USING WORK IN PROCESS
TO MONITOR REQUESTS FOR ART OR OTHER PROCESSES

A previous newsletter discussed in general how to use the Work In Process (WIP) system to
track steps in the life of an order. This was the newsletter for October, 2009. Click on the

following link to reach the Newsletter page on our website that contains a link to all the old
newsletters.

www.lakeshoregroup.com/newsltrs.html

This month | would like to discuss how you can use the WIP system to monitor a specific
process or employee. | will use Art as my example but the same procedure will work for any
task. You can also use it to monitor jobs assigned to a specific employee.

As new orders are entered that require art, the artist needs to be notified so that the new art
can be created. Everyone does this differently. Methods range from the “yell down the hall”
method to creating a formal art request document. The method I'm going to describe will
create a list of art requests in Lakeshore that the artist can monitor. As new requests are
made, each one will automatically be added to the list.

Here’s the steps to follow to set up this procedure:

1. Set up an Art process.

You may have already done this.  When setting up the process, set the begin and end
scheduling dates to be the same as the order date. This will cause the process to show up
right away on the scheduled job list.

Here’s an example.
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Process Code: 00005 p
Description: [ART Abbreviation for reports: IART

How is this process used? Scheduling -

Calculation type: [Da not estimate running time

Scheduling: [ Include on initial schedule? / Mduced?

Type scheduling: [Schedule after order date 3| Begin 0 [day(s) after order date
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Status update e-mails when process marked complete
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Click
6534 to insert ship date
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= “66175 to insert shipping address

ional variables are avai for e-mail text. Call Tech Support for more information.




If you use process groups, add the Art process to all the groups that require art.

2. Monitor the art process in Work in Process

Go to Work in Process, Display WIP data, Display Schedule Detail

+ My Favorites
+ Contact Management
+ Quotations
+ Order Processing
= Work in Process
+ Update/Schedule jobs
= Display WIP data
® (uick Order Status Look Up
® [isplay Job Status
® Display Schedule Detail
® [isplay Schedule Graph
® Display Job Cost Summary
® [isplay Job Caost Detail
® Display Time Detail for Job
® [isplay Employee Time
® [Display Schedule Summary
+ Print Reports
+ Miscellaneous

You will be prompted for the process or employee you want to monitor. The date to monitor
will default to the current date but you can change it if appropriate.  The schedule will also
show past due tasks starting with the date you specify. This is usually set to two weeks
before the current date so you don’t have to keep checking obsolete data.

You will then see the display shown on the following page. It will list all the art requests
currently in progress.

There is a link to the order so that the artist can review the details of the order and what art
might be required.

If you don’t expect to get the art done today, you can click on the “Reschedule this order” icon
to go to the scheduling screen and change the end date for the art to the date you expect to
have the art ready.

If you have multiple artists, you can have one person to be the “gateway” and go to the
rescheduling screen to assign the new art request to a specific artist.  Then each artist would
call up requests by employee code to see just the art requests he or she is responsible for.

When the art is complete, click on the Update Job Status link to mark the process complete.
It will then drop off the list.

If you want to collect information on the time required for the art to be completed, you can click
on the clock icon in the last column to access the time keeping function. Click on the icon to
go the time keeping screen. Enter your employee code and Submit.  When finished, repeat
the process to stop the clock. You can also mark the process complete on that screen as
well if this is more convenient.



Scheduling screen for process

Review production schedule m
Process: ART ME"“ @
Date: 3/28/12 Retresh @ 2 :
Estimated Time Time Reschedule Update Update
Order number |Reference Time Already Scheduled Ship date Begin Date End Date this Job Process
Required Logged This Date order S!alus Status
3/30/12 312712 3127112
002718 :} 1:00 46112 3128112 ,/ @
002719 :/ 1:00 1:00 312812 3128112 J @
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I:l Previous process complete I:l This process past due!
=
Scheduling screen for an employee
Review production schedule
Employee: Kaye Keady ‘f@-‘“ &
Date: 3/28/12 Refresh @ 2 @'
Estimated Time Time Reschedule Update Update
Order number |Reference|Priority| Time Already Scheduled Ship date Begin Date End Date this Job Process
| Required | Logged | ThisDate | order Status. Status
002700 -_,/ 3/30/12 312712 3127112 =l
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I:l Previous process complete I:l This process past due!
=

You can periodically click on the “Refresh” link at the top of the screen to check for new
orders.



Rescheduling screen
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Add a new process
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If you want to schedule additional processes to track like Proofs, Art Approval, etc. you can
use the “Add a new process” link on the lower right of the screen to add a new step to the
process.



