ROUTINE

QUICKSTART GUIE

In manufacturing, consistency is everything. Without clearly defined and easily accessible
standard work, even the best processes can drift—leading to variation, rework, training
gaps, and missed improvement opportunities. Standard work is the foundation that
enables teams to perform tasks the right way, every time, while still creating space for
continuous improvement.

As a quality manager, operations leader, engineer, or continuous improvement
professional, you understand the importance of controlled documentation, effective
training, and real-time visibility into how work is actually being performed on the shop
floor. Yet traditional approaches—binders, shared drives, static PDFs, or disconnected
systems—often struggle to keep up with the pace of change in manufacturing
environments.

Routine is designed to bring standard work to life. It provides a centralized platform to
create, manage, and deploy work instructions, visual aids, policies, and training materials
directly to the people who need them. With built-in version control, approval workflows,
and flexible organization, Routine ensures your standards stay current, accessible, and
aligned with how work is performed.

By using Routine, teams can reduce variation, improve training effectiveness, and create a
strong foundation for quality, safety, and operational excellence. This Quickstart Guide will
walk you through the core features of Routine, helping you get up and running quickly
while setting the stage for long-term adoption and continuous improvement.

KEY CONCEPTS AND TERMS
VISUAL TOUR

WHAT'S INSIDE DASHBOARDS

DOCUMENT MANAGMENT
OPERATIONS MANAGMENT
REPORTING




KEY CONCEPTS AND TERMS

Standard Work - Documented best practices that define the most effective and reliable
way to perform a task. Standard Work extablises consistency while serving as the
baseline for continuous improvement.

Work Instructions - Step-by-step instructions that guide users through a specific task
or process. Work instructions may include text, images, videos, and attachments to
support clear and repeatable execution.

Visual Work Instructions - Work Instructions that rely on heavily on images, diagrams,
or videos to communicate how work should be performed, reducing ambiguity and
improving comprehension on the shop floor.

Documents - Controlled files stored in Routine, such as policies, procedures, forms, and
reference materials. Documents can be versioned, approved, and assigned to users to
users or roles.

Document Control - The process of managing documents through their lifecycle,
including creation, revision, approval, publishing, and archiving ensuring users always
have access to the correct version.

Version Control - A system that tracks changes to documents and works instructions
over time, preserving historical versions and preventing outdated information from
being used.

Approval Workflow - A defined process that routes documents or work instrucitons to
designated approvers before they are published, ensuring standards are reviewd and
validated

Training Records - A record of user interaction with assigned documents or instructions,
providing visibility into who has, reviewd, acknowledged, or completed requried
materials.

Critical to Quality (CTQ) - A designation applied to specific steps within a a work
instruction that have a direct impact on quality. CTQ steps can be leveraged by other
systems, such as checklists found in Gigbot.

Operations - The defined units of "work” performed in a process. Operations describe
what work is done, and standard work documents in Routine defind how each operation
should be performed consistently and correctly.

2



« Training Matrix - A visual chart that maps employees on the vertical (Y) axis and
Opertions on the horizontal (X) axis, showing training levels for each employee-
operation combination. Training matrices help identify skill gaps, support cross-training,
and assist with assigning work based on competency.

« Operator Loading Charts (Yamizumi Charts) - A visual workload-balancing tool used
to assign operations to operators baed on cycle time. Operator loading charts help
managers identify bottlenecks, balance workloads, and ensure no operator is over- or
under-utilized.

 Document Types - Categories used to organize and manage different kinds of contnt in
Routine. Common document types include policies, manuals, and standard work
instructions, along with additional document typeds that can be defined at the site level
to meet organizational needs.

DASHBOARDS

Routine’s dashboard is your central hub for managing standard work, documents, and
training activity across the organization. It provides an at-a-glance view of key information
such as assigned work instructions, documents awaiting approval, recent changes, and
training or acknowledgement activity. Designed to support different roles, the dashboard
gives operators, managers, and leaders quick access to the information most relevant to
their responsibilities.
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Home - This button takes you to your Optegrity home page, where you can access
other Optegrity applications, view global settings, and update your user profile.

Side Menu - This menu allows you to quickly navigate through the application,
providing easy access to key features like defect tracking, checklists, and reports.

Personal Info - Clicking this option lets you view and update your personal
information, such as contact details, password settings, and user preferences.

Components - These are customizable containers of information that display key
data and metrics at a glance, ensuring you have the insights you need right on your
dashboard.

Dashboard

Dperations
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Settings

CREATING AND EDITING
DASHBOARDS

Routine allows you to customize your dashboards to display the most relevant information
for your role. In this section, you'll learn how to create, edit, and personalize dashboards to
suit your workflow.

Locate Dashboard Controls

' m Dol Vier:  Begimesi I Dostoonrd Settines [k Commpanent Dashboard controls are in
the top-left corner of the
Your Assignmants (@ | dashboard screen. Use these

controls to adjust or
manage your dashboard.

Add a Componenttoa
Dashboard
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m T ea— [ it | 1. Click the "Add

N— c?mponent button to
bring up the component
FH——— = selector screen.

. Browse the list to find the
component you want to
add, then click "Add" to
place it on your
dashboard.
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Edit an Existing Dashboard

1.

Click the "Dashboard
Settings” button to open
the settings popup.

From the list on the left-
hand side, select the
dashboard you want to
edit.

Adjust the scope of data
by choosing from the
Division, Business Unit,
Site, and Department
dropdowns.



Create a New Dashboard

1. Click 'New Dashboard" in
the Dashboard Settings

i ; —j popup.

| ﬂ. 2. Enter a name for the new
u P N dashboard and select the
3 desired scope of data.

-

3. When ready, click
‘Create’ to finalize your
new dashboard.
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4. Then begin adding
components following
the instructions above.

CREATING A NEW OPERATION

In Routine, documents and operations are closely connected—operations define the work
being performed, and documents describe how that work should be done. There are two
primary ways to create a document or operation within the system. Users can upload an
existing file (such as a PDF, Excel file, or PowerPoint), which allows organizations to maintain
their current formats and quickly migrate content into Routine.

Alternatively, users can build documents using Routine’s system templates. While
uploading existing files is often faster, creating work instructions within the system provides
significant advantages, including compatibility with Routine’s MES functionality, integration
with Gigbot quality checks, and greater control over structured data. In this section, we'll
walk through both methods so you can determine which approach best fits your
organization’s needs.

UPLOADING EXISTING

DOCUMENTS




Nk S Open the "Upload New

Operation” screen
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OPERATIOMS DATABASE o

serations J 1. Hover over the Operations
icon in the side menu.

Upload New Operation
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2. Select Upload New
WP Search Operations Operation from the drop

Assignment ... IJ] down menu.

Input Document Information

Before uploading or building a document in Routine, users will complete the Input
Document Information section. The details entered here form the header or cover
page of the document and establish how it will be categorized, tracked, and
controlled within the system

Field Descriptions:

Description*: The required title of the document or operation. This becomes the
official name displayed throughout the system.

Document Internal Code: If your organization uses its own document numbering or
coding system, enter it here. This field is optional, as Routine automatically generates
codes that align with major quality management systems such as ISO and AS9100.



Expiration Date: The date when this document is scheduled for review. This typically
defaults to the timeframe defined in the application settings (commonly one year
from creation).

Retention Years: Defines how long the document will remain active or archived within
the system before final disposition.

Skills: Select any specific skills required to perform the operation (e.g., welding,
painting, gluing). The list of skills is managed in the application settings and supports
training matrix functionality.

Parts: |dentify any parts required to complete the operation. This list can be managed
manually in application settings or synced directly from your ERP system for live part
data.

Training: Specify whether the operation allows for self-training or requires a
designated trainer for completion.

Disposition: Defines what happens to the document once it is no longer in use.
Common options include archiving, marking as obsolete, or destruction, depending
on your organization’s quality management system requirements.

Operator Count: The number of operators required to complete the operation.

Operator Skill Level: Indicates the level of experience or proficiency required to
perform the operation successfully.

Operation Type: Designates whether the operation is common (performed on most
jobs) or incremental (performed only on certain jobs or under specific conditions).

Operator Total Time (Minutes): The total amount of time required to complete the
operation.

Operator Cycle Time (Minutes): A calculated field that divides the Operator Total
Time by the Operator Count to determine each operator’s individual cycle time.

Value Added Time (Minutes): The portion of time spent directly changing the form, fit,
or function of the product.

Other Actions Time (Minutes): The remaining time required to complete the
operation that is not considered value-added.

Site*: The required site location where the document or operation is owned and
performed.



Department: The department responsible for owning and maintaining the document
or operation.

Document Type*: The required category of document being created (e.g., Policy,
Manual, Standard Work Instruction). Different document types may activate different
system templates.

Work Station: The specific workstation within the department where the operation or
document applies.

Once a Document Type is selected, the
lower section of the Input Document
screen will automatically load. This
section determines how the document or
operation will be created.

From here, users can choose to attach an
existing file (such as a PDF, Excel, or
PowerPoint document) or build the
document directly within Routine using
the system template associated with that
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g Attaching A Document

Te attach an existing
daocument, simply drag and
drop the file into the upload
G | box provided in the lower

. section of the screen.

By - You may also click the
Browse button to open a file
dialog box and select the
document manudlly from
your computer.

- Once uploaded, the file will be
m linked to the operation and
e —

managed under Routine’s
document control system.

Saving and Submitting

« To save a document so you
can return to edit it later, click
Save.

m ﬂ « To submit a document into

the approval process, click
Submit.

CREATING DOCUMENTS WITH THE

SYSTEM TEMPLATE

Instead of uploading an existing file, you can build the document directly within Routine
using the system template associated with the selected document type. In the following
section, we'll walk through how to build and configure a document using Routine’s built-in
templates.

n



Begin Creating a Document
using the same intructions as

OPERATIONS DATABASE above

1. Select Upload New
Operation.

Upload Mew Operation

Search Operations & 2. Fill out document infomation.
Assignment ...
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Creating Steps

epeiprer

Danripdan

Assigning Personal Protective
Equipment (PPE)

Enter the name of the PPE in the
description field.

Click the green + button to save it
to the list.

You can also upload an image for
reference, if desired.

Assigning Tools

Enter the name of the Tool in the
description field.

Click the green + button to save it
to the list.

You can also upload an image for
reference, if desired.

The Step Table defines the detailed sequence of work for hte operation. To add a
step, click the Add button located above the Step Table. This will open the Add

[T
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Password Protection: When using the MES system, enabling this option requires the
operator to enter their password before marking the step complete.

Lead Verification: When enabled within MES, this setting requries a designated lead
to verify and sign off before the step can be completed.

Attach Picture/Documents: Upload supporting materials for the step, such as
images, videos, PDFs, or spreadsheets. Files can be dragged and dropped into the
upload box or selected manually using the Browse button.

Once all required fields are
completed, click Submit to create
the step. After submitting, the
popup will reload with blank fields,
allowing you to begin entering the
next step in the sequence.

Repeat this process for each step in
the operation. After submitting the
final step, click Close.

Submitting the Document for
Approval

Once the template has been
completed the next step is to
submit it into the approval workflow.

Click Submit to send the document
into the approval process.

If the document is not yet complete
and you would like to finish it later,
click Save.



DOCUMENT ORGANIZATION

Operations in Routine are organized using a folder structure similar to Windows File
Explorer. At the highest level, content is grouped by Site, which then breaks down into
Departments, and further into Workstations. This structure allows documents and
operations to be organized based on where the work occurs.

Documents can be assigned at any level within this hierarchy. Some documents may
apply site-wide, such as policies or general procedures. Others may be specific to a
department, while detailed standard work instructions are often tied directly to an

individual workstation. This layered organization ensures users can quickly locate the
documents relevant to their role and location.

SEARCHING OPERATIONS

Josh are wiidland O LACTaULE N .
B inbunis ) « Hover over the Operations icon on
- the left hand side menu.
e OPERATIONS DATABASE
ki 2 + Click Search Operations from the
Uplead Bew Dperatioe

dropdown menu.

+ This will open the Document
Database main page.

* From here you will see all the Sites you have access to.

Ak Darkarar Flzreg
s w il = T

r onlrs Alna ke brene i Um pr s | S e

Dim'lan [ Sgben I knchinpon

Lear i Sigeva Bunes LSt Auin Milard Proffect - 10 Techre gy Protsch - KN ook roboery

a4 o 0 1 Ll el 0 T P LT T IR o Ty

PrabdpchBoon Hersohm Srrbarm Solplomn LU A b W oy
A r . . P R e — T — .

16



SR AT
T T R O i | bt

[ e wly R L N LT S T

OO AR-An

= O T ]

(=L S b

+ Click on a Department to expand it and view it's Workstations and any

| &
FManPage > Midend = Eclorar Sdn

- L_u-—q. . 'I;.H R ey P Do -' r;“m--wm—n ﬂn—._-m

D T D D Mot
] e Lagmay Dol Daripaice. Trambesd Crmnize Dasn Ix  cdon
- | fo e S R ] Dot ma o Salody Prer - TG b nnﬂ“
Ll | ocomesmsaicimn S SN G i nnu'ﬂ
| Mot dat g el A AE al ﬂnﬂ

FairiPeges > Midessd > Exfariar 3dn > 23206

B o [ e van | - BRI
1 eda

Lagacy Sl 2 B o il

R i Tl byl g ek o gy

A fach Coaurwl sddn -

b sl L gl Py ball Evain vaees

SR - TR o i Fvresdl Nivasin b o
CRTRC 1P

L

17



Using Advanced Sesarch

« Click the arrow button next to
Advanced Search at the top of the
Document Database screen.

n Advanced Search

Main Page > Midland = Exterior .

This will open the Advanced Search
panel with searchable fields.
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« The system will return a list of documents and operations that match your search

parameters.
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Document Table and Action Buttons

Search results are displayed in a table format within the Document Dataabase. Each
row represents a document or operation that matches your search criteria. Above
the table, several action buttons you to manage and interact with selected
documents.

Below is a break down of these buttons:

Mass Print: Select documents by checking the boxes in their respective rows, then
click Mass Print to open multiple docuemnts in print preview mode. From there.
documents can be printed or exported as a PDF.

Mass Print QR Code: Generate a printable sheet of QR codes for the selected
documents. Each QR code links directly to its corresponding document, making it
easy to post at workstations for quick access.

Send Email: Opens a popup window that allows you to send a link to the selected
documents to users within the system.

Column Visibility: Customize the table view by toggling specific columns on or off.

00
Do

;
:
o
:
i
E
!
:
:
. .
000000

Row Actions

In addition to the action buttons above
the table, each document row includes
individual aciton buttons.
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Open: Opens the selected document so you can view its contents.

Download: Opens the print preview screen, where the document can be
printed or exported as a PDF.

Step-by-Step: Opens steandard work documents in the Step-by-Step view,
which is designed for guided execution of work instructions.

Clone: Creates a new document based on a copy of the selected document,
allowing you to reuse content while making modifications.

Delete: Permanently deletes the selected document from the system.

DOCUMENT REVISION PROCESS

Maintaining accurate and up-to-date standard work is a critical part of effective
document control. . In this section, we'll walk through the three key steps of revising a
document: checking out a document for editing, making updates and submitting the
revision, and finally reviewing and approving the updated version.

The first step in revising a document is checking it out of the system. Checking out a
document allows you to make changes while preserving the currently approved version.

+ Locate the document in the
Document Database. (Refer to the
E  Action porevious section for instructions on
navigating the database.)

+ Open the document by either;
Clicking the documnet code, or
Clicking the Open button in the
document table.

20
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« To begin making changes, click the Check

--- Out button at the bottom of the Document

Details tab.

Chack Qut

D Yoo #ark in Lock Do’

eu

REVISING A DOCUMENT

Once a document has been checked out, a new tab labeled New Revision Details will
appear in the Document Management screen. This tab begins as a duplicate of the
existing document details, but all fields are now editable.

From here, you can update the document information as needed. For a full explanation of

each field and its purpose, refer to the Creating Documents and Operations section earlier
in this guide.
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« Begin editing the document within the

_ el iilinkiid New Document Revision Details tab.

Deacsmntion®
Safaty Vision 3 Haad Camara kestall -4« If you need to reference the previous
Reterion Taers approved version, click the Document
2 Details tab to compare the two
versions.

« At the bottom of the screen, you will find the following action buttons:

p : - “

o

Send For Approval
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o Cancel Revision: Cancels the revision and exits the edit mdoe without saving
changes

o Send For Approval: Submits the revised document into the approval workflow.
o Save: Saves your changes without sending the document for approval.

o Print: Opens the print preview screen, where the document can be printed or
downloaded as a PDF.

« After clicking Send for Approval, a
popup will appear.

+ In this popup, enter a description
] El of the changes made to the
document.

« These changes will be recorded in
the Document Revision tab and
o will be visible in the revision
. history table.

« Once complete, click Submit to
send the document into the
approval workflow.

Once a document has been submitted for approval, it enters the defined workflow for
review. Designated approvers will evaluate the revision to ensure the changes are
accurate, complete, and aligned with organizational standards.

During this stage, the document can either be approved and published as the new active
version or denied and returned for further revision.
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« Locate the document that requires
approval in the Document Database.
(Refer to earlier sections for
instructions on navigating the
database.)

E Action

* Open the document.

Reviewing the proposed changes

« Click the New Document Revision
Details tab.

« Compare it with the Document
Details tab to review the
differences between the proposed
revision and the currently
approved version.

Approving Document Changes
+ Click the Document Revision tab.
+ In the revision table, the most recent revision will be highlighted.

« To approve the revision, click the Approve button.

Eeviid 1] Oesripthas FETE R L ik e By Hbak L
..... - #4ded lod vt : ﬂ
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Accept Documet Changes Popup
« The popup contains two fields:

o Other Mangers Document Approval: If addtional managers must approve the
document, select the appropriate departments here. Mangers of those
departments will be notified via email that the document requires their approval.

> Do You Want to Copy Previous Revision Training Sheet?: Select Yes to copy
the previous revision's training data into the new revision. Select No to clear the
training data. If cleared, training records will need to be re-entered for this
revision.

+ Click Submit to finalize the approval.

Rejecting a Document Revision

- pction + In the Document Revision tab, locate the
highlighted revision awating approval.

Stertua

+ Click the Reject button. This will open the
Reject Document Change popup.

Reject Document Change Popup

A
e C Ruj

e i = 18§
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The popup contains three fields:

e Note: Enter any comments or feedback for the document author. These notes help
clarify why the revision is being rejected or what changes are required.

» Decision: Select one of the following options

o Reject - Cancels the revision and checks the document back in. No chanages
are published.

o Submit for Correction - send the revision back for updates and notifies the
person selected in the Assign To dropdown. This field defaults to the revision's
author.

« Assign To: Selct the user responsible for making the corrections. This defaults to
the document authro but can be reassigned if needed.

+ ClLick Submit to finalize the rejection or send the document back for correction.

TRAINING SHEETS

Each document in Routine includes a Training Sheet that records which employees have
been trained on that document or operation. Employees can be assigned training for any
document in the system, allowing training records to be maintained in a centralized
location. The data captured in these training sheets feeds directly into the Training Matrix,
providing a structured view of training status across operations and employees.

Accessing the Training Sheet

I Action
+ Locate and open the document

ﬂ— a ﬁ whose traing sheet you want ot view
E' ' ﬂ ﬂ or edit. (Refer to earlier sections for

instructions on navigating the
M Document D(]t(]b(]se.)

gy  In the Document Managment
screen select the Training Sheet
tab.
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« The training data is displayed in a table format.

« To view historical training data, select different document revisions from the list
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Training Jwig * Trsimrsy Eegiretian Dwin kil Lyt - Editing Records

Tidmingy Diie Dol

To edit an existing record:

e Februory 7136
Tw Mz Tu Ve Th

Click directly into the field you wish
to update

Make the necessary changes.

Adding Records

To add a new record:

« Scroll to the bottom of the table.
+ Begin filling out a new row.

+ Click the green "+" button to add the record.

Buttons as the Top of the Training Sheet Tab

« Trainer (Dropdown): Sets the trainer used when selecting Add Multiple Trainees
or Add By Department.

» Update: Updates the Trainer dropdown selection.

e Print Department Training Matrix: Opens the print preview for the department-
wide training matrix associated with this document.

-+
Trairer

Monty Powers - Print Department Training Matrix
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Buttons Above the Training Table

» Export: Exports the training table as a spreadsheet.

¢ Column Visibility: Opens a popup allowing you to toggle columns on of off.
» ResetFilters: Clears any filters applied to the table.

¢ Add Multiple Trainees: Opens a popup allowing multiple employees to be added
to the training sheet at one time.

» Add By Department: Adds all employees from a selected department to the

Employee Mame * Training Date * Training Expiration Date *

Add Multiple Trainees Popup

Complete the following fields:

* Employees: Select all employees who need ot be added.

« Training Date: Defaults to todays' date, but can be adjusted.

« Training Interval: Defines how long the training is valid and calculates the
expiration date.

 Skill Level: The level the selected employees are being trained to.

|
E1
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Add Trainees By Department Popup

Complete the following fields:

* Department: Select the department whose employees should be added.
¢ Training Date: Defaults to today's date by can be adjusted.

¢ Training Interval: Determines how long the training is valid and sets the
expirtation date.

 Skill Level: Defines the training level assigned to employees.

« Click Add to add the department's employees to the training sheet.

i Al Trainees By D roman L

Training Matrix Overview

The Training Matrix displays training data in a grid format, with employees listed on
the vertial (Y) axis and operations listed on the horizontal (X) axis. Each intersecting

Trainiesy Matriz
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cell sows the employee’s current skill level for that operation, based on the
information recorded in the Training Sheets.

This format provides a structured view of workforce capacity, allowing users to

quickly identify training gaps, cross-training coverage, and areas where additional
development may be needed.

REPORTING

In this section, we will review several of Routine’s most commonly used reports. These
reports provide structured visibility into employee training, skill levels, and operational
workload data.

The Employee Skill Report provides a structured view of employee skill levels across defined
skill categories. In the application settings, organizations can create and manage skills
such as welding, painting, assembly, or any other capability relevant to their operations.
Within this report, managers can assign and update employee skill levels for each defined
skill and generate a matrix-style view of workforce capability. This makes it easier to
understand overall skill coverage and identify areas where additional training or
development may be needed.

Accessing the Employee Skill Report

« Hover over Report in the left-hand
side menu.

oo " « Select Employee from the
- B dropdown.

+ Click Employee Skill Report.

This will open the Employee Skill
Report screen.




Advanced Search Mas=s Skill Uploacd Excel Ma==s Skill Uplaad

Emplayes

--5ELECT -

Employee Skill Table

Each row in the table represents a skill assigned to that employee.
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 Skill Level: Click the field to update the employee's proficiency level.
« Training Date: Click to modify the date the skil was assigned or updated.

e Action Column: Click the trashcan icon to delete a skill record.

Adding Skills (Mass Skill Upload)

« Click the Mass Skill Upload button.

In the popup:

« Select the Employee from the dropdown.

« Select the Skill(s) from the Skills dropdown.
+ Enter the Training Date.

+ Select the Skill Level.

Click Add to assign the skill(s).

—

Mazc Shill Upload

Adding Skills via Excel Upload

+ Click Excel Mass Skill Upload.
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This will open the Add Skills to Employees By Excel File popup.
+ Download the provided template.
+ Fill out the template with the appropriate employee and skill information.

+ Save the file and reupload it into the system.

Exporting a Department Skills Matrix

The second search area at the top of the Employee Skill Report screen allows you to
generate a department-level skills matrix.

+ Select the Manufacutring Site from the first dropdown menu.
+ Select the Department whose skills matrix you would like to view.
+ Click Export Matrix.

This will generate a matrix-style report displaying employees on one axis sn defined
skill on the other.

From the matrix preview screen, the report can be printed or downloaded as a PDF.
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The Employee Training Report provides a matrix-style view of training data, organized from
the employee perspective. While the Training Matrix discussed earlier focuses on
operations and the employees assigned to them, this report centers on individual
employees and displays the documents or operations they are trained on. It offers a
structured way to review training status, coverage, and expiration dates across the
workforce.

Accessing the Employee Training

Records
; v it vl Operation « Hover over Report in the left-hand
i mphayes Skil Reg side menu.
g « Select Employee from the
Eatting c 3 tpeatar 1 ascding Fep
ik dropdown.
M - Click Employee Training Report.

This will open the Employee Training
Report Screen.

Loading an Employee’s Training
Records

At the top of the screen are two search
areas. The first allows you to load
training records for an individual
employee.

« Select an Employee from the
dropdown menu.

« Click Seach.

This will populate the Employee
Training table with all operations/
documents the selected employee
has been trained on.



Employee Training Table Fields

Employee Name: The employee tied to the training record.
Document Description: The name/title of the document or operation.
Document Code: The document’s system code.

Home [/ Not Home Document: Indicates whether the document belongs to the
employee’s home department.

Skill Level: The employee’s training level for the document.
Operation Skill Level: The skill level required to perform the operation.
Cycle Time: The operation’s cycle time value.

Training Date: The date the employee received training for the document/operation.
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Editing Training Records

« To edit an item in the table, click
directly into the editable field and
make the necessary changes.
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Adding Training Records

Training records can be added using the
Mass Training Upload Mass Training Upload feature.

+ Click the Mass Training Upload button.

+ This will open the Mass Training

Upload popup.

Mass Training Upload Fields

To add training records, complete the following fields:

Employee: Select the employee who is receiving the training.

Department: Select the department to filter the list of available operations.
Operations: Choose one or more operations from the dropdown list.
Default Training Date: Enter the date the training occurred.

Training Interval (Days): Enter how many days the training is valid before it
expires.

Default Skill Level: Select the skill level the employee will receive for the selected
operations.

Click Add to create the training reocrds

Mass Training Uipload

Training Intersal
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Exporting Training Records by
Department or Employee

The second search area at the top of the
Employee Training Report screen allows
you to export training data based on
selected filters.

dichvanced Export

+ Select a Department from the first
dropdown box.

« Select one or more Employees from
the second dropdown box.

« Click Export.

This will generate an Excel spreadsheet
containing the training records for the
selected department and/or employees.

EMPLOYEE TRAINING REPORT

The Operator Loading Chart allows users to assign operations to specific operators while
monitoring total workload against takt time. This report provides a visual breakdown of
each operator’s assigned work time, helping ensure workloads are balanced and
production flow remains stable.

aets Accessing the Operator Loading

Report
Ii FEPDRT Emplopss Ski.l Report p
Hapzrt
m SO - Hover over Reports in the left-hand
o Beh=
athrga Lip e 2 Oporator Loadieg Report side menu.
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+ Select Employee from the dropdown
menu.

+ Click Operator Loading Report
screen.
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Creating an Operator Loading Chart

Before generating the chart, complete the following fields:

Site: Select the manufacturing site.
Department: Select the department you would like to analyze.
Work Station: Select the workstation you want to evaluate.

User: If left blank, the system will automatically caculate the number of employees
requried to met the defined takt time. If specific employees are selected, only those
users will appear in the chart.

Takt Time: Enter the target takt time for the workstation.

Saved Charts: Previously created and saved loading charts can be accessed here.

Once all the fields are completed, click Load Chart to generate the Operator Loading
Chart.

Assiging Operations in the Operator Loading Chart

After clicking Load Chart, the Operator Loading Chart will open in a new browser tab.

All available operations for the selected workstation will appear on the left side of
the screen.

° Each operation is represented by a block sized according to its cycle time.

If specific users were selected before loading the chart, those operators will appear
across the bottom of the chart.

If no users were selected:
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CONCLUSION

This Quickstart Guide has provided an overview of Routine’s core features, including
document creation, revision control, training management, and reporting tools. By
organizing operations, managing controlled documents, and maintaining structured
training records, Routine supports consistent execution and workforce visibility across your
organization. For more detailed information, refer to the Knowledge Base available within
the application. If you have any questions or need assistance, please contact
josh@optegritysolutions.com.
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