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Create a New Operation 

To create a new operation, open the Work Order – Operations screen and then follow this procedure: 

1.       Click the Create New Operation button. 
2.       Enter a description of the operation in the Description field (2). 
3.       Enter the operation queue time (time between operations) in the Queue Time up-down numerical field (3), and select 

either Minutes or Hoursdropdown menu to the right. 
4.       To charge an hourly rate for this operation, enter the charge-rate in the Rate per Hour up-down numerical field (4). 
5.       To charge a flat rate for this operation, enter the amount in the Rate per operation up-down numerical field (5). 
6.       Enter the typical time for completing this operation in the Standard completed time up-down numerical field (6), and 

select either Minutes or Hoursdropdown menu to its right. 
7.       Enter additional information or details of the operation in the Details field (7). 
8.       Once the operation information is completed, click Save Operation. 

Repeat Steps 1 through 8 to create more operations. 

When completed, click Close. 

Edit Existing Operations 

To edit an existing operation, open the Work Order – Operations screen. 

1. From the list of current operations (1) select the operation to be edited. 
2. Click Edit Selected Operation. 
3. Make the required modifications to the operation. 
4. When modifications are completed click Save Operation. 
5. To edit additional operations, repeat 1 through 4. 
When completed, click Close. 

Delete Existing Operations 

To delete an existing operation, open the Work Order – Operations screen. 

1.       From the list of current operations (1) select the operation to be deleted. 
2.       Click the Delete Selected Operation button. 
To delete additional operations, repeat 1 and 2. 

When completed, click Close. 

 
 

To open the Work Order 
- Operations 
screen,main screen 
select Modules>Work 
Order>Setup>Operations 
Setup. 



Work Center Setup 

   

 
Create a New Work Center 

To create a new operation, access the Work Center Manager screen, and then follow this procedure: 

1. Click the New Work Center button. 
2. Enter the description of the work center in the Description field (2). 
3. Enter the time needed between operations in the work center in the Queue Time up-down numerical field (3), and select 

either Minutes or Hours dropdown menu to its right. 
4. Enter the average efficiency percentage rate for this work center in the Efficiency Percentage field (4). 
5. In the Number of Workers field (5) enter the number of workers that are to be assigned to this work center. 
6. Enter this work center’s standard hours in the Monday thru Friday field (6), selecting either Hours or Minutesdropdown field 

to the right. 
7. If applicable, enter the weekend time available in the Weekend field (7), selecting either Hours or Minutesdropdown field to 

the right. 
8. Enter a detailed description of this work center or comment in the Comment field (8). 
9. When modifications are completed click Save Work Center. 

Repeat 1 through 9 to create additional Work Centers. Clickwhen completed. 

 
Edit Existing Work Centers 

To edit an existing work center access the Work Center Manager screen: 
1. From the list of existing work centers (1) select the one to be edited. 
2. Click the Edit Work Center button. 
3. Make the required modifications to the work center. 
4. When modifications are completed click Save Work Center. 
5. Repeat 1 through 4 to edit additional work centers. 

   
When completed, click Close. 
   

Delete Existing Work Centers 

To delete an existing work center, access the Work Center Manager screen. 
6.       From the list of current work centers (1), select the one to be deleted. 
7.       Click the Delete Work Center button. 

Deleting, editing and creating new work centers, and adding 
and/or removing operations and workers, is performed in the 
Work Order – Work Center Manager screen. To open this 
screen,main screen select Modules>Work Order>Setup> 
Work Center Setup. 



Repeat 1 to 2 to delete additional work centers. 
When completed, click Close. 

Edit, Assign, or Remove Operations to or from Work Centers 
To edit a work center’s existing operations, assign new operations to a work center or to remove an operation from a work center, 
click Edit/Assign Operations to Work Centers on the Work Center Manager screen. This opens the Work Order – Edit/Assign 
Operations to Work Centers screen. 

 
   

Edit Work Center Operations 

To edit existing work center operations, click the View/Edit Operations button on the Work Order – Edit/Assign Operations to Work Centers 
screen to open the Work Order – Work Operations screen, and then follow the procedure for Edit Existing Operations. 

Assign Operations to Work Centers 

1.   From the Work Order – Edit/Assign Operations to Work Centers screen proceed as follows: 
2.   From the Work Center dropdown menu (1) select the work center to which operations are to be assigned. From the Operation dropdown 
menu (2) select the operation to be assigned to the work center. 

1. Select a step number for the operationStep dropdown menu (3). 
2. Click Assign Operation to add the operation to the list of operations associated with this work center. 

   
Repeat 1 through 4 to assign additional operations, making sure to use a different step number for each added operation. 

When completed, click Close. 

Remove Operations from Work Centers 

Access the Work Order – Edit/Assign Operations to Work Center screen. 

1. From the Work Center dropdown menu (1) select the work center from which operations are to be removed. 
2. In the Step dropdown field (3), select the operation step number to remove. 
3. Click the Remove Operation button. 

Repeat steps 1 through 3 to remove additional operations. 

When completed, click Close. 

Assign/Remove Workers to/from Work Centers 

Assign and/or remove workers to/from work centers in the Work Order – Work Center Workers screen. To bring this screen 
up,Work Center Manager screen click the Edit/Assign workers to Work Center button. 



  

Assign Workers to Work Centers 

To begin assigning workers to a work centers:  

1. From the Work Center dropdown menu (1) select the work center to which workers are being assigned. 
2. From the All Production Employees list (2) select the worker(s) you wish to assign (to select more than one at a time, hold 
down the shift key, or control key if not all in line). 
3. Click the right arrow (4) to move the worker(s) to the Selected Employees list (3) which lists the workers assigned to the active 
Work Center. 
   
To assign workers to another work center, repeat 1 through 3. 

When completed, click Close. 

   
Remove Workers from Work Centers 

The procedure to remove workers from work centers is:  

1. From the Work Center dropdown menu (1) select the work center from which workers are being removed. 
2. From the Selected Employees list (3) select the worker(s) you wish to removeselected work center (to select more than one 

at a time, hold down the shift key, or control key if not all in line). 
3. Click the left arrow (5) to move the worker(s) to the All Production Employees. 

   
To remove workers from another work center, repeat 1 through 3. 

When completed, click Close. 

 



Work Order Entry 

To open the Work Orders screen,Main screen click Modules>Work Order>Work Order Entry. As shown in the illustration below, 
there are four tabs: Header, Operations, Components and Final. 

  

Create a New Work Order 

1. To begin to create the new work order, click the New Work Order button (C). 
2. Enter a work order number or code in field (B). 

   
Header tab 

  

1. To change the default work order date (current date), select a new oneWork Order Date dropdown field (1). 
2. The Status field (2) shows the progress of this Work Order; i.e. incomplete, in progress or complete. 
3. From dropdown list (4) choose a kit to associate with the work order. 
4. Click Release Product (3) to release the kit to this work order. 
5. In the Quantity Ordered up-down numerical field (5) enter the number of the selected kit to build. 
6. U/M field (6) shows the kit’s unit of measure. 
7. From the locations dropdown list (7), choose a location in which to build the kit(s). 
8. Click Build Location to commit the location to the work order. If the required location does not exist, this enables creation of 

a new location code. 
9. Assign a work centre to this work order by selecting itwork center dropdown field (9). If the desired work center does not 

exist click Work Center (8) to add one on the fly. 
10.   The Standard Operation Time fields display the time (10) in either hours or minutes (11). 
11.   If the efficiency rate of this work center requires adjustment, enter the new efficiency rate in the Efficiency Percentage 

numerical up-down field (12). 
12.   To adjust the number of workers assigned to this work center, enter the number in the numerical up-down Number of 

Workers field (13). 
13.   Enter any additional information in the Comment field (14). 
1. At this point there are two choices: 
(a)     Click the Save Header button to save the work order and complete it later. Click Close to close the work order screen, 



or, 
(b)     Click Operations tab to proceed to the operation information screen. The work order is saved automatically when the 

Operations screen is opened. 
   
Work Order Operations Tab 

  

1. If continuing with the present work order, click the Operations tab, or, 
if entering data on a previously started Work Order: 

(a)     click Work Order Number on the Work Orders screen to open a list of transactions; 
(b)     select the appropriate work order; 
(c)     click OK to return to the Work Orders screen; 
(d)     Click the Operations tab. 

2. From the Operations Steps (12), select the step to start. The selected step number will appear in the Step up-down 
numerical field (1). 

3. Click Start Step (2). 
4. The default operation start date and time is the current date and time. To adjust this, select a new date and timeStart 

Operation Date Time field (7).  
5. Assign a worker to this stepWorker dropdown field (6).  
6. To finish an operation (mark as completed) select the step to completeOperations Steps (12). 
7. Click Finish Step (3). 
8. To use standard completed time when calculating the operation cost, select checkbox (9), Use Standard Completed Time 

when calculating the operation cost. Otherwise, to use operation queue time when calculating the operation cost, select 
the Use Operation Queue Time when calculating the operation cost checkbox (10).  

9. Click Auto Calculate (11) to update the cost based on the costing method chosen in the previous step.  
10.   Click on the Update Operation (13) to update the changes.  
11.   Repeat steps 2 through 10 until all steps are completed.  
12.   Close the Work Order screen at any time by clicking Close.  
13.   To resume operation completion at another time, begin at step 1. 
14.   To proceed to the component selection portion of the work order, click the Components tab.  

   
Work Order Components Tab 

1.   If continuing with the present work order, click the Components tab to open the Build Kits screen, or if entering data on a 
previously started Work Order: 
(e)     click Work Order Number on the Work Orders screen to open a list of transactions; 
(f)       select the appropriate work order; 
(g)     click OK to return to the Work Orders screen; 
(h)     Click the Components tab to open the Build Kits screen. 



  
2. By default the Work Order number is the Kit Number you can enter an alternate identifier to this build using the Kit Number 

field if you wish to override the default.  
3. To assign a production lot code to this kit build, enter the lot code in the Production Lot field (1). 
4. To assign an expiration date to this kit build, enter it in the Expiration Date field.  
5. To forecast the inventory required to assure there is enough in stock and, if necessary, to create purchase orders for any 

shortages, click Forecast (2).  
6. As you have arrived at the Kit Build screen via Work Order you do not have to click the Proceed button (3) to build the kit(s) 

due to the fact that by default it is activated for you.  
7. Click the   symbol to the left of a required item in the Item Information field (5) to explode the list and view which locations 

have the appropriate inventory for the selected item.  
8. Select a location with sufficient item quantity for the selected item by clicking on the location in the list below the item. 
9. You can always click on the Quick Stock Window checkbox to view locations and quantities for the selected item.  
10.   In the Std U/M field within the active component window (4) ensure the default unit of measure is correct (this may be edited 

at any time).  
11.   In the Quantity field within the active component window (4), make sure the quantity of the item to be added is correct. If it is 

not, change it.  
12.   Adjust the cost price for this item if desired in the Cost Price field within the active component window (4). 
13.   To change the location from which to take the item, select a location in the Item Location field within the active component 

window (4). 
14.   From the Manufacturer Lot field within the active component window (4) select an available manufacturer lot for the item 

being added to the kit.  
15.    With the item location selected in the Inventory Information field (5), click the right arrow to move the item over to the Kit 

Components (6). 
16.   If you wish to use an alternate Item (compatible item) in the kit build then highlight the item you wish to change in the 

Inventory Information field (5) and click the Show Compatible Items bar (7) and select the alternate item compatible item list 
with the appropriate location you wish to move the item from, then click the right arrow to move the item over to the Kit 
Components (6). If the compatible item you require is not in the list of compatible items you can configure one on the fly by 
clicking on the Add Compatible Items link and create the compatibility then proceed with select the alternate itemcompatible 
item list with the appropriate location you wish to move the item from, then click the right arrow to move the item over to the 
Kit Components (6). 

17.   Repeat steps 7 through 16 until all items have been added to the Kit Components list. 
18.   If any of the components added to the kit are serialized, select the available component serial numbers to be assigned to 

this kit by clicking Components Serial Number link. 



19.   Assign serial number(s) to the kit(s) being built by clicking Serial Number Button. 
20.   To print the built kit details click the Print button. 
21.   Click on Close button when done. 
Once all operations are complete and components have been assigned, click on the Finish button to mark the work order as 
finished (complete). 
  
Forecasting Kits 

 

Upon clicking the Forecast button, a screen (below) will appear. It will display the Kit Name in the header, and will give a 
description of each component, its Item Code, the quantity of each used in the kit, and the quantity of the components 
available in stock for that item. In addition, any stock that is reserved, in transit, on hold and/or un-received will be indicated. 

If a kit within a kit (subassembly) exists, the line for the subassembly will have a checkmark in the Is Kit column. 
Clicking on the Detail button produces a screen that breaks down the same categories listed above, but specifically for the 
embedded kit. 
   
The First Level button on either screen produces a Kit Components Forecast Report. This report lists, for the kit you have 
selected, the components’ description, Item Code, Quantity needed, Quantity on Hand, and if any of the components are 
themselves kits. 
   
If the Lowest Level button is clicked, the Kit Lowest Level Components Report results. This report further breaks-down 
the particular items involved in both the main kit currently being built but also any components involved in other kits included 
in the main one. 



Add Work Order Components  
You can access the Work Order Components screen by doing the following: 
To access the Work Order screen click on Work Order main screen then Work Order Entry, then the Components tab. 
You can add Work Order Components by doing the following: 

1. Click on Work Ordermain screen then Work Order Entry. 
2. Click the Work Order Number button to find the work order you wish to work on. 
3. Select the work order you wish to work onlist of work orders. 
4. Click the OK button to proceed back to the work order screen. 
5. Click on the Components tab to proceed to the components information screen. 
6. From the component information list select a component you wish to add. 
7. Click the + sign to the left of the component to list the location codes and quantity on hand in the locations. 
8. Select a location code you wish to take the inventory item from. 
9. If you wish to adjust the quantity you are takingselected location then enter the new quantity amount in the Quantity field. 
10.   If you wish to adjust the cost price for the selected item then enter the new cost price in the Cost field. 
11.   Click the arrow pointing right towards the Product Components list to move the selected item to the Product 

components list. 
12.   Repeat Steps 6-11 until all of the components required for this kit have been added to the Product Component 

listappropriate locations. 
13.   You can close this screen at any time by clicking on the Cancel button. 
14.   To resume operations begin from step 1. 

   
Work Order Final screen 

You can access the Work Order Final screen by doing the following: 
To access the Work Order screen click on Work Ordermain screen then Work Order Entry, then the Total tab. 

1. This field displays the work order start date time. 
2. This field displays the total labour time. 
3. This field displays the total labour cost. 
4. This field displays the total component cost. 
5. This field displays the total work order cost. 
6. Click here to close this screen. 
7. This field displays the work order finish date time. 

   
Find Work Order screen 

You can access the Find Work Order screen by doing the following: 

To access the Work Order screen click on Work Ordermain screen then Work Order Entry, then click on the Work Order 
Number button. 

1. This field displays the work order build date (date of creation). 
2. This field displays the work order number/name. 
3. Click here to cancel the find function, and close the window. 
4. Click here once you have selected a work order, and proceed to the transaction screen. 
5. This field shows the status of the work order. Any completed Work Orders show a checked box in this column. 

   
Finish an Existing Work Order 

You can access the Work Order screen by doing the following: 

1. Click on Work Ordermain screen then Work Order Entry. 
2. Click the Work Order Number button to find the work order you wish to mark as complete. 
3. Select the work order you wish to mark as finishedlist of work orders. 
4. Click the OK button to proceed back to the work order screen. 
5. Click the Finish button to mark the work order as finished (complete). You will be prompted for confirmation of the 

completion. If you are sure this is what you want to do then accept. 
6. Click the Cancel button to close the work order screen. 

   
Warning! If there are incomplete steps or components that have not been assigned, the finish process will not continue  



                    (all steps must be complete prior to finishing a work order).  

   

1. This is the final tab. Click here to view the summary information of a completed work order. 
2. This is the components tab. Click here to view/edit the component information on this work order. 
3. Click here to print the current work order. 
4. To create a new work order, enter a work order number in the field to the left and click here. 
5. This is the operations tab. Click here to view/edit the operational information of the work order. 

   

Delete a New Work Order 

You can access the Work Order screen by clicking on Work Ordermain screen then Work Order Entry. 
6. Click the Work Order Number button to find the work order you wish to delete. 
7. Select the work order you wish to deletelist of work orders. 
8. Click the OK button to proceed back to the work order screen. 
9. Click the Delete button to delete the work order. You will be prompted for confirmation of the deletion. If you are sure this is 

what you want to do, then accept. 
10.   Click the Cancel button to close the work order screen. 

   
Warning! Deletion of Work Orders cannot be undone. 
   

Work Order Master Screen 

 

By using the Work Order Master you can easily track and manage all of your work orders. In addition, you will gain the 
added capability of assigning multiple work orders to a master work order thereby allowing you to assign multiple kit builds 
and operations to one project. 
   
You can access the Work Order 
Master screen by clicking on 
Modules>Work Order>Work 
Order Master. 
   
- A list of existing Work Order 
Masters will be displayed colour 
coded in the Work Order Master list 
(1) with red indicating incomplete 
and black indicating complete. 
   
- By clicking on the + sign to the left 
of the Work Order Masters you can 
expand the list to display the Work 
Orders (2) associated with the Work 
Order Masters, again color coded 
the same way as Work Order 
Masters. 
   
- By clicking on the + sign to the left 
of the Work Orders you can expand 
the list to display the Operations (3) 
and components (4) associated with 
the Work Orders, again colour 
coded, with red indicating 
incomplete/Not Started, black 
indicating complete and yellow 
indicating Started but incomplete (5) 



Create a New Work Order Master 

   

Open an Existing Work Order Master 

1. You can open an existing Work Order Master by clicking on Work Ordermain screen then Work Order Master. 
2. Select the Work Order Master Work Order Master listing that you wish to open. 
3. Click the Open Work Order Master button to open the selected work order master and launch the Work Order Master 

Detail screen.  
 

   

1. You can create a new Work 
Order Master by clicking 
on Modules>Work 
Order>Work Order 
Master. 

2. Click the New Work Order 
Master button to proceed 
to the Work Order Master 
Detail screen and create a 
new work order master.  

3. Enter a Code for this new 
Work Order Master in the 
Code Field. 

4. Enter a Description for this 
new Work Order Master in 
the Description Field. 

5. If you wish you can assign 
the Work Order Master to 
a Customer by selecting 
the customerCustomer 
drop down field 

6. Select a Start Date for the Work Order Master in the Started at field 
7. Enter an Estimated Finish Date in the Estimated Finish at field 
8. You can enter a note or comment for this Work Order Master by clicking the Note button. 
9. Click the Save button to save this new template 



Add Existing Work Orders to a Work Order Master 

1. You can add existing Work Orders to a Work Order Master by clicking on Modules>Work Order>Work Order Master. 
2. Select the Work Order Master Work Order Master listing that you wish to open and to which you wish to add Work Orders. 
3. Click the Open Work Order Master button to open the selected work order master and launch the Work Order Master 

Detail screen.  
4. Click on the Open Work Order link near the bottom right of the Work Order Master Detail screen. 
5. Select the required Work Orderlist then click the OK button to proceed with adding the work order to the Work Order 

Master. 
6. Repeat Steps 4-5 until you have selected all of the Work Orders you wish to be associated with the selected Work Order 

Master. 
7. Click the Close button to close the Work Order Master Detail screen. 

   

Create New Work OrdersWork Order Master screen 

1. You can create a new work orderWork Order Master screen by clicking on Modules>Work Order>Work Order Master. 
2. Select the Work Order Master Work Order Master listing that you wish to open and for which you wish to create Work 

Orders. 
3. Click the Open Work Order Master button to open the selected work order master and launch the Work Order Master 

Detail screen.  
4. Click on the Create New Work Order link near the bottom right of the Work Order Master Detail screen. 
5. Refer to Create a New Work Order Instructions found in this document for instructions on creating and editing Work Orders. 
6. Repeat Steps 4-5 until you have created all of the Work Orders you wish to be associated with the selected Work Order 

Master. 
7. Click the Close button to close the Work Order Master Detail screen. 

   

Delete a Work Order Master 

1. You can access the Work Order Master screen by clicking on Work Ordermain screen then Work Order Master. 
2. Select the Work Order Master Work Order Master listing that you wish to delete. 
3. Click the Delete Work Order Master button to delete the selected Work Order Master.  
4. Click the Close button to close the Work Order Master screen. 

   
Warning! Deletion of Work Order Masters cannot be undone. Work Order Masters can have more than one work order assigned to 
them, so make certain to delete all Work Orders within a Work Order Master prior to its deletion.  
 



Reports 

   
Work Order Listing 

 

To access work order reports, select Modules>Work Order>Reports, 
then choose from four options: 

To generate a listing of a specific work order, select the Work Order Listing 
to open a Find Transactions screen. Select the required work order, and 
then click the OK button. 

   

   

At left is an example of a detailed report of 
the selected work order, for viewing, printing 
or both. 

   

   



Work Order Dispatch Sheet 

Select Work Order Dispatch Sheet to open a Find Transactions screen from which to select the work order for which a 
report is required. Select the work order, and then click the OK button. 

  
   

Work Order Picking Sheet 

Select Work Order Picking Sheet to open a Find Transactions screen from which to select the work order for which a 
report is required. Select the work order, and then click the OK button. 

  

   

   

   

Work Order Report Generator 

To open the Work Order Report Generator screen, select Modules>Work Order>Reports>Report Generator. From this 
screen, selections can be made for the required report. 

1. From the Work Order Status dropdown field (1), select 
All Work Order, open Work Orders only, or 
Completed Work Orders only. 

2. In the Date Filter Selection field (2), select the radio 
button for either Work Order Start Date or Work 
Order Released Date. 

3. In the Date Filter field (3), for No Date Filtering, select 
the checkbox. If a date filter is required, deselect the 



The report that is generated reflects the options selected, and can be viewed, printed or both. 

  

Important SIMMS Software Contact Information 

  

checkbox and select the Initial and Final dates from the 
appropriate dropdown menus. 

4. Select or deselect the Print Header Information 
checkbox (4) according to report requirements. 

5. If component information is required, select checkbox 
(5). 

6. If Operations information is required, select checkbox 
(6). 

7. Select the Page Break after each Work Order 
checkbox (7) or deselect depending on 
requirements. 

8.       When selections have been made, click the Print 
Report button. 

The report that is generated reflects the options selected, 
and can be viewed, printed or both. 
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