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Section 01 ς Signing In To PickWise Handset ŀƴŘ ǘƘŜ tƛŎƪ²ƛǎŜ ΨIƻƳŜ {ŎǊŜŜƴΩ 
PickWise Users should tap ƻƴ ǘƘŜ άPickWise Handsetέ ƛŎƻƴ displayed on the handset Start menu to 
launch the Program. The Logon screen will be displayed and you should tap on the PIN entry box and 
enter your PIN to login. 
  
Once you are logged in you will see the PickWise Home Screen. This Home Screen contains icons for 
the seven Main handset functions. In Normal use you will not need to use any further functions than 
the seven shown here. On further handset screens you will see a Home icon displayed which will 
bring you back to this Home Screen. 
 

 
QUICKTIP: Whenever you see this home icon on other handset screens you can use it to 
quickly display the the PickWise Home Screen 

 

 
The PickWise Handset Home Screen 

 

     



 

 

Section 02 ς Starting a Job 
This Process is also shown on one of our online tutorials: 

 
 
To create a job you ǎƘƻǳƭŘ ǘŀǇ ƻƴ ǘƘŜ ά{ǘŀǊǘ Wƻōέ ƛŎƻƴ ǎƘƻǿƴ ƻƴ ǘƘŜ tƛŎƪ²ƛǎŜ IŀƴŘǎŜǘ IƻƳŜ ǎŎǊŜŜƴΦ 
The Start Job screen will then be displayed. On this screen you will enter the criteria that make up 
the details of the job; including where it will take place, any products used, when it starts and any 
associated pay rates. 
 
 

 

 
The PickWise Handset Start Job Screen 

 
 
 
 
 

 

http://www.pickwise.co.uk/Pages/Tutorial Pages/Blue Tutorials/Handset Tutorials/Chapter01/Chapter 01 - Starting a Picking Job.htm


 

 

 
 
 

 Firstly you must select the Job you 
want to create from the drop down list 
of Jobs shown at the top of the screen. 
 
Tap the down arrow to display the drop 
down menu and then tap on the name 
of the Job. 
 
The example shown opposite selects 
ǘƘŜ Ƨƻō άPickingέΦ 
 
 

 

 

 

     

 The selected Job is then displayed to 
the right hand side of the Job label on 
the main screen. 
 
Note: Scanning the corresponding Job 
Barcode enters the job name into the 
screen automatically. 
 
Next you must select the Area the job 
will be started in. 
 
To do this, tap on the area to the right 
hand side of the label Area. 
 
The Drop down menu changes to Area 
selection mode. 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 With the drop down menu changed to 
Area Mode, you can select the name of 
the Area that you want. 
 
 The example shown opposite selects 
the area άWestern Fields Area OneέΦ 
 
 

 

 

 

     

 The selected Area is then displayed to 
the right hand side of the Area label on 
the main screen. 
 
Note: Scanning the corresponding Area 
Barcode enters the job name into the 
screen automatically. 
 
Next you must select the Product the 
job will use. 
 
To do this, tap on the area to the right 
hand side of the label Product. 
 
The Drop down menu changes to 
Product selection mode. 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 With the drop down menu changed to 
Product Mode, you can select the 
name of the Product that you want. 
 
 The example shown opposite selects 
ǘƘŜ ǇǊƻŘǳŎǘ άWCA 9 x 300gέΦ 
 
 
Note: If your Job records hours only, 
then you should select the No Product 
option from the drop down menu. 
 

 

 

 

     

 Once you have selected a product you 
will have to enter a Piece Rate for it. 
 
Tap the existing default piece rate of 
0.00 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 Then enter the piece rate using the 
entry box. 
 
This example uses a piece rate of £0.25 
 
Once you have set your rate, tap 
άEnterέ ǘƻ ŎƻƴǘƛƴǳŜΦ 

 

 

 

     

 Your selected rate is then displayed 
against the product. 
 
¢ŀǇ άOKέ ǘƻ ŎƻƴǘƛƴǳŜΦ 
 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 You are then returned to the Start Job 
screen. 
 
If you need to add another product to 
the job, just select it from the Product 
drop down menu and repeat the 
process for adding the piece rate. 
 
 

 

 

 

     

 You can check your entered products 
and associated piece rates at any time 
by using the drop down menu shown 
opposite. 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 The Next Step is to enter the date and 
time details for the Job. Most of the 
time you will probably be starting a job 
on ǘƻŘŀȅΩǎ date, but if you need to 
change this for any reason, the date 
can be selected from a pop-up calendar 
as shown opposite. 

 

 

 

     

 The Time is selected from the drop 
down menu showing time in 15 minute 
increments. 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 With the date and time entered, you 
can now enter an hourly rate for the 
Job. 
 
Tap on the box next to Hourly Rate 

 

 

 

     

 Then enter the Hourly Pay rate for the 
job in the pop-up box. 
 
Once you have entered your hourly pay 
rate you can tap Enter 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 The Hourly Pay rate is now shown on 
the Start Job screen. 
 
Note: If a job has been configured to 
ΨǳǎŜ ǿƻǊƪŜǊ ǊŀǘŜǎΩ ƻƴ ǘƘŜ t/, workerΩs 
individual rates will overwrite the rates 
entered on the handset. In this 
scenario, to ensure handset operating 
speed, the entered rates will display on 
the handset, and the overridden rates 
will only display on final reports run on 
the PC. 

 

 

 

     

²ƛǘƘ ŀƭƭ ǘƘŜ ŘŜǘŀƛƭǎ ŜƴǘŜǊŜŘ ŦƻǊ ȅƻǳǊ WƻōΣ ȅƻǳ ǎƘƻǳƭŘ ƴƻǿ ǘŀǇ ƻƴ ǘƘŜ ά!ŘŘέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ 
screen, and your job will be started using the criteria you have entered. 
 
When you start a second job on the handset, you will be prompted to reassign workers to the 
second job automatically. If you select Yes on this prompt ALL workers will be moved to it using the 
JobΩs start time as setup on the Start Job screen. In most cases, you would select NO to this prompt 

     

Section 03 ς Assigning Workers to Jobs 
This Process is also shown on one of our online tutorials: 

 
 
After a Job has been created and started as described in Section 2 the Reassign Workers screen will 
be displayed. You can also show this screen by tapping on the Assign Workers Icon on the PickWise 
Handset Home Screen. 
 
The reassign workers screen will display data in two columns and to assign workers to a Job you 
need to move them from the left hand column to the right hand column. 
 
 
 
 
 

http://www.pickwise.co.uk/Pages/Tutorial Pages/Blue Tutorials/Handset Tutorials/Chapter02/Chapter 02 - Starting Workers.htm


 

 

 
 

 

 
The PickWise Handset Reassign Workers Screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 

 
 
 

 To select the workers for reassignment 
you should select the drop down menu 
in the left hand column and select the 
job they are currently working on, or: 
 
<all> shows all workers available on the 
handset 
 
<Unassigned> shows all workers who 
have not be assigned to any Job 

 

 

 

     

 You should then select the Job you 
want the workers assigned to from the 
drop down menu on the right hand 
column. 
 
Note: the Job Not Working is 
automatically started when any other 
job is created. 
 
In this version of PickWise you do not 
stop any workers, but reassign them to 
this Not Working job which records 
zero pay rates against it. 
 
In the event a worker starts working 
again, you can reassign them back from 
Not Working to their new Job. 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 With both column headers selected, 
the list of workers on the left hand side 
is populated. 
 
To select a worker you tap on their 
name in the left hand column. 

 

 

 

     

 Once selected, the workerΩs details are 
highlighted as shown opposite. 
 
To move the selected workers over to 
the right hand column simply tap on 
the > button 
 
Note: tapping on the >> button moves 
all the workers over if they are selected 
or not. Scanning a workerΩs barcode 
selects them and automatically moves 
them over to the right hand column. 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 With the workers you want to assign 
now listed in the right hand column, 
you should tap on OK 

 

 

 

     

 You should then enter the start time 
for the selected workers in the popup 
window that is displayed. 
 
Tap OK and the workers are assigned 
to the selected Job. 

 

 

 

  
 
 

   



 

 

Section 04 ς Recording Work 

Section 04.1 ς Recording Work Methods Overview 

PickWise has the flexibility to use a variety of different recording modes for data capture. The most 
commonly used method is Unique Label mode where a barcode contains an ID for the worker and an 
additional ID for a piece. This section will demonstrate recording work using the Unique Label 
method, please refer to Appendix A of this manual for details on the other recording modes that 
PickWise can Use.  
The PickWise online training tutorials demonstrate in greater detail recording using other 
production modes. 

     

Section 04.2 ς Recording Work  

This Process is also shown on one of our online tutorials: 

 
 
To record work to a Ƨƻō ȅƻǳ ǎƘƻǳƭŘ ǘŀǇ ƻƴ ǘƘŜ άRecord Workέ ƛŎƻƴ ǎƘƻǿƴ ƻƴ ǘƘŜ PickWise Handset 
IƻƳŜ ǎŎǊŜŜƴΦ ¢ƘŜ wŜŎƻǊŘ ²ƻǊƪ ǎŎǊŜŜƴ ǿƛƭƭ ǘƘŜƴ ōŜ ŘƛǎǇƭŀȅŜŘΦ ¢Ƙƛǎ ǎŎǊŜŜƴ ǿƛƭƭ ǎƘƻǿ ǘƘŜ ΨŎǳǊǊŜƴǘΩ Ƨƻō 
details by default. If you are recording to more than one Job you can select which job is shown by 
default on this screen. See section XXX ς Change Job Defaults 

 

 
The PickWise Handset Record Work Screen 

 

http://www.pickwise.co.uk/Pages/Tutorial Pages/Blue Tutorials/Handset Tutorials/Chapter04/Chapter 04 - Recording Work.htm


 

 

 
 
 

 Before you start to scan your barcodes, 
you should make sure that the Job, 
Area, Product and Quantity values are 
correct. 
 
If your Job has multiple products you 
should change the default product to 
the one you want to record work to. 
 
Once you have set the criteria for your 
work to be recorded, you can start to 
scan your unique labels. 
 
 

 

 

 

     

 As you scan the barcode labels the data 
builds up in the handset buffer 
memory. The number of pieces you 
have scanned are shown at the bottom 
of the screen. 
 
Note: in the event that a barcode has 
become unreadable by the scanner, 
you can manually enter the barcode. 
Simply tap the Tray section of the 
screen and then manually enter the  
Barcode making sure that it has a * at 
the beginning and end. 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 You can check the trays recorded to 
each worker if you need to at this stage 
by selecting the worker from the drop 
down Worker Menu. 
 
Then with a worker selected, the tray 
IDs can be viewed using the tray drop 
down menu shown opposite. 

 

 

 

     

 If you accidentally scan the same tray 
twice, you will be prompted with a 
message. 
 
Just OK the message and continue to 
scan your trays. 
 
Once you have entered all your work, 
you should tap the Add button at the 
top of the screen to apply the scans to 
the database. 

 

 

 

  
 
 
 
 
 

   



 

 

 
 
 

 The total number of trays recorded to 
the database will now be displayed on 
the handset screen. 
 
You can now reset your job details and 
scan more barcodes into the buffer. 

 

 

 

Section 04.3 ς Quick Reports on the Record Work Screen  
Handset users can quickly get reports on the data they have recorded from the Record Work screen.  
¢ƻ ŀŎŎŜǎǎ ǘƘŜǎŜ ΨvǳƛŎƪ wŜǇƻǊǘǎΩ ȅƻǳ ǎƘƻǳƭŘ ǘŀǇ ŀƴŘ ƘƻƭŘ ƻƴ ǘƘŜ Q shown in the bottom right hand 
side of the record work screen. 

 

 

 



 

 

  
 

  
 
 

 

 A popup menu is displayed showing all 
the available Quick Reports. 
 
You should tap on the one that you 
want to view. 
 

 

 

 

     

 The selected Quick Report is then 
shown on the handset screen.  
 
 

 

 

 

     

By using quick reports you can quickly see summary information for your Jobs, Workers and Areas. 
The Worker ranking report shown above is particularly useful for seeing who is performing best (and 
worst!) amongst your currently working labour force. 

     
















































