Functional Location Description Attachments

Alpha~L2 - Line 2

< Version: Wed, 05-23-2018 01:14 PM - Version 1 o

Into from Line 2: “Downtime occurs because the pump membrane has to b..
Status In Progress to Done: Preventive measure: Please consider using another type of
membrane which goes well with the chemical xyz

Close history o

o W Print

Figure 6.11-2: Change history - Detail.

Name

Description

1 Change History

From the Detailview of the record you want to check on history data for, click
the button Change History.
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2 Change History | You are presented with a list of all versions the record ever had.
List
3 Versions Version 1 is the original record, the version at the top of the list being the
current version.
4 Detail view This is the current record.
5 History detalil Click on a historic version to open the detail view of it.
view
6 Detail view Now the historic record is shown to you.
7 Info Here you see when this version was created.
8 Close history Click on this button to close the history and display the current version.
9 Export Like for current records you can print and email the historic versions.

6.11.2 Linking history

This feature is only available if your administrator has configured to be keeping a history of the links.
Else you will always only see the current linking.

Click on the Linking history tab on the detail view:

D Wed, 05-23-2018 Line 2 Auto-Event for  Info from Line 2: "Downtime occurs because the pump membrane @ Production trial: tank is
rtien e b1 currently testing new

@ Tank 5788 LSH is bridged,

Entry ff— (~)
[E) Event {U

Categery Status

3-2018 01:14 PM 31 Normal

ssigned Shiftbooks

Auto-Event far Tasks Line 2

-Evi

Eunctionalhocatis De

Figure 6.11.2-1: Linking history - Tab.
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This will open the linking history:

o(E  Thu, 05242018 08:28 Default Round trip completed, nothing special & BEH
AM
[5) Thu, 05-24-2018 09:03 AM - Line 1 - Default - Round trip completed, nothing special - Andreas Eschbach ol
[ Thu, 05-24-2018 11:51 AM - Line 1- Default - Round trip completed, nothing special
[5 Thu, 05-24-2018 11:52 AM - Line 1 - Default - Round trip completed, nothing special - Andreas Eschbach @ Linking history x
& Fri, 05-25-2018 09:3% AM - Line 1- Default - Round trip completed, nothing special - Andreas Eschbach
s ‘ o= Most current tree - Andreas Eschbach L
(¥ Fri, 05-25-2018 09:39 AM - Line 1- Default - Round trip completed, nothing special
i, Fri, 05-25-2018 09:39 AM - Line 1 - Default - Round trip completed, nothing special Fri, 05-25-2018 09:39 AM - Andreas Eschbach

Fri, 05-25-2018 09:39 AM - Andreas Eschbach

Entry Linkings (@) History X

[E) Thu. 05-24-2078 02:03 AM - Line 1- Defauit - Round trip completed, nothing special - Andreas Eschbach

Figure 6.11.2-2: Linking history - List.

As with the change history, you can move through the various versions by selecting them in the popup
on the right-hand side of the detail view:

(3] Thu, 05-24-2018 09:03 AM - Line 1 - Default - Round trip completed, nothing special - Andreas Eschbach
[ Thu, 05-24-2018 11:51 AM - Line 1- Default - Round trip completed, nothing special Most current tree - Andreas Eschbach

=] [E Thu, 05-24-2018 08:28 Default Round trip completed, nothing special <: B ¥ H
AM }
|
a @ Thu, 05-24-2018 08:28 Default Round trip completed, nothing specia ’
Al
@ Linking history x |
]

[ Thu, 05-24-2018 11:52 AM - Line 1 - Default - Round (HP completed, nothing spec.\al - Andreas Eschbach Fri, 05.25- e e,
[Z] Fri, 05-25-2018 09:39 AM - Line 1 - Default - Round trip completed, nothing special - Andreas Eschbach
Fri, 05-25-2018 09:39 AM - Andreas Eschbach ..\p-'j

Entry Linkings (@ History X

[E) Thu, 05-24-2018 05:02 AM - Line 1- Default - Round trip completed, nothing special - Andreas Eschbach

f?‘ Jhu, 05-24-2018 11.52 AM - Line 1 - Default - Rgund frip gompleted, nothing specig| - Andreas Eschhach, . . - I

Figure 6.11.2-3: Linking history - Detail.

6.12 Export functions

If you want to export the lists of entries or the detail of an entry, you can do this by using the offered
export functions to PD, Excel or Email.

For the PDF export, provided templates are used which means that potentially not all data visible on the
screen is printed.

If however you are using the Excel export, all data is exported and by using Excel, it will be possible for
you to update the file. The Excel files contain no meta data.

Excel export is not available for detail records, but you have the option to email the details
6.12.1 PDF export for lists

On screens where you see the little printer icon - you can export your data to PDF by clicking it.

This is currently possible for event, task and instruction lists as well as signature lists.

The standard PDF file contains following attributes:

Shiftconnector® - User Manual - Version 7 Page 79 of 91



eschbach

w0 O

SHIFTCONNECTOR io

@Event Report: Line 3 - last 24 hours @)

Event Start Functional Category Description Atta  Priority
Location chm
ent

E] Thu, 05-24-2018 Default Everything OK Mo Normal

02:05 PM
o D Wed, 05-23-2018 Default Nothing special happened. Mo Normal

04:31 PM

D Wed, 05-23-2018 Default Nothing special happened No  Supervi
04:31 PM sor
B Wed, 05-23-2018 04:31 PM - Line 1 - Default - Nothing special happened. - Andreas Eschbach

e B Thu, 05-24-2018 02:12 PM - Line 1 - Default - Nothing special happened. - Andreas Eschbach

Andreas Eschbach 11 Thu, 05-24-2018 02:12 PM

Figure 6.12.1-1: PDF Export of lists.

# Name Description
1 Report title The title as it is defined in the report template
2 Name of list The list template you chose before clicking the print button
template
3 Logo The logo provided by your company
4 The list The record list as it was displayed before clicking the print button
5 Trees If you opened any trees before clicking print, the data of those trees will

be displayed also

6 Name of creator of | This would be your name

the pdf
7 Page x of y How many pages are there
8 Date and Time Creation Time Info

6.12.2 PDF export for detail screens

Following screens will offer a print function for detail views:
e Detail View Event
e Detail View Task
e Detail View Instruction

e Detail View Signature
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» @

SHIFTCONMNECTOR™®

Event - Line 1 #81678 o

Assigned Shiftbooks: Line 1, Line 3

Start/End: Wed, 05-23-2018 04:31 PM

Catagory: Default

Batch:

Last Change: Wied, 05-23-2018 04:47 PM

last edited by: Andreas Eschbach Status:

\ersion: 3 Supervisor

o Functional Location:

Description:

Mothing special happened.

Attachments:

e Signatures:

Read and understood

Mame Signature Date Time

Mot signed yet

History: _ _

Varsion Created Creator

3 Wed, 05-23-2018 04:47 Andreas Eschbach
P

2 Wed, 05-23-2018 04:47 Andreas Eschbach
P

1 Wed, 05-23-2018 04:31 Andreas Eschbach
PM

Linked elements:

o = Wed, 05-23-2018 04:31 PM - Line 1 - Default - Nothing special happened. - Andreas Eschbach

=IThu, 05-24-2018 02:12 PM - Line 1 - Default - Nothing special happened. - Andreas Eschbach

Linked elements:

o

SHIFTOONNECTOR®

Shiftconnector® - User Manual - Version 7

Thu, 05-24-2018 02:20 PM

Figure 6.12.2-1: PDF Export Detailview.
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# Name

Description

1 Report title

The title as it is defined in the report template together with the
workplace name and entry number

2 Entry details

Detail data as it is defined on the report template

w

Status

The status of the record

4 Entry details

More details describing the printed record

ol

Signature list

Any provided and still due signatures are printed here

6 History list

A list of historic versions with creation info

7 Links list A list of the record and its links
8 Logo The logo provided by your company
9 Footer Footer info of creation date and time and page info

6.12.3 Excel export of lists

”~”
All list screens with an Excel symbol [J have the ability to generate an Excel file (MS Excel 2010)
dynamically. This is provided for you for event, task, instruction and signature lists.

Anton Wenzler = (m]

Pagelayout  Formulas  Data

Review

S Share

View  Help

X Cut . - ol== E Tim T [ 2 AutoSum - A
Arial -1 - A A == - LwapTet General | 4 Normal Bad fm =
Pasts B Copy - Y - = c \F’_:‘t d ] . \EEn EE\'e: F@t laliTe sZ:Y&F;u)&
aste B I U~ i« - - =S EE == - . <8 enditional Formatas Goos Neutral . Insel elete Format 0l in
- ¥ Format Painter == A- == =[= = Evegescener w0 | Formatting = Table - b I - Clear - Filter - Select -
Clipboard ® Font & Alignment ] Number ] Styles Cells Editing -~
L4 < L ©
A B (9] D E F G H J K L M N [~
1 | Start and end Functional Location Path and Name Category Description Erstellt/Gedndert von Aftachment Stafus
2 |Fr, 25052018 10:21 DORPFCI-V001-PA31 - PUMPE Info Round done Andreas Eschbach (V3) No normal
3 |Fr,25.05.2018 10:21 DORPFCI-V0O01-LA10 Info Everything good Andreas Eschbach (V3) No normal
5 2]
5
6
7

Figure 6.12.3-1: Excel Export Lists.

# Name

Description

1 Export name

The name is constructed from the type of the list (e.g. “task” and a
timestamp.

2 Record list

A list of all the records you exported in raw form.
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6.12.4 Sending a detail record via Email

|
On all detail view screens with an Email symbol — you can generate an email from your standard
Email program, containing all details from the record, including a hyperlink to the record location within
Shiftconnector® io.

Send
1 Subject Line 1: Event (Default) - [¥81691] o

http://localhost/shiftconnector-7.3.0.0-multitenant/Start.aspx#/Navitem/b22f2718-5453-4aa7-8358-096e94fa29ce/Tab/Event/Entryltem/f389d6ab-6f8b-4283-
abd8-fe1827d44317/

i
|
|

Category:
l Default
\

Assigned Shifthooks:

Line 1, Line 3 e

Start/End:
From Wed, 05-23-2018 04:31 PM

Normal

i Status:
|
‘ Functional Location:

Description:
MNothing special happened.

Last Change: Thu, 05-24-2018 02:12 PM
‘ last edited by: Andreas Eschbach o

Figure 6.12.4-1: Email of Detailview.

# Name Description

1 Subject title The title contains your workplace, the template name and a record id

2 Hyperlink Via the hyperlink the receiver can open the record in Shiftconnector® io
directly.

3 Detail data The contents of the record to email

4 Last edited data Author and date/time of the last edit
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6.13 Mouse-over for text

Each row has a mouse-over effect. Hovering over a column in row will show a tooltip if available:

w

SHIFTCONNECTOR® io (13607 overview [NESIEHIENE Tasks 5 f) Instructions 5 & AndreasEschbach ~  (2)

Infoboard Show: | last24 hours List filter

~ Plant Alpha
! 4 AddEvent | 43P Handover

. ; < Priorit:
Overview Supervisor [=] Event Start Functional Location Category Description @ Y @ Friority
Line1
[E hu 052420130205 Default Everything OK Attachment
Line2 Pm
[ Lines | ) Lastlogout Thu, 05-24-2018 7138 AM
g
Maintenance B[  wed 05232008 Default Nothing special happened. l ' [ENCAY
Labroatory 04:31PM ) _

Figure 6.13-1: Mouse-over for text.

Clicking the row will open the detail view.

The user can click anywhere on the row to open the detail view, except the Priority combo box, the
attachment icon and the buttons to add an event, task which are all described in 6.14 Mouse-over .

6.14 Mouse-over for icons

Icons will be explained through mouse-over

w

SHIFTCONNECTOR" io 1360° overview SIS Tasks 5 A\ Instructions 5 & Andreas Eschbach v (2)

Infoboard Show: | |ast 24 hours ~ List filter

~ Plant Alpha
! 4 AddEvent | 4FP Handover Att.  Priority Grouping: | -None- | Functional Location Category
BT Sy ® Event Start Functional Location  Category Description Att.  Priority
Linz1
[E  Th05-242018 02:05 Default Everything OK B H

-
Line 2 PM Normal I

[ i3 | |
O Last Logout  Thu, 05-24-2018 11:38 AM I ——

Maintenance ®[5  wed 053208 Default Nothing spE(\a\I (ST
04:31PM

Labroatory

Morning Meeting B[E  wed 0523201 Default Nothing special happened.
04:31PM

Figure 6.14.-1: Mouse-over for icons.
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Name Description
Attach When dragging the mouse
i Pricaicy
event over this button, you are
creating g mouse—ov_er +E/ D
effect - the icon changes its X
color. The mouse pointer SiSchiE B |
also changes to indicate
that the icon is clickable.
Attachment | The mouse-over effect of
icon this icon gets switch-on by

clicking on it. It shows the
name of the attachment. By
clicking the name, you can
open the attachment.

l Screenshot (1).png

Screenshot (2).png

1ing

hing

screenshot (3).png

i
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7 The 360° Overview

If your workplace was configured in Shiftconnector® for it, at the relevant location, you will see a 360°
Overview which shows you important entries over a specified period:

(/p]

SHIFTCONNECTOR' io =360 overview Events T Tasks 1 ) Directives 2

Sho nce ” & ™
~ PLANT ALPHA o ] & 25nitts | @ 3shifts |37 defined timespan Ll g A e
Line 2 ol <+ Add Event ‘ 43P Handover e } o /
| N R
Line 3 Show events in overview
e Current Shift - Saturday, 16072016
Line & y
e 05:59 @ Handover, all ok: New Handaver from John Miller to Barbara Smith 4 Low
L=t \ v Norma
" 02118 E Task: Check all pumps until Friday, as there were accasional fouits. » @ N
Shift Leader
Pump b Supervisor
Maintenance
Mo
- £ [ vorning Meeting
Night- Friday, 15072016 y Do
Morning Mesting D ¥’| Done
22:38 = Info: Pumping out water ‘
Search (] e "] | X Deleted
Pump 1b ) &
> PLANT BETA ) ox ~
Ok Cance!
0130 Incident: Pressure gauge on WPN2 indicates a fault.
> PLANT GAMMA (]
Pressuregauge A-75
MY MAILBOX
sy sgnatues Q) 0158 M Task: Replace perssure gauge on WPN2 immediatly. e ~ 7
Task(s) o Az B P . - PR
/i, Spedial instruction: Clean dosing Line of the aluminate solution every Friday. P
FARY (://‘ [ ]
( dosing Line of the aluminate solution ) John Miller °
Configuration -
05:02 Info: Pump 13b, 13f have failed.
Pumpi3b  Pump 13 e
0518 E Task: remove pumps 13b and 13f and fit new ones until Friday.
Figure 7-1: 360° View —Workplace with one shiftbook.
# Name Description
1 Filter bar You can filter out a number of shifts or a defined period

from 1 to a maximum of 28 days. For a detailed
description of this filter please refer to 7.1.1 Filter

Settings.
2 Button Add Event Via this button you can add an event as usual.
3 Button Handover Via this button you can add a handover as usual.
4 Event filter Via this filter, you can set which events you would like to

see in the overview

5 Event which was changed during For a detailed description please read 7.1.2 Group

the filtered period “Current Shift” and 7.1.3 Events changed during filter
period.

6 Task which was changed during For a detailed description please read 7.1.2 Group

the filtered period “Current Shift” and 7.1.4 Tasks changed during filter
period.
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7 Instruction which was changed For a detailed description please read 7.1.2 Group
during the filtered period “Current Shift”and 7.1.5 Instructions changed during filter
period.

8 Linked entries For a detailed description please read 7.1.6 Linked
Entries

9 Entries grouped per shift These are the current shift plus the shifts from the filter.
Should there be multiple shiftbooks for your workplace,
the displayed shifts will be grouped by shiftbook on the
highest level, as demonstrated Figure 7-2: 360° Overview
— Workplace with multiple shiftbooks. See below.

w

SHIFTCONNECTOR" io = 360° overview Events o Tasks 18 f) Instructions 14 & AndreasEschbach v (3)

Show changes since:

Noisnit | ) 2snres | @ 2snifts | 3] Time Period

Infoboard

~ Plant Alpha
Line1
Line 1
Lz Current shift - wed, 05-30-2018
? Line3 .
Fri, 12-22-2017 07:25 AM g Quality deviation: Deviation in parameter X=37.8%.
Maintenance
Labroatory
Morning Mesting )
Fri, 12-22-2017 07:12 AM =) Failure - Malfunction: Meter for H2504 and HNO2 has been resetted, now they are operating fine again.
Other Re
S Functional Location: ~ Alpha>L1=R102 - Reactor 102
Search
» Plant Beta Today 02:33PM E] Auto-Event for Tasks: Info from Overview Supervisor: "Please replace the pump.” Status Overdue to Done: r
» Plant Gamma
» Special Apps
Line 2
Search
< AddEvent... | <3P Handover
MY MAILBOX
nothing to sign Current shift - Wed, 05-30-2018
no tasks J i
Default: ttttt
Today 10:50 AM 4 L4
Configuration
‘ (] Default: Info from Line 2: ‘Downtime occurs because the pump membrane has to b.." Demo to create a history Y
Fri, 05-25-2018 01:10 PM
Thu, 05-24-2018 §,  Default: Info from Line 2: "Downtime occurs because the pump membrane has to b.." Demo to create a historybg
Thu, 05-31-2018

“TATTV GRITE /e (o200 Jne,

Figure 7-2: 360° Overview — Workplace with multiple shiftbooks.
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7.1 Detailed Description

7.1.1 Filter Settings

It is possible to filter out one, two or three shifts, or a defined period of days.

1. The filter Defined Period enables the user to filter out 1-28 days. Additionally, to the shifts in the
filter period, the current shift will always be shown as well.

2. The default filter gets set dependent on the user’s last logout time.
a. Example: If the user is on night shift and logs in for the first time on his shift, the filter will be
automatically set to “2 Shifts”. This way, he can directly check the entries of the preceding
Early and Late Shift.
b. If the last logout time dates back more than two shifts, the default filter will be set to "2
shifts".

7.1.2 Group “Current Shift”

Which entries will be shown in the “Current shift” group?

1. Events, which start or end in the current shift, or entries which are still open (open end events).

2. Tasks, which are due during the current shift or were due in the filter period and have not been
completed (overdue tasks), or tasks created in the current shift.

3. Instructions which have been created or updated during the current shift.

7.1.3 Events changed during filter period

What happens to events, which have been updated during the filter period, but have started in an earlier
shift?

1. Events are always shown in the shift group, during which they have started, unless it is an event
with an open end (see 7.1.2, point 1).

2. If an event is changed afterwards (e.g. Tuesday night) but has started five shifts earlier (Monday
morning), the event will be shown in the group Monday morning, with the changes from Tuesday
night.

That means, for example if the filter is set to two shifts, the current shift, the two shifts before and
the shift, in which the event that was changed, began, will be displayed (in this last shift, only the
relevant event will be shown, all others not).

7.1.4 Tasks changed during filter period

What happens to tasks, which have been updated during the filter period, but were due in an earlier
shift?

e Case 1 — with auto-event configured (on update):

The auto-event gets allocated to its shift by its start date like all other events and displayed in
there. The associated task will be shown linked below.

e Case 2 — No auto-event has been configured for update.
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If the task is not due or overdue in the filter period, it will still be displayed further down in the
box Open tasks.

If the task is due in the current shift or became overdue in the filter period, it still will be shown
at the top in the current shift.

e Auto-events which originate from creation of a task are not being represented in the 360°
Overview.

7.1.5 Instructions changed during filter period

What happens to instructions, which have been updated during the filter period, but were valid since
earlier shifts?

1. Has an instruction been changed, it will be shown in the shift, in which it was changed, as long it is
within the filter period.
2. Otherwise it still will be shown further down in the box for Open Instructions.

7.1.6 Linked Entries

How will linked entries be shown?

Fundamentally the same rules apply as described in points 7.1.2 — 7.1.5.

Additionally, for linked entries the most current entry will be shown as parent element.

Below the parent element, all entries which have also been created or changed during the filter
period will be shown straight away.

4. All entries, which are linked to the parent entry, but haven’t been updated during the filter period,
are not being displayed at first.

They can be made visible via the button Show all elements. In this case, all relating entries are
being shown sorted by Last Updated Date.

wn e

7.1.7 Sorting

How are entries being sorted?

1. Events
a. Events are being sorted by end date descending, if it is present.
b. If no end date is present, the start date is being used.
c. If the event is still open, it will always be shown at the top of the current shift (event with open
end).
2. Tasks
a. Tasks are allocated to their shift by their due date and are sorted by it in ascending order.
3. Instructions
a. Instructions are allocated to their shift by their start date and sorted by it in descending order, as
long as there is no change to it.
b. If there is a change to an instruction, the update date is used for allocation instead of the start
date.
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Depending on the configuration, a QR Code symbol can be displayed at each workstation. This allows
you to create QR Codes for the currently displayed list or the detailed view of an entry. When scanning
the codes, the respective list or detail view of the entry is displayed.

o) I This is a test system. Al entries will be deleted soon!

SHIFTCONNECTOR"io [ Events (3 Tasks 29 A\ Instructions 13

360" Overview

& Andreas Eschbach v

Show: | last8hours | | 3 List filter Mehriachauswahi
Infoboard
‘Add Meldung Handover Gruppierung: | _kemne- | Print QR Code
ppierung ine- | K |
Line 2 Open current tab
Beginn/Ende oder Offen Kategorie Functional Locati... T Beschreibung Created/M;
Line3 et
Do, 10-10-2019 08:47 Info Motor15-P304  F Line stopped because motor has to be changed. Andreas Create ftem in “Line T
(e Eschibach
Marming Meeting Do, 10-10-2019 08:47 Info The pump's out of order. | informed the mechanic Andreas
Eschbach
Search
Do, 10-10-2019 08:44 Info Talked to the mechanic about the faulty pump. The mechanic will fix it Andreas

Tool improvements
) Lestlogout Do, 10-10-2019 0838

tonight. Eschbach

MY MAILBOX
Meine Signaturiste. ()
taskis) €)
Konfiguration
Figure 8-1: QR Code generator— Icon
# Name Beschreibung

1 QR Code Icon

Click the icon to expand the QR Code options.

2 Option “Open current tab“

Click on the "Open current tab" option to create a QR
Code that opens the currently selected tab when
scanning.

3 Option “Create entry in Line 1¢

Click on the "Create entry in line 1" option to create a QR
Code that opens the open form in the currently selected
tab during scanning.
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8.1 Open current tab

If you scan in a QR Code that you have created with the "Open current tab" option, the corresponding
tab opens. Add for example the printed QR Code to a technical system (e.g. a scrubber), you can scan
it with a mobile device and automatically land in the Shiftconnector in the correct shiftbook.

8.2 Create new entry using QR Code

If you scan in a QR Code, which you have created with the option "Create entry for xxx", the
corresponding form template opens, with the category and the functional location preselected. This
allows you to create a new entry in the correct shiftbook directly by scanning. For example, attach such
a QR Code to a technical system in order to create maintenance tasks quickly and easily with a mobile
device.

Configure bar code

Category Functional Location

Failure Maotor 1- P200 ko
0 info

Tool improvemants

Create bar code % Cancel

Figure 8-2: QR Code generator— QR Code configuration

# Name Beschreibung
1 Category Select a category for the entry.
2 Functional Location Select a functional location for the entry.
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