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1.0 - Introduction 
Hi, welcome to our Intouch i4 cloud user handbook. In this document we will be running 
through the core functions of the software to give you the knowledge and tools required to 
effectively use the Intouch system. 

This section of the course will be broken down in to 4 main parts. These are: 

 2.0 Operator Functions – This includes basic job controls such as 
stopping/starting jobs and assigning stop and scrap codes. 

 3.0 Scheduling & Planning – This section covers our scheduling module for 
planning works orders and organizing holiday & downtime. 

 4.0 The Shift Profile – In this part we look at how you can view the history of the 
machines and how to interpret and interact with the data. 

 5.0 Reporting with MESi - Here we will look at our reporting module and you will 
learn how to run reports and understand and manage the data provided. 

 

 1.1 - Basic overview 

Upon loading the system, you’ll see a clear overview of the whole factory with coloured 
machine ‘blocks’ which indicate the real-time machine status.  

Green indicates a machine which is running 

Red indicates that the machine has stopped running without explanation  

Orange indicates a machine has stopped with an identified stop code. This code is also 
displayed on the dashboard. ‘For example; this machine is down because of ‘DOWNTIME 
CODE’ 

Blue indicates that a machine is currently in ‘changeover’ state.  

You can zone in on a machine by double clicking. This will load the details page which breaks 
down the data collected by intouch. The information may vary depending on the process 
which is monitored. For example, a typical injection moulding page will display fields such as 
the cycle time, impressions, and good parts per shift & job.  

Continuous processes such as extrusion may display information such as the weight 
produced, or lengths of product made. 

On the left-hand side of the system, you will see the navigator. This may look slightly 
different from user to user depending on your permissions. 

You can navigate back to the main overview mimic by clicking on the ‘Home’ button.  

We also provide a ‘Summary’ page which displays each machine in a tabular view. You may 
decide to refer to this for specific information which is not presented on the home page. 
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Under ‘Functions’ you may see buttons for ‘Schedule’, ‘Shift Profile’ and ‘Planner’ 

Under MESi, you may see the reporting functions. All these features are covered in module 
3, 4 and 5. 

 

2.0 - Operator Functions 
In this section of the handbook, we will be looking at the foundations of Intouch. This 
includes controlling real-time jobs on the shop floor and assigning stop and scrap codes. 

It is important to remember for any Intouch customer that production information is only 
being recorded whilst a job is running. This is because we record the machine cycles against 
the properties of a job. This way we can calculate information such as the efficiency of the 
machine and other OEE factors. 

You can easily see if a job is running by checking the summary page, or details page for a 
‘Job ID’. If this is empty, then you know that there is no job running. 

Jobs are organized within the schedule. This task may be completed by a separate 
department or manager. It is best to understand how your team plan & prepare works 
orders and jobs internally, so you know who to approach if there is an issue with the order. 

You cannot move a running job 

 2.1 - Start jobs 

Let us start by looking at a blank machine, you can now identify that there is no job running 
on this machine as the ‘Job ID’ field is empty. By right clicking on the machine, you will see a 
range of options. These may vary depending on your level of permissions.  

You will want to start by selecting ‘Start Job’. This (believe it or not) will start the next job on 
the schedule. If your system is configured for ‘Kan Ban’ job control, then you will be 
required to select the next job from a list. 

In both instances, you will be asked to confirm your action. By clicking ‘OK’ you will start the 
job. The machine will now show as green to display that it is running. If we are receiving 
active signals from the machine, then it will remain green and start recording data. 

If the machine is not actually running or receiving signals, it will eventually fall into ‘ALARM’ 
status.  

 2.2 - Suspend job 

Now you have mastered the act of starting a job, let us look at the ‘suspend’ option, 
otherwise known as “pausing a job”. You may select this if you are temporarily stopping 
production on a specific part. You will see this in your menu by right clicking on a machine, 
or via the top button ribbon if configured. This feature will ‘Pause’ the job by storing the 
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‘already made’ value. It will move the job to the end of the schedule where it can be 
managed by the appropriate planner or department. 

 2.3 - End job 

By selecting ‘End Job’ on an active machine, you will end the job on the machine and clear it 
from the schedule. The data is stored eternally within the system for analysis. This machine 
is no longer running a job and will enter ‘Waiting’ status. The machine is therefore not 
recording production information.  

 2.4 - Enter downtime code 

As an operator, it is crucial to keep Intouch updated with downtime information. 

When a machine stops running, it will change to ‘ALARM’ status, this means that it is not yet 
known why that machine is down. It is important to identify this and enter the stop code in 
Intouch by selecting ‘STOP’ on the appropriate machine. This will display a list of potential 
downtime causes; simply tap the appropriate reason and you will see the machine turn 
orange and display the reason for the downtime.  

 2.5 - Assigning scrap 

In almost all operations, you will produce some quantity of scrap. It is important that these 
are recorded to highlight where and why these issues are occurring as scrap parts ultimately 
= lost money. 

Once you have identified scrap parts, you should record this by selecting the ‘Scrap’ button. 
You will need to select the reason for scrap, followed by the quantity. Once you hit ‘OK’, this 
data is stored digitally and there is no further action required.  

 2.6 - Managing tool changes 

In some operations such as injection moulding, you may change the tool/mould to produce 
different parts. It is important that this process is documented on Intouch to give a clear 
insight into how long this process is taking & to identify why the machine was not producing 
parts at this specific time. To start the process, end the existing job (As you will be starting a 
new one on the new tool). You should then select ‘Changeover Start’ which will turn the 
machine blue. During this time, the technician should be performing the tool change. Whilst 
in a ‘changeover’ state, the system will ignore any cycles and automatically book them as 
scrap as most machines may produce ‘start-up shots’ which do not meet the criteria of a 
finished product. 

Once the process is complete you should select ‘Changeover Complete’, this will also start 
the next job on the schedule and resume booking good parts. 

 

 3.0 - Scheduling & Planning 
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In this section, we will be looking at the Schedule and planner. These can be found under 
‘Functions’ in the navigator menu. 

The scheduling module features a live Gantt chart which outlines the current and upcoming 
jobs by visual bars. You will also notice the tabular view which displays more information 
about the job selected. 

Jobs appear red in colour when they are not planned to meet their due date. Green jobs 
therefore denote when a job is likely to finish ahead of its due date. 

You may see shaded areas of the schedule. These denote ‘Not worked’ periods. These may 
be set at weekends, on forecasted shutdowns and even maintenance windows. 

Shift patterns are set up by the administrator and will identify regular shutdown periods 
over weekends. 

You can also filter the schedule to show specific workgroups. For example, if you have more 
than one department monitored by intouch, you can filter these machines by right clicking 
and hover over ‘Machines >’ 

The planner (accessed via the navigator) manages all other periods of shutdown. For 
example, public holidays, maintenance, and planned shutdowns.  

 3.1 - Adding a job 

We are starting with a blank schedule for the purpose of this tutorial. To add a job, right 
click the selected machine and click ‘Add new job’. You will see a side widget appear with 
empty fields.  

If you have a list of standard parts within Intouch, you can select ‘Show Standard Parts’ and 
select a code to auto-fill the job fields. This saves time in the long run. However, we will 
demonstrate this as if it is a brand-new system. 

You now want to start typing out the job information. Not all fields are required, however 
these criteria may differ from process to process. For injection and blow moulding, you will 
be required to populate ‘Cycle Time’, ‘Cavitation’ and ‘Order Quantity’ at a minimum. 

We recommend populating as many fields as possible for the best experience.  

Once you have finished, click ‘Add Job’ in the bottom right corner. You will see the job 
appear on the machine. If you entered a due date before its scheduled to finish, this will 
appear green as mentioned in the introduction. 

 3.2 - Moving jobs 

You can move a job from machine to machine simply by grabbing it and dragging over 
another machine. 

We have added a some more jobs to help us understand the behaviour of the Gantt chart. 
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You can move jobs around by dragging them, if you drop a job over an existing job, it will 
place it afterwards and so forth. 

To schedule a job to run next, drop the job over the actual machine square. 

 3.3 - Modify a job 

To modify a job, double click on the ‘job bar’ and you will see the sidebar appear. You can 
make the required changes before clicking ‘Update Job’. These changes will immediately 
take effect on the schedule. 

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

 3.4 - Managing composite jobs 

Some processes may produce composite parts. If you do not, then you can skip this section. 

To schedule a composite job, add each composite to the schedule (For example, L+R panel) 

By holding ‘Alt’ and dragging one part of the composite over the other and letting go, you 
are creating a composite job. This is identified by a slight shading to the job bar. 

You can split composite jobs by right clicking and select ‘Split Composite Parts’, this will 
return them to separate works orders. 

 3.5 - Recover ended and deleted jobs 

Even if a job is deleted from the schedule, it remains in the database and can be recovered 
by using the following tool. 

Right click on any machine and click ‘Recover Old Job’. This will open a dialogue. Here you 
can search for the job by Part, Tool or Job ID. You can select the horizon which will 
determine how far in the past we search. You can also select to include Ended and/or 
deleted jobs. 

Once you have refined your search criteria, click ‘Load Jobs’. Once you have found the job 
you are looking for, select it and click ‘Recover Job’. This will place the job back on the 
schedule.  

 3.6 - Configuring the planner 

The planner can be accessed via the navigator under ‘Functions’. Upon launching you 
will see a range of Green and Red cells. 

A green cell denotes a worked shift, a red cell denotes a not worked shift. 

The X axis represents time, and the Y axis segregates the machines. 

You can simply change the value of the cell by single-handedly clicking on it.  
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Ultimately, you can hold and drag to select a range of cells, by right clicking you will have 
the options to switched to ‘worked’, switch to ‘non-worked’, and revert (Change to 
the opposite). 

You can select all machines per shift by dragging across the timeline at the top of the 
page. For example, in this instance we will block out Monday as it could be 
‘Maintenance day’. 

 3.7 - Exporting the data 

The schedule can be exported to Excel or sent straight to the printer. 

Right click anywhere on the chart and click ‘Print Schedule’. This will automatically send the 
data to your printer. By clicking ‘Export to Excel’, you will send the data to a new 
spreadsheet on your PC for further analysis. 

 

4.0 - The Shift Profile 
The shift profile can be accessed via the navigator menu. You will immediately see a 
timeline which displays the history of each machine and its status. This module is useful to 
find out when and why machines have not been running in the past. 

You can navigate further back in time by clicking on the navigation arrows in the top left 
corner. 

 In the next couple of sub-sections, we will show you how to interpret this data and make 
post-shift adjustments such as booking late scrap quantities and changing past stop reasons. 

 4.1 - Interpreting the data 

The shift profile displays coloured blocks which display the machine status at any given 
point.  

Just like the overview page, Green shows that the machine was running, Red shows that it 
entered an alarm state and Orange shows that the machine has been stopped and the 
reason has been entered in to Intouch. 

To find out more information, simply click on a section of the timeline to find out which Job, 
Part and tool were running at the time. You will also see a status of the machine (i.e., 
Running, Alarm etc..). 

The shift profile will also display the exact time as to which the machine was in this status, 
from beginning to end. 

 4.2 - Booking late scrap 
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Real-time scrap booking is a great feature to have, it can be recorded and stored whilst still 
fresh in the operator's mind. However, we do understand that sometimes pieces can slip 
under the carpet and you may need to add scrap after a job or shift has finished.  

Thankfully, the shift profile can help. Simply select the block or timeframe to which you wish 
to book the scrap. Click ‘Record Scrap’ and choose the reason and quantity of pieces which 
were defected. This data will display within the MESi reporting module 

You can repeat this process over and over on as many machines as necessary to ensure that 
all data is as accurate as it can be. 

 4.3 - Managing past downtime reasons 

The shift profile is excellent at highlighting periods of downtime on a particular machine. 
You can see the blocks of Alarm amongst the data, Alarm is categorized as an Unplanned 
downtime code which negatively impacts OEE figures. It is best to categorize these by 
assigning a valid stop reason. This can be done in real-time via the home page mimic or 
afterwards via the shift profile. 

Select the period of downtime and select ‘Change Stop Code’. You can select the 
appropriate code from the list. 

If you wish to split the downtime codes, you can do so by right-clicking on a period of 
downtime and click ‘Split Downtime’. Using the interactive slider, you can adjust the time 
and assign different stop reasons either side of the split by selecting them from the list. By 
clicking OK, you’ll submit the changes, and the new data will display. 

 

5.0 - Reporting with MESi 
Reporting is ultimately one of the most important features of the Intouch system. It 
compiles all production data, scrap information, downtime events and presents it in to clear 
and concise tables for in depth analysis which we call ‘MESi’. 

MESi stands for ‘Manufacturing Execution System Intelligence’. 

You can access the MESI reports on the navigator by clicking on the calculator icon. Upon 
launch you will see a range of blank tables and a report builder on the right-side of the page, 
we will cover this in the next clip.  

This page is where you will come to run and configure reports. The dashboard features basic 
graphs for OEE, scrap and downtime data. 

Under the calculator icon in the navigator, you will see the report tables. By default, these 
include OEE, Downtime and Scrap. Once the report has been run you can refer to these 
tables to collect more in-depth data for each segment. 

 5.1 - Report based on time 
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To run a report, head to the main MESi page by clicking on the calculator icon. 

On the right side of the page, you will see a report builder.  

You start by selecting the machines you would like to collect the data from. You can do this 
by individually selecting a machine with your mouse pointer or by clicking and dragging 
down the list. To select specific machines, hold Ctrl+Click. Ultimately, if you have 
workgroups pre-configured you can do so from the ‘Workgroups’ tab. 

Next, you will need to decide if you wish to report based on ‘Time’ or ‘Job’. 

For a ‘Time’ report, you will need to select the date and time parameters. You can do this by 
clicking on the pre-configured time profiles, For example ‘This Shift’, ‘Today’, ‘This Week’ 
etc. 

Alternatively, you can manually enter the date and time in the fields above. 

Once you are satisfied with your selection, hit ‘GO’ to load the data. This may take some 
time depending on the amount of data you have requested from the system. 

 5.2 - Report based on a job 

To run a report based on Job, hit ‘Job Search’ tab. From here you can search by Order 
Number, Part Code or Tool Code. Once you have selected from the drop-down list. Begin 
typing your desired job in the text field and select your desired job from the list. 

This will load each compatible job under the machine(s) that you have selected and provide 
information about when the job was run. Select the instance you would like and hit ‘GO’ to 
run this report. 

 5.3 - Interpreting the data 

Once you have generated a report, you will automatically see the fields become populated 
with information. You will see information based on your OEE (Overall Equipment 
Effectiveness) - If you do not understand how OEE works, visit intouchmonitoring.com 

You’ll also see your Downtime and Scrap paretos which highlight where and why you did not 
make a many parts as you could have.  

This is where it is crucial that information such as scrap and downtime is recorded 
accurately by the operators 

 5.4 - Viewing and exporting tables 

In the navigator you will see options for report tables. By default, you will see a production 
report, downtime report and reject report. These tables break down the information into 
various headers by machine. You can see exactly how many parts were produced on a 
specific shift/job, by machine etc. We recommend carefully analysing the tables to gain a 
better understanding of the meaning behind the data. 
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Tables can be exported to Excel and printed by selecting the hidden buttons in the top right 
corner. Clicking Export will automatically open Excel with the data imported on a new sheet. 

By clicking print you will receive an option to send the report to the local printer. 

 

6.0 - Help & Extras 
Congratulations, you have reached the end of this manual. You should now have the basic 
tools to begin using the intouch system effectively. 

We have some key tips and pointers to help you get the most out of your system: 

 Remember, be proactive about collecting downtime & scrap data to ensure that 
MESi reports are as accurate and informative as possible. 

 If a machine is producing parts but not showing as running on intouch, ensure that it 
has a job started against it.  

 Invest some time in perfecting your schedule (If applicable). This will again enable 
perfectly accurate data collection to show the performance of each job. 

 

 6.1 - Contact Options 

If you do have any further questions or issues, please contact our support desk by emailing 
i4support@intouchmonitoring.com. We guarantee that an agent will respond within 24 
hours. 

For urgent requests, please call our office on +44 (0) 1604 537100. 

 

 


