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1 – Introduction 

In this guide, we will go through the core functions and features of the web browser based 
Intouch i4 cloud MES application. Our system is under constant development and updates 
are managed and deployed automatically, without any input from the customer. 

We will break this guide into 5 primary sections. These are: 

 1 – Introduction 
 2 – Scheduling and Planning 
 3 – Operator Functions 
 4 – The Shift Profile 
 5 – Reporting 

You will need an Intouch account to access your system.  

Users can log in via https://i4.intouchmonitoring.com/ 

 

1.A – Basic Overview and System Navigation 

Upon logging into the system, the user will automatically see a live dashboard of their plant. 
This will include all machines. These dashboards are partially configurable, and the 
information displayed will vary depending on how many machines are monitored. 

By double clicking a machine, the user can drill down and view the machine-specific details. 
This will also vary depending on the process which is monitored. 

For injection moulding, users should expect to see the order quantity, standard cycle time 
and cavitation.  

For continuous processes such as extrusion, we may monitor based on weight or length of 
product produced and therefore the details page will reflect these units accordingly. 

 A green machine shows that the machine is currently running. 
 A red machine shows that the machine has stopped with no explanation. 
 An orange machine shows that the machine has stopped, and its reason is 

unplanned. 
 A grey machine shows that the machine has stopped, and its reason is planned. 
 A blue machine shows that the machine is currently in a changeover state. 

Machines rely on signals being fed from our XTX module, if no signal is present, the 
machine will fall into alarm status. 
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Navigation 

On the left of the screen is the main navigator. By default, this is displayed in compact view 
and can be expanded by clicking the arrow in the bottom left of the page . It can be 

completely hidden by clicking the hamburger icon in the top left.  

In the top right, users will see 3 buttons,  

1. Support Portal (Far left), any user can access our support portal for Q&A’s, guides 
and supporting documentation. 

2. Intouch Admin Centre (Middle), This opens our admin centre which can be used to 
configure system wide settings such as managing users. 

3. Account (Far right), This option presents a menu which displays options for 
managing a personal user account, setting preferences, and logging out. 

 

1.B – Managing User Preferences 

It is important that users understand their application preferences.  

 The preferences window can be accessed by clicking on the account 
option in the top right and tapping ‘Preferences’. 

See photo below: 

 

 

 Launch Mimic – Here the user can set which display they would like to view by 
default. 
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 Focus Machine – This option is designed for machine-specific devices. For example, 
tablets or XTX devices which are fixed to a machine.  

 Button Ribbon – Here the user can select the button ribbon they would like to view. 
Select ‘1’ for the default button, or ‘None’ to remove. 

 Button Size – Users can adjust the size of the buttons, from Large to Extra Small. 
 Unpin Ribbon Buttons – By default, a button ribbon is fixed at the top of the 

screen, for smaller devices users may wish to set this to ‘Overlay’ which will enable 
the button ribbon upon hovering over Intouch logo at the top of the screen. 

 Show Navigator – Here users can disable the navigator completely. This is a 
common setting for machine specific devices which will prevent operators from 
changing views. 

Once the user selects ‘Save’, this will save any changes made and the browser will 
automatically refresh the page. The updated preferences will now take effect. 

 

2 – Scheduling and Planning 

The schedule is the core component of the Intouch system. This is because we need to 
understand what product a machine is producing to collect production information such as 
efficiency and performance.  

The scheduling and planning module can enable managers to forecast orders and help 
identify bottlenecks.  

Users can access the plan by clicking the yellow calendar button within the navigator.  

Upon loading, users will see machines listed down the side of the Gantt chart and a 
timeline running across the top of the page. 

In the bottom third of the screen, by default, users should see a tabular view of the 
schedule. This section can be adjusted accordingly by dragging from the top of the blue 
bar. 

Machines can be selected from the list on the left. This will also focus the table to show the 
queue of jobs scheduled on that machine. 

Users can zoom in and out of the Gantt chart by using the scroll wheel on their mouse and 
the actual machines can be resized by dragging on the right edge of the column. 

Each bar on the Gantt chart represents a job or works order. Jobs will appear green if they 
are due to finish on time and will appear as red if they are not due to finish on time. 

 

2.A – Adding a Job Manually 
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There are multiple ways to add jobs on Intouch. Users can input the job manually, from a 
part list, or automatically via a ‘Job Import’. We will cover each method in the following 
documentation. 

Adding a job manually is the simplest way to get up and running without any pre-
configuration.  

Users should right click on the machine they would like to place the job on and select ‘Add 
Job’. 

This will display the job edit form. The job information can be manually entered. Click 
‘Submit’ once satisfied, this will place the new job on the machine. 

Alternatively, users can add a job via the table. Simply click the ‘+’ symbol which is 
highlighted green. Here, the user can type horizontally and press ‘TAB’ to skip the fields. By 
pressing ‘Enter’, the job will be added onto the machine, clicking ‘Esc’ will discard any 
changes. 

 

2.B – Adding a Job from a list of Standard Parts 

Another way to add a job, is to pick form a list of standard parts. These must be imported 
beforehand from a spreadsheet. We cover how to do this in the next section. 

Parts are stored against a specific machine. For example, tools which can only run-on 
specific machines will not show on incompatible machines.  

If no machine is specified, it will be stored against the ‘Unscheduled’ machine. 

Users can right click on the machine they would like to raise the job on and select ‘Add Job’.  

Instead of manually typing the job details, click ‘Load from template’. This will present the 
user with the first 100 standard parts which can be expanded by searching for specific 
names. 

The user should select the part they wish to use by left clicking. This will automatically fill the 
relevant fields with the product information. Here users can enter a works order number, 
order quantity, and add any additional data before hitting ‘Submit’. 

 

2.C – Importing Parts 

In the previous section, we covered how to add a job from a list of standard parts. Here we 
will cover how to import the parts.  

To get started, users will need to download our ‘Part Import Header.xlsx’ document from 
https://intouchmonitoring.com/documents 

This document sets out the row headers which we read when performing the import.  
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This spreadsheet should be populated with the company’s parts data. The three fields in 
green represent the mandatory fields. These must be populated for each part else they will 
not import successfully.  

All other fields are therefore optional. If the user does not to populate any rows, they 
should not be removed or deleted, simply leave them blank. 

We also provide 5 text fields and 5 number fields per part. 

Here, the user can enter their own additional data which may be desired. 

For example: a user may adopt ‘Text 2’ as ‘Customer’ and import the name of their 
customer against each product. 

 
Once satisfied with the spreadsheet, users should save it somewhere memorable when 
and open the schedule on Intouch. 

Select the ‘Import’ button in the top right section of the table. Depending on the user’s level 
of permissions, they will see different options.  

If multiple options are available, select the part option. 

The user can browse for the file which has been modified and upload it to the application. 

A preview window of the data will be presented with its appropriate headers. We 
encourage users to check these carefully and ensure that the data looks correct. Users can 
change basic settings such as which excel sheet to read, the date format and other 
specialist settings.  

Once satisfied with the setup the user should click ‘Import’. 

This will present the import exceptions window; the application will notify the user if the 
import was successful and any lines which did not import. Users can filter the results and 
diagnose any parts which did not import successfully.  

 

2.D – Importing Jobs 

Some organisations may already operate MRP or ERP systems which handle the planning 
and scheduling of jobs. It would be pointless for this action to be completed again within 
the Intouch schedule. Instead, our customers can automatically extract this information 
into a spreadsheet which is then imported directly into our schedule as jobs, eliminating 
the need to enter this information. 

Just like importing parts (Section 2.C) – users should download our ‘Job Download 
Header.xlsx’ from https://intouchmonitoring.com/documents 
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This spreadsheet should be populated with the company’s parts data. The three fields in 
green represent the mandatory fields. These must be populated for each part else they will 
not import successfully.  

All other fields are therefore optional. If the user does not to populate any rows, they 
should not be removed or deleted, simply leave them blank. 

We also provide 5 text fields and 5 number fields per part. 

Here, the user can enter their own additional data which may be desired. 

For example: a user may adopt ‘Text 2’ as ‘Customer’ and import the name of their 
customer against each product. 

 
Once satisfied with the spreadsheet, users should save it somewhere memorable when 
and open the schedule on Intouch. 

Select the ‘Import’ button in the top right section of the table. Depending on the user’s level 
of permissions, they will see different options.  

If multiple options are available, select the job option. 

The user can browse for the file which has been modified and upload it to the application. 

A preview window of the data will be presented with its appropriate headers. We 
encourage users to check these carefully and ensure that the data looks correct. Users can 
change basic settings such as which excel sheet to read, the date format and other 
specialist settings.  

Once satisfied with the setup the user should click ‘Import’. 

This will present the import exceptions window; the application will notify the user if the 
import was successful and any lines which did not import. Users can filter the results and 
diagnose any parts which did not import successfully.  

 

2.E – Basic Scheduling Operations 

In this section, we will look at the behaviour of the jobs and how customers can use basic 
actions to start scheduling. 

To move a job, simply drag it and drop. Users can drag it onto another machine by dragging 
the cursor over the machine bar. 

 

This will put the job first in queue. To schedule a job after an existing job, simple drag it 
onto the job in front. This will always place the job after the previous job. 
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To schedule a job with a specific start date, hold Shift whilst dragging the job and let go. 
This will place the job further out and any jobs scheduled afterwards will rely on the 
previous job to finish. 

Users can also ‘Cut’ and ‘Paste’ jobs. By right clicking and selecting ‘Cut’ on a job and ‘Paste’ 
on a different machine or position. 

To delete a job, simply right click and click ‘Delete’. 

 

2.F – Modifying a Job 

There are a few ways to modify a job.  

1. Select the machine which the job is currently scheduled on, the user will see it listed 
within the table at the bottom of the page. The user should double click on the field 
they would like to edit and apply the changes. Press ‘Enter’ to submit any changes, 
or ‘Esc’ to cancel and exit edit mode. 

2. Users can also modify more than one field at once by double clicking on the job bar 
on the Gantt chart, this will display the job edit form on the right side of the screen. 
Users can make multiple changes and click ‘Submit’ to update the job or ‘Cancel’ to 
discard any changes made. 

It is important to note that if a user makes a change to a running job, then it may affect the 
machine’s OEE figures. 

 

2.G – Setting Schedule Preferences 

Our scheduling module provides each user the ability to change an ever-expanding set of 
preferences. This menu can be accessed by clicking the ‘?’ symbol in the top right of the 
schedule table. 

These preferences will only change the settings for a particular user and will not 
apply to anyone else. 

Each setting is outlined below with a brief description about how it works: 

 Job Data Fields – Users can define which fields display on the job bar on the Gantt 

chart. Users can select multiple options.  
 Use Current Cavitation to Calculate Job Time Remaining – Some processes may 

involve a change in cavitation whilst running a job. If this is set to true, the schedule 
will calculate the time remaining based on the current cavitation rather than the 
default value set by the job. 

 Use Current Cycle Times to Calculate Job Time Remaining – If the machine is not 
running within the expected cycle time of the job, the schedule will calculate the 
time remaining from an average of the actual cycle time. 
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 Use Machine Efficiencies to Calculate Job Run Times – If the user supplies us with 
efficiency factors for specific machines, these can be utilized to calculate job time 
remaining if the machine is expected to run outside of the standard cycle time.  

 Show Setup Time – Toggle whether the setup time is displayed on the job. This is 
denoted by a blue block at the start of a job.  

 Machine Field 1 & 2 – Here the user can decide which fields to display on the 
machine. These are set within the machines tab within the admin centre. 

  
 Job Movement Confirmation – If set to ‘True’, the system will prompt the user for 

confirmation before moving a job. 
 Prevent Moving Fixed Jobs – If set to ‘True’ the system will prevent the user from 

moving a fixed job. Fixed jobs can be set by right clicking ‘Fix Schedule to Here’. 
Fixed jobs are denoted by a blue underline on.  

 Fixed Job Movement Confirmation – If set to ‘True’ the system will prompt the user 
for confirmation before moving a fixed job only.  

 

2.H – Managing Composite Jobs 

Some businesses may manufacture composite parts, for example. A tool may produce 
parts for a product which has different specification and different part codes. 

Intouch can manage composite parts in a few ways. 

Merge separate jobs – A user can create individual works orders for each part and by 
holding ‘Alt’ and dragging one job over the other, it will create a composite job. If a job has 
more than two composites, they can be added using the same method. 

A composite job is denoted by a grey line at the top of the job bar.  

Users can split composite jobs by right clicking and selecting, ‘Split Composite Parts’ 

Create from scratch – Users can also create composite jobs whilst manually raising a job via 
the table or the job edit form. 
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Table - To add a second composite, whilst in job edit mode, click the ‘+’ icon. This will add a 
new line for editing which dictates the second composite part. Users can remove 
composite parts by clicking ‘-‘. This will always remove the last row on the list. 

Job Edit Form - Composite parts will display as tabs within the 
job edit form and can be added by clicking the ‘+’ on the right 
side of the tab and be removed by clicking the ‘x’. The same 
functionality applies here. 

 

 

 

2.I – Recovering Old Jobs 

Once a job has been ended or deleted, it is removed from the scheduled and archived for 
reporting.  

Users can sometimes unintentionally delete or end jobs from the schedule which may 
causes issues further down the line. These can be recovered using the ‘Recover Old Job’ 
function. 

Right click on any machine and select ‘Recover Old job’. This will open the job recovery 
dialogue.  

 

The user can refine their search criteria by searching for a specific job by Order Number, 
Part code or Tool.  

Alternatively, the user can select to load Ended or Deleted jobs and the Horizon. (E.g.: 5 
weeks) 

By clicking ‘Load Jobs’, the system will present any/all jobs within the search criteria.  

Here, the user can finally select the job which they intend to restore and hit ‘Recover’ to 
finish the process. 

This will place the old job back onto the schedule. 
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2.J – Managing Not Worked Periods 

Shift patterns are a vital part of the scheduling module. Intouch needs 
to know when the factory does not plan to work (E.g.: weekends, 
nights etc) and adapt the schedule so that it does not assume jobs 
will run during this period. 

These not-worked periods are denoted with a light shading. (See 
photo) 

This does not consider any additional downtime, such as holidays and maintenance 
periods.  

These can be managed separately within the ‘Planner’ function (On the navigator)  

Note: The user will need the relevant permissions to access this function. Contact your 
system administrator for access. 

Upon loading the planner, the user will see a range of coloured cells (Green and Red). 

A green cell denotes a worked period. 

A red cell denotes a not-worked period (planned downtime). 

On the left, the user will see the machines, while time runs across the top. This means each 
‘box’ represents a shift on a machine. (See photo attached) 

 

The photo above shows that this factory shuts down at weekend, hence the red periods 
across all machines. 
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Users can set specific machines to ‘Not worked’ by left clicking. This will change the cell from 
green to red. 

Ultimately, the user can also select a range of cells by clicking and dragging. Once selected, 
the user can right click to see a range of options. 

 Switch to worked – Switch all cells within the selection to ‘worked’. 
 Switch to not worked – Switch all cells within the selection to ‘not worked’. 
 Invert – Invert all cells within the selection. 
 Reset – This will reset all cells within the selection back to the default which is set by 

the shift profile. 

Any changes which are made within the planner will instantly reflect on the schedule for all 
users. This will also re-calculate the job time remaining for any jobs planned within these 
periods. 

 

2.K – Exporting Data 

Data can be exported from the schedule for each machine, or the whole schedule. 

Exporting the entire schedule – Right click anywhere on the timeline at the top of the page 
and select ‘Export to Excel’. This will prompt the user to download an excel file (.xlsx) which 
can be used for further analysis. 

Exporting a machine – Right click on the machine (on the left) and select ‘Export to Excel’. 
This will prompt the user to download an excel file (.xlsx) which can be used for further 
analysis.  

 

 

 

 

3 – Operator Functions 

The previous section covered how to plan and manage jobs. This section will cover how 
machine operators and supervisors can ensure that the correct job is running on Intouch 
so that the correct data is being recorded.  

Operators may interact with the system in multiple ways. Whether it would be via HMI’s 
connected to each machine, or a more centralized system, maybe a PC in each department 
or production area. This would have been discussed during the system’s on-boarding 
process.   
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It is crucial that operators are confident in interacting with the system and know how to 
enter the correct data at the right time. Thankfully, this process is made incredibly simple 
thanks to our configurable machine dashboards.  

It is important for all system users to understand that production information is only being 
recorded whilst a job is running. Intouch will record the machine cycles against the 
properties of a job to calculate information such as the efficiency and other factors. 

Users can identify whether a job is running by checking any real-time dashboard for a job 
ID or works order number. If this is blank, there is not a job running on that machine and it 
may show as ‘Waiting’. 

If configured, the user will see a range of buttons at the top of the page. These will vary 
depending on their level of permissions. If the button ribbon is not visible, refer to section 
1.B.

 

Each button has its own functionality which this guide will cover in the next few sub-
sections. 

 

3.A – Start Jobs 

The first, yet most crucial step is to start a job on a machine. This will enable the system to 
start collecting machine cycles and calculate OEE and other KPIs.  

 

The screenshot above displays a typical HMI dashboard which also displays the schedule 
for the specific machine. The operators on the shop floor can easily see which jobs are 
queued to run next including the currently running job. 
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Simply click ‘Start Job’ and select ‘OK’ when prompted for confirmation. This will start 
the next job on the schedule.  

The machine will now show as green to display that it is running if we are receiving 
active signals. If the machine is not actually running or receiving signals, it will 
eventually fall into ‘Alarm’ status.  

 

3.B – Enter Stop Code 

Once a job is running on the machine, operators can now interact with the system.   

If the machine experiences any form of downtime, it is important that the reason for this 
downtime is logged. 

To do this, select ‘Enter Stop Reason’. The user should now select the reason for the 
machine’s downtime. 

 

This will now update the status of the machine. 

 

3.C – Book Scrap 

If a machine produces scrap or rejects during a job, these should be recorded accordingly 
to ensure the balance to produce value is accurate. 

To do this, the operator should select ‘Enter Scrap Reason’ and select the appropriate 
reason for the reject followed by the quantity of pieces affected. 
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3.D – End or Suspend Jobs 

Once a job has finished running and the balance to produce reaches 0 or a minus number, 
it is the operator’s responsibility to end the job on Intouch. This will archive the job data and 
remove the job from the schedule.  

To do this, simply select the ‘End Job’ button and click ‘OK’ to confirm. 
This will leave the machine in a ‘Waiting’ status.  

Alternatively, operators can suspend jobs if they need to pause for any reason. This could 
be because of an issue with the tool, or lack of capacity.  

Suspend Job - Simply select ‘Suspend Job’ from the button ribbon. This will move the 
current job to the end of the schedule on that machine and store the already made value. 

 

3.E – Job Change Procedure 

Once the user has ended or suspended the old job, the user can now start the new job. 

If no tool or colour change is necessary, the user can start the next job on the schedule by 
selecting ‘Start Job’, however in most cases, some form of changeover is required. 

If this is the case, select ‘Changeover Start’ once the engineer arrives. This will place the 
machine into ‘Changeover’ state which is denoted by a blue indicator and start the next job. 

During this time, the engineer should carry out any work required on the machine.  

During tool changes, it is common for the machine to dry run or produce a small quantity 
of start-up shots, when this occurs, the system will automatically book this as scrap. 

Once the changeover is complete and the team are happy that the machine is producing 
good parts, the user should then select ‘Changeover Complete’.  

This will start counting good parts. 

 

3.F – Manually Booking Good Parts* 

*Note: This feature will not be available by default. Contact your systems administrator for help. 

In some operations, operators may have the ability to manually book good parts.  

If this is the case, the user will see a ‘Book Parts’ button on their dashboard.  

The user can select this and enter the number of parts they would like 
to book.  
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3.G – Operator Logging 

Intouch offers the ability for managers to log their operators’ actions. 
Where applicable, operators should be trained to enter a 4-digit 
passcode when interacting with a machine. 

This can be achieved by selecting the ‘Login’ button.  

The user can now enter their individual passcode to login. 

Depending on the configuration of the system, users may also need to log out after 
completing a chain of commands. This is possible by re-completing the login process. 

 

4 – The Shift Profile 

The shift profile enables users to dig deep into their past production data by displaying the 
status of each machine on a timeline. 

This feature can be accessed by selecting the ‘Shift Profile’ button.  

This will load the previous 10 shifts by default and each line is denotes the start and end of 
each shift. 

The colours of the events display in parallel with the rest of the system. 

Green shows that the machine was running, red displays 
alarm etc… 

Users can select a period to display the exact job, part and 
tool which was running during that period. This also 
displays the status of the machine at that point. 

Users can also select the period they wish to view by clicking anywhere on the timeline and 
selecting a date range.  

Note: Selecting a large date range can cause extensive loading times. 
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4.A – Booking Retrospective Scrap 

In most cases, scrap and reject parts are recorded in real-time by the operators on the 
shop floor using a PC display or HMI. (Refer to section 3.C for help) 

However, Intouch enables users to book this retrospectively, even if the shift or job has 
completed.  

Users can achieve this by selecting the period in which they wish to book the scrap and 
select ‘Record Scrap’ in the bottom right corner of the dialogue.  

Here, the user can select the reason for scrap, followed by the 
quantity.  

 

 

 

4.B – Managing Retrospective Downtime 

Downtime can also be recorded retrospectively. For example: if there was a period of Alarm 
which the operators did not categorise during a shift.  

Simply select the period of downtime and select 
‘Change Stop Code’. Here the user can select the 
appropriate reason. This will update the period for all 
users.  

 

 


