Product Training
WinMan Navigation

Where “Lean” principles are considered common sense and are
implemented with a passion!

@ winman

NeaBF ADVANCED ERP SYSTEMS . ) o '

Basics for using the system

For training, login to the system using <user> WinMan, <password>

WinMan. For in-house systems, the system administrator will provide you
with the logon credentials.
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WinMan Central

Favourites

Once logged on you will be in the WinMan Central area which is always open while running WinMan. The initial folder
view will be your ‘Favourites’. An example user logon with Favourites established is shown below.

m Q The Favourites Icons are user specific shorteuts to

g a8 g WinMan modules or reports and can be arranged
3 - S in the following methods;
* Details
*  Small Icons
¢ Largelcons
e List
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O Favourites are set up by going to the required
module and selecting Tools/Add to favourites.
After adding favourites the WinMan desktop will
show the shortcut icons.

WinMan Central

Bookmarks

@ Bookmarks are similar to Favourites, but can link to specific pieces of data or a report. A bookmark could be a BOM or
sales order that is used frequently.

QA bookmark automates the step of finding the WinMan module and searching for the specific record

U Bookmarks are added using Tools/Add Bookmark.

0 Bookmarks can also be sent via email to anyone. The email will contain "‘ 4] ‘
the same information as found in WinMan. As the bookmark is in email Purchase Orders - PO-0000050 - FO-0000050

Lesney
format, there is no drill down functionality and it will not appear in the
Bookmarks section of WinMan Central.

O A bookmark can also be sent to another WinMan user using Tools/Send

Bookmark. Multiple users can be sent a bookmark at the same time
&% Cick to choose recipient

+! Reminder

[ Important
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WinMan Central

Notes

O Notes can be used to store any kind of reminders or notes about anything

Confim sales meeting with Jon to determine pricing

O Use the mouse to click in the open space of the note to begin note entry
O Notes are added using Tools/Add Note.

O Notes can be send to other WinMan users using Tools/ Send Note.

+ Reminder
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WinMan Central

& \wfinMan Central 3¢

Inbox is used in tandem with process controls. If a particular process control triggers an email then it can

O [T Live Tiles be seen in the inbox.
§ O Fotss @)

"

Dashboard is user specific. This is used to display a ‘default’ report that can be accessed at any time.
There are many dashboard reports that can be used. These can be viewed in the reports area of

V| Bookmarks

= :‘:es(s} WinMan. Dashboards will update every 30 seconds.

21 Inbox

% Dishboard History will display the most recent records reviewed as well as the module they were reviewed in.
i History items work like bookmarks, in that you can double click the history item and it will open the
- module on the specific record.

-) History

Sy What's Mew

SYSTEM SETTING:

O The default number of history items is 30. This number can be increased but the larger the number, the more requirements that will be put on
the server and performance can be affected. To change the number of items in history, use the General setting User history records and set the
number of history records required.

O Items in WinMan Central will refresh once every 60 seconds (with the exception of the dashboard that updates every 30 seconds). The rate of
refresh can be adjusted using the General system option Set the polling interval for WinMan Central in milliseconds (Default is 60000). Enable
the option and set the value in milliseconds for the frequency of WinMan central being refreshed.




WinMan Toolbar

U File actions allow closing a module (i.e. sales order entry) or
exiting WinMan entirely.

O Tasks are functions available for the active program. This
will include the actions and prints as well as a menu item
for system tasks.

File Tasks Navigation Tools Windows Help

O Navigation launches the drop down menus to all accessible
areas.

QTools remain consistent among the WinMan areas once the
user leaves the WinMan central area.

O Windows allows control of Window layers and is a handy
way to close all windows while keeping WinMan open.

WinMan Toolbar

Tasks
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Manipulation of the data can be done using the application specific actions at the side of
the screen or the drop down tasks menu.
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WinMan Toolbar

Tools Menu

Through the Tools Menu many actions can be accomplished and time savings recognised.

O Reports — Brings up a listing of all available reports.

CirlsShiftsRt

% AddaRelstion  Cul«ShifteR
Cirl«Shift+M
Cirl+Shifts P
Cirl+ShifteC
Cirl+Shiftsl
Ctrl+ShiftsS

W User Preferences — Manage your user information
including your address and phone number, your
Tads password details, as well as your dashboard settings.

[ Inem Description 7'
. | Cent

WinMan Toolbar

Send Tools

Send Email - Send an email. Email templates can be used and
with the outlook integration the Outlook address book can be
accessed.

Send Letter — A form letter can be sent to a WinMan contact or company with
contact/company information being inserted into the form letter automatically.
See the WinMan CRM documentation for setup of form letters.

Send Fax — If a Fax integration is setup a fax can be sent from

|| WinMan.
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WinMan Toolbar

Audit Tools
v -— Manage Detail Auditing — Detail auditing is managed per module per table. For example
: - in the Sales Order Module detailed auditing can be turned on for Sales Orders and/or
v — Sales Order Items.

UDetail auditing gives full detail of the record as it was before a
change and after the change. Not using Detailed auditing will
provide less detail for any changes made.

QTo view a detailed audit, the tables that are available in each
module will appear below the Manage Detail Auditing menu
option. The audit details displayed will be for the record current
in the module.

WinMan Toolbar

-
User List

= sl ) : - o x The user list will provide a list of all active users logged into

User Listing WinMan and well as for how long.

& User eruIINv Minutes 7 Inactive 7 User L7 Current 7 Durat v\r_]

[y | GARHA | winman | 10| of Vinban | Oy, If licenses are all being used, this is tool that can help monitor if

rs,
[ additional licenses need to be purchased.
[
&t [ | cme
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Navigation

€5 WinMan

ks Navigation | Tools Windows Help

@ Inventory [k Stercing Data
= r B RMA
(3] Manufacturing + ¥ Inventory Transfers
[(3] Purchasing + B2 Vhere Used Review .
Y soee + BB Customer Piciog Ciassications U To open the different areas of the
[ Administration + lil Configurator system select the menu Option
[ Cash » JE] Inventory Review . .
« [ VI s T from the Navigation menu.
] crm v B2 Stock Counting =
5] ceis (6] Product Overhead Types . .
[©] CrM Project Lead Types Il Product Pricing Classifications Q Use the Find option to type the
L] o smuses @ program name without searching
p=d Sales Enquiries [=] Container Planning
| W the menu structure.
Credit Control Letters Y Engineering Change Notes

Credit Control Lefter Statuses
Hire Orders

Location Storage Types

3210 @ & MK

&

Location Zones

]
Navigation

Multiple windows can be opened
simultaneously, however if the window
selected is already open, a message will be
displayed asking if you would like to open a
new window. Multiple windows of the
same logic can be open at the same time
with same or different data.

® Do you et 1o oper o mindon

0 ortsion s erse o | IR
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Navigation

When first accessing a screen we start with a “fresh page” that has no
data onit. Here is a “fresh” product screen.

@Ak NED

Searching for Data

To display existing records use the search option from the top right of the screen. Use * as the wildcard
search or ? for an individual character.

The wildcard search is effective in standing data modules. However when in modules with large data
sets, users should avoid the wildcard and refine the search.

The results from the search are displayed in a window. Open the required record by either double
clicking the line or selecting it and clicking OK. If an exact match was found from the selection the
system will go straight into that record.

SYSTEM SETTING:

O The number of results returned for a search by default is 100. This number can be changed, but the larger the number, the more performance
will be affected. To change the maximum number of results returned from a search use the General setting Maximum Search Results. The
setting should be enabled and the value should be the maximum number of records to be returned.




]
Searching for Data

&

U Enter the search criteria in the Search
dialog.

O The records matching the search will be
displayed.

U Double click the record to be viewed.

Programs

‘Search resulted in 4 matches
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Furchased

Furchased

Purchased

o o o o

Purchased

Searching for Data

WinMan allows other ways for quickly finding your data. If you select the down arrow (right beside the
green arrow for searching) you will have the option for the last 10 system records or your last 10
records. The last 10 system records are the last 10 records that anybody using WinMan would have
worked with. Your last 10 records are the last 10 that you have actually worked with. In some screens,
you will also have an advanced search option which gives the option to search for a record based on
something other than the default index.

Search WinMan

e _ Down arrow for

extra searches
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Modifying Data

O When opening a record, the screen will show the data in
“read only” mode; to amend the data the user must click
on “modify”. Clicking on “modify” will cause a new
window will to open. The data may now be changed.

= QO Double clicking on the field to be modified will also open
= C=h the modify screen.

ENTIEE IS E] <

O Only those users with the proper permissions will be able
to modify the screen.

Q When in a module with a header and line items, the
modify action will always open the header in modify
mode. Line items should be double clicked, or right
clicked on the line and select Modify

Deleting Data

Using the action Delete, WinMan will check
to make sure the record can be deleted
before actually deleting the current record.
If the record can not be deleted, the user
will be alerted.

= Add tem

7 Modfy

« Delete

© Refresh

|+ Fim

# Convert Quote vi Item Description

7 Aluminuim CastingWater LubricatedStes! Shaft

When in a module with a header and line
items, using the Delete action will delete
both the header and all the line items. If
only a specific line item is to be deleted,
right click on the line and select Delete.

Ship v B

@) Set Onder To Held

[ Retrieve History

= Receive Part Exchange
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Actions
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Actions are specific to an area and will include how you might complete a task.
The actions in the sales order entry area will be different that those in the
shipping area.

Recent

O The Recent area will display the most recent records a user has accessed
in a specific module.

O By clicking on an item in the Recent area, the item selected will become
the active record in the module.

O The Recent area will track the last 5 records accessed in the module

SYSTEM SETTING:

O The number of records found in the recent area can be adjusted. The area for Recent records
is fixed so if the number of records specified does not fit in the area, the records must be
scrolled. To change the number of Recent records use the General setting Maximum MRU
Items. Enable the setting and use the number of records required as the value.




Reports and Relations

This Panel allows your system administrator to relate other programs or
reports that are used closely with the current program but may not be part
of a standard drill down or look up. The advantage here is that a user will
not have to go through the standard navigation to get to something that
they do on a repetitive basis.

To add a relation, simply access the program that a relation is to be added
to. Select Tools, and then Add a relation. A dialog with all WinMan
programs will display and ones that are to be relations, need to be checked.

To relate a report, access Reports from the Tools Menu. Find the report that
is to be related and right click on it. Select the option Relate to program and
select the program that the report is to be related to.

Definable

Delete CtieD
Refresh FS
& Firm Cuief

The Recent area will display the most
recent records a user has accessed in a
specific module.

WAl Convert Quote Crlsll
3 ship CHisS
2] 2 Message ChisG
T Set Order To Held CirieH

J Tools CieT
f3d Add Progress Payment Ciri+P
Frocess Progress Payment  CilQ
[F] Revrieve History Curiel

By clicking on an item in the Recent area,
the item selected will become the active
record in the module.

Quotation Crrie?
=) Acknowledgement Cule2
2N Froforma Invoice T3

The Recent area will track the last 5
records accessed in the module
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Changing Labels

B WinMan

e ——r
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To change a label simply right click on the label and

4 ot Ban 8 select the option to Change This Label.
1! Cusomer Review Customer
Ieveertory Raview Customer Name
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o ot Progress Payment Please enter a new label for Customer Order
@ Process Progress Payment

Fineve History
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Grid Management

Grids, or detail blocks can be managed from within WinMan. Fields can be either selected or de-selected,
columns can be dragged and arranged in any order and column widths can be adjusted.

Administrators can create default settings; users can create individual settings to meet their individual needs.
€ WinMan
Tasks Navigation Tool: dows Help

ter MWD

) Purchase Orders - PO-0000050 X | @ Products - PRODUCT A x T ]

[ITERT) General  Financiol  Addiionsl  Shipping  Velues Customer  Delivery Nowes O

& Customers Order Number

% Custemer Review Custormer & -
Inventory Review Customer Name oolics
Products. Customer Order [t

T Sales Invoices Goods Total [ 505.62

% Shoments Order liems
Purchase Orders |

Save my layout Grid Seftings

Restore default layout Manage columns

c o ,

Advanced Layouts >
k5] Exeon v
[2¢] Options »
R Manage Custom Actions

Remove Farmatting f 4 Hide this column

Savs layout as detault 5] Sove my tayout

Restore system ayout o, i .
B2 Auditing
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Grid Management

To change columns, right click on a column heading of the grid, select Grid Settings and Manage columns. A
list of all the available fields will display. To select a field to be displayed, click the Show column. Auto size
will adjust the width of the columns based on your screen display. Lock column will lock the column in
place that the size can not be adjusted by the user.

A specific column that is displayed can also be managed without going into Manage Columns. A user can
right click on the column to be managed and after selecting Grid settings can select Spring Column or Hide
Column. Hide Column removes the column from the grid display (but can be re-selected through Manage
Columns). Spring column has the same affect as the Auto size functionality in Manage Columns.

Grid Management

Once a grid has been set up it can be saved as the default. To save

| Column 7| Caption 7| Type 7 Show ¥ Auto 7| Deci v Original Captv |~ . ) . ) . J
settings, right click on a column, select Grid Settings, then select Grid
i Layout, and Save Layout as Default. All users will have this default
BEC T o Sy setting when they first login. At any point users can adjust their grid
| [Feectetiem e | e ‘ S settings to reflect their own needs. Users can then save their custom
ltem Iltem Text 2 Item . . . . .
oo =l ‘: T layout by right clicking on a column, select Grid Settings, then select
== 7= O = Grid Layout and Save as my default. If they would like to go back to
[ HemValue | Item Value | Decima r ltem Value . .
o — = — the default settings, instead of Save as my Default, the user can select
Number 2
Discowt | Discount#| Lon 3 Discount# Restore default layout.
Discountld E’\swmﬂ Text A O Discount Id
7IelwscoumVa\u D\:xum Decima O Discount Value ) . ) . A
e e w5 Torcos® Data can also be sorted in a grid by clicking on the column heading

that is to be sorted. To reverse the order that the data appears in,

simply click the column heading a second time and the order will
reverse itself
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Drill Downs

Data within a grid or data that is on a tab can be drilled down from. Data on a tab can be drilled down using the
blue arrow seen below. If the black down arrow is present, click on it and any additional drill downs will display,
as seen below, then simply select which drill down is required.

[eIGA Y General Financial Additional Shipping Values Cus

P i ot O - S0-0000085 x [l

Order Number

Customer 0 o -
Customer Name Goto Customers

Customer Order Go to CRM Companies
Goods Total Go to Customer Review
Order Hems Go to Credit Status.

Hlram 7 Ham Nacranknn

Data can also be drilled down from data on a grid. Simply right click on
the line of data to see drill down options. In the example to the right,
the options to drill down include a drill down to products and a drill
down to inventory review. Drill downs on each grid will be unique to the
data within the grid.

]
Tab Management

Tabs within a specific module can be set up a couple of ways. In modules that have too many tabs to fit on a
screen, the extra tabs are accessed by using the scroll arrows.
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Tab Management

D Produess - THOR X
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SYSTEM OPTIONS:

QO Using the Style system option Wrap Tabs the tabs can be wrapped to fit on the screen. Enable the option and set the value to Y to enable tab
wrapping. When using the Wrap Tabs option, another advantage is that the tab currently being accessed is much more visible.

]
Tab management

Tabs within a specific module by default are scrolled across the top of the module right below all the open
modules

B Products - T74CIR X

References Warranfies Setfings TestTypes Cycle Counfing Categories WebDetails  Web Properies  Web Documents  Vieb Metatoos  PutAway  Other  Tyre Information
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Tab Management

SYSTEM OPTIONS:

O Using the Style system option Section tab orientation to move the tabs from the top of the module to the left of the module. Enable the option and
set the value to L to move data tabs to the left of the module.
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