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Initial Logon  

Logon as Administrator 

Step 1: Select System/Logon as. 

                      

Step 2: “User Application” dialog box is displayed. 

Step 3: Enter Administrator LAN ID, and Password  

Step 4: Press OK. 

Step 5: Click File/Open icon on the toolbar.  

                     

Step 6: “Open Assigned Log” dialog box is displayed. 

Step 7: Select any assigned. 

Step 8: Press OK. 
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Step 9: “ShiftLog Editor…” dialog box is displayed. 

Step 10: Click System.  

         
Step 11: Verify all functions are active.  
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Maintaining Stations  

 

2.1    Administrator - Add a Station 

 

Step 1: Login as Administrator (See 1.1). 

Step 2: From Main menu select System/Maintain Stations. 

                

Step 3: “Maintain Stations” dialog box is displayed. 

Step 4: Click “Add” button. 

                 

Step 5: Arrow will appear to the left of the added row. 
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Step 8: Click “Station Name” and enter e.g. Test Station 1. 

Step 9: Click “Facility” and enter e.g. D. 

Step 10: Click “Update”, Click “Refresh” verify Test Station 1 has been added to list. 

                 

Step 11: Click “Add” button, arrow will appear to the left of the added row. 

Step 12: Click “Station Name” and enter e.g. Test Station 2. 

Step 13: Click “Facility” and enter e.g. D. 

Step 14: Click “Update”, Click “Refresh” verify Test Station 2 has been added to list. 

                 

Step 15: Click “Close”. 
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2.2    Administrator - Edit a Station 

 

Step 1: Login as Administrator (See 1.1). 

Step 5: From Main menu select System/Maintain Stations. 

                 

Step 6: “Maintain Stations” dialog box is displayed. 

Step 7: Click and select Station to be edited e.g. Test Station 1.  

Step 8: Block Station and press delete key on keyboard. 

                 

Step 9: Check mark will appear to the left of the row that was edited. 

Step 10: Click “Update”, Click “Refresh”  
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Step 11: Verify Test Station 1 has been modified to read Test 1. 

Step 10: Click “Close”. 
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2.3  Administrator - Delete a Station 

 

Step 1: Login as Administrator (See 1.1). 

Step 5: From Main menu select System/Maintain Stations. 

                 

Step 6: “Maintain Stations” dialog box is displayed. 

Step 7: Click and select Station to be deleted e.g. Test 1.  

Step 8: Click “Delete”. 

                   

Step 9: X will appear to the left of the row to be deleted. 

Step 10: Click “Update”, Click “Refresh”  
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Step 11: Verify Test 1 has been deleted from the list. 

Step 12: Click “Close”. 

 



 
ShiftLog Application Administration Guide 

 
 

 

 

 
 

IT Projects Department, Nuclear IT Services, Information Systems Group  Page 9 

 

Maintaining Log Types 

3.1  Administrator – Add Log Types 

Step 1: Login as Administrator (See 1.1). 

Step 2: From Main menu select System/Maintain Log Names. 

                     

Step 3: “Maintain Log Names” dialog box is displayed. 

Step 4: From the Station Dropdown list select Test Station 2. 

Step 5: Click the button located below Station Dropdown List  […]. 

 

Step 6: “Maintain Log Types” dialog box should appear. 

Step 7: Press Add.  
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Step 8: Arrow appears to the left of added row. 

Step 9: Click “Log Type” and enter       e.g.  Test Station Log Type 1 

Step 10: Click “Crew Cycle” and enter    e.g.   DCABE 

Step 11: Click “Shift Cycle” and enter     e.g. Shift Cycle – 

                        22RR111RR22RRR11RR222RR11RRXXXXXRR   

Step 12: Click “Ref. Date” (Start Date) and enter   e.g.   07Dec1999 

Step 13: Click and check Tabs as required.    e.g.  Chrono Tab, Summary Tab and Summary Table 

Step 14: Click Update, Click Refresh. 

                 

Step 15: Verify new log Type has been added to List 

Step 16: Block and Copy an existing shift cycle. 

  Shift Cycle - 22RR111RR22RRR11RR222RR11RRXXXXXRR 

Step 17: Press Add, arrow appears to the left of added row. 

Step 18: Click “Log Type” and enter       e.g.  Test Station Log Type 2 

Step 19: Click “Crew Cycle” and enter   e.g.   DCABE 

Step 20: Click “Shift Cycle” and paste    e.g. See Step 10  

Step 21: Click “Ref. Date” (Start Date) and enter   e.g.   07Dec1999 

Step 22: Click and check Tabs as required.    e.g.  Chrono Tab, Summary Tab and Summary Table 

Step 23: Click Update, Click Refresh. 
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Step 24: Verify new log Types have been added to List 

Step 25: Click Close. 
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3.2  Administrator – Edit Log Types 

Step 1: Login as Administrator (See 1.1). 

Step 2: From Main menu select System/Maintain Log Names. 

                     

Step 3: “Maintain Log Names” dialog box is displayed. 

Step 4: From the Station pull down list, select Test Station 2.  

Step 5: Click […] button. 

                 

Step 6: “Maintain Log Types” dialog box is displayed. 

Step 7: Select ”Test Station Log Type 1”, change the 1 to 1A  

                 

Step 8: Check mark will appear to the left of the edited row, click the “Summary Tab” check box. 

Step 9: Click Update. Click Refresh. 
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Step 10: Verify the changes to row. 

Step 11: Press “Close”. 
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3.3  Administrator – Delete Log Types 

Step 1: Login as Administrator (See 1.1). 

Step 2: From Main menu select System/Maintain Log Names. 

                     

Step 3: “Maintain Log Names” dialog box is displayed. 

Step 4: From the Station pull down list, select Test Station 2.  

Step 5: Click […] button. 

                 

Step 6:    “Maintain Log Types” dialog box is displayed. 

Step 7: Select ”Test Station Log Type 1A” 

Step 8: Click “Delete” button. 

                  

Step 9: X will appear to the left of the row to be deleted.  

Step 10: Click Update. Click Refresh. 
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Step 11: Verify row has been deleted. 

Step 12: Press “Close”. 
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Maintaining Log Names 

4.1    Administrator Creates Log 

Step 1: Login as Administrator (See 1.1). 

Step 2: From Main menu select System/Maintain Log Names. 

                     

Step 3: “Maintain Log Names” dialog box is displayed. 

Step 4: From the Station dropdown list select Test Station 2. 

Step 5: From the Log Type dropdown list select Test Station Log Type 2. 

Step 6: Click Add. 
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Step 7: Arrow appears to the left of the added line. 

Step 8: Enter log name and sequence # e.g. “Test Log 1”.  

Step 9: Click Update.  Click Retrieve. 

Step 10: Click and select “Test Log 1”.  

                    

Step 11: Click Create Log.  

                

Step 12: “Turnover to Next Shift” dialog box is displayed. 
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Step 13: Click Custom button and modify Date, Shift, Crew and Start Time, as required.  

Step 14: Select and ensure Administrators name is in the “Turn Over To” field.  Click OK. 

Step 15: A “Validate” dialog box maybe displayed stating “Start Time must be later than last shift start 
time”. 

                    

Step 16: Click OK and modify Start Time to be after shift start, and click OK. 

                

Step 17: “Turnover to Next Shift” dialog box is displayed. 

Step 18: Record “Log Name ID” number to be used later when assigning rights when you turn over log 
to Operator. 

 Example       Log Id Name Station / Log Type / Log Num 

                                                 008   /      002    /     001 

Step 19: Click Close. 
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4.2    Administrator Adds a Log 

Step 1: Login as Administrator (See 1.1). 

Step 2: From Main menu select System/Maintain Log Names. 

                     

Step 3: “Maintain Log Names” dialog box is displayed. 

Step 4: From the Station dropdown list select Test Station 2. 

Step 5: From the Log Type dropdown list select Test Station Log Type 2. 

                     

Step 6: Click Add. 
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Step 7: Check mark will appear to the left of the row to be added. 

Step 8: Enter log name and sequence # e.g. “Test Log 3”.  

Step 9: Click Update.  Click Retrieve. 

                            

Step 10: Verify “Test Log 3” has been added to list. 
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4.3    Administrator Edits a Log 

Step 1: Login as Administrator (See 1.1). 

Step 2: From Main menu select System/Maintain Log Names. 

                     

Step 3: “Maintain Log Names” dialog box is displayed. 

Step 4: From the Station dropdown list select Test Station 2. 

Step 5: From the Log Type dropdown list select Test Station Log Type 2. 

Step 6: Select ”Test Log 3”, change the 3 to 2.  

                  

Step 7: Check mark will appear to the left of the edited row. 

Step 8: Click Update. Click Refresh.  
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Step 9: Verify “Test Log 3” has been edited to read “Test Log 2”. 
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4.4    Administrator Deletes a Log 

Step 1: Login as Administrator (See 1.1). 

Step 2: From Main menu select System/Maintain Log Names. 

                     

Step 3: “Maintain Log Names” dialog box is displayed. 

Step 4: From the Station dropdown list select Test Station 2. 

Step 5: From the Log Type dropdown list select Test Station Log Type 2. 

                    

Step 7: Click and select “Test Log 2”. 

Step 8: Click Delete. 
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Step 7: X will appear to the left of the row to be deleted. 

Step 8: Click Update. Click Refresh.  

                  

Step 10: Verify “Test Log 2” has been deleted. 


