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LiceNcE AGREEMENT

If the purchaser does not agree with the terms of this agreement then the
full product should be returned for a refund of the purchase price. Use

of the software and associated documentation implies acceptance of this
agreement.

CaRob Computing grants the purchaser the right to use one or more copies
of this software within one campus of one organisation. The purchaser
may not rent or lease or lend the software. The purchaser may not
reverse engineer, decompile, or disassemble the software.

The purchaser may copy the written materials accompanying the software
for use only within their organisation.

In no event shall CaRob Computing be liable for any damages, including
loss of data, or any other special, incidental, consequential, or indirect
damages arising out of the use of , attempted use of, or inability to use
this software or accompanying documentation., however caused and on
any theory of liability. Under no circumstances shall the liability of CaRob
Computing exceed the actual amount paid to and received by CaRob
Computing in connection with the particular copy of JobCard.
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Chapter 1

How 10 GET STARTED WITH JOBCARD

Read the overview - Pages 3...
Perform Installation - Chapter 6

Experiment with the sample data before setting up JobCard in your own
way.

Read the Chapter 3 and Chapter 4 so you understand how JobCard
behaves from a user’s perspective.

Use the Setup Guide (Chapter 2) to configure JobCard your own way.

Make sure you set passwords

© CaRob Computing
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Getting Started

JoBCARD OVERVIEW

JobCard allows service requests to be made on physical resources within
your organsiation. The requests can be directed to the correct service
personnel, documented, and kept as history. Requests may be in the
nature of repairs or a request for some form of assistance or even a
request to a lab technician to set up a science prac.

MAINTENANCE AREAS

A Maintenance Area is a logically distinct operation with a specific
coordinator and specific service people (who may be the same), who
maintain distinct facilities. For example: Physical Services or Computer or
Science Department.

At least one Maintenance Area is required in JobCard.

CATEGORIES AND RESOURCES

Within each Area, resources may be grouped in Categories. A category
usually has a specifically allocated default service person. For example,
Desktop Computers, Staff Notebooks, Admin Computers.

Each maintenance area requires at least one category. Categories may
contain specific resources or items such as individual computers. This
enables job histories to be maintained over time.

Access 10 JoBCARD

JobCard has three levels of access: Administrator, Servicer, and User

Administrators

Users

Administrators set up different maintenance areas, enter the resources
that are subject to service, manage passwords and configuration options,
set up scheduled maintenance tasks, do backups, data imports, program
updates and so on.

Administrators can prioritise jobs, reallocate jobs between servicers, and
do all that a servicer can, but across all maintenance areas.

Administrators should be people in charge of a lot of resources and who
are competent with managing computer software and data files (and who
are prepared to read this manual). Computer coordinators and librarians
are typically administrators.

There may be one or more administrators, who communicate with each
other, but manage their own maintenance areas.

Users with a fault to report or wanting assistance run JobCard. They
select from a list of equipment or tasks, enter the request or problem
from a standard list or in their own words, enter their user code and
submit the job. Jobs are placed into a list identified with a maintenance
area and, optionally, a physical location.

Users may view the job list but not modify it.

Page 3




Chapter 1

Servicers

Servicers see jobs relating to a particular maintenance area.

They may:
e print out selected jobs.
e write comment on jobs.
e save the job into a history file, or bin it.
e re-allocate jobs to other servicers.

Servicers can be computer support staff, audio-visual equipment
technician, physical services coordinator; that is, anyone who is
responsible in some way for maintenance of equipment or providing
service.

A servicer logs into a single area, for example, Computers, and only sees
the jobs and history that are Computer related. Another servicer may
only see the Buildings area. Different areas have their own password.
o~

f/\/\/

_Resources / _ -
— «\ - <«————configures ——— F@id—‘

-
used b - ‘
Y ‘p\ /J JobCard
l . / Adm|n
monitors,
— can allocates, Al Areas
Q ﬁ reportjob manages 1
User view queue\ sent W
perlodlcally Womom o wom o
Scheduled
/ JOb Queue Maintenance
gﬁ Tasks
( History | \ works on jObS 4
\ / 1 Area

y y

\ /FT/ e \ E s é%

ermanent R )/

\ Delete j Bin Q//\E
"

Three levels of access: Administrator, Servicer, User

SCHEDULED MAINTENANCE

You may have tasks that should be done at regular intervals. These can
be entered, given a date and a service interval. JobCard will place the
item into the Job Queue automatically.

© CaRob Computing Page 4



Getting Started

JoBCARD ORGANISATION

In order to categorise items and jobs, as well as being able to restrict
views to users and servicers, some degree of organisation is required.
Equipment and service requests belong to a category. Different
categories can belong to a maintenance area.

ORGANISATIONAL HIERARCHY

Maintenance areas

Maintenance areas in JobCard are used to filter the Job list so that it
shows only those items that are related to a servicer. For example, you
may have two areas: Computer Related and Library Audio Visual.

Each area is associated with one or more servicer and has its own
password. Servicers log in to one specific area of JobCard. Servicers can
belong to more than one area.

When the library technician logs in to JobCard, she sees only Library
Audio Visual jobs and history. The computer technician sees only
Computer Related jobs and history.

Resource Organisation Maintenance
Area T
\\
\\\L
/ ——— Scheduled
Default . Cat Phys_lcal task
Servicer ategory Location ;
// /
T~ / /
\\ !
T ftem ) //
w /,/
\
is placed in
/ \ /
\ /
) is placed in /
configures \ /
\ /
\
O /
@[\ J ‘
JobCard
Administrator
Job Queue
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Chapter 1

Categories

Categories contain the specific service items or resources. Their purpose
is to create a hierarchical tree of resources to make it easy for users to
find a specific resource.

Categories belong to a maintenance area and have a default servicer
associated with them.
For example: Desktop Computer may be a category

Resources (or items)

These are individual pieces of equipment (eg IBM03), or a service
request (eg install printer), or a general item (eg miscellaneous)

Resources must belong to a category and may be given a location.
They can be a given a different servicer than the one identified for their
category.

Locations

Locations are a list of rooms or physical locations. Items can be given a
location. They useful to filter the tree diagram to only those items in a
specific location.

CESTSSTANE N T )
o Fé;-“::::;fg:‘:[)esmop Select a catgory or item m
~C1IBM 1
—11BMO2
—Q:gugz Printer
CHg8 I%rJinter HP Deskjet LIB
[ Brother AP Office Inkjet color
—|.. Canon Printer _
[JHP Deskjet LIB Eihary
—[HP Deskjet 51
- g8 Television A |
e Tvol / Report Problem __. w
—L TV02
—]TVD3
[=-g8 VideoPlayer
I vido1
I Vido2 ~Filter the ltems
—[]vid03
i All Areas
Show an Area ___ |
PN
L All Locations
| Show a Location ___ |
4+ Expand All = Contract All | Window may be resized
This is what a user sees when submitting a job. It shows 4 categories
from 2 Areas. The Area is not important to the user so they don't usually
see it.
Users select a resource to report, or they may simply choose the
category.
© CaRob Computing Page 6



Getting Started

INITIAL SETUP

For your intial setup of JobCard, we advise that you keep it simple,
adding more structure later.

One maintenance area may be all you need. eg Computer Resources.

You might have only a couple of Categories eg Hardware and Software.
Strictly speaking, you do not need any items in these categories. The
user selects a category, indicates the problem, and submits the job.

ia Resources
+ Computer-Desktop This setup has two general categories and no specific items
-+

Printer

Usually however, categories need to contain some resources. The
user has less information to enter and specific item histories can be
maintained by JobCard.

Your initial resources may be generic or specific, depending on your
needs. A simple but workable setup is shown on the facing page and
below.

In general, the larger the organisation and the more service people
involved, the more structure that needs to go into the organisation of
resources.

Different administrators in charge of different maintenance areas in
JobCard will probably organise their categories based on totally different
logic, all valid.

F B
“ Browse Categories and Resources in each Area _

ﬁ n IT equipment D Computer-Dezktop
M aintenance Area Rezource
hm ko IBM 1
Library Audia Yizual Printer |BMOZ
|BRO3
+ Inset

& Change

mm [elete

Clome ke ...

Unda Claning

To add or change
maintenance areas [above], e et | A Change I mm [Delete | Move

log on az Adminiztrator and go = Resources .
to Administration menu, ™
taintenance Areas f—-j'jﬂ Azzign Servicer

AL

(=

The sample data above shows two Maintenance Areas, with Resources from the highlighted Category in the
highlighted Area
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Chapter 1

Running JobCard

The installation will place a shortcut to JobCard in the Programs Menu
and on the desktop. You can also run Jobcard by running JobCard.exe
from the installation folder.

User Access
The initial password is 7 and can be changed by admin.

& File & Administration ¥ Import =l Browse/Edit Al Jobs ('} History ® Reports

A | West Coast College
‘ / C:wJobcard3

View Jobs

Submit a Job

JobCard initially opens as a user would see it.

Administrator Access

Log on as Administrator from within the File Menu. The initial password
is 2 and can be changed after logging on.

& Administration ¥ Ir
s Area Login

|

Print Setup...

1

L&

3 Enter JobCard Admin Password

lon Enter Registration Code

- Enter Password: I,-.-.-.-.-.|
) About JobCard

| 0 fit v OK I

_ File @ Administration Import = Browse/Edit *~/ Jobs (') History & Reports
A | v ¢| (\ﬁLﬂg
/ @ ' $ :ui ast

Once logged on as Administrator, other menu and shortcut items appear.

West Coast College
CJobcard3

While you are logged on as administrator, you will see the Administrator

Icon on the toolbar. ﬁ

This is a reminder that you are using privileged access, and to log out if
others may use that same JobCard.

If an Administrator Password is not set, all users who run JobCard will
immediately have Administrator mode access.

If JobCard is accessible over the network, ensure that there is an Admin
Password.

© CaRob Computing Page 8



Getting Started

General Password

You may set a general password for anyone attempting to run JobCard.
If the password is blank, no challenge is made.

Passwords are case sensitive
Demonstration Mode

The initial installation of JobCard runs in demonstration mode.

Demo mode JobCard is fully functional in every respect except that file
sizes are restricted. Limits are: 10 jobs, 10 users, 2 areas, 4 categories,
16 resources, and 10 history records.

Placing a single file SClient.tps into the JobCard folder authenticates the
program and gives it your organisation name. This file is obtained from
CaRob Computing, usually via email when ordering JobCard.

Registration Code

If you choose to purchase JobCard, CaRob will forward a Registration
Code that ensures that the software will operate permanently.

Usually this code is faxed to you upon receipt of payment. If this is not
convenient, contact us via email, fax or phone and we will send the code
some other way.

Enter the code from under the File Menu. When the code is correctly
entered, you can't change it again.

.
won| Enter Registration Code... Elllﬂ—hJ

West Coast College
110911

Code is Correct

Registration Code: |ABCDEF

Store the code safely so it can be used if re-installing JobCard

Set Logo

You may set your own logo. It must be a .gif or .jpg format.
Go to Administration > Set Logo

Choose the new logo.

It is your responsibility to adapt the logo if the size is not correct.

Page 9



Chapter 1

OPERATIONAL FEATURES OF JOBCARD
This section describes program behaviour throughout JobCard.

Editing Data

JobCard requires data files be maintained. Typical of these are
maintenance areas, users, common faults, locations.

JobCard usually displays the data in a browse table,

75 Browse Areas El as shown here.
9 Cose | Tables can be scrolled with scroll bars, arrow keys, or
~ using <PAGE-UP> <PAGE DN> keys

Maintenance Area |
Computer A elated

Library Audio Yisual
Phuzical Services
SportEd

Yehicle Maintenance

[« | 2 The three buttons Insert Change Delete are referred
# irset |[A Change | == Delets | to as Update buttons.

M aintenance Area |

Computer Related

Libra_ry Audio ‘_-;"iaual
Physical Services Update options can be selected by Right-

Clicking on most tables.

Wehicle Mainl = Insert
& Changs
m [elete

7 Record Will Be Changed X
Area: | Library Audio Yisual
Password- [iota Upgiating the data calls up a Form within
which data can be entered or edited.

o Cancel

Keystrokes on a Form

<TAB> moves forward through the fields.
<SHIFT-TAB> moves in reverse through the fields.

<ESC> will close any window

Windows Copy <CTRL-C>, Paste <CTRL-V>, Cut <CTRL-X> commands
can be used in any data fields.

As soon as the form is closed with the OK button, the data is saved
automatically, and the browse will show updated data.

© CaRob Computing Page 10
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Using Locators in JobCard

Many of JobCard’s browse tables have a ‘Locate’ item near the top.

4.Browse Users I This table has Locate User Code.

Lozate User Code: -
g@ LCloze |
=W - This indicates that you can commence typing the User
C ArneMaceBAINE Code and as you type each letter, the table scrolls
D'avid BERKELEY - .

m Tori EURGUNDY automatically to the nearest match.

n e PN

ol Dale BRITTEN m Delete

u Belinda BOTTLER e

ul Ivan BOWYER . . . .

— Pau BURR First, click on the table so it is the active screen control,

1111

i David BURGLINDY then type the user code.

[~ |CLG Glenda CARSWELL

] = Servicer Note 'wsj' typed here.

The table has automatically scrolled to that user code.
4, Brovwse Users B3l This method is often more convenient than using arrow
Locate Uszer Code:  wsj
— e i | keys or the scroll bar.

: SEL Lauren SYMNAPSE

L |3t Helen SIEEON + bt Pressing the up or down arrow keys clears the
[ |TEL Lyls TAFFLE -

L | TEL Lol TF e @ currently typed characters, ready for another entry.
[ |WRM M arthina YEER —

™ |wsM Mike WADES = mm Delete

I |wDG GregwiihD —

[ |wWDT Tracey WAND

[ |wHC Claire WELSH

[ | WLk Kriz wHITESELL

S_ i L

...... |

[~ = Servicer

Reports and Print Preview

Any job sent to a printer is referred to as a 'report'.
All reports will first appear on screen in a Print Preview window.

From here, you may choose to:

= Report Preview ==1E3 .
Fle vew  Zoom e Print all pages

¢ Cancel the print
| & 3 = [ %] zoom: [Pagewid -] | o Print selected pages

West Coast College

ég?d, Job Lizt for: All Jobs

Priority
Laptop Computer Laptop02
Job L From:Jessica DEAN For: Jared Clak
5 JAN D4 Reported problem: Sendcer notes:
L Sofbvare Installation Required Canyou put Office 2000 on my laptop
please?
b
Page 1 of 1 Zoom: Page ‘Width
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Printing selected pages

= Report Preview

e i _ i _ After choosing pages 1 to 5 here, you
Frint pe 1 3 .- I 3 Zgom: [Pagewidth [X] | \vjj| be returned to the preview.

Save fs... L]

Exit b

Then, when you click the print button,
pages 1 to 5 will print.

From:Jessica DEAN

Job B2 For: Jared Clak
B JAN D4 Reported problem: Senvicer notes:
101PR

Software Installation Required Can you put Office 2000 on my laptop

pleaze?

Select which pages to print FPage 1 of 1 Zoom: Page ‘Width
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CHAPTER 2 - JoBCARD SETUP
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Chapter 2

BEFORE COMMENCING THE SETUP

Pre-reading

Please ensure you have read the overview section of Chapter 1 before
continuing.

Planning JobCard

Assuming you are new to JobCard your initial setup should be kept
reasonably simple. Modifications can easily be added later.

This chapter will follow the scenario described on the opposite page.
Where to go to start

All tasks described in this chapter can be accessed directly from the
menu items, but to ensure that they are done in the correct order this
chapter will follow the setup guide available from the toolbar.

When you are familiar with the system, the menu access is quicker.

Log in to JobCard as Administrator from under the file menu

vt pcee

« File @& Administration  Import = Browse/Edit * Jobs (') History & Reports

B Yelalve

.D{l ?
Click the Setup Guide button J

West Coast College
CAJobcard3
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My Scenario

I am a computer coordinator at a school with a technician and an I.T.
trainee. We are responsible for a network, many computers, laptops,
and printers. We also tutor staff and load software for them. Computers
are located in several labs and smaller 'pods' as well as staff rooms and
the library.

I know JobCard will be handy for the library technician who is in charge
of DVD players, projectors and other equipment. I know it would be
perfect for Physical Services fault reporting. However, I am not going to
worry about them for now. They can come on board as separate areas
later.

I have read the Overview in chapter one and sort of understand it, so I
am going to create a structure based on:

Data Item Initial Values Comment

Maintenance Area Computer Area One will do for a start

Categories Computer-Desktop
Notebook

Printer

Software

Miscellaneous

Users

Dilbert (IT Manager)
Jared (Tech)
Bert (Trainee)

These users will also be
servicers. The rest of the staff
may be imported later.

Locations

Main labs: G1, G2, G11

Pods: Graphics, Media, Hums
Staffrooms: SR1, SR2

Library

Common faults

Can't log on to network
Can't print

Software won't run
Dodgy mouse
Machine freezes

That will do to start. Add more
later.
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THE SET UP GUIDE

The guide is a sequence that takes you logically through the setup of
JobCard, with advice given. Move between the windows using the finger
pointers (top right).

The windows have one or more buttons that take you into the functional
area of JobCard to perform the task.

Complete the windows in order.

SeT up GuipE 1

Introduction and Data Removal

- -
£ " Setup Guide ‘ [

B | 74 | A

1. Intreduction

The setup guide takes you through the set up of JobCard in a logically consistent
manner. The last window allows you to perform a data check to detect any cbvious
omissions in your setlings.

Remove Sample

advisable to remove the sample data that o
or Existing Data

came with the program._

If this is a first time setup of JobCard then it is %

Click the button to Remove Sample Data

-
This utility empties data files. Itis usually used on sample data. X Cancel |

~Select data to remove |
The deletion of these files is permanent . if there is any chance

i I Jobs you may want the data again. DO A BACKUP OF ALL DATA
| ¥ Categories before proceeding.

¥ Resources

¥ Locations =y Backup Existing

¥ History ‘ / Data

¥ Staff

¥ Deleted Jobs Bin

W Areas

¥ Servicers for Areas

¥ Maintenance Schedules -

¥ Quisource Providers \5’ Delete Selected Data Files

Before removing data it's always a good idea to do a backup.

Click on the Back up Existing Data button
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Backing up Data
Backing up the program files as well as data provides a full working copy
of Jobcard in the folder designated.

It's the simplest way to copy a working installation anywhere on the
network.

Note that the folder dialogue window allows you to create a new folder.

Deleting Data
After backing up, perform the deletion.

Check which items have been ticked, then click the Delete
button to clear the data.

This is a serious step so you are prompted twice to be sure.
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SET uP GUIDE 2 - MAINTENANCE AREAS

, ,

Bl v o] 4

2. Maintenance Areas |

JobCard assigns to different mai areas. each of will usually have
different service people_

For le: Comp and N k. Building and Gi d:

At minimum you must have one maintenance area

ST H Check Areas

Click the Check Areas button
There are no areas if you have cleared out all data.

58 Maintenance areas e Click Insert to bring up the entry form...

Maintenance Area

Enter "Computer Area" and press OK
5 Record Will Be Added ‘-:- FE™

Area: | Computer Area

Password: |

Assign
Servicers

+ Insert | A Change I = Delete |

b4 Cancel

You could add a password to this area if you wanted although if
you use only one maintenance area it is not really necessary, if
the administrator is to look after that area.

2 Maintenance Areas | e You now have one Area but may have as many as
| you like.

| Maintenance Area

Computer Area

When you have designated one or more users to be
service personnel, you may assign them to this area,
but ignore it for now.

Assign
Servicers

+ Insert | A Change | m [elete |
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SET UP GUIDE 3 - USERS AND SERVICERS

[ < ” Setup Guide - k @E‘g1
You may directly enter users

w0 s’: 4 g | 1' or import them from text file.

3. Uszers and Servicers l

A user list is required to allow job senders to identify themselves and to identify those
JobCard Users who act as service people within a maintenance area.

Use this button if you are able to import a list of

users from text file_ Import Users
Use this button to manually enter users fa -

Identify at least one user as a service person. '_é Edit Users

Direct Entry of Users

Enter users directly if you are not adding many. Import via a file is best
when adding many users.

Click on Edit Users

;
i browsesers el

Locate User Code: Enter servicers first, for convenience
Code User Name ﬂ
. |BERT Bertolini Bertuschkovitch

st T Mage Insert Dil, Jared, and Bert... (use your own)

s n
T —————
ShortName: | DIL
Full Name: Dilbert the IT Manager 2 Cancel
Location: [T Office usual place to be found
IV Is Servicer
¥ Has Email Capacity ~depending on whether email is activated in JobCard
|
Servicer Contact Op
Phone I Mobile: I
Fax
Email [ dilbert@yourorg.xyz.edu.au
if JobCard email is activated AND the user has the capacity THEN
this address is the reply-to address for jobs nofified via email
+ Insert This item is not a required field.
A Change
m [elete

Tick Is Servicer so that JobCard knows these people are
servicers.

If you want these people to receive email notifications, complete the
email fields.

When done, your user table should look similar to above. Note that
servicers are indicated with a small screwdriver image.
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Set up Guide 3 - Users and Servicers (continued)

Import Users

Import is the recommended way of importing a large number of users,
as long as they can be organised into a text file. The text file must be
named "staff.txt" and have the format displayed on the window here.

P Y
Import Users from Text File g |

User names must be in a text file named "staff. xt" It may be either comma or tab separated

and can be in any accessible folder

The file structure has to be: Column 1 User Code, 2 Given, 3 Surname, 4 Email. 5 Location, 6 Mobile, 7 Phone, 8 Fax
with no header line.

eq: JS, John, Smith, JS@xyz.edu.au, Staff Room, 041888888, Ext 234, 1234 5678 (all fields entered)
AnnaB, Annabelle, Brown, ,Front Office, Ext 9 ( email. mobile, and fax not listed - empty commas indicate no data)

J001, Jared, Smith (bare minimum - don't need to show empty commas at end of line)

Users will be added to the existing file of users. A userwith a code matching an existing user will not be added.

File Lookup: _|

@ View siaff ixt |

Use the ... button to lookup staff.txt. It can be in any folder.

The View Staff.txt button lets you view and check the contents.

. View an ASCI Fil

4J . Adam, Jonss, AJ®edumail.vic.gow.au, Staff Room, 0426 12345 E=t 23,5555 5555 -
EE, Betty, Brown,, Front Office, ,Ext 9 g_

GH. Georges. Harrison

> Hercule, Poirot. hercule@gmail com, Paris

4 _>| - = Print..

When satisfied, Click the Import button

After importing, open the browse table and tick the 'Is Servicer 'box for
anyone who needs to be servicers.

et i el

Locate User Code:

Code User Name[-] g
[ | TOMBO Tommy Carswell
7| TOM Tom Carswell
[ |WNR Robert Wagner
[ |LZ Liz Santucci
E|Jd john john
| CNJ Jared Clarkson
F_|JC Jared Clarke
I |GH George Harrison
[T |FRED Fred
[ | BATMAN Bruce Wayne
[ |BB Betty Brown
Al Adam Jones

I - servicer
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SET UP GUIDE 4 - ASSIGN SERVICERS TO AREAS

EEETN R =)

| v ETEY

4. Assign Servicers to Areas

Having identified at least one user as a service person. the
servicers need to be associated with specific maintenance areas.

You need at least 1 Servicer iated with each Mai Area

% Servicers and their Areas

Servicers must be in the user list, and marked as servicers (previous
step).
Servicers can be associated with one or more Maintenance Area.

Click the 'Servicers and their Areas' button

Currently the Computer Area has no servicers.

B R e
——
CompiReyuea Locate Servicer: i |

_ | All Servicers All potential servicers are
Select maintenance area Code MName . .
shown in the right hand

Maintenance Area Bertolini Bertuschkovitch
T — . pmtiedlint table
JARED Jared Kozminsky '

Servicer

B) Assign

Unassign (3

“ir Allocate Servicers to lIi-aintenam:e Are_ IEIQM

Computer Area Locate Servicer: 5‘| All three of these
Al Servicers characters are going into

Select maintenance area Code [Name

Vo BERT Bertolini Bertuschkovitch the computer area, so use
aintenance Area T . .
Tt — FeSm— T S || Drag'nDrop or highlight

JARED JaredfGozminsky them and use the button

Servicer

Bertolini Bertuschkovitch )
Jared Kozminsky ‘@ Assign
Dilbertthe IT Manager

Unassign E
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SET uP GUIDE 5 - LOCATIONS
r 4" Setup Guide \ e

=] )74 | A

5. Locations

Location refers to the physical location of a resource.
For example Computer Room 1 may be the location of Deskiop PC's 1-25

Locations are not compulsory and you can configure a category of resource to have locations

specified or not.
If a location is specified for a resource, it can be used as afilter to quickly locate a resource when
reporting a problem aboutthat resource.

Use this button if you are able to import a list

£ 4 Import Locations
of locations from a text file. Frid

Use this button to manually enter locations. @ Edit Locations

Locations are not compulsory.

However if you have many equipment items, scattered through many
locations, it is advisable to use locations.

You can have several labs with equipment from PC's, Printers, DVD
players, Multimedia Projectors etc. Having a location allows the user to
filter the resource list to a single room when submitting a job. It can
assist the servicer to find the faulty item.

Edit Locations

|

/2 Locations [=
Location Q
AP Office
CRC . . . 1
ICT Offce Directly enter locations if you don't have too many.
Library
Library Workroom
Staff Work Area
TechPod
Technology Office
4 Record Will Be Changed ===
Location: | Ap Office
v 0K X Cancel |
# It |[ A Crangs | == peets

Import Locations

E ot - B E=RE . i . . .
S R W S — A plain text file of rooms or locations can be imported directly.

File Edit Format View Help Shown here in Notepad
Etaff work Area - ’
Technology office

Library workroom The file must be named "Room.txt".
ICT office
Ap office
CRC

Tech Pod
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SET uP GUIDE 6 - CATEGORIES AND RESOURCES

- B

| |

6. Set up Categories and related Resources

Resources and Tasks that are subject to service requests need to be identified and
grouped into Categories.

Each maintenance area should have a category such as Miscellaneous, that does not
require any of its own resources. Users need such a category for non-specific or unusual
requests

You need atleast one Category. In principle you do not need any resources, because a user can
request service on a category alone. In practice itis usual to have multiple resources (or tasks)
grouped into multiple categories.

I A cloning feature enables you to quickly
enter multiple instances of resourcesin a . .
category, such as individual computers in \g ST e

the category Deskiop PC Resources

r B
“ Browse Categories and Resources in each Area _ i il

ﬁ u IT equipment D Computer-Desktop
| Maintenance Area Rezource
Computer-Deskto 1B 1
Library Audic Wisual Printer IBr02
IBR03
IEMD4 + Inset

& Change

m [clete

Clone Item ...

Unda Claning

BE

To add or change

maintenance areaz [above], o Inzet | A Change I m Delete | Move
log on as Administrator and go | X BI"— Resources ...
bm A Al i b b imm s

CATEGORIES

A Maintenance Area must have at least one category, and will usually
have resources. However Jobs can be submitted on the category
alone or you may choose a resource name that is quite generic such as
Software Install or Printer.

Servicers Note

You should allocate a servicer to each category and may allocate one to
specific resources. When a job is submitted, the request will go to the
specific item's servicer if one has been set, otherwise the job will go to
the category's default servicer.

Resource Specific servicers need only be set where they are different to
the category servicer.

Use the edit buttons under Category to add one or more categories and
set their default servicer and other options.

Page 23



Chapter 2

,

Category:
Description:
Area:

Default Servicer Code:

IComputer-Deskftop

I Curriculum Desktop Computers

I Computer Area

| JARED

~Foritems in this category...

v allow a Location to be entered

[” enable Purchase Price

¥ enable Purchase Date

¥ enable Asset Register Number

[~ enable Serial Number

v OK |

Record will be Changed

X Cancel |

_

RESOURCES

You may change the
Maintenance Area any time
using the lookup button.

Use the LookUp button to
choose a Servicer.

A Resource can be used to refer to any potential service request within
the category. Often that relates to physical equipment, but it can be a
service such as training. 'Item'is a more general word, often used in this
manual, which means the same thing: something that comes under a

category.

You do not have to have resources entered. A user can select a category
and describe their problem.

However entering specific items means less typing for the users if they
can directly select their item. Also, the history file becomes more useful
when it can display service histories of given items.

Adding a Resource

Highlight the Correct Category

wurces in each Area

= &=

“ Computer Area

(] computes Desktap

Resource

Press Insert (next to the
Resources table)

Printer |IBMOZ
IBMO3 .
B | Enter the item's name or
A O | identifier.
m Delete
L Recors Wil gesced = A description helps a user
Category: Computer-Desktop tO |dent|fy ItemS. It dISp|ay5
i oo | when a user submits a job.
: Description:
7 fssian Servieer efault Servicer Code .
LI DefautSenvicer Code: 1 JARFD Al The default servicer has been
Location ﬂ . .
Puchase Date: | G000 [ dcimmivy inherited from that of the
= | category. Change it if you
Asset Register Number. | W|sh_
| v ok | 3 cancel The Location can be looked up
by clicking the lookup button.
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Cloning

Many computer labs have equipment identified systematically.
Eg computers 1 to 26 in room G1 labelled from G101 to G126.

Cloning allows computer G101 to be entered with all relevant details, then
replicated automatically from G102 to G126, saving lots of time.

Here, G101 has been added, through the update form.

3
“ Browse Categories and Resources in each Area | =] & |

4

f"’; a Computer Area D Computer-Desktop

| Maintenance Area

Rezource

IEM 1

Make multiple copies of a resource - - ‘ '

Based on Item: (5701
Description: Pentium i7 m
Default Servicer: JARED
Location: Room G1
Thiz enables pou to copy a resource many times.

The new rezources have a name given by the stem [entered below] followed by a number.
So you could have PCO1, PCO2, PCOZ ... ‘

or Laptop01, Laptop02 ... Stem of Resource Name: |I31

r'ou can change a resource's details Starting No: 2=
aftenwards if pou need ko,

To add or change
maintenance areas [above),
log on as Administrator and go
ta Administration menu,

Maintenance Areas Mumber To Add: |24 2

With G101 highlighted, the Clone button is clicked, bring up the Clone
dialogue window. Filling in the details...

The stem is that part of the name that does not change (G1). The first of
the copies is to be called G102, so the starting number is 2. I want to go
to 26, so I need to add 25.

If you get the arithmetic wrong don't worry because you can easily add or
delete extras.

@ Computer-Deskton Click the Make Clones button

%; The copies are instantly created, identical in every respect except hame
G102 L4 to G101.

G103
G104

G105

G106

Gi07

G108

G109 -

g The Undo Clone button is now active and will function until you clone
G112 . another resource or until you close this window.

G113

G114 . . o .

G115 If you need to undo the cloning, do it immediately.
G116

G117

G118

G119

G120

G121

G122

G123

G124 -

Page 25



Chapter 2

Changing a Resource's Category

In this example I have a Welfare Computer in Miscellaneous when 1
wanted it in Computer-Desktop.

T e =

f'J; a Computer Area Q Miscellaneous

| Maintenance Area Category
Computer-Desktop
P

Resource
‘welfare Computer

o nsert
A Change

m [elete

il

Clone ltem ...
Unda Cloning |
To add o charge & G| Click the Move
i‘nalntenarl::; a_“?ats [tabU\"Ed]. & Insert | A Change | = Deletel E.H %0\"9
og on as Administrator and go EIOUICES ..
to Administration mer, Resources bUtton

Maintenance Areas %})j‘ Aszsign Servicer

and bring up this utility window.

-
A Mo R Category_ g
&

Move a Resource to another Category

~Source — Destination

| Original Categary
Computer-Dezktop Computer-Desktop

Miscellaneous Highlight the Categary Miscellaneous
Prirter pou wish ta mave Pririter
Telewvizion Resource to Televizion
YideoPlayer YideoPlayer
Original Categary Mew Categary -
Resources Resources I:'
Welfare Computer
G102
G103
G104 <= Drop Resource
Drag Resource from o 4 G105 inta this list bos
this fist b => g] g?
Drag 'n' Drop S10m
Resource G109
G110 -
Drag from here Drop here

Now I can highlight the Welfare Computer on the left, and drag it to the
highlighted category on the right.

The welfare computer now belongs to Computer-Desktop.
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SEeT uP GUIDE 7 - ListT oF COMMON SERVICE REQUESTS

This assists users by making it easy to select common faults and allows
the history file to be used more analytically because faults are described
in the same way and thus can be summarised more easily.

r

™

o]

7. Edit List of Commen Service Requests

To enable users to submit jobs quickly and to allow analysis of jobs. it is convenient to
have a list of common faults and requests entered. from which users may select

eg Computer won't boot

Computer does not c
Broken window
Sofiware Installation

This is not essential. but recommended.

onnect to network

; /A Edit List of Requests

Click the Edit List of Requests button

Edit this list to suit your needs. Each fault is given a code automatically.
This code is passed though to the history file and helps with summaries.

r
4| Browse Faults and Requests C=ll=]

EN

-
CWwoONDN B WN

Code | Problem
1 Software Installation Required

Software problem
Monitor is faulty
Keyboard is faulty
Mouse is faulty
Computerwon't boot
Computer will not connect to network |
Videotape jammed
Television untuned
Leads missing

2
e |nsert | A Qhangel = [elete |
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SET uP GUIDE 8 - ScHEDULED MAINTENANCE TASKS

Scheduled tasks are placed into the Job Queue whenever they are due.

| % o| 4

8. Scheduled Maintenance Tasks

JobCard can work with a maintenance schedule.

For example: if all video machines need cleaning every 3 months. this can be entered.
and at those times. the task will appear on the job list

This is not an essential step.

28 Edit Schoduled Tasks Click Edit Scheduled
Tasks

Click Insert to get the Update Form

; _
= Update Scheduled Maintenance_ [ESREER

Description: | Check all N4 computers

Area: | Computer Area il

Fill in the appropriate details

Servicer Code: | CNJ ll

MNext Scheduled Maintenance: | 28/08/11 EI:
Maintenance Interval (days): |2 3‘

Date of Last Maintenance can be left

Date of Last Maintenance: I 24j08/11 ;I: @ for JobCard to complete.
v 0K | X Cancel | CIICk OK

When the correct time arrives, the job appears in the queue.

Click any heading to sorton it.. 13 Jobsin Queue

When the Job is dragged to the history file, JobCard regards the Job as
having been done and updates the Date of Last Maintenance field (in the
above form). It then resets the next maintenance date.

Femeeeemeer O

All Areas

Scheduled Task LastDone Servicer Interval (days Next due Area

Check all N4 computers 290842011 Z 31/08/2011 Computer Area
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SET uP GUIDE 9 - CONFIGURATION OPTIONS

i ™
4" Setup Guide =_ll—

| =| A

I

9. Configuration Options

Set the program to behave the way that suits you and your
organisation best

Set what users can and cannot do. ;3}
Alter the Administrator password and other settings :

& » Configure JobCard

Y

- ™
%, Configuration Options ==

¥ Use Maintenance Schedules
W Allow users to view submitted jobs

¥ Allow servicer final comment before sending job to histary _
v UUser code on service request must be chosen from a list of Users:

Check this box if you wish to have tight control over user names on the service requests.
If in doubt leave unchecked. if checked, user list must be maintained by administrator.

| JobCard Password: UserPW if blank, user will not be prompted for I

password to launch JobCard

Admin Password: AdminPW if blank, any user can go in as Administrator
v OK | & Cancel |

Use Maintenance Schedules

If unticked, JobCard will not add any Scheduled Maintenance tasks.
Allow users to View Submitted jobs

If unticked, Users cannot view the Job queue.
Allow servicer final comment...

This encourages servicers to add a comment to jobs that go to history,
by opening up that job in a window. Otherwise the job goes to history
directly.

User Code must be chosen...

If ticked, you must be prepared to have all staff names entered in the
user list. This may require you to import the users' names via a text file.
You must maintain this list as users change.

Passwords
If the JobCard password is left blank, no password is required for users.
If the Admin password is blank, Jobcard automatically opens in Admin

mode. This is useful for setting up, but not when JobCard is on the
network.
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SET uP GuiDE 10 - DATA CHECK
r'-.r" Setup Guide - ‘ Elﬂu1

o % o 4

10. Data Check |
This runs a check to detect obvi ights or inc istencies in your data.
It checks that you have at least 1 maintenance area. at | g

least 1 category. at least 1 identified service person for :
each area__eic

= S Check Data

Click the Check Data button to bring up this window

"& Run Data Integrity Che_cl [N

This utility will check data consistency in JobCard.

It checks for the existence of vital information in The data check checks the logic and
your setup and alerts you if anything is missing. completeness of your current data.
This utility will also correct some obvious Click the button to run the check

inconsistencies where possible. .
and view a report.

The results of the data integrity check are written to a
text file called "errors txt" in the JobCard folder.

. View an ASC File

e _ N
Results of JobCard Data Integrity Cheok performed on 29 AUG 11 at 10 36AH ¥ g
drea Check

Maintenancs Arsas sxist - OF

Users Check
Users exist - OK

Servicer Check
naintenance aress have at least one servicer assigned to them — OK

R oTek ot Resouross smist - OK The report is a plain text file
o ione bt Resources emist — O "errors.txt" and can be printed
Resources Check £1 using the button on the window.

Resources exist - 0K

Resources Check #2
Resources file has no obvious errors - OK

Servicers for Areas Check
Servicers for Areas exist - OK

Maintenance Areas and their Serwvicers file has no obvious errors — OK

Job Check

User JJ does not exist
Use Set Up Guide Step 3 — Osers and Servicers

User JJ does not ewist
Uss Set Up Guide Step 3 — Users and Servicers

User JJ doss not ewist.
Use Set Up Guide Step 3 — Users and Servicers

User JJ does not esist

Lel | ol (= Print.
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EMAIL

Overview

JobCard may be configured to send an email to the servicer when a job is
submitted. The job still goes into the usual job list, but the servicer will
receive email notification of it straight away.

When viewed by a servicer, the job can be allocated to another servicer.
If that servicer has an email address, he will be notified via email.

When a job is moved to history, if both notifier and servicer have email, a
Job Completion notification email may be sent to the notifier.

Configuration requirements

An email address must be configured for use by Jobcard to send from.
You must test that it works.

Servicers must have an email address entered into JobCard and must
have their email enabled.

General users may have email addresses entered.

Set up Specifics

+ Administration [
“-; Configuration Options

¥ Empty Selected Data

Check Data Integrity

= Set Background Image

™ Back up data to another Folder
‘® Back up data to a Single File

® Restore Data from Single File

<7 Setup Guide

From the Administration Menu, select Email Configuration.

{7 JobCard - Administrator Access m

Tick Email servicer when job is submitted to activate the relevant
controls.

Check either All Users or Selected Users.

Click Set User

(@ Email Configuration

SMTP Email Configuration

Status to edit

¥ Email servicer when job is submitted a II’ldIVIdual ma||
Activate for: :
[ " Allusers * Selected users  Set user status | ‘ Settlngs'
Email Settings
Domain: hotkey.net.au (See Over)

Server: smtp.hotkey.net.au
Port: 25
Authorised User:

Default Account

) Edit Settings... [ fE Send Test Message...
i
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Set User Email Status

For designated servicers:

Check Allow Email by clicking the Toggle button.
Enter an email address by Double clicking an entry. This allows you to
enter the email address directly on the line.

I 5
Set users' email properties ‘ .

Locate User Code: Dbl-Click to edit email address g

Activate All | Deactivate All | Toggle highlighted user's email status
| Turn Email on or off for highlighted user

Code User Name Allow Email| Email Address

AB Anna Brown I

AS Adam Smith r

BERT Beriolini Bertuschkovitch |Gl beri@gmail.com

DIL Dilbertthe IT Manager [ dilbert@hkey.netau

FRDD aenwe -

GW George Washington [

HP Hercule Pairot I

JARED Jared Kozminsky = jared@eduvic.gov.au

<] | o

Alternatively
Edit the User Details in the menu: Browse Edit > Users.
or

Import email addresses from menu: Import > Import User Names.
If users already exist, the import process updates their details.

When you have a couple of servicers set up correctly, return to
the Email Configuration Window.

F -

¥ Email servicer when job is submitted g
Activate for:

’7 " All users ¢ Selected users  5Set user status |

—Email Settings
Domain: hotkey.net.au

Server: smtp.hotkey.net.au
Port: 25
Authorised User:

Default Account

Click Edit Settings
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Email Settings

-
(& SMTP Email Configuration

Domain: |h0tke_l,l.net.au eg: provider.netau v 0K

Server: |smtp.h0tkey.net.au 3 Cancel

Port: 25 usually 25 eg: smtp.providernetau

[l
L

Email Authentication

If email server requires authentication. Otherwise leave blank.
Authorised User Account Name:

Password:

An email accountto use for automated notifications

| Default User: accountE@hotkey. net au

.

Domain

Usually not needed

Server and Port

The name of your email server and its port. SMTP mail defaults to Port
25, but yours may be different.

Authorised User Account Name

General email usually does not require an account name in order to
accept an email. In this case, leave it blank like the above example.

Managed Servers such as Edumail in Victoria will not accept email unless
it is from an authorised user with a password. In this case, you must
enter an account name and its password. Depending onhow the server
is configured, the account name may simply be the name eg tom, or it
may be the full account nhame tom@edumail.vic.gov.au. It is matter of
trial and error in this case.

Default User

This is an account to attach to an email as a sender if the actual sender
in JobCard does not have a listed email account name. It can be left
blank, but without it, some emails are treated as junk mail.
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Test Message

F N

¥ Email servicer when job is submitted g
Activate for:

’7 " All users * Selected users  Set user status | ‘

~ Email Settings
Domain: hotkey.net.au

Server: smtp.hotkey.net.au
Port: 25
Authorised User:

Default Account

Click the Send Test Message button

@ Edit Settings... [g Send Test Message...
H L

This window asks who to send the email to.

,
e — S

Servicer Code (who has an email address) g

[BERT _|

Recipient Name:

Clicking the ellipses (...) button will bring up this
window with all of your designated servicers.

| Benolini Boruschkovich | Select a servicer (probably yourself)

Recipient Address:
[57 sena [ Click Send

If your basic configuration settings are OK, you will see a message
‘Sending 1 Email’. The window should close itself after a short pause.

I bert@gmail.com

| The email address the message should be sent to

If you have things entered correctly you will receive an email looking

similar to this:
5 Inbox Search Inbox »p v|
18 [ 8 From Subject Received Size |Cate.. \7|
= Date: Today
| JobCard email messaging JobCard Email Test Tue 30/08/2011 8:33 AM 6 KB

| Test - < (Plain Te i
-] JobCard Email Test - Message (Plain Text)

From: JobCard email messaging Sent: Tue 30/08/2011 8:32 AM
Ta: Bertolini Bertuschkovitch

Co

Subject: JobCard Email Test

del

JobCard Test Message. MNo reply reguired
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Try an actual job

Computer-Desktop G102
0AUG T Pentium i7

Messageto:  Bertolini Bertuschkovitch

Message Details * Required Message from: *Reguired

This is a test send - GW n rI;:;:nl;up user
‘);’ Software Installation Required

Optionally, select a comman fault below to insertinto message.

Software Installation Required -

« Send

Send to JobCard and email

For an email to be sent, you must have:

Activated Email
The relevant servicer must be Email Enabled
The relevant servicer must have an email address

'Send' will always add the Job to the usual queue and if the above
conditions are satisfied, will also send an email.

The email contains the message plus details of where and when the
email originated.

I _rf'_'h‘l FEEES mwic-ecam Compmr-l}e_'[rglﬂu
) —

Message Developer @
From: George Washington Sent: Tue 30/08/2011 8:48 AM 1
[carobadsl@hotkey.net.au]
To: Bertolini Ber tuschkovitch

Cc
Subject: Service Call: Computer-Desktop G102

(3

Message From: GW
From Computer: IOWA Logged on user: Tom
Date: 38 AUG 11 Time: 8:47AM

Resource: G182
Category: Computer-Desktop

This is a test send
Software Installation Required

4 I

Emails will also be sent to the notifier if a servicer is changed or a job is
moved to history.
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THe User GUIDE

Note

Often software gets ahead of a printed manual, so if things don't look
exactly the same, that's ok; the main process won't have changed. If
you are not sure what an undocumented button or option does, try it out.

WHAT JoBCARD DOES

JobCard lets you alert someone about a problem you've noticed or submit
some sort of service request.

Typical situations:
e a fault with some equipment, often computer related
e software installation or update required
e report a broken window

You select from a list of equipment or tasks, report the issue from a
standard list or in your own words, enter your user code and submit the
job.

The job is added to a job list where service people can view the jobs,
prioritise them, print them, annotate them, and store them in a history
file, once completed.

You can view or amend the job list if your JobCard administrator has
allowed it. You can see whether a job has been read by a servicer, or
read any notes made about it.

Jobs may be submitted through Windows or via a web browser.

WiINDOws

One or more people in your school will administer JobCard and someone
will have placed (or can place) a shortcut on a computer available to you.
You must be connected to your network because JobCard is on a server,
not on your computer.

@y Double-Click the shortcut button on your desktop

kli[E :“él F
Password Entry

Enter JobCard Password

Qy Enter Password: |
|

If the JobCard administrator has implemented a password, you will have
to enter it. It is case sensitive.

v 0K

Enter your password and Click OK
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JobCard - Submit 3 Job Request [E=SFENT
& File & Administration ¥ Import = Browse/Edit Al Jobs (%) History & Reports
‘ A West Coast College
aé"’ C:\Jobcard3 I
hi
Write and submit a
job request
| Copyright CaRob Computing 2011 |Version: Aug 15, 2011 | Tuesday, August 30, 2011 | 6:10PM
Job Card main Window - logged on as a user
Click on the pencil icon ?2 | to submit a job.
(47 Service Request Windo =
o R -
= @ Buildings Selects catgony ortiem e |

([l Broken Window
L Grafitti
[ Miscellaneous
Computer-Desktop
Grounds
Miscellaneous.
Printer
Television
VideoPlayer

Buildings
1 Broken Window
Select either an ltem

or the most
appropriate category

% Report Problem ... | W

Tree diagram of
items grouped into

Then click this

i button
categories that you A AllAeas
can open or close.
Show an Area ___ |
& All Locations
Show a Location ___ |
+ Expand All = ContractAl | Window may be resized
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THE SErRVICE REQUEST WINDOW

** Service Request Window

- (=] =

s% Resources
(= 48 Buildings
] Broken Window
L Grafitti
— [ Miscellaneous
[~ g Computer-Deskiop
— G101
—LiGi2
~LiG103

= Select a catgory or item
@ e

Computer-Desktop
G102
Pentium i7
Room G1

A_" P Report Problem ...

3NAUGT

Describe the
fault or
choose from
the list

Gio2

Pentium i7

-EG1 - .

et Messageto:  Bertolini Beruschkovitch

_E g: Message Details * Required Message from: " Required
il G

= 51

Describe the fault here. or select one fromthe - [as n mww
list of common faults below

eg Keyboard is faulty

Enter or look
up your code

[ Keyboard is faulty -

Click send
when done

=] After submitting the job a window displays. Click OK.

Jab successfully reported

If email options have been activated, the service person will receive an
email.

B Seice Colt Computer-Desktop G10; (Plain Tm}‘blélg
L ]

Message Developer @ e

Adam Smith <as{@westcoastool. syz.edu.au Sent:  Wed 31/08/2011 9:05 AM
To: Bertolini Bertuschkovitch

Subject: Service Call: Computer-Desktop G102

Message From: AS
From Computer: IOWA Logged on user: Tom
Date: 31 AUG 11 Time: 9:01AM

» &

Resource: G102
Category: Computer-Desktop

Describe the fault here, or select one from the list of common faults below

eg Keyboard is faulty

o See more about:

© CaRob Computing
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Z ‘ @ ‘ Click binoculars to View current jobs (below)

| . Click any heading to sort on it.. 13 Jobsin Queus

D
e | |

1
13
12
8
7
&
5
4
1

W Show All Jobs S

Code

BERT

DIL

Ly

Your jobin
the queue

Red - Job not yet seen

¥ _ColourKey Yellow — Job has been seen
Clear — Job is being worked on

| List Box
ﬂ Fant

M w1 - L

You may double click any job to see the details and to see if a
service person has added any notes.

—Job Details
14 Computer-Deskiop ¥ 0K |
-~
G102
o Cancel |
MNotified: 31 AUG 11 901AM by AS
Describe the fault here, or select one from the list of -

common faults below
Scroll Jobs...

el

eg Keyboard is faulty

Servicer: BERT

Bad batch - we're changing them all soon
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BROWSER

You will probably have a hyperlink from your organisation's intranet.

£~ B X | & neviobCard

i .
|Q@ & nittp/127.001:1088/StartP age

Eile [Edit  Yiew Fpvoriter Tools Help
West Coast College ©)
_ d JobCard
Login
Start Page
Login to submit a service request
Logout when finished.
Login

Log in to submit a job

password |

e | ——

SELECTING A RESOURCE OR CATEGORY

Click Login

Enter the password, which is case-
Login sensitive.

You will submit service requests through one or more Maintenance Areas
each grouped into one or more Categories of items or resources.

This example shows Physical Services highlighted in yellow, which has
four categories. Classroom category is highlighted, and it displays

specific rooms as resources on the right.

West Coast College ©
JobCard

Login  Submit a job  View Jobs Logout

Select Category or Item for servicing

Maintenance Areas Categories Resources
| Catesory Witem |
Computer Area Admin Areas P G0 P
Physical Services
e — ) Classrooms £ G02 Ve
s Garden » G03 P
Submit Job v G4
for this 2
Category Submit Job P
for alisted <
resource 4
Pl

If the specific resource
you want is listed, click the
pencil button next to it.

If the individual item
or resource is not
listed, select the most
appropriate category.
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JoB WiNDow

West Coast College ©
rd JobCard

Login - Submit a job  View Jobs  Logout

Submit Service Request

Main
o : [ Classrooms | Ttem: [Gos
Default Servicer Code: | JARED 1. Select
Notified by [ Adam smith [ =] yourself
Problem: Broken desk at back left of room
2. Describe the
problem
Date Reported: 11/09/2011 |

[ save IH_,,QE. Click ‘Save’

You have only two fields to complete.
Try to be as specific as you can in the description of the problem.

% West Coast College @
JobCard
d i After clicking

Login Submitajob View Jobs Logout

save, you will

Current Jobs - Area and Category be taken to the
View Jobs page
Computer Aréa | | Admin Areas GO5 AS 11/09/11 Broken desk at back left of 0 2 where your job is
Physical Services | | Classrooms room ) .
Garden GO03 AB 9/09/11 Lock is sticky and carpetis 0 R h |g h I |g hted .
Qutdeors torn where the door snags it

You can always view jobs that are currently active.

Email notification

.
= TG vice Col: Classrooms GO5 - Message (HTML) | — (oo (=) [
G| Message  Developer v @
H2U0+%G ~
From: Adam Smith <asmith @wee.edu.au > Sent:  Sun11/09/2011 4:39 PM
To: Jared Kozminsky
Ce

| Subject: Service Call: Classrooms GO5

. [ix)
Service Request -
Date Time Resource/Item Category Notifier
11/09/11 4:38PM G05 Classrooms AS
Adam Smith

Broken desk at back left of room

This message has been sent by JobCard Automatic Mailer
West Coast College Flense do not reply. JobCard by CaRob Computing
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Can View / Print

OVERVIEW

A servicer is anyone who logs on as an Administrator or who logs in to a
Maintenance Area. Areas can each have different passwords.

An administrator sees all maintenance areas and can maintain all data
files.

Anyone logged into a single area can service jobs, view histories and set
maintenance schedules for that area.

The focus for a servicer is the job list. The flow chart next page
summarises their actions as far as Jobs are concerned.

September 11
M T W T F 3 &
1 2 3 4
5 6 7 &8 5 10 N1
12 13 14 15 16 17 18
19 20 21 22 23 24 25
25 27 28 2% 30

Scheduled
Maintenance
Tasks

configures

Servicer T

configures

T

works on jobs Resources

N\

Job List
| — |
v
—=
H IStOW Permanent Bin

Delete

A job may be a mistake or other trivia and can be dragged to the bin.
A job may be better done by another servicer, so it can be reallocated.

Jobs remaining must be dealt with by the servicer.
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THe History FiLE

Someone has to decide on how or if the history utility is to be used. It
may only be used for certain kinds of job, all jobs or no jobs. This is an
in-house decision.

When a job is completed, the servicer either bins it or drags it to history.
If it goes into history, the servicer can add a comment to about what
action was taken (for future reference).

Jobs can be restored from the history file if they have been placed there
prematurely.

The history file can be viewed, printed, and
exported as a text file. It can be a useful
tool for looking at the work history of specific
pieces of equipment to assist in decision

making with regards perhaps to disposal or
renewing.

Read Job in List

Is it junk? Yes—> Bin it The Bin

The bin is not permanent deletion. It actually
saves each job. If the bin is emptied, though,
the job is gone.

No

Jobs can be restored from the bin if they have
been placed there prematurely.

Should Someone Reallocate
. Yes—» . .
else do it? it The Job List
This can be read by users if the administrator
has allowed it.
No If L .
v a machine is sent out for repair, the
repairer can be entered. The job stays in the
Service the list until completion, but anyone checking the
Request list can see what's happening to it.

If a job is taking time, a checkbox can be
ticked to indicate that work is in progress.
This reassures users (and the boss maybe)
that some action is ocurring.

Put in History File? —No—» Bin it

Yes
4

Annotate it

v

Drag to History
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WORKING WITH THE JoB LisT

a Administrator Login

L.?l Print Setup...

o1 Enter Registration Code

@ About JobCard

Q bt

N T LD WL PRSI N NS e

W file & Administration # [mport 1 Growse/Edit A Jobs ( History # Reports

A ¥

#| s

Log in to an area with the Area password

p
i Select Area to Log In to... | hl

Select Area

Area
q

Library Audio Visual

Password Entry

Log in to IT equipment

Enter Password: I *H'H*I

Ly Porland SC
&n CdebCard

View Jobs

After logging in

Click this button to see the jobs from your area.

(& Job List for IT equipment
-
- Click any heading to sorton it... 24 Jobsin Queue
W 1D Priority | Date Job Name Item Notifier[+] Servicer
3 248 3| e0ar1 Computer-Desktop Check all N4 computers Sched Maint CNJ
3 241 0| 25/08/11 Computer-Desktop G11_02 LIZ CNJ
- 236 | 5| 25/08/11 Printer Brother AP Office TOMBO CNJ
3 219 0| 11/08/11 Computer-Desktop G112 WNR CNJ
@\ View: - 218 4| 10/08/11 Computer-Desktop G11_03 CNJ CNJ
= 3 198 0| 10/08/11 Computer-Desktop G11_03 & CNJ
—_— 191 0| 100811 Computer-Desktop N4D4 WNR CNJ
185 0| 9/08/11 Computer-Desktop G11_07 JC CNJ
&= print o 0 17/06/11
I-EyJ Znnt.. ¥ 174 0] 17/06/11 Computer-Desktop G11_05 wenw
e —— 3 168 0| 15/06/11 Computer-Desktop G11_n Tom
3 167 0| 15/06/11 Computer-Desktop G11_08 Bert
¥ Show All Jobs » 166 0| 15/06/11 Printer HP Deskjet LIB John T
3 162 0| 9/06/11 Printer Brother AP Office Bert
Code 3 161 0| 9/06/11 Computer-Desktop G11_02 bert
CNJ b 156 0| 906/11 Computer-Deskiop G11_02 W
TOMEO - 144 0| 9/06/11 Computer-Desktop G11_04 LIZ CNJ
3 138 0| B8i0B/11 Computer-Desktop G11_04 LIZ
3 136 0| B8i0B/11 Computer-Desktop G11_02 5
3 135 0| B8i0B/11 Computer-Desktop G11_01 WNR
3 123 0| 8i06/11 Computer-Desktop G112 Tombo
3 122 0| 7/06/11 Computer-Desktop G11_02 FRE
3 114 0| 27/05/11 Computer-Desktop G11_05 TOM TOMBO
3 111 3| 50510 Computer-Desktop Check all N4 computers Sched Maint CNJ
P Colour Key |
A List Box
Font
<] | I
(™) o - - —— lah cuhmittad neina Mat lahi™ard

Current Jobs

(=[E i)

|

Job Completed
Drag to History

M

Dbl-Click to Open History

Delete Job
Drag to Bin

g;.

Dbl-Click to Open Bin

© CaRob Computing
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Sorting Jobs

The job list shows jobs in chronological order initially, but a single click on
any heading sorts by that column. Another click sorts in reverse.

Triangle Icons

Job has notbeen looked atyet

The jobs may have coloured icons on the left.

In particular, a red triangle means a job is fresh. It
hasn't been opened by a servicer or administrator. A
yellow triangle indicates that a job has at least been
Job has been seen by the servicer opened. No icon means that a servicer has flagged it
as being looked at.

The servicer has indicated that the job is being
considered orworked on.

The symbols are partly to give some feedback to users
who want to see where there job has got to.

Show all jobs or Show one servicer's jobs

rammmng

= Click any heading to sort on it 11 Jobsin Queue

w [[] Prigrty | Dale Joir Name | e e ] | Eervicer

12 248 3| soa1 Computer-Deskion Chack all N4 computars Serad Maint | CHJ

(] 241 0| 250811 Computer-Deskian G2 LIF CHl

7 236 @ 5| 250811 Prirder Baolfar AP Otfics TOMBD | Chy

(] 218 O 110811 Computer-Deskian G112 WA | Chl

% View. # 218 4| 100811 Computer-Deskisn G11.03 CH | ChJ

(] 198 0| 100811 Computer-Deskian G11.03 J | Ml

1 0| 10908141 | Computer-Deskiop LR | WHR Chd

0| 08 | Computar-Deskion G107 | MG Gl

. 0| 170611 | Gireg CHl

. " ’ ﬂ LE
3

EOE10 Computer-Deskian Chach all N4 computisrs Setid Maini

If Show All Jobs is unticked, you can see jobs for a selected servicer only.
The little table at left of screen shows all servicers for that particular
area.

All of the above applies to administrators except they see jobs and
servicers from all maintenance areas.

Change Table

Drag the column boundaries to resize columns.
Use the List Box Font button to alter the font size or type.

These settings are remembered.
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Viewing a Job

Click the View..

. button {6 view. |

. 8. Change Item
Jr;llqui Job name
umper
nging a Job Record - )
Details |
L 144 Computer-Deskiop Tam i] L’
Gl1_4 TOWA
Maotified: 9JUN 11 S44AM by LIZ ﬂl
7. Software problem and alzo Mouse is faulty _-_-_'_'_'_‘—_‘—: 2 Edit problem
illocate the
job 4,
Turns off i
yellow or red 3
Senvicer icon SEttI ng
[Tomeo A| I BeinglookedAt ¥ ToPrint Priorly: IF% a
[@emai] 5Hon-1Low priority
6. e
is messaﬁ IE{E‘”E'IEJ b}' CNJ E.‘Dg”-
vans the job
has been 5.
2allocated 9. If an external
om CNJ to Send email to serviceris
TOMBO job initiator involved 4
Job sent out Seroll through Jobs..
Sentio: I o \}_I =
1. Change Item Name
Not usually required but if the job has it wrong it can be corrected.
2. Edit problem
Not usually required but it can be edited.
3. Set a priority
This may be set by a supervisor to indicate importance. The printed job
list puts high priority jobs at the top.
A priority 5 job has a red button placed on it to attract attention.
Priorities translate when printed as follows:
5 - High, 4 - Medium High, 3 - Medium, 2 - Medium Low, 1 - Low
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4. Turns off yellow or red icon

Shows someone may actually be doing something about this job.

5. If external servicer is involved

External servicers can be looked up from a list.

|0}  Priorite] Date Job Mame L= Motifier Servicer |
B3 3120/01/04 |Laptop Computer | BMP_IBM LT JARED

EE | i 5125/01/04 |Desktop Cormputer| 5104 ERE JARED

k& 3125/01/04 | Desktop Cornputer| 5105 ESC BE

6. Notes area

The message shown in the screen dump is what occurs if someone has
reallocated the job to the current servicer.

This area is where a servicer can annotate a job prior to it going into

history.

7. Reallocate the job

The hooked arrow indicates a lookup table, where you can choose
another servicer for this job.

8. Unique Job Number

Can be convenient for someone to be able to say "I'm working on job 68"
rather than "I'm working on that S105 job that Jared dumped on me."

9. Send Email

JobCard can send an email directly to the Job initiator. You may add an
attachment if there is a diagram or image that is relevant.

& Email re job 144

=

Emailto: Liz Santucci

Attach

Message:

Job ID: 144

Date Reported: 9 JUN 11
Resource: G11_04
Category: Computer-Desktop

Details
Software problem and also Mouse is faulty

Liz, the problem should be fixed by Thursday .. check with me then

Tom
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Printing Jobs

Click the Print... button &) .

This window allows you to choose jobs to print. You may tag/untag jobs
individually or use the buttons. The Fresh jobs buttons will tag all jobs
with red or yellow triangles. These are the jobs not being looked at yet.

-
Print selected jobs...

All Jobs

Job Name [tem
Television TV02
Television V02 Notified problem:
70| Television ™M The JCV is notwaorking
79| Television V03
229| Television TV02
111 | Computer-Desktop | Check all N4 computers
114 | Computer-Desktop | G11_05

116 | VideoPlayer Wid01
|
| 121 Computer G11_’D1 —Select Jobs to Print
122 | Computer-Desktop | G11_02
123| Computer-Deskiop | G11_12 Select Al
133 | Telewvision V02
135| Computer-Deskiop | G11_07 Deselect Al
136 | Computer-Desktop | G11_02 Fresh Jobs
138 | Computer-Desktop | G11_04
Video_P!ayer Vidd3 F|iQSE|ECﬂ0ﬂ
147 | Television V02
144 | Computer-Desktop | G11_04
156 | Computer-Desktop | G11_02
Computer-Desktop | G11_02

KEOOORR

R

< Double Click to select/deselect single jobs

When the jobs are printed, the Being Looked At checkbox is automatically
ticked, and the triangle icon disappears.

The jobs appearing in the table above are based on whether all jobs were
being viewed in the job list, or whether only a selected servicer's jobs
were being viewed.

The above image has All Jobs printed above the table.

If the job view was of Jared's then the print window would differ as

shown below.
-
ChJ

D Job Name ltem
v 111 Computer-Desktop Check all N4 computer
r 178 | Computer-Desktop | M403
r 185 | Computer-Deskiop | G11_07
- 191 | Computer-Desktap | N404
Il 218| Computer-Desktop | G11_03
Iv 219| Computer-Desktop | G11_12
v 236 | Printer Brother AP Office
~ 241 | Computer-Desktop | G11_02
3 248 | Computer-Desktop | Check all M4 computers

© CaRob Computing Page 52



Servicer's Guide

When printed, the jobs print 5 to a page, showing jobs in priority order.
Some room is left for a servicer to make any notes.

Job List for: All Jobs

éggd;

West Coast Senior High School

e Priority
Desktop Computer $104 High
Job 66 From: Belinda BOTTLER For: Jared Clark
25 JAN D4 Reported problem: Servicer notes:
T1:26AM Computer will not connect to
network
It boots Ok, but doesn't give the
login window
Ta muchly
Laptop Computer RNP_IBM Medium
Job 63 From: Ted LEAHY For: Jared Clark
20 JAN 04 Reported problem: Servicer notes:
10:08FM Can't get mouse working
Medium

Desktop Computer S105

Job 68 From: Cheryl EDDINGS

25 JAN 04 Reported problem:

5:03PM Monitor is faulty

Has power but screen is black

For: Bertolini Bertoluschinckovitc

Servicer notes:
referred by JARED 25/01/04

Medium - Low

Laptop Computer MTL_IBM

Job 70 From: Leigh MARRIOTT

25 JAN 04 Reported problem:

5:04PM Software problem

Word crashes

For: Bertolini Bertoluschinckovitc

Senvicer notes:
referred by JARED 25/01/04

Low

Laptop Computer BET_ACER

Job 69 From: Toni BURGLUNDY

25 JAN D4 Reported problem:

5:04PmM Software Installation Required

Meed First Class updated

For: Jared Clark

Senvicer notes:

Printed: 25-01-04 5:28 PM
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Job's done
When a job is not wanted in the list, it is either binned it or sent it to

ﬁ o List .:'__ﬂ x
: Click any heading o sodonil 9 Jobsin Quwewe
[ Gain [ ea Famn T  Fromseri+ [ Servicer
w v 3 1 Compuer-Dasiics Crack al I computnrs ﬁ&ﬂ =] g‘
» 241 o | cHJ
y 2| 5 CHJ
f_ g 2
@'m ) i : : Joby Compietied
178 0| IT0E11 il
(= print ¥ m 3| BoEno q
™ Show All Jobs .
Code DTk B Oty sy
E Drag 'n' Drop
WikiR
CrHU
o Drag means:
...click on the job to be moved Delsts ok
...keep the mouse button held s b
down
...move the mouse to the bin or
history file.
F Colour Kay [ed-Chicie B Cipars i
Drop means:
1 Lisd Box
Al Foat ...release the mouse button over
the target
EI | : il
R T | L ] Job submitied using MellobCard

history.

Double Click on the bin to open it...

Double Click on a Job to Undelete it

Click on heading to ort column

g T S

29/03/06
26/04/06
26/04/06
26/04/06
1/07/06
17/10/06
30/10/06
9/02/07
9/08/07
12/04/08
6/12/08
7/04/09
7/04/09
8/04/09
28/04/10
4/05/10
5/05/10
5/05/10
5/05/10

5/05/10

Job Name
Maintenance
Printer

Printer

Printer

Printer
Maintenance
Computer-Desktop
Maintenance
Maintenance
Computer-Desktop
Computer-Desktop
Computer-Desktop
Computer-Desktop
Printer
Computer-Desktop
Computer-Desktop
Computer-Desktop
Computer-Desktop
Computer-Desktop
Computer-Desktop

ltem

HPF Deskjet LIB

HP Deskjet LIB
Brother AP Office
HP Deskjet LIB
Check all N4 compu
N401

Check all N4 compu
Check all N4 compu
Check all N4 compu
Check all N4 compu
Check all N4 compu
Check all N4 compu
A Printer

Check all N4 compu
Check all N4 compu
Check all N4 compu
Check all N4 compu
G11_02

G11_10

Sched Maint CNJ
CMJ
Sched Maint CNJ
Sched Maint CNJ
Sched Maint CNJ
Sched Maint CNJ
Sched Maint CNJ
Sched Maint CNJ
LIZ
Sched Maint CNJ
Sched Maint CNJ
Sched Maint CNJ
Sched Maint CNJ
WHNR
LIZ

Empty the Bin @ |

Double Click a job to put it back in the job list.

The bin is viewed like any other file but cannot be edited, printed, or

exported.
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Dragging to history and annotating the job

If set up this way by the administrator, when you drop the job on the
History icon, the job immediately opens in the edit form....

F r—-l
S O

| ~Job Details
219 Computer-Deskiop |
G11_12 a

| Notified: 11 AUG 11 S47AM by WNR X Cancel

Reported
Problem:

»

Keyboard missing A, S keys

Servicer I CNJ n |

Servicer | new keyboard fitted| - The servicer can then

Notes: make a final note of what
was performed. Other
items can also be edited
if needed.

Click OK to add it to
history, Cancel to return
it to the job list.

Job sent out

Sentto: ll

If email is functional in JobCard, an email notification is automatically
generated for the job initiator

A i onmind B e pankon shgandng B comelinted 8
Emadis Roban Wagesr

Mesrage
Job Ik 218

Dt Rapaitid 11 ALG 11
Resowes: G11_12
Cubegesy: Compitai-Duabing
Diptndy

Haryboand minmng A 5 ey
o Jobe cemplatd
Heybomdwaiieplaced QTGS

Jored Clarkson « Sent  Wed 709/2001 8:32 AM
Te Rabert Wagner

Subsec: lob Completian Hotice

» &R

Job 1Dz A%

Date Reported: 11 AUG 11
Respurce: G11_132

Category: Computer-Desktop

Duetails:
Eeyboard missing &, 5 keys

*** Job is completed ***

Key board was replaced
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o Connd Back on the Job List Window
( ;_) Double Click the icon to open the History

Jind Clarkson G11_12

Jted Clak:son| Chasck, o M4 computen:
Jated Clak:son | Chech, o M4 computen:
Jstid Clarkcson| Check ol N4 compuler:
Jaed Clarkczon HAM

Jaied Clark:son M40

Jated Clarkson| H403

Filter the list
ba=zed on the
servicer or Print History
notifier based on
several filters

L) Export History b
TestFie

T Flgﬁm. ook

I

If logged into a Maintenance Area, you see the history for that area.
If logged on as Administrator, you see the history of all areas.

The view can be filtered to a specific notifier or a specific servicer, at left
of window.

Export to Text

This exports all history fields to a text file named "history.txt". This gives
you the flexibility to open it with another tool (e.g. spreadsheet) and
manipulate it yourself.

Export History to Text File

History will be exported to a file named HISTORY . TXT located
inthe JobCard folder.

v Include Header Row

Tab or Comma Delimited
’7 " Tab & Comma —‘

_ The file can be viewed after
YWiew HISTORY THT exporting .
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PrINTING HISTORY

The History is likely to be too large for you to want to print all of it, so
the printing is always filtered to a set of selected jobs.

Based on highlighted job

If you are interested in a particular item of equipment, or a particular
servicer, or a particular notifier, highlight a job that involves them. Then
click the first of the print buttons.

Set the date range.

If you click Job Name, you will print G11_12 jobs.

If you click on Notifier, you will print Robert Wagner's jobs.
If you click on Servicer, you will print Jared Clarkson's jobs.

Job Mame: G11_12 g
Motfied by, Robert Wagner
Date Repoted. 11 ALG 11

Semiced by, Jared Clarkson

Date Done: 7 SEP 11
Ll pin
int all jobes with the same F Use Date Range (Unchecked= All g

~ Job Name Start Date: 11708111 &
e End Dale: TS 3

bazed on job
duration, .,

[l

Print all jobs that 6ok longer than
Job Duration:

[ 53 days

 Use Date Range (Untheckeds= All|
SatDate [ &08/10 3]
End Diate: AN 4

(Based on date reponed)

Based on Job Duration

Job duration is the period between when a job was reported and when it
was added to history.
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SCHEDULED MAINTENANCE

When logged into a maintenance area, you may schedule maintenance
tasks for that area.

Scheduled Maintenance is accessed from the Jobs Menu.

This screen dump shows a scheduled task going in for the area Computer
Related. The user cannot change the area.

% Scheduled Maintenance Tasks | =l PY |

IT equipment 1'

Scheduled Task LastDone Servicer Interval (days Next due Area

Check all N4 computers 8/09/2011 IT equipment

” _
s Update Scheduled Maintenance Task " \ lEIEu

Description: | Check Science Laptop Set
Area: |\T equipment ll

Servicer Code: ITOMBO

MNext Scheduled Maintenance: | 710911 3; @
Maintenance Interval (days) lﬂ

<] | Date of Last Maintenance: I 0/00/00 3: @ 2
v 0K | X Cancel |

This job will be added to the job list on the Next Scheduled Maintenance
date.

Click any heading to sorton it. 22 Jobsin Queue

] Pricrity | Date Job Name Iterm Motifier[+] Senvicer

14 Computer-Deskiop Check Science Laptop Set  Sched Maint
- 248 3| 60911 Computer-Desktop Check all N4 computers Sched Maint CNJ
. an e

na P S S P

When the job is dragged to History, the Date of Next Maintenance is
automatically updated based on the service interval, and Date of Last
Maintenance is filled in automatically.

,

IT equipment

Nextdue | Area

8/09/2011 1T equipment

TOMBO 30 7/10/2011 IT equipment

Scheduled Task | LastDone | Servicer
Check all N4 computers
Check Science Laptop Set

7/09/2011

This shows the Science task having automatically been set for 7 Oct after
it was dragged into history for 7 Sept.
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JoBCARD’s FiLEs
The listing shows all files associated with JobCard.

MName Type Size

. BackUpData File folder

. web File folder

‘@ JCBackup.exe Backup utility — putin Task Scheduler 72 KB
[?i JClock.exe
i JCMgr.exe Service Controller for Web Server M 550 KB
¥ JobCard.exe
i NetlobCard.exe

Required for
NetJobCard

Program
Files
(.exe)

%, ClaASC.dll 55 KB
[%| ClaBAS.dll Application extension 65 KB
%, ClaDOS.dll Application extension 45KB

& clafm3.dll Applfcatfcn r:m:—ns?cn T4 KB

files %] CLAIG.dIl Application extension 1,380 KB

%, ClaMEM.dIl Application extension 65 KB
%| CLAnet.dll Application extension 689 KB
%] ClaRUN.dll Application extension 1,484 KB
%] ClaTPS.dll Application extension 109 KB
%] CLAWE.dII Application extension 354 KB
] JCData.dll Application extension 2,857 KB JobCard is written with
area.tps Clarion TPS data file 2KB a database development
B Bin.tps Clarion TPS data file 4KB language system called
category.tps Clarion TPS data file 3KB Clarion.
fault.tps Clarion TPS data file 2KB
history.tps | Clarion TPS data file 4KB Clarion uses a proprietary
JCData 20110831 1112 tps Single file backup by the user B 1 i i
JCData Wed.tps i Si.ngle file backup by Task Scheduler g?,t?hglet;c;rggg:]ile;:lfable
B jobaps Each physical data file
location.tps Clarion TPS data file 3KB holds one Iogical data
maintenance.tps Clarion TPS data file 2KB

table together with its
indexes.

Data Files

a5| outsourcetps Clarion TP5 data file 2KB

E resource.tps p Clarion TPS data file 10 KB

7= i Client file contains registration details

::::::':s mn rega — TPS files cannot be edited
E ServArea.tps Clarion TPS data file 2KE dlreCtly with common

E servicer.tps Clarion TPS data file 4 KB tools.

STESOUrcetps Clarion TPS data file 11 KB

E status.tps Clarion TPS data file 2KE

E Upg.Tps Clarion TPS data file 22 KB

user.tps Clarion TPS data file 3KB

| jobcard.ini Configuration settings, mainly window positions

i) JobCardd jpg

Restoring from a backup

To restore data from a backup, use Windows Explorer to copy the .tps
files from your backup folder into your working folder.

Program Updates
The program will change with features requested by users, extra reports,
bug fixes and so on. No commercial software is static.

Updates to JobCard will be posted at
http://www.carobcom.com/download.htm
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REePAIRING DATA FILES

TopSpeed files are very robust and problems are rare. However, power
glitches for example can partly corrupt files. A corrupt file is usually
indicated by the program not running, but showing a message saying
that C60TPSx.dll is having a problem with a file. The file is usually
named.

This is ideally fixed by having a recent data back up from which to
restore. However this is not always possible.

TopSpeed provides a freely distributable utility called TPSFIX.EXE
which is part of the JobCard installation. It is located in the folder
JobCard3\FIRSTAID.

TPSFIX can work on a TPS file and repair it, copying it to a file with an
extension of .TPR.

This process does not always work if the header area of the file is
damaged, so a further measure is provided. All of the major JobCard
data files have an Example file in the FIRSTAID directory with an
extension .TPE. Given a .TPE file to work with, TPSFIX can tell what the
file format ought to be, and do its best to produce the .TPR repair file.

After TPSFIX has run, producing a TPR file, the corrupt TPS file should be
copied to elsewhere, the original deleted, and the TPR file renamed as
TPS. Then try it with JobCard.

TPSFIX Example

Assume that History.TPS file in C:\JobCard is corrupted.

* Run TPSFIX.EXE.

This window appears, asking for the the file to recover.
Browse and locate your History. TPS
The recovery file is suggested as History. TPR.

Accept this.

TopSpeed Database Recovery 6.000

Source [file to recowver)

Filenarne: |E:'~.JDbEard'xhistnr_l,l.tps

| Browse.. |

Password: |

Deztination [result file]

Filenarme: | C:hlabCardshistary. TRR | Browse..

Paszword: |

| Mew | | Cancel |
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¢ Press Next and this screen appears asking for the location of the
example file. Note that this is optional, but recommended.

TopSpeed Database Recovery 6.000 - C:\obCand\history.ips

Example File [optional]

Filename: | ., obCard\FIRSTAID \history.tpe | Browse..
Pazzward: |
[ 1 Build Eeys Use Header [ ]Use OEM flag

The Locale file is not used.
Locale File [optional]

Filenarne: | B
’ < Back ” Start ] ’ Cancel ]

» Select Start

If the file is not corrupted, TPSFIX
will tell you that it thinks the file is OK and allow you to exit.

After repair,

TopSpeed Database Recovery 6.000 - C:\JobCard\history.tps

FPage number: Gaf B

Errors Found: ]

Last Errar;

Records recovered: 16 of 16

(FR RN N R RSN R R RN R RN RNNNRRNNRRNNRRNNRRRNRRE )
Finizhed

* Remove the suspect History. TPS
* Rename History. TPR to History. TPS.

Note that TPSFIX comes with its own Help file which can be referred to.

TopSpeed does not recommend using TPSFIX on files that are not
damaged.
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JoBCARD.INI

[ce

JobCard.ini is a plain text file that saves window information, including
locations and fonts. If you move a window, its location is stored in it in
this format:

[BrowseLocation]
Maximize=No
Minimize=No
XPos=96

YPos=9
Width=227
Height=246

JobCard.ini is kept in the User's Documents folder of each computer in
the sub-folder CaRob\JobCard

If a window does not appear when expected, it may be that the location
of the window is off screen. In this case, delete JobCard.ini from the
My Documents\CaRob\JobCard folder. All windows will then be in their
default locations.

To find the JobCard.ini file, go to C:\Users\ and follow the folder tree as
below, except using your own logged on user name.

(|

"
.. » Computer » Local Disk (C:) » Users » Tom » MyDocuments » CaRob » JobCard - ||
Organize = Includein library « Share with Burn MNew folder g= -
i Mame . Date modified Type Size
. Computer X . .
4 | JCBackupINI 12/09/2011 419 PM  Configuration settings 1KB
4k JCDataINI 12/09/2011 4:21 PM  Configuration settings 1KB
(ily Local Disk (C:) o )
4 JCLockINI 12/09/2011 4:21 PM  Configuration settings 1KB
E| £ JCMgrINI 12/09/2011 4:32 PM  Configuration settings 1KB
4k JobCard INI 12/09/2011 4:16 PM  Configuration settings 1KB
4k MetlobCard.INI 12/09/2011 419 PM  Configuration settings 1KB

Organize « Share with + Burn New folder EE=R | @

-

Documents library Amangeby:  Folder =

JobCard
= Libraries Name : Date modified Type Size
@ Documents £ | JCBackup INI 12/09/2011 419 PM  Cenfiguration sett... 1KB
LIS E ata. /09y i onfiguration sett...
&M 4 | JCData NI 12/09/2011 4:21 PM  Configurati 1KB
=] Pictures 28] JCLockINI 12/09/2011 4:21 PM  Configuration sett... 1KB
B Videos 26| JCMgrINI 12/09/2011 4:32PM  Configuration sett... 1KB
E obCard.] /09y i onfiguration sett...
4 | JobCardINI 12/09/2011 416 PM  Configurati 1KB
E obCard. /09y i onfiguration sett...
4 | MetlobCard.INI 12/09/2011 419 PM  Configurati 1KB

) 6§ items
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DATA BAckupr AND RESTORE

It is important that data be backed up securely.

You probably have full system backups that can recover lost files, but
these are not always easy to use, especially if the JobCard Administrator
is not a system techie.

+ Administration

'+ Configuration Options There are three options under the Administration Menu.

L

-

&' Empty Selected Data

Check Data Integrity

= Set Background Image

; Back up data to another Folder
© Back up data to a Single File
Restore Data from Single File

<7 Set up Guide

(@ Email Configuration

Back up data to another Folder

Back up data

4

[ClJobcard31BU Y This copies all the .tps data files into another folder
Click on the button to choose the backup folder that you select. It has the option of also saving
program files.

Also save programfiles ™ | Save

| —

|Save files to the folder ;peclﬁedl

There is no associated Restore with this backup method because
restoring is done by copying one or more files using Windows Explorer.

If for example a file became corrupt and you did not want to (or couldn't)
repair it, you could copy that file back from the backup folder.

It is a good idea to do this backup when ever you have made changes to
your setup, e.g. after adding new resources or categories.

Back up data to a Single File

This backup saves all data .tps files into a single data file named JCData
XxXxxx.tps where xxxxx is the date and time.

™

rL Back up all data into a single file = L= L= The advantage Of thls
method is that you can have

many copies of your data, at
The file will be automatically named "JCData yyyymmdd hhmm.tps" with date and time in the file name different dates_
For example: JCData 20120708 1650.tps would have been created on 8th July 2012 at4.50pm

This copies all your working data into a single data file. Use it for a convenient backup

The data file will be created in the JobCard folder | The Slngle data ﬁle is aISO
L2 Naote: This procedure does not save program files. eas'ly Copled to a memory
Data saved to JCData 20110912 1715 ips with 13 files and 0 errors stick or attached to an email.
CaRaob Computing may request a copy ofthis file if you have problems that need resolving J
& —
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Restore Data from a Single File

o resoing oo T - Because you cannot over-write data
' B files that may be open with another
JobCard and run JCLock exe g_ ‘

To restore data from a single file backup, close . . .
network user, this option requires you
to perform it through the JCLock utility.

Run JCLock.exe (in the JobCard folder).
The Admin password is required.

THe JCLock UTILITY

This utility displays all users on the Network currently using JobCard.
When performing a data restore, all users need to be out of the program.

You may shut them down using the buttons on bottom right.
To keep them shut down you might Disable JobCard (Centre Left).

r ™
{3) Administrator's Start/Stop - — EIEM
West Coast College i
Steps to follow: — JobCards active

1. Check if any JobCards are unning. I so. Shut
them down (bottom right)

2_ If you wish to keep JobCard closed i.e. prevent users Bismarck 10.1.1.253
from starting JobCard. Disable JobCard (below )

3. Perform the Restore
4. Enable JobCard and exit

—Disable/Enable

@ JobCard Enabled

JobCard Control ————————
" Keep JobCard closed
I
’7 @ Allow Jobcard to run Apply
K1 2
When Disabled. no JobCard program can start.
However it may not close down all JobCards - use the
Shutdown for that. ﬂl
— Shutdown
—Restore from Single File Backup———— Message to display to user
For maintenance reasons JobCard needsto be =
& closed down. hl
e Restore Data...

Shutdown Selected | Shutdown All

You may then Restore Data from the Single File backup you select.

This restores the single file backup described previously or one created
by the Automatic Backup (next page). It takes an image of each .tps file
from the backup file and copies it over the existing file.

After restoring, make sure JobCard is Enabled.

Also use JCLock when you are updating the program with a new
download from the CaRob web site.
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AuToMATIC BACKuUP

JCBackup.exe makes a backup of JobCard data whenever it is run.

When executed, it makes a backup and closes itself. You will see
nothing.

Set JCBackup to run in Windows Task Scheduler

When your JobCard is functioning on a server, go to that computer and
run Task Scheduler (TaskSchd.msc).

You may Create Task yourself, or import from the .xml file supplied in the
JobCard folder (described below).

( Task Schedul
Eile Action View Help

|

(5) Task Scheduler (Local)
b [h Task Scheduler Library

Hame Status  Triggers .| | Actions

« Ready When the task is created or modified Task Scheduler Library -
. Ready When the taskis created or modified Q Create Basic Task...

... Ready When the taskis created or modified
... Ready When the task is created or modified LA Tmport Tack... l
... Ready When the taskis created or medified

[

+ Create Task...

Import a task.
' .. Ready Multiple triggers defined [ Display All Running Tasks p
0 ... Ready At11:43 AM every day - After triggered, repeat every 1 hour fc 3 & Enable All Tasks History |
Select JCBackup.xml from the JobCard Folder.
2] JCBackup.xml 10,/09/2011 10:40 AM AML Document 5KB |

Task Scheduler will open the task and allow you to edit its properties.
[0 e N NRR—

General |Tr\ggers I Actions | Conditions | Settingsl

Check each tab in turn.
Mame: JCEackupI
Location: %
Author: IOWATom =
I Description:  Daily Backup of JobCard Data Trlggers
|| Securty options Triggers determine when the backup is run.
| When running the task, use the following user account: Adjust to Suit_

(@ Run only when user is logged on
@ Run whether user is logged on or not
Do not store password. The task will only have access to local computer resources,

[T Run with highest privileges

[ Hidelen Configure for: | Windows® 7, Windows Server™ 2008 R2 -

e e

You must specify what action this task will perform.

Actions

Check this carefully and Edit the action.

Action: [Starta program vl

Settings
Programy/script: Your path may be different.

ChJobcard3\JCBackup.exe '

Add arguments (optional):

Start in (optional): C:\JobCard3 || 'Startin'is not optional as suggested by
Windows. Set it correctly.

|I ok | Ceneel |

—

After saving the task, make sure you run and test it.
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JoBCARD SETUP

Installation

Run the downloaded jcsetup.exe program.

It will offer to install JobCard to C:\JobCard3. Change this to anything
that suits.

Install the sample data unless you have good reason not to.
This gives you data to experiment with and it can be easily deleted.

This folder can be copied anywhere on your network and as long as users
are given full control permissions.

Your initial installation could be to a local C: drive to experiment with. At
any point, you may copy the folder to a server with all data intact.

JobCard comprises a set of ISAM data files operated on by a Windows
executable program.
'@ JCBackup.exe

&) JCLock.exe All files are located in a single JobCard folder.

Fi JCMgr.exe

W JobCard exe The program and files are shareable so that any number of users on a

I NetlobCard.exe network can run the program and work with the data at the same time.
%] ClaASC.dll

P If the JobCard folder is on a network, and users have access rights to the
f cl:fm3 'd” folder, they may operate JobCard. If NetJobCard browser access is being
) cw&'d” used by job reporters, only the Administrator and servicers need full

; ClaMEM.dil permissions.

%] CLAnet.dll ) )

&) ClaRUN.I JobCard does not modify the system registry.

|%| ClaTPS.dll

%] CLAWE.dII

Permissions
%] JCData.dll

a»

Anyone running JobCard.exe needs to be able to Read/Write/Create in
that folder. Users accessing via the browser do not need permissions.

JobCard programs installed

JobCard

JobCard.exe
Main Prgram for administration and job submission under Windows.
JCBackup.exe

Creates a single backup file containing all data, with no user input.
You see nothing, it just does it. Recommended to be installed under
Windows Task Manager to run Daily.

JCLock.exe

Displays JobCard sessions, allows them to be closed, can disable JobCard
and can perform data restore from the single file backup.

NetJobCard.exe

Runs as a web page server to allow users to submit jobs via their
browser. Usually installed as a Windows service.

JCMgr.exe
Installs and uninstalls NetJobCard as a Windows Service.
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Desktop Shortcuts

Administrators and servicers require a shortcut on their desktops.
This should point to JobCard.exe. Make sure you set the Start In folder.

Target type: Application
Target location: Jobcard3

Target: C:Jobcard3'wJobCard exe

Start in: C:Jobcard3

Administrators also need a shortcut to JCLock.exe so they may start and
stop JobCard.

If you are installing NetJobCard, users can use a browser to submit jobs
and will not need desktop shortcuts.

If not using NetJobCard, give users the shortcut to JobCard.exe

UpbDATING JOBCARD

Minor updates and bug fixes may be available gratis from time to time
on our website. They will be available at http:/www.carobcom.com/
download.htm

Updates are actually a full fresh program install, not a patch.

1. Download a fresh setup program.

2. Backup your data on JobCard.

3. Run JCLock to prevent users accessing JobCard or to shut them down.
4. Run the setup program, choosing NOT to install Sample Data

5. Run JCLock again, allowing access.
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REGISTRATION DETAILS

The initial setup of JobCard will run in Demonstration Mode, with
somewhat limited functionality.

L File & Administration ¥ Import = Browse/Edit * Jobs (') History & Reports

A‘»’ @ () ® Log JobCard - DEMONSTRATION VERSION
3 p N 2| G

CJobcard3

Within these constraints however, any data you set up is worth setting up
correctly because it will not be lost.

The Client File

Contact CaRob with an order number and return email address to receive
a client file SClient.tps.

This encrypted file contains your school or organisation name and sets
the mode to be Full (not demo).

,
B JoCan - it A

|l = File & Administration " Import = Browse/Edit * Jobs (‘) History & Reports

1 A @ . Gkgg West Coast College
3 & | |'$\ U_{a ut

1 CJobcard3

Until CaRob receives payment, you may log in and see a nag screen.

R | == -

D——
“Y'aur copy of JobCard is not currently registered and will expire in 25 days. g B
“r'ou must enter the comect Registration Code to enable JobCard. JabCard wil soon be disabled.

Enter Registration Code

When payment is received, a registration code is sent to you.
Enter it from the File Menu.

[ il
‘wn| Enter Registration Code... “ lEIEu

&2 Area Login
a Administrator Login West Coast College
&, Print Setup... 110811

[0 Enter Registration Code Correct Code
‘,‘t About JobCard Registration Code: IABCDE

@ it
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WHAT 1s NeTJoBCARD?

NetJobCard is a browser based module for submitting job requests that operates on the same data as
JobCard. Setup and configuration are done with JobCard.

NetJobCard is an executable program that is usually installed as a Windows Service on the JobCard

server.

JCMgr.exe installs and uninstalls NetJobCard as a service.

ADVANTAGES OF NETJOBCARD OVER JOBCARD FOR JOB NOTIFICATIONS

Browser

Users are not limited to Windows workstations. Any browser on any
platform will work.

You have the potential to be able to make bookings from outside your
LAN via the internet.

Users do not require access to the JobCard data folder, so data is
protected.

Data is modified by the NetJobCard Server on the server, not via a
network transaction. Network transactions carry a small but real risk
that they may not fully complete a disk write due to communications
disruption.

Performance is better because data files don't travel to the client.
Users don't require desktop shortcuts, just a link on the intranet.

Windows

Data travels

via Network and is
changed on,and
saved from the
workstation

JobCard Data

NetJobCardServer

Data is edited on the server by
NetlobCard and it sends out himl

pages only.
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ConFIGURING NETJoBCARD
Run JCMgr.exe (the Admin password will be required).

¥ NetlobCard Service Manager

=] S| |

NetJobCard Service Manager
West Coast College
Ver: Aug 24, 2011
Current Port:
1087
108,

If runhing as & .exe program, close NetBookit3, then restart
IFinstalled a3 a service, use the Service Oplions to Remove
Service & then Reinstall it

Service Option: |

“why install a5 a service?
A service starts when the server starts, so after a server reboot, Net)obCard is automatically running.
A service does nat require a uger ta login.
Before starting MetlobCard as a Service, test it through a browser while running Net)obCard exe standalone.
Make sure pour selected Part works!

; Installs thiz application as a Service, and Starls it in Service Mode,
fneelEoialiab oo After clicking the button. wait and the: window will close
‘windows Service Manager. . | Loads the Windows & ervice Manager window

3 steps to remove the NetJobCard service...
1. Stap the MetlobCard service using ‘windows Service Manager
2. Click the button helow ta remove the service
3. Close this window

Remove Service

Remaves this application from the service list, so that it waon't run as a
service in future.

|

Setting the Port
Click Change Port

r

Select Port for NetlobCard — -
Port To Use: | 1,087 > Cancel
Useful hint:  To see ports that are current used, copy the

following and paste it at the command prompt.

| netstat -an [find /i "listening"

If Port 1087 is used by another service then

it won't work for NetJobCard.

To see ports currently being used, run the command prompt and enter:

netstat -an Ifind /i "listening"

as shown below.

EX Administrator: cmd.exe ‘

Microsoft Windows [Version 6.1.76811]

Copyright <(c> 288? Microsoft Corporation.

45
5]
5]
a
1
1
1

PO - -

@.1:5354
127.8.8.1:27915
192.168.56.1:139

C:sWindows~system32>_

=En X

All rights reserved.
"LISTENING™

LISTENING
LISTENING
LISTENING
LISTENING
LISTENING
LISTENING
LISTENING
LISTENING

/1

The second column of the listing shows the ports (after the colon) being used.

If Port 1087 is used, choose another e.g. 1090

If you change the port, restart NetJobCard

The Port number is saved in a configuration file Settings.ini in the JobCard folder which may be edited in

Notepad if necessary.

When NetJobCard starts, it reads this port number from the .ini file. After that, changing the port won't

J settings.ini - Notepad

‘FI|E Edit Format View Help |

[Settings]
Port=1087

— = eaanaffect NetJobCard unless you Restart the service.

Page 73




Chapter 6

TesTING NETJOBCARD

To test NetJobCard, run the executable NetJobCard.exe

In Windows 7, the firewall prompts with a warning on the first running and you have to allow access.

You may receive this type of message and need

Jitcdow: Seaxity 2] e — > update your firewall exceptions.

@ Windows Firewall has blocked some features of this program

Server 2008 firewall does not give a message.

Windows Firewall has blocked some features of NetJobCard.exe on all public and private

networks.
| Name: . .
mubisher:  Uniknown Add a port exception to the firewall.
Pathy; Cr\jobeard3 \netiobeard.exe (Accessed from Administration Tools > Windows
Allow NetJobCard.exe to communicate on these networks: FIreWall Wlth Advanced SeCUI'Ity)
[¥] Private networks, such as my home or work network Set a new |nb0und and Outbound rule for
i etk s o those i aports nd coffeeshops (1t " the program - select NetJobCard service
'ubiic Nnetworks, su as those N aIrports and o’ (=] 0ps (notrecommende:
because these networks aften have it or no security) : (NetJobCard.exe) from the JobCard3 folder.
What are the risks of allowing a program through a firewall? :
[ @gllow access ] [ Cancel ] i
TR S

PortNumber.  1.087

Once NetJobCard is running, check if a browser can find it.

A NetJobCard is being run directly. This is useful for
" testing. For normal operation, Install and Startas a
{ d Service using JCMgr.exe

From another computer, open a browser and enter the server's IP address and port e.g. 10.74.21.11:1087
or http://servername: 1087

E=E

@ hitp://1011.250:1087. 2 ~ B & X || @ NetlobCard (g 623
Eile Edit View Favorites Tools Help X @ -
x Google - | *% search - | More» _ Signln 9 -
Menu Options ]
West Coast College ©
JobCard
Start Page
Login to submit a service request
Logout when finished.
| aRob Computin on: Aug 19, 2011 arobcom.com |
|

If the browser is on the same computer as NetJobCard use 127.0.0.1:1087 or http://localhost: 1087/

If it fails, and you know that the port is not being used by another application, check the proxy exceptions
(next page).

When you know it is working, close NetJobCard and install it as a service
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PRroxy EXCEPTIONS

If you run a proxy server, then client browsers will need to have an exception added for the NetdJobCard
server, if one does not already exist. You may do this with a group policy or by editing individual
machines. Editing the exceptions is shown below for IE.

For Internet Explorer, go to Tools > Internet Options > Connections Tab (left)

Internet Options

General | Securty | Privacy | Content| Connections | Programs | &dvanced

= Toset up an Internet conmection, click
) Setup,

Then LAN Settings (below)

Dial-up and Virtual Private Metwark settings

Add..
Bemaove
Choose Settings if wou need to configure & prasy Settings...
server for a connection, = .
i : Local Area Network (LAN) Settings
MHever dial a connection
Diial whenewver a network connection iz not present Butormatic configuration
Always dial my default connection Automatic configuration may override manual settings, To ensure the
S et Dafault use of manual settings, disable automatic configuration,

[iautomatically detect settings:

|:| UUse automatic configuration script

Local &rea Metwork, [LAM] settings

LAM Settings do not apply to dial-up connections. LAN Settings... |

Choose Settings above for dial-up settings,

Prozy server

Use a proxy server For wour LAM (These settings will not apply to
dial-up or ¥PM connections).

Ok H Cancel Apply Address: Fort: |80 vanced. ..

Bvpass proxy server for local addresses

I OK ][ Cancel ]

Proxy Settings

- Then the Advanced button...
BIVErS
o Tvpe Prowy address to use Port
(ad
“ HTTR: | PSCPROKY BE
Secure: | | g | |
£ | |: (80|
Gopher: | | B | |
Socks: | | ! | |
IUse the same proxy server For all protocols
Enter the IP address of the NetJobCard server
Exceptions here.
o Do nok use proxy server For addresses beginning with:
© 10.74.21.11; ~
10.74.21.10; w
Use semicolons | ; ) ko separate entries,
[ [0]4 l [ Cancel
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INSTALLING NETJOBCARD AS A SERVICE

Run JCMgr.exe

On later Windows (e.g. Windows7) you need to Run as Administrator or it won't be able to install a

service.

West Coast College
Ver: Aug 24, 2011

NetJobCard Service Manager

(=] oS

3

Current Port;
1087
[Injeeiis

Service Options |

If running az a .exe program, close NetBookit3, then restart
Ifinstalled as a service, uze the Service Options to Remowve
Service & then Reinstall it

iy ingtall ag a gervice?

A gervice starts when the server starts, g0 after a server reboot, MetlobCard iz automatically running.

A service does not require a user to login,

Before starting MetlobCard as a Service, test it through a browser while running MetlobCard. exe standalone.

M ake sure your selected Port works!

Install & Start &z Service

3 steps to remove the NetlobCard service. ..

2. Click. the button below ta remaove the service
3. Cloze this window

Hemove Service S
= service in futlre.

Installz thiz application az a Service, and Startz it in Service Mode.
After clicking the button. wait and the window will close.

*windaws Service Manager... | Loads the Windows Service Manager window.

1. Stop the MetlobCard gervice uging "Windows Service Manager

Femoves this application from the zervice list, 2o that it won't run az a

Click Windows Service Manager and keep it open.

NI IEITEEEEL LW, o)
il a2 2= = 8

{5,, Services

File Action View Help

e |[@Ec:= HEl » w0 w

Netlogon Name Description Status Startup Type Log On As i
-%Mi:roso& Office G... Manual Local Service

Start the service i Microsoft Softwar... Manages so... Manual Local Syste...
%Multimedia Class.. Enablesrela.. Started Automatic Local Syste...

Description: . Net.Tcp Port Shari... Provides abi... Disabled Local Service

Maintains a secure channel between Manual |

this computer and the domain i Network Access ... The Networ... Manual MNetwork 5...

controller for authenticating users ;

and services, If this service is stopped, . Network Connecti... Manages o...  Started Manual Local Syste...

the computer may not authenticate L, Metwork List Service Identifies th... Started Manual Local Service

users and services and the domain “ Network Location ... Collectsan...  Started Automatic MNetwork 5.

controller cannot register DNS oy K Store 1 Thi 5 " A Local S

records, If this service is disabled, any etwork Store Int... is service... Starbes utomatic ocal Service

services that explicitly depend on it L NMSAccess Started Automatic Local Syste...

will fail to start. %NVIDIA Display Dri... Provides sys.. Started  Automatic Local Syste... i
£ ananta e P P . L e

Extended /( Standard /
_ I

Windows Service Manager (Win 7)

Click Install and Start As Service on the JCMgr window.

The expected behaviour is a slight pause, and the JCMgr window closes. This indicates that the service

has installed.

MName Status

i S.o) Met.Tcp Port Shari...
£91 NetiobCard

NetlobCard Description

Provides ability to shar...
JobCard Web Server
Maintains a secure cha...
The Metwork Access Pr..

Stop the service

Restart the service Started

S.s) Netlogon
o Network Access P...

On the Windows Service
Manager, go to Action menu >
Refresh

Startup Type
Disabled

Automatic

Manual

You should see "NetJobCard"

Manual

Description:

- 4 m

| as a service.

Extended
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Disable the Window

We don't want the Web Server to be displaying a window on the server
console.

=3 Consolel - [(;nn;]; Roof\Servics

File Action View Favorites Window Help

|
e AEEe= HE » a0 w»

[ Console Root

Actions
&> (5) Task Scheduler {Local) N
» 4 Services (Local) NetJobCard Mame Description Status  Startup Type  * | evices (b 7
ot #  Net.Tcp Port Shari... Provides ability to shar... Disabled 3 | NetlobCard )
Stog the service B! ctiobCard JobCard Web Server P —
Restart the service I c o
% Netlogon Maintains a secure cha.
2 Network Access P...  The Network Access Pr, Stop -
Description: ~ ] " Pause o

' Extended { Standard / Resume

Opens the properties dialog box for the current selection. Restart In the Service manager,
—_——————————— .
Afess o go to the Log Ontab in
fefresn NetdJobCard Properties.

Properties

[~ -
NEtJubCf:rd Properties (Local Comp a

|Gmaa|| Log On |Hﬂmwﬁy|Depmdenaes|

Log on as:

& Loczl Svaten, poconnt Uncheck 'Allow Service to Interact with Desktop' and

OK it.

() This account: | | | Browse... |

Fagzword: | |

LConfirm pazzword: | |

Help me configure user account log on options.

ok J[ cCancd J[ somy |

Changing the NetJobCard Port
You do not have to remove NetJobCard as a service to change the port.

Run JCMgr.
Change the Port and close JCMgr.

Restart it using the Windows Service Manager.

NetlobCard Name ° Description Status Startup Type i
i 3(..,';',Net.Tcp Port Shari... Provides ability to shar... Disabled D
Stop the service et ) I —— 5 .
Restart the service Q MNetlobCard J obCar Web Server Started Automatic
‘o Netlogen Maintains a secure cha. Start
o S‘D Network Access P..  The Network Access Pr, Stop -
Description: v 4 [ r
: Pause
Extended /(Standard/
Raciima
i Restart
All Tasks 3
Refresh
Properties
Help
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Removing the NetJobCard Service

This is a 3 step process.

1. Run JCMgr.exe
2. Run Windows Service Manager

Mame ‘ Description Status Startup Type o0 . . S S .
55 MNet.Tcp Port Shari... Provides ability to shar... Disabled Jall Use the RIght-CIICk menu to top the ervice
E# 3 et obCard JobCard Web Server Started Automatic 4
=| L Netlogon Maintains a secure cha.., Start
— L MNetwork Access ... The Metwork Access Pr.. Stop
- 4 [
Fduse
Resume
Restart
All Tasks »
Refresh
Properties
Help

Keep the Service Manager open
3. Return to the JCMgr and close the window.

Go to the Service Manager, Action Menu > Refresh, and NetJobCard should be no longer in the list.
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