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Introducing Electronic Reporting 5

1 Introducing Electronic Reporting
Q: What is an Electronic Report2
A: An Electronic Report is simply a computer version of a paper report. It looks the same as the

>0 >0

z 0

original and contains the same information.

Do Electronic Reports replace paper versions of reports?
Yes. Electronic Reports remove the need to hold paper copies of reports, though a printed
copy can still be produced if necessary.

How do | know if someone has changed a report?
Electronic Reports cannot be altered. The functionality of SGS Report prevents changes being
made to reports.

What are the benefits of adopting Electronic Reports?

Time - SGS Report will process all reports and automatically identify those which require
action.

Peace of mind - SGS Report will quickly identify any inspections which are overdue.

Faster reporting - a report can be received within minutes of leaving the inspecting authority.
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Getting Started




8 SGS Report (3.01.00)

2 Getting Started

2.1 Logging On

Double-click on the SGS Report icon to access the Logon screen.

SGS Report requires a Username and Password to be entered before access is allowed. This is to:
e ensure that the correct data is made available to individual users,
e protect the integrity of data stored, and

e ensure that the correct security settings are applied to prevent misuse of the system.

Logon Screen

%/ 8GS Report - Electronic Inspection Reports

File Help

~SGS

Login Name |
Password

1. Enter the login name and password (as provided by LMP or the System Administrator) into the

appropriate boxes.
2. Click Logon.

NOTE: Usernames and passwords within SGS Report are not case sensitive — "M BROWN", "M Brown'
and "m brown" are all valid. However, the use of punctuation, or spaces between characters, is
relevant and where applicable should be maintained.

2.2  Exiting SGS Report

To exit SGS Report and close the program, either:

e Select File > Exit from the Menu Bar, or
e  Click the cross in the top right hand corner of the screen.

© 2007 LMP
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2.3  Screen Layout

All screens within SGS Report share a similar format:

$SGS Report - Electronic Insp
File Wiew ToolBars Utiities Helps
— — N, Tl g
ﬂ'@s Todsy . Blert Wi 1"/, Histary \('\ Dates \‘.;13 Graph | S Search o Lec
> i 5 CalY 3

-y
Szl Batch Prirt
@7 : @JI

<Click here to refresh Alert screen>

Today (22 Mar 2005)
Reports received inthe last 7 days =59

Itern Id - [Plant Murmber - |[Exan V| |Descript\on - ’_
L3gg 105041 8/05 11/03/2005 Frame - Lifting 4 Leg

L3g2 10497017 11/03/2005 Tangs Auto Tundish

L3g3 11/03/2005 Beam - Litting 2 Paint

L3 1030575607 11/03/2005 Hook "C*

L34a 11/0372005 Cradle 4 paints lifting

L3549 11/0372005 Frame - Liting 4 Point chw Button Hooks

L283 1040473108 11/03/2008 Beam - Lifting (3 POINT LIFT)

L7z 1049470002 11/03/2005 Beam - Lifting (Strand Guide Segment) (UI.896)

L IRT A4 MNAINNA Frarma - | iftina Tundich Ail E

e Menu Bar - this consists of File, View, ToolBars, Utilities and Help menu options and remains static
throughout SGS Report.

e Tool Bar - the main navigational point within SGS Report. Click on a Tool Bar option to move to
that screen.

e Data Area - information requested from SGS Report is displayed in the Data Area. Data
displayed, and actions that can be carried out on the data, vary from screen to screen.

2.4  Email options
Two email settings are available - Send Email with Outlook and the format of emailed lists.
Send Email with Outlook
By default, email messages are sent using the in-built email package and originate from the LMP
server. However, where Microsoft Outlook has been installed, it is preferable to enable Outlook as
the standard email system in order that messages are sent (and are logged) on the local computer.

To use Outlook to send email:

1. Select Utilities > Configure from the Menu Bar.
2. The "Configure Serve" dialog box will open on the Alert Options tab.

© 2007 LMP
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3. Select the Internet Options tab:

Configure Serve

Alert Options l Report Options IIlthEtOlm
Result Limit

The mmaxirmum number of

reports to return when filling the 5000

lists. Entering zero removes

the restriction

SQL Server Time Out.

If you are recieving grids with no data increasing the
tirne out value could help

120 seconds.

Send Email with Outlook

[ Use local copy of Outlook to send emails.

0K Cancel ‘

4. Click into the "User local copy of Outlook to send emadils." box in order to enable the option.

Format of emailed lists

By default reports are emailed from SGS Report as attachments in Excel format. This format allows
data to be manipulated by the recipient, provided Excel is available on their computer. Other email
format options are .html (browser based view) - which will present data in a format which can be
viewed by any recipient but which cannot be manipulated - or .csv (a generic spreadsheet format).

To amend the format of emailed lists:

1. Select Utilities > Configure from the Menu Bar.
2. The "Configure Serve" dialog box will open on the Report Options tab:

Configure Serve @l

Alert Options Internet Options

Emailing Lists
@ Send lists as Excel
" Send lists as C5Y (Generic Spreadshest)
" Send lists as HTML (Browser)

0K Cancel ‘

3. Click the button next to the format in which the attachments are to be sent and then click OK to
apply the setting.

© 2007 LMP
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2.5

Report Lists

Many screens in SGS Report display a Report Listing in the lower half of the Data Area.

251

Working with Report Lists

The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:

Save Lisk ko File
Edit Displayed Data
Email lisk ka. .,

Save List to file

To save the currently displayed report listing:

1.
2.
3.

4.

Right-click in the Data Area of the screen.

Select "Save As..." from the subsequent menu.

Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

Click Save.

Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.

To add fields to a view:

1.
2.
3.

4.
5.

Right-click in the Data Area.
Select "Edit Displayed Data" from the subsequent menu.
The Customization box will open:

= .

Columns

Actions Complete -~
Additional Description
Address

Client Mame

Current Repart

Date Received
Frequency

Ignare Overdue
Inaccessible
Inspector

lterm Ref

Last Exam
Loc d h

Drag the required field name from the Customization box to the header bar on the report list.
Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

To remove fields from a view:

1.
2.

Right-click in the Data Area.
Select "Edit Displayed Data" from the subsequent menu.

© 2007 LMP
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3. The Customization box will open. Drag the field name to be removed away from its position. As
soon as a cross appears on the field name, release the mouse key. The field will be removed from
the screen and will instead be listed in the Customization box.

4. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

Email list to...
To email the currently displayed report listing:

Right-click in the Data Area.

Select "Email list to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.

Click Send Message. The report listing will be sent as an attachment to the email.

Ohkobd-

View a selected report
To view a report displayed on the listing either:

e double-click on the required report, or

ier

e click on the required report and select 2 View from the Tool Bar.
Email the current/viewed report

Right-click in the Data Area of the report.

Select "e-mail report to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send Message. The report will be sent as an attachment to the email.

Ohobd-

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been
enabled. See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

Click the B =™ 01 on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

ohkobd

© 2007 LMP



Getting Started 13

Save the current/viewed report

1. Right-click in the Data Area of the report.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Printing reports
Individual reports

To print a copy of the report currently displayed:

1. Either:
e Select File > Print from the Menu Bar, or
e Click the ==f™ jcon on the Tool Bar.

2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If the selected report is too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Multiple reports
To print a copy of multiple reports:

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

2. Click the 2% jcon on the Tool Bar.
3. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If any of the selected reports are too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Printing report lists
To print the currently displayed report listing:
1. Select File > Print from the Menu Bar.

2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

© 2007 LMP
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3

Today

On start-up, SGS Report will open onto the "SGS Report Today" page:

3SGS Report - Electronic Inspection Reports

File ¥iew ToolBars Utlities Help

P .

T@ Today Alert
-

@ Batch (= Print

P

i ™ . %
N Dates \Elsraph ’Q/ Search 5. Loo.

—
; Wiew = Histary

«<Click here to refresh Alert screen>

Today (22 Mar 2005)
Reports received inthe last 7 days =59

Itern Id - |[Plant Mumber - |[Exan ¥ | = |Descript\on - [_
L35g 108041 8105 11/03/2008 Frame - Litting 4 Leg

L3g2 10497017 11/03/2005 Tangs Auto Tundish

L383 11/03/2005 Beam - Litting 2 Paint

L 1030475007 11/032005 Hook *C'

L3483 11/03/2004 Cradle 4 paints liting

L3589 11/03/2005 Frame - Lifting 4 Point chw Button Hooks

L283 104007 3108 11/0372005 Beam - Litting (3 POINT LIFT)

L7z 1049470002 11/03/2005 Beam - Lifting {(Strand Guide Segment; {UI.896)

| IRT A1023INNA Frama - | iftino Tundich Aail E

By default, this displays a list of reports received within the last 7 days. This view may be altered to
show items rather than reports and the time-frame can be changed to 1,7, 14, 21 or 28 days. To
choose to view items or to change the time-frame, click on Reports or 7 and select the required option

from the subsequent drop-down list.

Clicking on <Click here to refresh Alert screen> will display the Alert screen. If the Today page is

re-selected, the view will alter:

38GS Report - Electronic: Inspection Reports

File ¥iew ToolBars Utilities Help
T@‘ Todsy Alert '\.
-

@ Batch @ Prirt

Dates \g}craph /Q/gearch +. Loc.

——
e 'f"C Histary

561 Overdue Inspections

1 Qutstanding Repairs - Time Qual.+Immediate Repair

Today (22 Mar 2005) 12 Not Availables

Reports received inthe last 7 days =59

Itern Id - [Plant Murmber - |[Exan V| |Descript\on - ’_
L3gg 105041 8/05 11/03/2005 Frame - Lifting 4 Leg

L3g2 10497017 11/03/2005 Tangs Auto Tundish

L3g3 11/03/2005 Beam - Litting 2 Paint

L3 1030575607 11/03/2005 Hook "C*

L34a 11/0372005 Cradle 4 paints lifting

L3549 11/0372005 Frame - Liting 4 Point chw Button Hooks

L283 1040473108 11/03/2008 Beam - Lifting (3 POINT LIFT)

L7z 1049470002 11/03/2005 Beam - Lifting (Strand Guide Segment) (UI.896)

L IRT A4 MNAINNA Frarma - | iftina Tundich Ail E
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The new links operate thus:

Action k)n What IResuI'r
Single click verdue Inspections witches to the Alert page and displays list
F |:f overdues
Single click Futstanding Repairs Ewifches to the Alert page and displays list
f items with Outstanding Defects
Single click FOT Availables Izwi'rches to the Alert page and displays list
f Not Availables

Report Listing

The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:
Save List ko file

Edit Displayed Data
Email lisk ko, .,

Save List to file

To save the currently displayed report listing:

—_

Right-click in the Data Area of the screen.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.
To add fields to a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.

3. The Customization box will open:

|

Columns

Actions Complete -
Additional Description
Address

Client Mame

Current Repart

Date Received
Freguency

lgnare Overdue
Inaccessible
Inspectar

lterm Ref

Last Exam

Loc [d i

4. Drag the required field name from the Customization box to the header bar on the report list.
5. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

© 2007 LMP
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To remove fields from a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.

3. The Customization box will open. Drag the field name to be removed away from its position. As
soon as a cross appears on the field name, release the mouse key. The field will be removed from
the screen and will instead be listed in the Customization box.

4. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

Email list to...

To email the currently displayed report listing:

1. Right-click in the Data Area.

2. Select "Email list to..." from the subsequent menu.

3. Input the email address of the recipient(s) in the blank email which opens.

4. Add a subject line and any necessary message.

5. Click Send Message. The report listing will be sent as an attachment to the email.

View a selected report

To view a report displayed on the listing either:

e double-click on the required report, or

e click on the required report and select -~ View from the Tool Bar.

Email the current/viewed report

1. Right-click in the Data Area of the report.

2. Select "e-mail report to..." from the subsequent menu.

3. Input the email address of the recipient(s) in the blank email which opens.

4. Add a subject line and any necessary message.

5. Click Send Message. The report will be sent as an attachment to the email.

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been
enabled. See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

Click the EPEo 00 on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

Ohobd
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Save the current/viewed report

1. Right-click in the Data Area of the report.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Printing reports
Individual reports

To print a copy of the report currently displayed:

1. Either:
e Select File > Print from the Menu Bar, or
e Click the ==f™ jcon on the Tool Bar.

2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If the selected report is too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Multiple reports
To print a copy of multiple reports:

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

2. Click the 2% jcon on the Tool Bar.
3. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If any of the selected reports are too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Printing report lists
To print the currently displayed report listing:
1. Select File > Print from the Menu Bar.

2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

© 2007 LMP
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Alert (Report Overview)

The Alert screen is accessed either via the ® = icon or by selecting the option to

<Click here to refresh Alert screen> on the "SGS Report Today" page. It offers a quick overview,

through the use of three tabs, of those inspections which:

e have overdue reports listed against them and require a more recent inspection report (Overdue

Inspections).

e require remedial action by the owner /user of the plant (Outstanding Repairs - Time Qual.
+ Immediate Repair).
e could not have an examination carried out (Not Availables).

318GS Report - Electronic Inspection Reports Q@E|

File View ToolBars Utilities Help

-
ﬂ’@ Todsy Alert

2 Batch (= Print

3 Wi :"k/, Histary

7

2 e "
™\ Dates \";l'_\IGraph ,@J Sesrch W Loc.

561 Overdue Inspections | 1 Outstanding Repairs - Time Qual +Immediate Repair | 12 Mot Availables |

Item Id |+ ||Plant Number

~||Exam D| = |[Description

LIP1 28305
LiP2 283035
LMP2a 28305
LMP21 28303
LMP3 29305
LMP31 28303
LMP32 293035

LMP323 29305
LMP3d5 293035
LMP347 29305

LhtR4 29305
LMP1 20305
LMP42 29305
e 29305
LMPS 29305
Lps1 29305

LMPS11 29305
LMPS21 29303
LMPS22 29305

27i07i2004 Miscellaneous Jib Arm

280772004 Hoist Chain Electric

28/0772004 Hoist Chain Electric

280772004 Hoist Chain Electric

2710752004 Hoist Chain Electric

2900772003 Electric - Overhead - Crane Pendant Contral
250772003 Beam Yacuurm Litting (3 Pads)
250752003 Hook

02/02i2004 Hoist Chain Electric

02/02i2004 Hoist Chain Electric

02/02i2004 Hoist Chain Electric

1110242004 Lug-Lifting No. 7 (Slab Bay)
11/02/2004 Lug-Liting Mo. 1 (Slab Bay)
1100272004 Runway Beam

11/02¢2004 Fork Lift- Truck Electric Hydraulic
10/09r2004 Tongs Auto - Range 1100-1600
11/02i2004 Manual - Chain - Block

11/02¢2004 Runweay Beam chw Morris Push Trolley
11/02/2004 Runway Beam

A4

By default, the Alert screen opens on the Overdue Inspections tab. However, each of the tabs presents
information in the form of a report listing.

Report Listing

The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:

Save Lisk ko File
Edit Displayed Data
Email lisk ka. .,

© 2007 LMP
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Save List to file
To save the currently displayed report listing:

1. Right-click in the Data Area of the screen.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.
To add fields to a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.
3. The Customization box will open:

x |
Columns
Actions Complete -
Additional Description
Address
Client Mame
Current Repart
Date Received
Freguency
lgnare Overdue
Inaccessible
Inspectar
lterm Ref
Last Exam
Loc [d i

4. Drag the required field name from the Customization box to the header bar on the report list.
5. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

To remove fields from a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.

3. The Customization box will open. Drag the field name to be removed away from its position. As
soon as a cross appears on the field name, release the mouse key. The field will be removed from
the screen and will instead be listed in the Customization box.

4. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

Email list to...

To email the currently displayed report listing:

1. Right-click in the Data Area.
2. Select "Email list to..." from the subsequent menu.
3. Input the email address of the recipient(s) in the blank email which opens.

© 2007 LMP
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4. Add a subject line and any necessary message.
5. Click Send Message. The report listing will be sent as an attachment to the email.

View a selected report
To view a report displayed on the listing either:

e double-click on the required report, or

Wiewy

e click on the required report and select '~ View from the Tool Bar.
Email the current/viewed report

Right-click in the Data Area of the report.

Select "e-mail report to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send Message. The report will be sent as an attachment to the email.

OhowbN -

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been
enabled. See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

Click the EPEo 00 on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

Ohobd

Save the current/viewed report

1. Right-click in the Data Area of the report.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Printing reports
Individual reports
To print a copy of the report currently displayed:

1. Either:
e Select File > Print from the Menu Bar, or

o Click the ==& jcon on the Tool Bar.

© 2007 LMP
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4.1

2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If the selected report is too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Multiple reports
To print a copy of multiple reports:

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

2. Click the % icon on the Tool Bar.
3. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If any of the selected reports are too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Printing report lists
To print the currently displayed report listing:

1. Select File > Print from the Menu Bar.
2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

Overdue Inspections

Clearing Overdue Inspections

Overdue Inspections are automatically cleared from the Alert screen when a new report is received.
However, where an asset has been scrapped or mothballed, its details may be removed from the
Overdue Inspections or Not Availables tabs by amending the User Comments section of the last
received report:

Double-click on the required item to view the last received report.

Scroll to the foot of the report and click into the "Remove from Overdue List" tick box.
Select the appropriate category from the drop-down list in the User Status box.

Add any necessary detail in the User Comments field.

. Mert . .
Click the ! icon to return to the Alert screen. The Alert screen will automatically refresh to

reflect any changes.

o hAwbd=
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Overdue Slack period
It is possible to increase the number of days between the examination of an asset and the report for
this examination being received (Overdue Slack period). By default, the Overdue Slack period is set
to O.
To increase the Overdue Slack:
1. Select Utilities > Configure from the Menu Bar.
2. The "Configure Serve" dialog box will open on the Alert Options tab:
Report Options l Internet Options
Overdue Slack
How many days grace
before flagging an |
inspection as overdue
Overdue List
[
[
AutoClense
™ Clear Repairs Automatically
’T‘ Cancel ‘
3. Click into the Overdue Slack box and input the required number of days grace.
4. Click OK. The "Configure Serve" dialog box will close and the Alert screen will automatically
refresh to reflect any changes.
4.2 Repairs

Repair Threshold
Three levels of repair categorisation are offered by SGS Report. The Repair Thresholds are:

e Immediate Repairs - statutory repairs requiring immediate attention.
e Immediate and Time Qualified Repairs - as above and time-qualified statutory repairs.
e All Repairs, Defects and Observations - as above with any comments.

The currently selected Repair Threshold is indicated by the name of the "Outstanding Repairs” tab. To
change the displayed threshold:

1. Right-click in the Data Area of the Alert screen.

2. Select Repair Threshold and then the required level of categorisation from the subsequent menu.

3. The Outstanding Repairs tab will automatically refresh to reflect the newly selected Repair
Threshold.

Outstanding Repairs

Repair information is automatically cleared from the Alert screen when a new report which does not list
any repairs is received. Where an asset is repaired following an inspection, it is possible to remove it
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from the Outstanding Repairs screen:

Double-click on the required item to view the last received report.

Scroll to the foot of the report and click into the "Remove Actions Reminder" tick box.
Select the appropriate category from the drop-down list in the User Status box if required.
Add any necessary detail in the User Comments field.

O hAwbd=

Click the ! " icon to return to the Alert screen. The Alert screen will automatically refresh to
reflect any changes.

AvutoClense

By default, all outstanding repairs are displayed. This view may be amended to display only those
repairs identified by the most recent report through the user of "AutoClense":

1. Select Utilities > Configure from the Menu Bar.
2. The "Configure Serve" dialog box will open on the Alert Options tab:

Configure Serve E]

Report Options l Internet Options

Overdue Slack

How many days grace
before flagging an |
inspection as overdue

Overdue List
[

-

AutoClense
™ Clear Repairs Automatically

0K Cancel ‘

3. Click into the AutoClense tick box.
4. Click OK. The Configure Serve dialog box will close and the Alert screen will automatically
refresh to remove any superseded repairs.

4.3 Not Available

Reports listed on the 'Not Available' tab are reports of non-inspection. Reasons for the non-inspection
are detailed within individual reports. Double-click on the required report in order to view the details
and reasons for non-inspection.
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5

View

The View option displays the selected report on the screen in a similar format to the paper version:

3 SGS Report - Electronic Inspection Reports

File View ToolBars Utilities Help
v
T@ Taday st |\

@ Batch (=) Print

=
; View =7 History

SGS United Kingdom Ltd.
Statutory Services
REPORT OF THOROUGH EXAMINATION OF LIFTING PLANT & EQUIPMENT

{Lifting Operations and Lifting Equipment Regulations 1998, 512306 & 2307)

Print Date

Contract Ho. NN% EEL Report Ho
Occupier (or owner) of premises LMP Technical Services Ltd
Address Rockeigh Court

Dock Road

Finedon

Northants

NN SEL

Last Current Hext Frq

tmHo Seriallo PlantHo Description SWl | Location i [ £i 1

ti Mth

18 Mar 2005
13032005

Report
a) Defects
b} Observations J
-

Normally, the entire report will not fit onto the screen, so a scroll bar at the right hand edge allows a

view of the whole report to be obtained through scrolling up or down.
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User Comments

Uniquely, electronic reporting offers a User Comments section. This enables the tracking of actions
performed as a result of the report and also allows the action and overdue reminders for a particular
report to be disenabled:

S Report - Electronic Inspection Reports

File View ToolBars Utilities Help

il & ) T

H@ Today Alert Lenes Wiew o History
% - - o

@ Batch (= Brint

-
\ o
Dates \";&leraph ,OJ Search .1 Loc.

failed. -

I hereby declare that the equipment described in this report was report was thoroughly examined in accordance with the Lifting Operations and
Lifting Equipment Regulations 1998, SI12306 & 2307 and found free from any defect likely to affect safety other than those defects listed in Section
"A' and the above particulars are correct.

Signature '—Q Hame of 5GS United Kingdom Ltd.
Company or Statutory Services
_S?) Q. Association
GQualification ENGINEER SURVEYOR 3 Fallon Address Middleplatt Road
Immingham North East Lincs, DN40 1AH
Tel: 01462 557502 Fax: 01462 557511

Form Ho. ID E1004 Report Ho. SG53-505994

User Status _r__;Remuue from Qverdue List. I Remove Actions Reminder.

User Comments

To record a comment:

Field Name Action Result

Remove from Overdue Single Click Once selected, the current report will no longer

List. appear in the "Overdue Inspection” list of the
Alert screen.

Remove Actions Single Click Once selected, the current report will no longer

Reminder. appear in the "Outstanding Defects" list of the
Alert screen.

User Status Click the drop-down Select an option from the drop-down list to
arrow to right-hand place a categorisation against the selected
end of box report.

User Comments Text entry Click into the box under "User Comments" and
input required text. Information input here will
be stored with the current report and appear in
subsequent printouts.

Additionally, the following information will be automatically recorded in the User Comments section:

e If areport is emailed then the date and time the report was sent will be recorded.
e If any amendments are made to the User Actions or User Status sections of a report, the user
details, date and time and action carried out will be recorded.
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Printing a report
To print a copy of the report currently displayed either:

e Select File > Print from the Menu Bar, or

e Click the =™ jcon on the Tool Bar.
The standard Windows print control box will then open offering a choice of printer.

If the selected report is too large to fit on a single sheet of paper, a page break will automatically be
inserted at an appropriate point.

Exporting Reports

Reports may be saved to a file or emailed from SGS Report.

To email a report:

Right-click in the Data Area of the report.

Select "e-mail report to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.
Click Send Message. The report will be sent as an attachment to the email.

OhowbN -

To save a report:

—_

Right-click in the Data Area of the report.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.
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History

The History screen provides detailed information on a selected item of plant and displays all reports

that have been received for the selected item.

HINT: To view the History screen, an item of plant must first be selected - if no asset or report has been

selected, clicking the —~ ™" icon will have no effect.

$1SGS Report - Electronic Inspection Reports

File View ToolBars Utilities Help

= = = i _T_;\ !
ﬂ@ Today . Alert L . Wiew /“"/, History \('\ Dates Graph ,CZ/ Search . Loc
= 2 BN {3 S -

[y .
@ Batch ¢z Print Flant ltem
informotion
TtemId .

2709

Looation

User Ref LHP

Description Frame - Lifting 4 Point ciw Button Hooks:

Manufacturer

Iakers Humber  F1606/25

Date of Make

List of reparts
received for item
o P

ltem Id | = |Plant Number - ‘Exam O |Descr|pllun

2709 0810952004 Frame - Lifting 4 Point chw Button Hooks
2709 11/03/2005 Frame - Lifting 4 Point chw Button Hooks

Drag and Drop

arec

Report List

The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:

Save Lisk ko File
Edit Displayed Data
Email lisk ka. .,

Save List to file

To save the currently displayed report listing:

—_

Right-click in the Data Area of the screen.
2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the

drop-down list and set a filename.
4. Click Save.
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Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.

To add fields to a view:

1.
2.
3.

4.
5.

Right-click in the Data Area.
Select "Edit Displayed Data" from the subsequent menu.
The Customization box will open:

% |
Columns
Actions Complete -~
Additional Description
Address
Client Mame
Current Repart
Date Received
Frequency
Ignare Overdue
Inaccessible
Inspector
lterm Ref
Last Exam
Loc d h

Drag the required field name from the Customization box to the header bar on the report list.
Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

To remove fields from a view:

—_

Right-click in the Data Area.

Select "Edit Displayed Data" from the subsequent menu.

The Customization box will open. Drag the field name to be removed away from its position. As
soon as a cross appears on the field name, release the mouse key. The field will be removed from
the screen and will instead be listed in the Customization box.

Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

Email list to...

To email the currently displayed report listing:

OhowbN -

Right-click in the Data Area.

Select "Email list to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.

Click Send Message. The report listing will be sent as an attachment to the email.

View a selected report

To view a report displayed on the listing either:

double-click on the required report, or

@
Vo v
click on the required report and select *~ View from the Tool Bar.
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Email the current/viewed report

Right-click in the Data Area of the report.

Select "e-mail report to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send Message. The report will be sent as an attachment to the email.

Ohobd-

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been
enabled. See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

Click the B =™ 01 on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

ohkobd

Save the current/viewed report

1. Right-click in the Data Area of the report.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Printing reports
Individual reports
To print a copy of the report currently displayed:

1. Either:
e Select File > Print from the Menu Bar, or

e Click the ==& jcon on the Tool Bar.
2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If the selected report is too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Multiple reports
To print a copy of multiple reports:
1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
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highlighted in blue).
e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

Click the " icon on the Tool Bar.
3. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

N

NOTE: If any of the selected reports are too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Printing report lists
To print the currently displayed report listing:

1. Select File > Print from the Menu Bar.
2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

Attaching Documents

SGS Report enables documents (for example, scanned images or Word documents) to be stored
against an individual asset through "drag and drop". To attach a document:

1. Navigate to the location in which the required file is held.

2. Click on the required file name and, holding down the left-hand mouse button, drag the file to the
Drag and Drop Area of the History screen and release the mouse key.

3. In the subsequent "Document Details" dialog box, select how to save the document:

e Document stored in database - a copy of the document will be stored in the SGS Report
database. This is the most secure method of saving a file as, once saved, the file cannot
subsequently be altered.

e Document stored as link - saving files as links creates a shortcut from the SGS Report
database to the location in which the file is held. Any changes made to the file will be
reflected in the file accessed via SGS Report.

>

Add a Document Description.
5. Click OK to save the document, or Cancel to abandon the file attachment.
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-

Dates

The Dates screen provides details of which reports have been received on a particular month or day.

)
N Dates

To access the Dates screen, select from the Menu Bar:

3 SGS Report - Electronic Inspection Reports

File View ToolBars Utilities Help

=

ﬂ'@ Taday Alert
-

@ﬂa{ch (o Brint

Mion Tue Wed Thn Fri Sat Sun  Mlon Tue Wed Thu Fri Sat Sun Idon Tue Wed Tha Fr Sat Sun Bon Tne Wed Thu Fri Sat Sun
1 2 1 2 3 4 5 & 1 2 3 4 5 & 1 2 3

i 4 5 & 7 8% 90 7 & 0 10011 1213 7 & & 10 11 12 13 4 5 & T &8 9 10

o 11 12 13 14 15 18 14 15 16 17 18 19 20 14 15 1& 17 18 1% 20 11 12 13 14 15 168 17

17 18 1% 200 21 22 23 21 22 23 24 25 26 27 2 22@24 25 2 27 18 19 20 21 22 I3 24

24 23 26 27 23 29 30 I8 28 29 30 3l 25 ¥ 27 w2 30

31

0 Today: 2310312005

58 Inspection Reports for March | 0 Inspection Reports for 23, March |

\?—E\E Graph ,Q‘/ Search . Loe.

view 7 History

lterm Id |« ||Plant Mumber - ‘Exam D~ |Descripti0n - '—
MSS23 230303 1050352005 Frame - Litting

MS55215 230305 10/03/2005 Beam - Lifing

M352/6 230305 10/0372005 Beam - Lifting

M7FTEME 230305 1000352005 Tongs Auta

| ] 230305 10/03¢2005 Tongs Auto

WFTT 4 230305 10/03f2005 Tongs Auto

MFTTIS 230305 10/0352005 Tongs Auta

M7TTIE 230305 10/0372005 Tongs Auto

ME504 230305 10/0352005 Tongs Auta

G502 230305 10/03¢2005 Tongs Auto E

The top half of the screen is a calendar which defaults to today's date. The lower half of the screen
has two tabs which display Inspection Reports received. By default, the first tab displays reports
received in the current month, whilst the second tab displays reports received on the current day.

Changing the displayed dates:

e To change the year - click on the year in the heading above any of the month calendars.
Up/Down arrows will display which can be clicked to move forwards or backwards by year.

e To change the month - click on the name of one of the months above the calendars. A drop-down
list of month names will display. Click the required month to change the view.

e To change the date - click on any of the dates in the displayed calendars to update to the selected
date.

Report Listing
The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:
Save List ko file

Edit Displayed Data
Email lisk ko, .,
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Save List to file
To save the currently displayed report listing:

1. Right-click in the Data Area of the screen.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.
To add fields to a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.
3. The Customization box will open:

x |
Columns
Actions Complete -
Additional Description
Address
Client Mame
Current Repart
Date Received
Freguency
lgnare Overdue
Inaccessible
Inspectar
lterm Ref
Last Exam
Loc [d i

4. Drag the required field name from the Customization box to the header bar on the report list.
5. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

To remove fields from a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.

3. The Customization box will open. Drag the field name to be removed away from its position. As
soon as a cross appears on the field name, release the mouse key. The field will be removed from
the screen and will instead be listed in the Customization box.

4. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

Email list to...

To email the currently displayed report listing:

1. Right-click in the Data Area.
2. Select "Email list to..." from the subsequent menu.
3. Input the email address of the recipient(s) in the blank email which opens.
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4. Add a subject line and any necessary message.
5. Click Send Message. The report listing will be sent as an attachment to the email.

View a selected report
To view a report displayed on the listing either:

e double-click on the required report, or

Wiewy

e click on the required report and select '~ View from the Tool Bar.
Email the current/viewed report

Right-click in the Data Area of the report.

Select "e-mail report to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send Message. The report will be sent as an attachment to the email.

OhowbN -

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been
enabled. See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

Click the EPEo 00 on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

Ohobd

Save the current/viewed report

1. Right-click in the Data Area of the report.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Printing reports
Individual reports
To print a copy of the report currently displayed:

1. Either:
e Select File > Print from the Menu Bar, or

o Click the ==& jcon on the Tool Bar.
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2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If the selected report is too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Multiple reports
To print a copy of multiple reports:

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

2. Click the % icon on the Tool Bar.
3. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If any of the selected reports are too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Printing report lists
To print the currently displayed report listing:
1. Select File > Print from the Menu Bar.

2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.
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Graph

From information contained within previously issued reports, SGS Report produces graphs to show
when the next inspection for a particular item of plant is due. To access the graphing option, click

—

.3/8GS Report - Electronic Inspection Reports

File Wwiew ToolBars Utiities Help

T

ﬂ"qﬁ Today Alert
-

@ Betch = Print
[ L&

. —
<&

g ‘/“:/, History

Examinations Due Within 2005

DV NextExam [ Historics

Dates \;}Graph ,C_g/gaarch +5. Loc.

Jan Feh Mar Apr Mty Jun Jul Augy

246/0 Examinations Due Within March 2005

Sep oot Mo Dec

ltern |d |« |[Plant Mumber - |Exam O |Description - |
12 LMP 1 30/03i2004 Electric - Overhead - Crane
2 LMP 1 300032004 Electric - Overhead - Crang
33 LMP 1 30/03/2004  Electric - Overhead - Grane
342 LMP 1 10i0952004  Electric - Overhead - Crane
4 LMP 1 10/09/2004  Electric - Overhead - Crang
41 LMP 1 10/08/2004  Electric - Overhead - Crane
41a LMF 1 08/08/2004  Electric - Overhead - Crane
411 LMP 1 10/08i2004 Electric - Overhead - Crane
428 LMP 1 09/09/2004 Electric - Overhead - Crane

u\ Ig=!
\—‘QG * on the Tool Bar. The graph screen will open, showing a graph of "Next Thorough" and
"Next Exam" due within the current year and a report listing of "Next Thorough" and "Next Exam" due
within the current month:
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8.1  Working with Graph

The default options on the Graph screen may be altered to amend the information graphed and
displayed:

3/ SGS Report - Electronic Inspection Reports

Fil= “ew ToolBars Utiities Help

-
ﬂ’& Tackay Alert
-4

Tick box 1o

; Wiew /j‘:/, History

o —— w
TN ™ . ;.
N Dates \E} Graph ,Q/ Search F b Loc.

" Tick box 1o include flecy
display selection
. . superseded reports
inspection type —
¥ Text Thorough | |¥ NextExam [*“Historics xaminations Due Within 2005 =

Jan Feb Mar Apr My Jun Jul Ay Sep Dot Mo Dec

246/0 Examinations Due Within March 2005

lter Id | = ||Plant Number - |Exam D~ |Description - |

12 LMP 1 30032004 Electric - Overhead - Crane

2 LMP 1 300032004 Electric - Overhead - Crane

a3 LMP 1 30/03/2004  Electric - Overhead - Crane

342 LMF 1 10/08/2004  Electric - Overhead - Crane

4 LMP 1 10/08/2004  Electric - Overhead - Crane

41 LMP 1 10/08/2004  Electric - Overhead - Crane

4a LMP 1 09/09/2004  Electric - Overhead - Crane

411 LwP 1 10/08i2004  Electric - Overhead - Crane

425 LMF 1 09/09/2004 Electric - Cverhead - Crane E

Inspection Type and Superseded Reports

The "Next Thorough", "Next Exam" and "Historics" tick boxes may be ticked /unticked to alter the
information presented by the graph. The "Next Thorough" and "Next Exam" tick boxes control which
type of inspection to display, whilst the Historics box controls whether superseded reports are
displayed. As the selection is amended, the Graph screen will automatically update to reflect the
changes.

Time frame displayed

By default, the current year and month are displayed when Graph is first selected. To amend the
year, click the Year selection arrows to increase or decrease the year as required. To change the
reports displayed in the Report Listing areaq, click on one of the month bars of the graph to show the
reports for that month.

Report Listing
The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:
Save List ko file

Edit Displayed Data
Email lisk ko, .,
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Save List to file
To save the currently displayed report listing:

1. Right-click in the Data Area of the screen.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.
To add fields to a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.
3. The Customization box will open:

x |
Columns
Actions Complete -
Additional Description
Address
Client Mame
Current Repart
Date Received
Freguency
lgnare Overdue
Inaccessible
Inspectar
lterm Ref
Last Exam
Loc [d i

4. Drag the required field name from the Customization box to the header bar on the report list.
5. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

To remove fields from a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.

3. The Customization box will open. Drag the field name to be removed away from its position. As
soon as a cross appears on the field name, release the mouse key. The field will be removed from
the screen and will instead be listed in the Customization box.

4. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

Email list to...
To email the currently displayed report listing:
1. Right-click in the Data Area.

2. Select "Email list to..." from the subsequent menu.
3. Input the email address of the recipient(s) in the blank email which opens.
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4. Add a subject line and any necessary message.
5. Click Send Message. The report listing will be sent as an attachment to the email.

View a selected report
To view a report displayed on the listing either:

e double-click on the required report, or

Wiewy

e click on the required report and select '~ View from the Tool Bar.
Email the current/viewed report

Right-click in the Data Area of the report.

Select "e-mail report to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send Message. The report will be sent as an attachment to the email.

OhowbN -

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been
enabled. See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

Click the EPEo 00 on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

Ohobd

Save the current/viewed report

1. Right-click in the Data Area of the report.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Printing reports
Individual reports
To print a copy of the report currently displayed:

1. Either:
e Select File > Print from the Menu Bar, or

o Click the ==& jcon on the Tool Bar.
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2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If the selected report is too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Multiple reports
To print a copy of multiple reports:

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

2. Click the % icon on the Tool Bar.
3. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If any of the selected reports are too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Printing report lists
To print the currently displayed report listing:
1. Select File > Print from the Menu Bar.

2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.
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9

Search

Search enables the creation lists of reports that conform to user-designed criteria.

3 SGS Report - Electronic Inspection Reports
File View ToolBars Utilities Help

T& Today . et |
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@ Betch (= Brint
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) =
igw =L History

Report Types to Search |Al Types 2 Search Mow
- | | =] |
| = =l
| = =l
| =l =l
" Current Reports Only ™ "OR" Rows Together
Search Results
Itam I1d - | Plant Mumber - ‘Exam Diate ~||Description

Building a search

,Q/ Search

—_

Select from the Tool Bar.
2. The Search screen will open as above.

3. Select the "Report Types to Search" from the drop-down list. The default setting is "All Types" but

the full listing is:

All Types

Pressure Plant

Lifting Equipment / Lifts
Local Exhaust Ventilation
Not Availables

Selecting any other type than "All Types" will restrict the returned search results to just one

category of report.
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4., Now build the search rules:

3 SGS Report - Electronic Inspection Reports
File View ToolBars Utilities Help
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- " [| |
| ] | [ |
| ] | [ |
| ] | [ |
" Current Reports Only ™ "OR" Rows Together
Search Results
Iterm Id ~||Plant Number v ‘Exam Date v||Description v

i) Select the field to be searched from the drop-down menu in the left-hand box ("Field to

Search" box).

ii) Select the appropriate search criteria to be applied to the search from the drop-down list in

the middle box ("Search criteria" box).
iii) Input the text to search for in the right-hand box ("Search text" box).

iv)

Repeat steps i-iii in the other rows of the search as required (a maximum of four rows of
search terms is available).

5. By default, all reports will be searched. To limit the search to the most recently received report,
click into the "Current Reports Only" tick box.

6. Where more than one row of search criteria is constructed, by default the rows will be linked with
an AND command. This will return results only for those records where all criteria are met. To link
search criteria with an OR command (where results will be returned for records where any of the

criteria are met), click into the "OR Rows Together" tick box.
7. Click Search Now to display the results of the search.

Searching Text Fields

Fields that are text based (for example ltem Id, Description, Location, Manufacturer etc) offer the

following criteria:

Contains
Doesn't contain
Is exactly

Is not
For example, to search for reports containing the manufacturer "Craven™:
1. Ensure "All Types" is selected in the Report Type field.

2. Select "Manufacturer” from the drop-down list in the left-hand search box.
3. Select "Contains" from the drop-down list in the middle search box.
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4. Input "Craven" in the right-hand search box.
5. Click into the "Current Reports Only" text box.
6. Click Search Now to display the results of the search.

Searching Date Fields

Fields that are date based (for example Next Thorough Date, Exam Date etc) offer the following

criteria:

Is before the

Is after the

Is on or before the
Is on or after the
Is the

Is not the

To search for all reports with an Exam date between 30 June 2004 and 31 January 2005:

Ensure "All Types" is selected in the Report Type field.

Select "Exam Date" from the drop-down list in the left-hand search box.
Select "Is on or after the" from the drop-down list in the middle search box.
Input "30/6,/04" in the right-hand search box.

Select "Is on or before the" from the drop-down list in the middle search box.
Input "31/1 /05" in the right-hand search box.

Click into the "Current Reports Only" text box.

Click Search Now to display the results of the search.

WV ®O®NOOAWND=

Searching for Repairs by Severity

In the left-hand search box of the second row, select "Exam Date" from the drop-down box.

It is possible to search for repairs by severity. However, within SGS Report, the severity of repairs

detailed is stored as a number in the range 1 to 4. The numbers relate to severity:

- Immediate Repairs
Time qualified Repairs
- Observations

- Clear

- N W AN
]

Criteria available on the Severity field are:

Is less than
Is greater than
Is exactly

Is not
For example, to search for immediate repairs listed on current reports:

Ensure "All Types" is selected in the Report Type field.

Select "Severity" from the drop-down list in the left-hand search box.
Select "Is Exactly" from the drop-down list in the middle search box.
Input "4" in the right-hand search box.

Click into the "Current Reports Only" text box.

Click Search Now to display the results of the search.

cCOAhwbd -
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9.1

Working with Search Results

Search results form a Report List.

The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:

Save Lisk ko file
Edit Displayed Data
Email lisk ta,.,

Save List to file

To save the currently displayed report listing:

1.
2.
3.

4.

Right-click in the Data Area of the screen.

Select "Save As..." from the subsequent menu.

Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

Click Save.

Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.

To add fields to a view:

1.
2.
3.

4.
5.

Right-click in the Data Area.
Select "Edit Displayed Data" from the subsequent menu.
The Customization box will open:

= E

Columns

Actions Complete -
Additional Description
Address

Client Mame

Current Repart

Date Received
Freguency

lgnare Overdue
Inaccessible
Inspectar

lterm Ref

Last Exam

Loc [d i

Drag the required field name from the Customization box to the header bar on the report list.
Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

To remove fields from a view:

1.
2.

Right-click in the Data Area.
Select "Edit Displayed Data" from the subsequent menu.
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3. The Customization box will open. Drag the field name to be removed away from its position. As
soon as a cross appears on the field name, release the mouse key. The field will be removed from
the screen and will instead be listed in the Customization box.

4. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

Email list to...
To email the currently displayed report listing:

Right-click in the Data Area.

Select "Email list to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.

Click Send Message. The report listing will be sent as an attachment to the email.

Ohkobd-

View a selected report
To view a report displayed on the listing either:

e double-click on the required report, or

ier

e click on the required report and select 2 View from the Tool Bar.
Email the current/viewed report

Right-click in the Data Area of the report.

Select "e-mail report to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send Message. The report will be sent as an attachment to the email.

Ohobd-

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been
enabled. See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

Click the B =™ 01 on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

ohkobd
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Save the current/viewed report

1. Right-click in the Data Area of the report.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Printing reports
Individual reports

To print a copy of the report currently displayed:

1. Either:
e Select File > Print from the Menu Bar, or
e Click the ==f™ jcon on the Tool Bar.

2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If the selected report is too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Multiple reports
To print a copy of multiple reports:

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

2. Click the 2% jcon on the Tool Bar.
3. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If any of the selected reports are too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Printing report lists
To print the currently displayed report listing:
1. Select File > Print from the Menu Bar.

2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.
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10

Location

The Location view enables the viewing of reports for locations or policies.

To open the Location screen, select

“* from the Tool Bar:

3SGS Report - Electronic Inspection Reports
File ¥iew ToolBars Utlities Help

-
ﬂ'ﬁij Today Alert
b4

@ Betch = Brint

e

= Histor

TN ) . %
2 Tl
y \<-\, Dates \fj Graph ’Q/ Search . L

Folicy Mo - [Client

Site Mo |« ||Laocation

~ || Overdue ||| Actions |« ||Mot Avail |«

~ || Overdue |~ || Actions |~ | Mot Avail -

oot

211

1

0

+| BO0Z
+ 5947

211 Overdue Inspections | Actions | Nt Avsilasles |

138
224

- |Exam O ||Description

ltem Id | ||Plant Mumber
P&t Mool

P36 Ma. 2

L211 103047 2030
L1498 1030072117
1700 1M3NT 2119

22011211999 Bursting Disc (On Mo. 1 Back-Up Bottle) (SMACC.0018)
22(12/1999 Bursting Dise (On No. 2 Back-Up Bottle) (SMACC.0018)
12/02/2004 Lug-Lifting Mao. 2 (Service Bay)

12/02/2004 Lug-Lifiing Mo. 3 (Ladle Bay)

12002004 | ne-]ifling bl 5 {1 ardle Aawd

K

The Location screen is in two sections - the top section is a list of locations/companies divided up by
policy number. Clicking on the + next to a location/company opens the individual locations for that
policy number. The lower half of the screen offers three tabs (Overdue ltems, Outstanding Actions and
Not Availables) with a Report Listing for each tab.

By default, the "Overdue Inspections” tab displays, with a count of the number of overdue inspections.
It is necessary to click on the other two tabs to obtain a count of "Actions" or "Not Availables”.

NOTE: When the Actions tab is selected, its title will change to reflect the repairs/defects setting
selected on the Alert screen.

Report Listing
The Report Listing offers a number of options. Right-click in the Data Area to view the options menu:
Sawe List ko file

Edit Displayed Data
Email lisk ko, .,

Save List to file

To save the currently displayed report listing:

1. Right-click in the Data Area of the screen.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.
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Edit Displayed Data

Edit Displayed Data allows the customisation of information presented on the report listing.
To add fields to a view:

1. Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.
3. The Customization box will open:

% |
Columns
Actions Complete -~
Additional Description
Address
Client Mame
Current Repart
Date Received
Frequency
Ignare Overdue
Inaccessible
Inspector
lterm Ref
Last Exam
Loc d h

4. Drag the required field name from the Customization box to the header bar on the report list.
5. Repeat as required and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.

To remove fields from a view:

—_

Right-click in the Data Area.

2. Select "Edit Displayed Data" from the subsequent menu.

3. The Customization box will open. Drag the field name to be removed away from its position. As
soon as a cross appears on the field name, release the mouse key. The field will be removed from
the screen and will instead be listed in the Customization box.

4. Repeat as required and then close the Customization box (click the cross in the top right-hand

corner) to refresh the view of the data.

Email list to...
To email the currently displayed report listing:

Right-click in the Data Area.

Select "Email list to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.

Add a subject line and any necessary message.

Click Send Message. The report listing will be sent as an attachment to the email.

OhobN -

View a selected report
To view a report displayed on the listing either:

e double-click on the required report, or

i
Los view
e click on the required report and select View from the Tool Bar.
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Email the current/viewed report

Right-click in the Data Area of the report.

Select "e-mail report to..." from the subsequent menu.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send Message. The report will be sent as an attachment to the email.

OhowbN -

Email multiple reports

To email multiple reports, the option to send email using the local copy of Outlook must have been
enabled. See Email Options for information on applying this setting.

1. Select the required reports:

e To select reports distributed throughout the listing, select the first report and then hold down
the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

Click the EPEo 00 on the Tool Bar.

Input the email address of the recipient(s) in the blank email which opens.
Add a subject line and any necessary message.

Click Send. The reports will be sent as attachments to the email.

Ohobd

Save the current/viewed report

1. Right-click in the Data Area of the report.

2. Select "Save As..." from the subsequent menu.

3. Navigate to the location in which the file is to be saved, select the appropriate file type from the
drop-down list and set a filename.

4. Click Save.

Printing reports
Individual reports
To print a copy of the report currently displayed:

1. Either:
e Select File > Print from the Menu Bar, or

e Click the ==& jcon on the Tool Bar.
2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If the selected report is too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Multiple reports
To print a copy of multiple reports:

1. Select the required reports:
e To select reports distributed throughout the listing, select the first report and then hold down
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the Control key and click on the other required reports. (NOTE: Selected reports will be
highlighted in blue).

e To select reports adjacent to one another, click on the first report, hold down the Shift key and
select the last report of the group. (NOTE: Selected reports will be highlighted in blue).

2. Click the % jcon on the Tool Bar.
3. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

NOTE: If any of the selected reports are too large to fit on a single sheet of paper, a page break will
automatically be inserted at an appropriate point.

Printing report lists
To print the currently displayed report listing:
1. Select File > Print from the Menu Bar.

2. The standard Windows print control box will then open offering a choice of printer. Make any
necessary changes and click OK to print.

© 2007 LMP






Advanced Features




66 SGS Report (3.01.00)

11  Advanced Features

11.1 Setup Filter

The Setup Filter enables a restriction to be placed on the set of reports with which SGS Report is
currently working - once a filter is applied, all screens within SGS Report will only display those reports
which meet the filter criteria.

Applying a Setup Filter

1. Select Utilities > Setup Filter from the Menu Bar.
2. The "Filter Setup" dialog box will open:

Filter, Setup

Filter Control Combination
" Filter On & And T
1= -
5 R ~ or Reports of Type i
Additional Filter Rules
- | | [ |
| [~ | [
| | | [] |
| [~ | [] |
Ok ‘ Cancel |

3. In the "Filter Control" box, select Filter On.

4. If a restriction on the type of report is required, click the drop-down arrow in the "Reports of
Type" box to select the type of report.

5. Apply "Additional Filter Rules" as required. (NOTE: The Additional Filter Rules are constructed in
the same way as a Search. Please consult the Search section for more details).

11.2 Grouping, Sorting and Filtering Report Lists

SGS Report allows the grouping, sorting or filtering of Report Lists.
Applying a Grouping
Either:

e drag a Column title to the Grouping Area (green arrows indicate where the heading may be
dropped into place); or
e insert a new field name in the Grouping Area:

i.  Right-click in the Data Area.

ii. Select Edit Displayed Data from the subsequent menu.

iii. Drag the appropriate field name from the Customization box to the required point in the
Grouping Area and release the mouse button.

iv. Repeat if required, and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data. (NOTE: The data refresh may take up to a minute to
complete depending on the quantity of data affected. Do NOT attempt to re-close the
Customization box whilst the data refresh is in progress).

Once a Grouping has been applied, a sort or filter may be applied to the Grouped data.
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Removing a Grouping

If a filter has been applied to a Grouping, the filter must be cleared before the Grouping is removed.
To do this:

1. Click the down arrow on the required field.
2. Select the "(All)" option from the subsequent listing.

Now remove the Grouping:

3. Right-click in the Grouping Area and select Edit Displayed Data from the subsequent menu.

4. Drag the required field name to the Customization box and release the mouse button. (NOTE: If
the filter has not been removed before the grouping option is undone, then a filtered view of the
data will continue to be presented).

5. Repeat steps 1-4 as required.

6. Close the Customization box (click the cross in the top right-hand corner) to refresh the view of the
data. (NOTE: If Prime is exited before the refresh has taken place, the filter will be retained by
Prime for future use).

Sorting Report Lists

Report Lists may be sorted either alphanumerically (the default setting) or reverse alphanumerically
once a Grouping has been applied.

To apply a sort, click on the title of the field against which the sort is to be applied. The Report Listing
will automatically refresh to reflect the sort.

Filtering Report Lists

In addition to the Setup Filter, separate filters may be applied to the field titles on a displayed report
listing in order to restrict the view to display only those items which meet the filter criteria.

Applying a Filter

1. If necessary, add a field names to the Report Listing:
i.  Right-click in the Data Area.
ii. Select Edit Displayed Data from the subsequent menu.
iii. Drag the appropriate field name from the Customization box to the required point on the
screen and release the mouse button.
iv. Repeat if required, and then close the Customization box (click the cross in the top right-hand
corner) to refresh the view of the data.
2. Click the down arrow on any of the field names and select the required filter type:
e (All) — displays all data (and therefore removes any previously applied filters).
e (Custom) — allows complex filtering across a range of criteria (see the Custom Filters section for
more information).
e (Blanks) — displays all items which have a blank value in the currently selected heading.
e (NonBlanks) — displays all items which do NOT have a blank value in the currently selected
heading.
The down arrow will change colour to indicate that a filter has been applied. Once a filter is
applied, a Customize bar will appear at the foot of the Data Area.
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Removing a Filter
To remove a filter, either:

1. Click the down arrow on the required field.
2. Select the "(All)" option from the subsequent listing.

(NOTE: If filters have been applied to more than one field, repeat the above steps to remove the
filters on each field); or

1. Click the cross on the Customize bar. (NOTE: This will clear all filter criteria currently applied).

Custom Filters and the Customize Bar

3 SGS Report - Electronic Inspection Reports

File View ToolBars Utilities Help
= = — D T ] *
ﬂ'@ Today . Alert . View =7 History \(\ pates \WA\ orapn | D/ search 57 Loo.
-4 o -1 ) 3 = 2
-
@aatch 2 Brint

<Click here to refresh Alert screen>

Today (31 Mar 2005)
Reports received inthe last 7 days =31

[r]

lterm Id |« ||Plant Mumber - ‘Exam D|~||Description -

s ]

The Customize Bar appears at the foot of the Data Area when any filter is applied. The current filter
will appear at the left-hand end of the Customize Bar.

e To delete the current filter, click the "X". This will clear all filter criteria from the current view.
Deleting the filter will also close the Customize Bar.

e To disenable the filter, click the tick. The filter can be re-applied by re-clicking the in the tick box.

Custom Filters

More complex filters may be created using the "Custom" option:

1. Click the down arrow on the heading to which the main filter is to be applied, and choose

"(Custom...)".
2. A Custom Filter dialog box will open:
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Custom Filter

Show rows where:
Plant Humber

X

1030/75/03

+ AND (3]

3. Complete the lines of the filter as required, and click OK to apply. The filter will remain in force
until it is removed.

© 2007 LMP













Index 73

Index
A -

attach documents 34
autoclense 26

_B -

batch email 11, 16, 22, 34, 40, 47, 55, 60
batch print reports 11, 16, 22, 34, 40, 47, 55, 60

_C -

clearing overdue inspections
custom filters 66
customize bar 66

D -

documents 34
attach 34

_E -

edit displayed data 11, 16, 22, 34, 40, 47, 55,

60

email

batch email 11, 16, 22, 34, 40, 47, 55, 60
email listto 11, 16, 22, 34, 40, 47, 55, 60

exit 8

_F -

filtering report lists 66
filters
custom filters 66
customize bar 66
filtering report lists 66

_G -

grouping report lists 66

_H -

historics 47

_L -

logout 8
logon screen 8

M -

Microsoft Outlook 9

_N -

next exam 47

next thorough 47
non-inspection 27
not availables 27

_0 -

outstanding repairs 26
remove actions reminder 26

overdue inspections 25
remove from overdue list 25

slack period 25

“P-

password 8

printing report 11, 16,

R -

remove actions reminder
remove from overdue list
repair threshold 26
repairs 26

report

batch print reports
60

22, 34, 40, 47, 55, 60

26, 30
25,30

11,16, 22, 34, 40, 47, 55,

print report 11, 16, 22, 34, 40, 47, 55, 60
view report 11,16, 22, 34, 40, 47, 55, 60

report lists 11, 16, 22,

report type 52

_S-

save list to file 11, 16,
setup filter 66
slack period 25

34, 40, 47, 55, 60

22, 34, 40, 47, 55, 60

© 2007 LMP



74 SGS Report (3.01.00)

sorting report lists 66
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username 8
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