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CHAPTER 1

Welcome to Optrax

Users

Optrax is a diary and scheduling system. You can see the daily Activities for a group of
Employees (a View) on a single Diary Screen.

An Activity is any event or occurrence that you can record in Optrax. Typical Activities that
appear on the Diary Screen might be an appointment, a meeting, a quote or other item of
work that you want to record. Exactly what you record depends upon the nature of your
business. For example, a building company might have activities such as: lay foundation,
plastering, electrical works and so on.

An Activity for an Employee can be linked to a Project which has a related Site and
Customer.

Optrax uses a postcode database from Royal Mail to extract address information. When
you need to add an address, you can simply type the postcode, and the address (apart
from the street number) is automatically displayed.

There is a powerful Search routine that allows you to find answers to questions such as,
“Which travelling sales representative is closest to customer Smith next Friday?”. Postcode
data is utilised for this search. Therefore, ensure that as far as possible, for all addresses
that you record, the postcode is used.

Extensive reporting facilities enable you to extract valuable information from the data that
has been entered.

The next sections describe the Optrax system in a little more depth. The online help
contains additional information about the tasks that you can perform.

There are two types of user in the Optrax system:

e Optrax Users. Anyone who is permitted to use Optrax for routine work (not all
functions are available).

e Optrax Administrators. Any Optrax User who has full access to the system and
who additionally can add or remove other Optrax Users.

Where the difference is not important, we use the term “User”.

If you are an Optrax User, you will be given your user name and password before you use
Optrax for the first time.

The Optrax Administrator who has overall responsibility should install the software and then
perform the Administration Set-up Tasks.

Customers, Sites and Projects

A Customer can be an individual (Domestic Customer) or an organisation (Business
Customer). Each customer must have at least one associated Site and one Project.
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Types

Projects are the key to updating Customer and Site records. Projects are like a folder of
information that record all Activities that you assign to them. When you select a Project,
Optrax automatically knows the associated Site and Customer.

A Site is a location where work is taking place. A Site is normally owned or managed by
the Customer. Often for domestic work the Customer and Site Details are exactly the
same, but businesses may have a head office and many different Sites.

Optrax allows you to create multiple Sites for a Customer and also to have different
Projects occurring at each Site. This provides a powerful way to control the workload and
to ensure that the correct work is carried out for a particular quote or contract.

You cannot create a new Customer without also creating at least one Site and one Project.
If you already have Customer data that you want to add to Optrax, and if there are no
existing projects or if you do not want to add any historical project data, then you should
create a Project with a Type called Unspecified. You can then modify this later to make it
more specific.

Commercial Customer with Multiple Sites

In this example, there are many subsidiaries for the Customer, and one of the Sites has got
more than one Project.

E| 3 C23. GEM [global Electronic Manulaclunng] 19-33 Hazel Street. Bllmlngham Warwickszhire. BS SSE\
Customer

E| % C23 52, Dn_l,lx Software, 5t Georges Foad Industrial E st. Donnlngton Telford, Shropshlre TF2 ?QZ

C23-52-P2, Install Air Conditioning . S|te
C23-52-F3. Electical 5 afety Check .

E| """ % C23 54, Emerald Enterpnses Tharnleigh Trading E state, Dudley Wiorcestershire, D2 8UB . PrOjeCt

Domestic Customer with Multiple Sites

In this example, Mr Holmes has got a main residence and a holiday home.

Types are user-defined fields that describe the structure of your company.

Types are important as they add definition for the reports that you generate. The more
Types there are, the finer the level of detail that can be usefully extracted from a report.

Typically, the Optrax Administrator would create several basic Types and Optrax Users
would add to them and refine them later as required.
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If a Type is edited, then in addition to affecting any future use of the Type, all previous
instances of it are also changed. This is very useful if you need to rename an item.

Activity Types

Job Titles

These are used to name all the Activities that will be recorded. Typically, you would want
to keep records of both on-site or customer-facing work, and internal administration.

For example, a building company might have Activity Types like these:
Install Kitchen, Lay Foundation, Plastering, Electrical, Meeting, Sick Leave, Incoming
Phone, Sales Estimate, Sales Meeting, and so on.

Non-Diary Activities are Activities that appear in the Project History screen only and not on
the Diary Screen. Typical Non-Diary Activity Types might be:
Project Note, Quotation Sent, Complaint Received, Phone Call and so on.

Each Activity Type has a default duration. Optrax Users can over-ride this if appropriate
when they book Activities.

These are the Job Titles or roles for Employees. For example, there might be:
Salesman, Administrator, Technician, Director, Plumber (with qualification level), and so on.

Project Types

These are the types of project that you do for your customers. For example, a building
company might have Project Types like these: Build House, Design House, etc.

After the Project is created, various activities are added over time. For example, with the
“Design House for Mr Smith” project, there would be Activities to record meetings,
discussions, phone calls and so on.

Supplier Types

Suppliers can be grouped according to Supplier Types. In addition to tangible supplies,
there can be Types for services such as maintenance contracts and vehicle repair.

For example, a building company might have Supplier Types like these:
Ceramic Tiles, Concrete Products, Electrical Supplies, Fireplaces, Office Cleaning, etc.

Source of Enquiry Types

One option that is available when a Project is created (or modified) is to specify the source
of the enquiry. Using this allows you to determine the effectiveness of various forms of
advertising.

Some typical examples are: Trade Magazine Advertising, Van Advertising, Word of Mouth,
Yellow Pages.

There are two Types which are automatically available. You do not need to define these:
Unspecified and Repeat Business. Additionally there is Type called Now Inactive which is
a failsafe for deleted Types.




CHAPTER 2

Tips to Maximise your Efficiency

This chapter shows you some useful techniques that apply to Optrax as well as most other
Windows-based programs.

Please note that this is not a tutorial on how to use Windows. If you do not know the
basics, please obtain training.

Moving between Fields using the Tab key

One way to move the pointer (cursor) from one field to another is to move the pointer to the
new field and click the mouse button.

A much faster method is to use the TaB key on the keyboard. This key is usually located
just to the left of the Q key.

Using Shortcut Keys

Rather than clicking menu items or icons, use keyboard shortcut keys. To use these
efficiently, you must remember them!

To find a keyboard shortcut from an icon

Q RADETIT
] TakeEnquiy (O + TIR—— 2 Asmall popup appears. It shows the
: shortcut (CTRL + T in this example).

1 Place the pointer over an icon

To use a keyboard shortcut
1 Press the first key (CTRL in the example above) and hold it down.
2 Press the second key (T in the example above).

3 Release both keys. The appropriate screen opens.
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Opening and Closing a Tree View

A tree view is a type of list which can be expanded. This example shows a partially opened
tree view from the Customer Screen.

s ol
=y N-L B PPN

To see more

Click on [#.

To hide the sub-entry

Click on [=.

<~ Mon Wiew Member

€ Sally Davis
Hugo Bozsmann

Displayt ame

£ Agnes Right Accountant

€ Biian Smith General Labourer
€ Poter Greenfield Carpenter

Administration
 anagement
General Labourer,

Click on the grey area at the top of a
column. The items will be sorted in
ascending order (as shown in the picture
below).

Click again to sort in descending order.

Selecting more than One Item in a List

- Mon View Member |

| | DisplayMame [JobTitle 2

] thnes Right Accountant [

1 1€ Amit Singh Accountant [

! QAnnieW’inthrop Accourtant /
1€ 1

1€ i

1 |CRE 1

I |
11 » ‘

To make a continuous selection

1 Move the pointer over the first item and
click the mouse key to select the item.

2 Press the SHIFT key on the keyboard and
keep it pressed.

Select the last item. All items in the range

will be selected.

4 Release the SHIFT key.
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‘- Non View Members ; To make a non-continuous selection
! | DizplayName [ JohTitle al |l
1 Agnes Right Accountant - . . .
g E:an Eirni'u General Labourer [ 1 CIICk an item USIng the mouse.
| |€ Peter Greenfield Carpenter t
| [ ETrT T ( 2  Press the Ctrl key on the keyboard and
] ﬁ Hugo Bozzmann Management [ keep |'[ pressed_
B ] 2rnes Brown General Labourer [
] ﬁ Jenny Jones Management ] | . i X
1 € LoviseLow Secretary : 3  Click the next item, and repeat till done.
1 € anne Sistent Driver I

Arrit Sinnk Arronntant =

| | ;l_l ; 4 Release the CTRL key.

These two methods can be combined.

To de-select an item that is currently selected
1 Press the Cirl key on the keyboard and keep it pressed.
2 Move the pointer over the item to de-select.

3 Click the mouse.

Using a Wheeled Mouse

If you use a wheeled mouse, then you can use it to scroll up and down lists and to select an
item from a dropdown. This works on the Diary Screen and all other screens where a scroll
bar is available.

Selecting an Item Quickly using Auto Complete

Rather than selecting an item from a dropdown list, you can use auto complete. This is a
much faster method, but to use it, you must know the item that you want to enter.

1 Start to type the word here.

s T jj 2 Once Optrax identifies the item,
the entire name is automatically
completed.




CHAPTER 3

Installation and Backup

These requirements apply to all machines on which Optrax is installed.

Operating system: Windows 95/98/2000 or NT

Monitor: SVGA 800 x 600 display

Processor: Pentium P100 or above (P300) recommended
RAM: 32 MB (64 MB recommended)

Free hard disc space: 20 MB for Optrax program
Free hard disc space: 250 MB for postcode data

The multi-user version works on most PC networks including NT and Novell.

Optrax is supplied with a limited licence for evaluation purposes. To purchase a full
licence, phone New Vision Software on 01604 644944,

To install or upgrade the software

Note Please be patient, some operations can take many minutes, and no apparent
activity will take place.

1 Close all programs, then insert the Optrax CD. The installation program should
automatically start.

2 Follow the on-screen instructions.

3 After the computer has shut down and re-started, you can use Optrax. If this is a new
installation, the Optrax Administrator should set up the system (see next chapter).

To un-install Optrax
1 Open the Windows Control Panel. Select Add/Remove Programs.
2 Highlight the entry for Optrax. Click Add/Remove. Follow the on-screen instructions.

3 You may have to wait a few minutes after you choose the Finish button.

Backing up Optrax Data

The file Optrax.mdb contains all the Optrax data. This should be backed up every day.
Optrax must not be running on any machine during the backup. The location of the files
depends upon the folder that you specified when the software was installed.

Other files can be restored from the installation CD.

Postcode and related address information is contained in a third-party file (PAF.mdb) from
Royal Mail. You cannot modify this information in any way. If you have a current
maintenance agreement with New Vision Software we will automatically provide updates
when they become available.




CHAPTER 4

Administration Set-up Tasks

The overall process for setting up Optrax is explained in this chapter. Optrax must be set
up by an Administrator before it can be used for routine tasks. The first person who logs in
to Optrax after it has been installed has administrator access to the entire system.

You can update the information at any time. Optrax users have access to most of the
functions (depending upon their user level), so they too can make changes. However, you
should implement a business strategy to prevent uncontrolled changes to the system.

Step 1. Design the System

You can add Types, Suppliers, Employees and other records to Optrax whenever they are
needed. However, to avoid unnecessary changes, you should plan your system in
advance (possibly together with other members of your organisation) and add the records
before Optrax is used for daily work.

1 Define the Types that will be available.

2 Define the level of control that Optrax will have. For example, when creating an
appointment, it could have a default duration or it could be initially undefined (that is, it
could have a time of 00:00).

3 Decide which Employees will be Optrax Users and what user level will be assigned to
them.

4  Optionally, if there is significant customer information to move from your existing
system, contact New Vision Software to find out about our data migration service.

5 Obtain all the relevant information about your Own Company, Employees, Suppliers,
Customers and their Sites.

Step 2. Start Optrax for the First Time

1 From the Start menu choose Programs, New Vision Software, Optrax. The Log On
screen appears.

2 Select the User name: Supervisor
3 Type the password: Optrax
4 Choose OK.

5 Four columns appear on the screen, labelled Supervisor, Employee One,
Employee Two and Employee Three. At the very top of the screen the user is shown
as Supervisor and the View is New Install.
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Step 3. Set Yourself up as the First Administrator

1

(2NN ) B SN ¢S N\

Choose Records, Employees from the Diary Screen. The Employee screen appears.
The four pre-defined records are visible.

Note 1. The Employee screen is described later. For now, just perform the following
operation.

Note 2. At some stage, you should edit the existing Employee records to correspond to
people in your organisation. For now, this is not necessary.

Highlight the record for the Supervisor and choose Edit.

Enter your name in the fields.

Click the Optrax User tab.

Choose Change Password and confirm when asked.

Type your new password. Choose Save.

Retype your password in the dialogue box that appears. Choose OK.

Choose Close to exit the Employee screen.

Step 4. Log Off and Log On

1
2

Log off (File, Log off). The Log on screen appears.

Select your User name and type your password (you modified these in the previous
step). Choose OK.

Step 5. Modify Own Company Information

This step is optional. You can do it later if you are in a hurry to get started.

1
2

3
4
5

Choose Tools, Own Company. The Own Company Maintenance screen appears.

The first line should be highlighted automatically.

Choose Edit Company. The Edit Company screen appears.

Enter your company details. Tip: use the Tas key to move between fields.

Enter the contact information.
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6 Choose Save, then choose Close. The Own Company Maintenance screen re-
appears.

7 Highlight the second line (Your Site) and choose Edit Company Site. The Edit Own
Company Site screen appears. Enter the site and contact details.

8 Choose Save, then choose Close. The Own Company Maintenance screen re-
appears. The company and site lines now show information for your own company.

9 Choose Close.

Step 6. Add Types

Add the most common Types you will require. As a minimum, add Activity Types and Job
Titles.

If a Type is edited in the future, the changes will apply not only when the Type is used in
the future, but also to existing instances. This means that you can easily rename the Type
or correct any errors that are made.

Activity Types have more options that any of the other Types, so we show you how to add
one of these. Use a similar process to add other Types, but remember that not all the
Activity Type options will be available.

To add an Activity Type

1 Choose Types, Activity Types from the Diary Screen. The Activity Types Maintenance
screen appears (see below).

2 Choose Add. Enter the details for the Activity Type.
Note For full details of each field, see the online help (press F1 key).

3 You can specify the text and background colours. Colours help you to identify easily
Activity Types on the Diary Screen. Keep similar Activity Types similar colours.

Dark colours with white text work best on the Diary. Choose Text Colour or
Background Colour to change those colours.

4 Choose Save.

5 Repeat the process until all the Activity Types have been added. Then choose Close.
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Activity Types Maintenance screen

Activity Types Maintenance

File Record Help

— Search Criteria

|Sem|

Shart Code | Description

_— |Duration | Status =)y

O DIARY MOTE
5 ESTIMATE
GU GUTTERING

00.00 Active

/ Any existing Activity Types appear here.

Short Code is a quick way to select
Activity Types from the Activity Booking
screen.

/ The Activity Type itself. This is what
Optrax Users see in the dropdowns when

eWlective || Save J/D‘ﬁr they select an Activity Type.

Default Duration
Status

— Mote

v D ary S ereen I\—f/

I 02:30
IActive '\mﬁg\ lAutol_

LF L&Y FOUNDATION Active ¥
< »
add | Edt | Cocel | isp
—Deetail
Short Code I ES
Description | ESTIMATE

— Colour Scheme:

scheme chosen

Thiz iz an example of the colour

Text Calour

/ If Show on Diary Screen is not selected,
Activities will be available only from the
Project History screen (page 31).

[ Default length of time for the Activity.
Optrax Users can change the value when
they create the Activity.

Al
=
a3l

Backaground Colour

Use the Colour Scheme to change the
colour of Activities that will be created on

| Prezz Help Button or F1 for Help

the Diary Screen.

Step 7. Add Employees

1 Choose Records, Employees from the Diary Screen. The Employee screen appears
(shown here with some data).

W Details tab. Shows details for the

| con | v |

highlighted Employee or the Employee
who is being added.

| __— Show Inactive. See end of this section.

Add button.

2 Choose Add. The Details tab appears, and the Main Details sub-tab is automatically
selected.

B oo oo Fagts
e

N—E_;"_- i

] T P |

sy Samrgs
L T S e [

o Tonw 1750

Mkt e Lt e

There are four tabs here. For full details
of the fields, see the online help.

Display Name.

Click to create a new Job Title.
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3 As a minimum, enter these details in the Main Details tab.

a Employee’s Name information. The Display Name is the name that will appear on
the screens. It is automatically entered when you type the Employee’s Forename
and Last Name, but you can overwrite this so that, for example, Robert Smith has
a Display Name of Bob Smith.

b Job Title. Either:
e Select one of the Job Titles you defined in step 6.
o Create a new Job Title by clicking on the ﬂ arrow.

c Start date is automatically set to the current date. Optionally, change it by either
typing a new value or clicking the Calendar button.

d Optionally, change the Diary Settings. Start Time is the Employee’s normal
starting time on the Diary Screen. End Time does not affect the Diary Screen, but
it does appear in reports. Time Strip specifies the default duration of each Time
Strip (the yellow area where an Activity is entered).

4  Choose the Personal Details tab and complete the fields (if the details are available).

Note In the Home Address section, type the postcode first, then press the TaB key.
The address, apart from the street number, will be automatically entered.

5 Choose the Work Details tab and complete the fields (if the details are available).
6 If the Employee will be an Optrax User, then choose the Optrax User tab.

Initially, Optrax User is not selected, and
Level and Password are not shown on

: : h reen.
Level IUser Level 1 'I the scree
Password I ChataeRasswerd | :

a Select Optrax User. The Level and Password fields appear.

b Select the Level (Level 1 = Optrax Administrator, all others = Optrax User). To see
the privileges for a level, select that level. The restrictions and suitability are
shown on the right of the screen.

c Type a password (you will be asked for confirmation later).

7 Choose Save. If you performed the previous step, then you will be asked to confirm
the password.

8 To add another Employee, choose Add, and repeat the process.

9 When all Employees have been added, choose Close.

Active and Inactive Employee Records

Employee records are available for use (Active) in the Diary Screen only after the
Employee’s start date and before the end date, if there is one. Outside these dates, the
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record is Inactive. This means that if you set the start date to be one month in the future,
although the Employee might appear in a View, User’s will not be able to assign Activities
until that date.

By default, Inactive records are not shown in the Employee list. To see inactive records,
select the Show Inactive option. The record appears with a pink background. You can edit

it, if required.

""" Robert  Cadleman  General Ak This record is Inactive and cannot be
Jonothan Gresn Salesman 27 News selected for use in the Diary Screen.
Elizabeth Masters  Oplrax ffices However, it can be edited from the
Alfred Bloggs General 100 Le
Michasl Self Optrax 87 Lad: Employee screen.

Christine Tempman  Relief Driver |
¥ _Show Inactive !
el : To see the Inactive record in the list,
I ] Show Inactive must be selected.

Step 8. Add Suppliers

This step is optional. You can do it later if you are in a hurry to get started. Ideally, before
adding Suppliers, ensure that all the Supplier Types have been defined (Types, Supplier
Types).

1 Choose Records, Suppliers from the Diary Screen. The Suppliers screen appears.
2 Choose Add. The Details tab appears.
3 Enter the supplier details. Remember to use the Tas key to move between fields.

Note For the Supplier Type field, if a suitable Supplier Type does not exist, create a
new one by clicking on the _* arrow.

4 Choose Save.

5 Add another Supplier. When all the Suppliers have been added, chose Close.

Step 9. Create Views

A View is a way of grouping Employees so that they can all appear on the Diary Screen at
the same time. You can put an Employee into more than one View. Some Views you
could create are: Optrax Administrators, Sales Team, Trainees, General Labourers.

1 Choose Views, View Manager from the Diary Screen. The View Manager screen
appears (see picture below).

2 Choose Add New View. Enter the following information in these fields:
a Name. This is the name that Optrax Users see when they select a View.

b Description. Optional additional description.
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3 Add Employees to the View.

Note The more employees in a View the slower the display and search routines may
operate. This will be totally dependant on the performance of your computer system.

a Highlight one or more Employees from the Non View Members list. Tip: see
“Belecting more than One Item in a Lis{" on page .

b Choose <<Add to copy the names to the View Members list.

c Optionally, change the order that Employees will appear on the Diary Screen. To
do this, highlight one or more Employees in the View Members list and use the Up
and Down buttons to move the Employee to the required position.

4  Choose Save.

5 To add another View, choose Add New View, and repeat the process.

6 When all Views have been added, choose Close.

View Manager screen

This shows the screen part way through adding a View.

5 T TG | _— Existing Views appear
Seaich Cilteria
ﬁ P | here.
View Hame [ Wiew Deseription [Status |
€7 Demo View [Press F2 This s just & dema view. Tou can easiy edit this one or add new visws Active
€% Evenbody &1l 7 employees created for the originl dema Ative
€T Just Ladies 4 DemoView Active
€7 Just Men 4 demo View Active
: = Highlight Employees in
| [ Ean | Reses| NOEEEN| =l Chounacive imw: Save | Ciose ghiig . ploy
o the Non View Members
Hame |Upt|axAdm|nlslraluls Description [ 5hows all Optrax Administrators i ||St and
Max calumns on sereen [0 [ Status [4ctive 7]
~View Meriber ~Man Visw Memnber use <<Add to copy
DisplayMame JobTitle Displayl ame [JobTipe” |
Buck Rogers /(mman them tO the
 Chiisting Tempran Relief Driver H H
| |C TR Dt Adrinirao | —View Members list.
 Fred Bloggs General Ha
Femave > | | € Jon Green Sesman
— | |& Optrax Administrator
> Fob Castleman General Handyman
Up I Ted Sanderson Man.aging Director h h d
- Usetoc ange the order
own
of Employees in the View

[ Press Help Button or F1 for Help

Members list.




15

CHAPTER 5

Diary Screen Overview

To start Optrax and log on

1 From the Start menu choose Programs, New Vision Software, Optrax. The Log On
screen appears.

2 Select your User name and type your password. Choose OK.

3 The very first time that you log on, the Diary Screen will be blank until you select a
View. (Choose Views, Other Views, then select a View.)

4  You will then see a screen similar to the one below.

Diary icons Your name Current View Diary date An Employee in
the View

Optrax - Demonstration Data Limited - User : Sue White - Current Yiew : Sales

File Tool: Records Types Miews Help |

L e¥/Aa@mm-( @G - - Mon5Feb2001-Today  /Opirax

4

/ Sue White | 1] Carolyn Richardson | 1] Elsie Black | 1] Jon Green | 1] I

/ 0 Azzistants 0 Azzistants 0 Azzistants 0 Aszistants

500 - | 08:00 - | 08:00 - | 0800 -

5:30 08:30 08:30 08:30

03:00 05.00 03:00 03.00

09:30 05:30 09:30 03:30

10:00 10:00 10:00 10:00

10:30 10:30 10:30 10:30

11:00 11:00 11:00 1100

11:30 11:30 11:30 11:30

1200 1200 1200 1200 _I

1230 1230 1230 1230

1300 13:00 13:00

13:30 1330 13:30

14:00 14:00 14:00

14:30 14:30 14:30

15:00 15:00 15:00

15:30 15:30 15:30

16:00 1600 16:00

1E:30 ST R N1

17:00 17.00 .00

17:30 17:30 17X0

18:00 J8:00 18:0

18:30 %:30 18:30

2l -H% M e - =l

Press Help Button or F1 for Help \ \ \ 4
If you are not in User Column and Right-click to Use the scroll
the View, click Unallocated Column obtain a menu. bar to move up
here to see your appear here if activated. and down.
User Column.

Note

If the User Column icon is red, this means that the column is not currently displayed and
that there is at least one Activity for you. Click the icon to display the column and view your
Activities. Similarly, if the Unallocated Column icon is red, there are unallocated Activities.
Click the icon to view the column.
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To log off and close Optrax
1 To close Optrax entirely, choose File, Exit.

2 Tolog off only and to leave Optrax available for another user to log on, choose File,
Log off.

Selecting Views

A View is a way of grouping Employees so that they are all available on the Diary Screen at
the same time.

To select a View

Choose Views, Other Views from the Diary Screen. Then select the View.

Note

Optrax moves a View from

- V'EWHS fHTV = ; Other Views to My Views after
elres lew - . . .

—— —|® ] the first time that you select it.

| Wiew Manager F2 Joe Edwards -

Kitchen Team ts

her Wiews » HeatingAtirConditioning —\ A sub-menu shows the Views

Admin Team

Carpenters

Diary Controls

Most of the controls for the Diary are accessed using the icons, which are shown below.
When an icon is grey, you cannot use it.

Click to show or Book an Take an Show the Increase and

hide your own Activity. enquwy Calendar. decrease the width

User Column. \ of the columns.
Ty sQ \v\m‘;ﬁ &>

/ | |

Click to show or hide Open the Move one day Scroll to see Users on
the Unallocated Search screen. backward (forward) the left or the right. If not
Column. Shows in the Diary Screen. available, there is nothing
unallocated Activities. to see.

Tip: From the Diary Screen, to see what an icon does, place the mouse over it (see “Using|
Shortcut Keys” on page H
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The Diary is automatically set to refresh every 60 seconds. This allows you to see updates
on a network. Optionally, change the frequency with which the Diary is refreshed.

To set the Diary refresh rate
1 Choose Tools, Preferences. The Preferences screen appears.

2 Inthe Display Refresh field select or type a new value. Choose OK.
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CHAPTER 6

Activities in the Diary Screen

To activate most of the Diary Screen functions you need to right-click your mouse button to
obtain a menu. The options available depend upon where on the Diary Screen you clicked.

Typical options available after you have created an Activity

Carclyn Richardson \|¢ : Number of Activities for Employee

Elﬁ-ss-ie&.anm\

11:30 «[oeoof—uw
fzm0]  o—— " wa|
2 312030 o 1330 i ;
i _4Mew Documentation For Optr} {09:30] -
o —Lgeel
: :Deterr[«\} Inzert Inz
e L i
1300 et Bt CtilE
1730 Copy B =
1400 Paste Chlev | ———
14:30 Delete Del
15:00
15:20 Mark Chil+hd

: L
16:00 Wlgiifzi2 _ [l—
16:30 Elane r
1700
1720 Wiev Eroject Higtom Btk
18:00 Erirteobr Sheet Btk
13 gg Time Besalution it

To book an Activity (simple example)

1

Employee name.

Number of Assistants.

W\ A Time Strip.

Status of the Activity is shown here
(except if “Incomplete”).

Right-click menu showing basic editing
options.

Mark, Unmark and Place are enhanced
options for moving Activities.

If an Activity is assigned to a Project, then
Project History and Job Sheets are available.

Temporarily change the length of time for
Time Cells.

Right-click on a Time Strip for the Employee and choose Insert. The Activity Booking
screen appears. Tip: remember to use the TaB key to move between fields.

A Activity - Mondap, 5 February 2001 2T odays

Wl ok | st | Beasrence |

Aciiviy : Stat [1220 Dusiion [0000 End [1230
3 [ e | Aasitans Requind [0 Assianwes Bocked [
Siehus [incomplete: i [T

Cuslomes M puniect selocied H
Sir: o psoecl setecied /
Pioject | Mo pangect selecied d

ist | Mo adduess bo visk selected o

Suppher 1 NoSuscher Asigned 2

Siearen s [

Main Hotes

o —

I Mk & Place I Mak & Search Carcel I Gawe & Chre I Help

L — Select an Activity Type.

Customer and Site are entered
automatically if a Project is
selected.

L_—— Optionally, click here to Mark the

Activity so it can be Placed later

(see next section).
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2 Select the Activity Type.

Note If a suitable Activity Type is not available, click the ﬂ arrow to obtain the
Activity Types Maintenance screen (see “Step 6. Add Typed” on page @).

3 Optionally, modify the start time and ensure that the duration is not zero. The end time
will be automatically adjusted.

4  Often, you would link the Activity to a Project. To do this, click the ﬂ arrow on the right
of the Project field. The Select Project screen appears. Search for the Customer and
then select the Project. (The search and selection steps are similar to those of taking
an enquiry. See “Step 1. Take Enquiry Screer]” on page pJ)

5 Sometimes the person who will carry out the Activity may be required to go to an
address that is different from the Site address. To add an alternative address to visit,

click the ﬂ arrow on the right of the Visit Address field. Choose Add Visit Address,
and then select one of the sub-menus. A screen will appear from which you can select
an address.

6 Type information about the Activity into the Main Notes field. This information will be
displayed on Job sheets, in the Project History and on the Diary Screen.

7 Optionally, type any supplementary information about the Activity in the Screen Memo
field. For example, “Don’t move this Activity”. The information will be displayed only
on the Diary Screen.

8 Choose Save & Close.

Updating the Status of an Activity

By default, when you book an Activity, the Status field is set to “Incomplete”. You can
change this to reflect the current status of a job. Some examples are given here:

¢ When an Employee calls you to confirm arrival at a Site, change the Status to
“Arrival Time Confirmed”. Also, at this stage, you might enter a value in the Job
Sheet field. This is for recording paperwork numbers such as Job Sheets that
have been pre-printed.

¢ When the job is complete, change the Status to “Complete”.

Always keep an accurate record of the status of jobs, to ensure that any reports that are
generated are also accurate.
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Moving and Deleting Activities

You can move or delete an Activity only if it has a status of Incomplete. There are three
ways of doing this:

e Use standard editing options to copy, paste or delete the Activity. These are
accessible from the right-click menu on the Diary.

e Left click on an Activity and hold the mouse button down. The pointer changes to
a hand. Drag the Activity to a new location. You will be asked for confirmation.

¢ Mark and Place the Activity (see next section).

Additionally, you can move the start time and the end time of a meeting by dragging, as
shown below:

L — - Click the Activity so that it has a border.

05003 05:00 to 0330 .

1 I Sales Meeting : . .

1 I MEETING ty Move the pointer over the start time or the

! : | end time. It changes to a double arrow.
?ggg | Drag the line to a new time.

Marking and Placing Activities

The Mark and Place sub-menu items represent a very powerful tool within Optrax. Marking
an Activity will allow it to be moved between Employees, Views and Dates.

When you Mark an Activity, it becomes available on the Place menu. You can Mark
multiple Activities. You can also Place Activities that have been Marked by other Users. A
listing of the Marked Activities can be viewed (and Placed) from the Place menu.

Example of Marking and Placing

=
&
fm]
=]
3
=
=~
o
=
3
=
@
=
=

3 The blue dot indicates that this Activity
/ has been Marked.

Townend Stest, b When you Place the Activity, it will be

[

=
=]
1]
=]
fm]
=
=
fem]
]
[
=

0500 0530 | 08:30 ta 16:30 18]
el Ly FOUNDATION 10:20
000 E24-51.F1 11:00
EETTEN] Cityfroudrduk 11-30

sy
jury
=
=
=
=

Er':"l_'y-———l—_ . A - L - .

T Ny en LIS 1230 moved here (the Time Strip from
Az00 Ingert Ins 1300 ] . . . .

o] Edit ChkE ST which you obtained the right-click
100 oy (B[ +(5 1400 1 men U) .

1330 Paste Crl+ 14:30 3

14:00 Delste Del 15:00 3

S14:30 15:30

1500 farte [t | 1600

15:30 etk (St 16:30

Te00] ifont s k- 121 Townends / All Marked Activities are on this menu.
6a0 The Activities you Marked are above
217:00 wiew EroestHistar St MEETIMNG - 01:00

51?:30 Erirt oty Sheet [Efr|+F Acme Aszociates - 273 SpoonerF the Ilne and those Marked by Other
Ha0o : : X110 p— Users are below the line.

BTN Time Besolution L4 | 19:30 ]

:_‘I_g_:_D__D_ _________________ J_1_§__3_.Q_[ __________________ 20:00 ____:
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To Mark an Activity
1 Right-click on the Activity.
2 A menu appears. Select the Mark option.

Note Until you Place the Activity, it will not move, but it will have a blue dot in the
master time cell to indicate that it is available for Placing.

To Place an Activity
1 Select the View and the date you require.

2 Click on the start time of the Employee column on which you want to Place the Activity
(you can Place the Activity with any Employee).

3 Right-click and choose the Place menu, then choose one of the Activities.

To Unmark Activities

Note Unmarking an Activity removes it from the Place menu and removes the blue
dot from the Activity on the Diary Screen. The Activity itself remains in its original
position on the Diary Screen.

There are four ways of Unmarking Activities:
e Right-click on an Activity and select the UnMark option.
e Choose Tools, Clear My Marked Activities to Unmark all your Activities.

e If you are an Optrax Administrator, choose Tools, Clear All Marked Activities to
Unmark all Activities for all Employees in all Views.

o If any of your Marked Activities remain when you log off, you are asked whether or
not you want to remove them.
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CHAPTER 7

Taking Enquiries

This chapter explains how to take an enquiry from a (potential) Customer. An enquiry can
be in many forms: a phone call, a fax, an email or even a letter.

When you take an enquiry, you enter information about a Customer, a Site and a Project.
At the end of this process you would then usually go directly to the Activity Booking screen
(see page @) to book an Activity to the diary. A record of this information will then be
stored in the Customer’s Project History screen.

Step 1. Take Enquiry Screen

1 Choose the Take Enquiry icon. The Take Enquiry screen appears.

.
e = Reminder: use the TAB key to
Frsfesence No. || —————m T =1 Fowama | Sumame | Soarch | | Cleg I .
Cmpiiama | R | move between fields.

Soaech Results
# ShowMsiching Shes O+ uto Expand

/ Initially, the screen is empty
and the main buttons at the

bottom of screen are not
available.

| | I i : J [ | [ ew |

2 Check to see if the Customer already exists. To do this type any of the following
information into the appropriate field: Surname, Company Name or Postcode.

Note 1. The Reference No. field is for Customers that already exist. The Address field
is for finding Customers using part of their address.

Note 2. For a simple search, any one of the fields is sufficient. However, you can enter
all the information for a new Customer. The advantage of doing this is that if you then
create a new Customer, Optrax will base the new record on the information that you
entered.

Note 3. If a Company Name is entered, and if a new Customer is created later using
this, the Customer will automatically become a Business Customer.

3 Choose Search.
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4

What happens next depends upon whether or not the Customer record exists in
Optrax.

e If the Customer does not exist in Optrax, the screen remains empty. Choose
Create New C-S-P (C-S-P is short for Customer-Supplier-Project). The Customer
screen appears (see step 2).

e If the Customer already exists in Optrax, the record appears. See “Dealing with an|
Existing Customer”.

Dealing with an Existing Customer

1 When you search for a Customer, if that Customer exists, the screen will look similar to
this:

Step 2.

Number of matches.

Click [+] to see Projects.

2 matches found on Company name

Highlight a Customer to be able
to create a new Site/Project.

¥ Show Matching Sikes Onlp— #7 Auto Expand
BMIERER ). Acme Associates, 272 Spooner Road. Sheflicld, Yorkshire, 510 SEN -
=S % CV-51, Acme Associates, 273 Spooner Road, Sheffield, Yorkshire, 510 EBN\
~-[E] e75171. Buid Conservatary : Highlight a Site to be able to
: create a new Project.

Note If no Sites are visible, then either click on a Customer, or select the
Auto Expand option.

Do one of these:

e Create a new Site and Project for the Customer by highlighting the Customer and
then choosing Create New Site (& Project). The Site screen appears (see Step 3).

e Create a new Project for the Customer by highlighting a Site and then choosing
Create New Project. The Project screen appears (see Step 4).

Take Enquiry — Customer Screen

Ho Guslomer BEIE Address is automatically

e E— - generated from postcode.

Addess | Spoorer Aoad . .
e Select Domestic or Business.

ukstwe
Hotss

Poslcode | 510 5EH

Tekshone| Far | 2 Contact details go here.
| / Business-related fields do

O | Y —— l not appear for Domestic
Customers.
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1 Ifthe address is not already entered, type the postcode. When you press the Tas key

the postcode will automatically complete the main address details. You will then have
to add in the house name or number.

Note If the postcode is not recognised, a warning message will appear. If Optrax
prevents you from using a postcode, you must leave the postcode field empty and
complete the address manually. The search facilities in the Diary will not operate with
this address.

2 Select whether the Customer is Domestic or Business. This provides the correct fields,

as there are differences between domestic and business records.

3 Enter the contact information.

4  Optionally, add more contacts.

a Choose Add Contact. A new tab appears.

b  Enter the contact information.

5 Choose Next. The Site screen appears (see next step).

Take Enquiry — Site Screen

Nowr Sie Fo - C12 - Acme Assuciales

Use the Copy Details

S ,'— oanchid | button to copy the
I Customer address and
—— o Contact details to the Site

Fo ,_ " ﬁ address and Contacts.

w |

Ml Sl [ ms [ [

1 Enter the Site details.

e If the Site address is the same as the Customer address, choose Copy Details.

e If the Site address is different from the Customer address, type the postcode and
then complete the remaining fields.

2  Enter or modify the contact information. Optionally, add more contacts.
3 Optionally, to modify information in the previous screen, choose Back.

4 Choose Next. The Project screen appears (see next step).
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Step 4. Take Enquiry — Project Screen

Sounce cf - S ol Ervpiny
Eripi Type [ET81 Uripected =] ] Gescretion

Now Progecl Fos C12 - Avme Associales 51 - Acme Assuciales

T

1

Select the Project Type. Do one of these:

Select a Project Type or
create a new one.

Type additional information

here.

e Accept the default value, which is “Unspecified”.

e Select one of the pre-defined Project Types.

e Add a new Project Type. Click the ﬂ arrow to obtain the Project Types
Maintenance screen. See “Step 6. Add Types” on page @ for general information

about adding Types.

Optionally, add a description for the Project.

Select the Source of Enquiry Type (accept the default, select one or create one), and

then optionally enter a description.

Type any additional information in the large notes field.

Optionally, to modify information in the previous screen, choose Back.

Choose Next. The Summary screen appears (see next step).

Step 5. Take Enquiry — Summary Screen

273 Spooner Road.
Sheflield,
S1050M

Site Digtails
A Ao

273 Spooner Foad,
5 | Sheffield.
B0 65BN

| Fropedt Detels
Build Garage

- Source of Enguiny
19 20 2% Fepest Dusiness

Yo
Acme Agsocistes

rzhine custamir and silg

_— Summary of the Customer, Site,
Project and Source of Enquiry.

Enquiry Reference (CSP)
Numbers are automatically
generated and cannot be
changed.

/The Book Activity tick box is

selected by default and
automatically launches the
Book Activity screen after you
choose Finish.

1 Check that the details displayed on the screen are correct. Optionally, to modify

information in the previous screen, choose Back.
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2 The Enquiry Reference (or CSP) number is unique to the Project. Give this number to
your Customer, since it provides the quickest and most accurate way of finding a
Project.

3 Book Activity is selected by default. We recommend that you do not de-select it.
However, if you do not want to book an Activity for the Project immediately, de-select
the option.

4 Choose Finish.

Step 6. Book an Activity

4 Activity Booking - Tuesday. 12 June 2001 <Today> TI p USG the TAB key tO move
Msin Details: |éss|stants | Eecurrencel betWeen flelds_

Activity [Unspecified =l j Date [12/06/01 Gttt [1436 Duration [0000 Erd [14:36
Employes IUna\Iocated Assistants Required |0 istants Booked | 0
Status [incempizte ] JobShem

Customer  Aome Assaclates - 273 Spooner Fioad, Shefield, 510 58N |

Sits Acme Associates - 273 Spooner Road, Sheffield, S10 58N \ .
Froject 0 Build Garage \:N- DO not enter a Start time.

3
3

Wisit 1 Wigiting site |J \
Supplier 1 Mo Supplier Assigned |j DO nOt SeIeCt an Employee-
ScleenMemol
Main Notes I
[ Customer, Site and Project
details are automatically
completed.
# Mark &Place 1 Mark & Seaich LCancel Eava&E\DSE| Help |

1 Select the Activity Type.
2 Modify the Duration if appropriate.
3 Select one of these:

e Mark & Place (default). If this is selected, then after you save the Activity, it will be
Marked (and assigned to the Unallocated Column). You can then Place the
Activity. See “‘Marking and Placing Activitied” on page pd.

e Mark & Search. If this is selected, then after you save the Activity, it will be
Marked and the Diary Search screen will be opened automatically using the last
View that was used. You can then search for a suitable Employee to assign to the
Activity. See the next chapter for help with the Diary Search screen.

If you need to change the View, you must close the Diary Search screen, select a
new View in the Diary and then re-open the Diary Search screen.

4 Choose Save & Close to return to the Diary Screen.
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Maintaining Customer Records

The procedure described in this chapter can also be accomplished through Customer
records (Records, Customer from the Diary Screen). When you do this, the Customer
Selection screen appears. It is identical to the Take Enquiry screen.

Use Customer records when you want to add many Customers and Sites all at one time.

When you do this, there is no option to book an Activity on the final screen. When you
choose Finish, you are returned to the Customer Selection screen, from where you can add
another Customer.
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CHAPTER 8

Diary Search

Use Diary Search to find Employees who are geographically nearest to the visit location of
a Marked Activity or a postcode. Two examples are shown here:

e You may have just taken an enquiry for Mr. Smith and created an Activity, such as
"Visit Prospect”, but not yet assigned the Activity to an Employee. Therefore, that
Activity would have been Marked for later Placing. Use the Diary Search to highlight
Activities that are already booked in the Diary, in the order of locations closest to Mr
Smith’s house. You can then Place Mr Smith’s Activity either before or after one of the
Activities that have been found.

e You can search to find who is closest to a given postcode.

Diary Search uses the postcode to determine the search results. If an Activity does not
have a postcode in the associated Site Address or Visit Address, then Optrax will not be
able to find that Activity and it will not be displayed in the search results.

Diary Search works with members of the current View. It does not search for Activities in
the User Column or the Unallocated Column.

Until a Marked Activity is Placed, you can open and close the Diary Search screen at any
stage. You will be able to select the Marked Activity again, along with any of the values
that you enter into the fields.

To search for Activities nearest to a Marked Activity or a postcode

1 Click the Search icon on the Diary Screen. The Search for nearest to ... screen opens.

Search for nearest ta . I Search icon on Search screen.

Awaiting Selection

= = f 00 - .

TEE T T Tewiiie 0 Hide and show the lower part of screen.
Search Criteria |Search Resuts |

& maked actvity | - | Marked Activity or Postcod
g li arke Clvity or FPostcode.

—Day/Date Range

Da}'SIMDn, Tue; whed; Thur; Fri; Sat; Sun j "/ Date range SpeCIerS WhICh Dlary days
) will be searched.

art ISunday, 28 January 2001 £ I_E Duration
End ISunday, 28 January 2001 QQ . Days]

[l | Filters reduce the number of found
> Employees | Liz Hammersmitk: e[ 77] underlandj Employees

> Job Types I Optrax Supervizor; Accounts M anager: Dperations Ij

“# Mone

Search includes or excludes
Employees’ home addresses.

¥ Ignore Employee Home

2 Do one of these:

e Select Marked Activity, then select the Activity from the dropdown list.
e Select Postcode, then type the postcode in the field.

3 Optionally, modify the date range and use the filters.
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4 If Ignore Employee Home is selected, Employees’ home addresses are not displayed
in the results. Since the search is looking for actual booked Activities, it will not draw
your attention to Employees’ home addresses. Uncheck this to find the nearest
Employee home address to a Marked Activity or postcode. This is useful for
Employees who work from home.

5 Click the Search icon G on the screen. The Search Results tab opens and the found
Activities are shown in the list. The next section explains the options.

Sarah Jones | 2 Caralyn Sunderland | 1 Diary Screen automatica”y
T ,,U{";f;fi‘a,”fs ,,,,,,, - e — scrolls to selected
114:00, 14:00 ta 16: i i ES ! .. . .
L Employee/Activity which is
A ol =Y .
| IhrsCh SPOONER ROAD, SHEFFIELD, YORKSHIRE, 510 56M shown in yellow.
| 11 Andre .
b Meling | T AL TS Travel Time 00:00
14:30 \rfrfg"égf E e e
15:00 82Mls - Sarah Jones - ESTIMATES - PRELIMINARY - Mrs Christing Che =
15:30
Ee search Criteria Results are ordered. Nearest
rm Activity is at the top.
i FeTarEs
—lggg gﬁi?dlgr]l gHS_Ingan 5 174 -Horsecasties Lane,
1930 PRELIMIN.. Sherborne, D9 60w
20:00
2030

Tips for Viewing the Diary Screen

Hugo Bossmann ‘ 0 Erian Smith ‘ 1 Peter Greenfield 1- TO move the Sea‘rCh Screen!
0 Assistants 0 Assistants 0 Assistants C||Ck on the t|t|e bar and drag
T “IEw ‘I = to a new location.

=
=)
=
=

Search for nearest to
SPOONER ROAD. SHEFFIELD, YORKSHIRE, 510 58N . .
; I — Click here to hide the lower
Bl &g—=—=—= a7 o . .
1Mls - Brian Smith - PLUMBING - Mr Jones - 132 Riley Sheet, Sheffield, = part of the screen. Click again

to show it.

=}
@
@

=
@
e
=]

=
=
=
&

=
=}
=
=

=
[}
=

=
=}
o
=]

=
==}
=
o

=)
=1
=]

=
@

=
@
=]

=
=
&

=
=

Use the scroll box to move an
Activity in a column.

&l

o
=]

e
o

=
=}
=)

—
"
=

When the Search screen is open, you can still scroll in the Diary Screen (some other
functions are not available). This is useful if you need to see what comes before an Activity
that has been found in the search.

To see more of the Diﬁ Screen when you are performing a search, minimise the Search

screen by clicking on ==. Click again to show the lower part of the Search screen.

To move the Search screen, click on the blue title bar and drag the screen to another
location.
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Search Results

Show previous or Place the Marked Activity Place the Marked Activity
next found Activity. before the highlighted after the highlighted
found Activity. found Activity.

Search for nearest ta .. I

Cityfrant co.uk - 121 Tawngfd Street, Sheliiefd 536 2TH - ESTIMATE - 01304 —— When placing a Marked

= . \ , _ Activity, specify the time gap
IE & = = .;,E *%E'T'me o between the found Activity
110Mls - Carolyn Richardson - ESTIMATE - Dr Stephen Randle - Ritwicl = and the Marked Activity.

Search Criteria

Miles | Location

Canahn Dr Stephen Randle -
=N B9 Feb 2001 ESTIMATE 110 Flitwick Foad. Bedford.

Richard... ME 45 2R

J E C Lee-82 Farmingdon
GDn Frid Feb 20001 MEETIMNG 143 Road, London, ECTR
TeEn IE

Employee | Date

AN

The highlighted found Activity
is shown in the dropdown list.

The distances are “as the crow flies”. Always check the expected routes, particularly with
short distances — there may be a lake in the way!

If you searched for Activities closest to a Marked Activity, then the Place Before and Place
After buttons are available, and you can use them to Place the Marked Activity before or
after the highlighted found Activity.

To Place a Marked Activity during a Diary Search

1 Select the found Activity (from either the dropdown list or the display list, or use the
scroll buttons). The Diary Screen changes to match your selection. You can scroll the
Diary columns to see more information above and below the highlighted Activity.

2 Once you have decided that there is a suitable gap in which to undertake the new
Activity, specify the Travel Time that the Employee will need for travelling between the
found Activity and the Marked Activity that you are placing.

3 Place the Marked Activity by doing one of these:

e Choose the Place Before button.
e Choose the Place After button.

e Close the Diary Search screen and manually Place the Marked Activity using the
right-click Place menu.

Note Until you Place a Marked Activity, you can open and close the Diary Search
screen at any stage. You will be able to select the Marked Activity again and enter
new values in the fields.
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CHAPTER 9

Project

The
You
add

History

Project History screen contains a list of Activities that have been assigned to a Project.
can view, edit or delete Activities that have been assigned to a Project and you can
new Activities.

In addition to adding Activities that appear on the Diary Screen, you can add Non-Diary
Activities. For example, there may be Non-Diary Activities to record project notes, phone
calls, complaints and so on.

To obtain the Project History screen

1

Choose Records, Customer from the Diary Screen to obtain the Customer Search
Screen.

Search for the Customer by typing the Surname, Company Name or Postcode and
then choosing Search.

Expand the tree view and highlight the Project. (See “Opening and Closing a Tree|

" on page E.)

Choose Review Project History. The Project History screen appears.

Project History - C7 - Acme Associates 51 - Acme Associates P1 - Build Conservatory

Project History | Customer Details | Site Details | Project Details i I nformati 0 n 0 n C Ustomer, S ite

B | C7 . Acme Associates, 273 Soooner Road, Sheffield. v orkshire, 510 5BN

and Project tabs is read-only.

C7-51-P1. Build Conservatory

£7-51, Acme Associates, 273 Spooner Road, Sheffiekd, Yorkshire, 510 58N T
\man |Fm \End \Acnww |Emp\uyee\~ntes Assistants. \su
[

Thu 07 Jun 2001

3w 1w A T a—— If there is more than one Site
1200 0001 1201 PROJECT | s prciec . nes for a Customer, or more than

WedtRun (83T TOO TR G He 3 one Project for a Site, you can

select a different Site or
Project using the dropdowns.

T~ Activities for the selected

e Activity | Edit Activity | Delete Activity Reports

: Project appear here.

Help

EAT| peErEE Save | Close
el [ [[]

To add an Activity that will appear on the Diary Screen

1

2

Choose New Activity. The Activity Booking screen appears (see “Step 6. Book an|

" on page @).

Select the Activity Type.
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Modify the Duration if appropriate.
Note 4. Do not enter a Start Time and do not select an Employee.

Note 5. The Customer, Site and Project information is already completed and cannot
be changed.

If the Activity is one that can appear on the Diary Screen, the following options are
available. Select one of them:

e Mark & Place (default). If this is selected, then after you save the Activity, it will be
Marked (and assigned to the Unallocated Column) and you can Place it later.

e Mark & Search. If this is selected, then after you save the Activity, it will be
Marked and after you close the Project History screen, the Diary Search screen
will be opened automatically using the last View that was used. You can then
search for a suitable Employee to assign to the Activity.

If you need to change the View, you must close the Diary Search screen, select a
new View in the Diary and then re-open the Diary Search screen.

Choose Save & Close. The Project History screen re-appears and the new Activity is
shown in the list.

Choose Close.

e If you chose Mark & Place previously, Place the Activity (see “Marking and Placing|
Pctivities” on page pJ).

e If you chose Mark & Search previously, the Diary Search screen appears. See the
previous chapter for help with using this.

To add a Non-Diary Activity

1

Choose New Activity. The Activity Booking screen appears (see “Step 6. Book an|

” on page @).

Select the Activity Type. When you press the Tas key to move to the next field, the
Mark & Place and Mark & Search options become unavailable.

Enter or select the information in the various fields for the Non-Diary Activity.

Note The Customer, Site and Project information is already completed and cannot
be changed.

Choose Save & Close. The Project History screen re-appears and the new Non-Diary
Activity is shown in the list.

Choose Close.
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CHAPTER 10

Reports

Optrax contains a set of pre-defined reports. These allow you to print information about

Employees, Customers, Projects and so on.

To print areport

1

Obtain the Report Selector Screen from menu Reports, Report Selector. This menu
option is available from most main screens including the Diary Screen.

The Report Selector is intuitive. If you have obtained it from the Employees Screen
then the report folder called Employees will be opened for you as shown below.

Report Selector

[_[O] ]

File Toolz Help

- Reports
S [ Customers

- [ Diary
&

Employees = Report categories.

Report Name | &withar | Modified |

Employes Details Mew Vigio.. 26Febll—ou_
L Emploves Mobiles and P...  MewVisio.. 26-Feb-01

o (] Marketing Mes Visio... _ 27-Feb-01

T

Reports for selected category.

Optionally click on the folder for any other category of report that you require. A list of
reports appears.

Double-click a report name to obtain the Report Wizard. The screens that appear
depend upon which report you selected. Typically, you would select the Employees
and a date range which the report spans.

Follow the instructions in the Wizard. Detailed online help is available if you need it.
Use the Back and Next buttons to move through the Wizard. Click Finish to print the
report.
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