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Section 01 ς Signing In To PickWise 
Pick²ƛǎŜ ¦ǎŜǊǎ ǎƘƻǳƭŘ ŘƻǳōƭŜ ŎƭƛŎƪ ƻƴ ǘƘŜ άPick²ƛǎŜέ ƛŎƻƴ ƻƴ ǘƘŜƛǊ ŎƻƳǇǳǘŜǊ ŘŜǎƪǘƻǇ ǘƻ ƭŀǳƴŎƘ ǘƘŜ 
Program. The Logon screen will be displayed and you should click on the άConnectέ ōǳǘǘƻƴ ǘƻ 
connect to the PickWise Server. Once connected, a list of available PickWise Databases will be 
displayed and you should select the Database you wish to connect to so, that it is highlighted, and 
then enter your άUser Nameέ ŀƴŘ άPasswordέ ŀƴŘ finally ŎƭƛŎƪ ƻƴŎŜ ƻƴ ǘƘŜ άOKέ button to login. 
 
 

 
The PickWise Sign in Screen 

 

If your User Name and Password are valid you will be logged into PickWise. If these details are not 
correct ŀƴ άInvalid Sign Onέ ƳŜǎǎŀƎŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ŀƴŘ ȅƻǳ may either re-enter your details or 
ŎƭƛŎƪ ǘƘŜ άCancelέ ōǳǘǘƻƴ ǘƻ ŀōƻǊǘ ǘƘŜ {ƛƎƴ hƴ ŀǘǘŜƳǇǘΦ 



 

 

Section 02 ς The PickWise Screen 
The left hand side of the PickWise Program Screen is the navigation bar. At the bottom of this screen 
are the category headings (Workers, Tasks, Admin, etc) that once clicked, display the detail sections 
that you will select to enter, edit and view data. 
 

 
The PickWise Navigation Bar 

 

 

The right hand side of the PickWise Program Screen shows the data relating to the selection made 
from the Navigation Bar. Multiple screens can be opened at once, and selected from the 
corresponding tab at the top of this screen, this can be especially useful when viewing reports. 
 

 
The PickWise Data Screen 

 

 
QUICKTIP: The Navigation Bar is flexible and can be retracted to make the Data Screen 
larger. This can be useful when entering timesheets or data editing. 

 



 

 

Section 03 ς Adding and Managing Worker Details 
The first time you bulk add your worker details into PickWise we recommend that the άImport from 
Microsoft Excelέ function be used. This enables users to setup their basic worker details in a simple 
Excel spreadsheet that can then be quickly input into PickWise. We can supply a blank spreadsheet 
upon request, or users can follow this format and create their own. Note that each column must 
have the correct title or Column Header shown below.  
 
We also recommend that you create worker spreadsheets grouped around the workers Minimum 
Wage Rates. If your Supervisors have a different rate from your Pickers for example, create one 
spreadsheet for your Supervisors and a separate one for your Pickers as the import can only set a 
single rate at a time. 
 
Column Column Header  Description  

A Barcode  The unique barcode assigned to the individual worker 
 

 

B First Name 
 

 The Workers First name  

C Surname 
 

 The Workers Surname  

D Description  The Description used to show how worker will be 
displayed in Timesheet and the Handset 
 

 

E Site  Which site number is the worker assigned to ς usually 1 
 

 

F DOB  Workers DOB entered in the format: DAY/MONTH/YEAR 
e.g.: 16/12/1971 
 

 

G Payroll Number  The unique number used to identify the worker in your 
third party payroll software 
 

 

H Pay Type 
 

 Value should be entered as 1  

I Employed From  The first date the worker will work in the format: 
DAY/MONTH/YEAR e.g.: 14/04/2011 
 

 

J Is Current  Determines if the worker is current or not ς noncurrent 
workers are not displayed on data entry screens. For 
Current workers a 1 should be used, for Non-Current a 0 
should be used 
 

 

K Is Available  Determines if the worker is available for work. For 
Available workers a 1 should be used, for Non-Available 
a 0 should be used 
 

 

L Export to Payroll  Determines if the worker is included in data exports to 
Payroll Packages. To include a worker a 1 should be 
used, to exclude a 0 should be used 

 



 

 

 
Once the worker spreadsheet has been created, you should make sure that you have closed Excel 
and then from PickWise select άImportsέ from the toolbar at the top of the screen, and then 
άImport Workerέ from the menu option, and the Import Worker screen will be displayed. 
You should click on the άOpen Import Fileέ button and then navigate to, and select the Excel 
Spreadsheet that contains your worker information for import. 
 
The details contained within the Excel Spreadsheet are then displayed on the data screen and the 
next step is to enter the Pay rates for the group: Minimum Wage, Overtime Rate and Holiday Rate. 
These can be left set to zero and edited later if you wish. Once these pay rates have been entered, 
ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƘŜ άImport to PickWiseέ ōǳǘǘƻƴ ǘƻ ƛƳǇƻǊǘ ŀƭƭ ǘƘŜ ǿƻǊƪŜǊ ŘŜǘŀƛƭǎΦ 
 
 

 
The Import Workers Screen with Group Pay rates Section Highlighted 

 

 

A confirmation message will be displayed to indicate the records have been imported. 
 
This Process is also shown on one of our online tutorials: 

 
 
Once imported, the basic worker details can be updated or expanded ōȅ ǎŜƭŜŎǘƛƴƎ άWorkersέ ŀƴŘ 
ǘƘŜƴ άWiseWorkforceέ ŦǊƻƳ ǘƘŜ PickWise Navigation Bar. You can then select the worker from the 
list of workers on the left, and their individual information will be displayed on the right hand side. 

http://pickwise.co.uk/Pages/Tutorial Pages/Blue Tutorials/PC Tutorials/WiseManager/Chapter02/Importing Workers.htm


 

 

 

 
Individual Worker Details Displayed 

 

 

Tabs across the top of the worker details screen give you access to the complete range of Worker 
Data that can be recorded. An explanation of the Worker Data Fields and their functions within 
PickWise: 
 Data Field  Function  
 First Name  The WorkerΩs first name 

 
 

 Last Name  The WorkerΩs surname 
 

 

 Barcode  The unique barcode assigned to the individual worker 
 

 

 Description  The Description displayed in Timesheet, Handset and 
Reports to show the worker 
 

 

 Employed From  The first date the worker will work. Note this will be the 
first date work will show for the worker on reports. Any 
work recorded against the worker prior to this date will 
not display 
 

 

 Date of Birth  WorkerΩs Date of Birth 
 

 

 Payroll ID  The unique number used to identify the worker in your 
third party payroll software 
 

 

 Daily Hours  The number of hours in the day the worker can work 
before daily overtime is triggered. If no daily overtime is 
to be used this value should be set as 24 
 

 

 Daily Overtime Hours  The maximum number of overtime hours the worker can  



 

 

be allocated 
 

 Weekly Hours  The number of hours in the week the worker can work 
before weekly overtime is triggered. If no daily overtime 
is to be used this value should be set as 24 
 

 

 Worker Type  Worker grouping that can be used to filter worker 
reports 
 

 

 Worker Site  Which site number is the worker assigned to ς usually 1 
 

 

 Holiday Rate  The rate that holiday pay is allocated to the worker as 
dictated by the current Agricultural Wages Board Order. 
 

 

 Hourly Rate  The Workers Hourly pay Rate 
 

 

 Current  Ticking this box marks a worker as Current (able to 
record data to) or non-current (invisible to the system) 
 

 

 Available  Ticking this box marks a worker as Available and they 
will be displayed on the Handsets worker lists. 
  

 

 Export to Payroll  Ticking this box marks a worker as included in any 
payroll exports 
 

 

 Salaried  Ticking this box marks a worker as salaried and all 
related pay will be recorded as zero 
 

 

 Overtime Flat Rate  Ticking this box makes the set overtime rate a set rate 
(e.g. £1.50 instead of a multiplier (e.g. x1.5) 

 

     
Once these details have been entered, the details for the Workers Minimum Pay Rate and Overtime 
Rate should be entered. Because these rates may change over time, they must be entered with a 
date range specified. If a rate changes (for example if a worker gets a pay rise) the old rate must be 
closed off and the new rate applied at a specified date. If the rates have overlapping dates, then data 
will appear incorrectly in reports. 
 
¢ƻ ŀŘŘ ŀ ǊŀǘŜΣ ȅƻǳ ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ƎǊŜŜƴ ά!ŘŘέ ƛŎƻƴΣ ǘƘŜƴ ƛƴ ǘƘŜ ǇƻǇǳǇ ǿƛƴŘƻǿ ŜƴǘŜǊ ǘƘŜ ǊŀǘŜ 
and the date from which it will apply. Note: The rate will apply from midnight on the selected date. 
hƴŎŜ ŜƴǘŜǊŜŘ ŎƭƛŎƪ ƻƴ ά!ǇǇƭȅ wŀǘŜέ ŦƻǊ ƛǘ ǘƻ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ǎŜƭŜŎǘŜŘ ²ƻǊƪŜǊǎ ŘŜǘŀƛƭǎ ǎŎǊŜŜƴΦ 
 
 

 
Minimum Rate Section 

 

  

 
 
 

Rate Entry Popup Window 
 

 



 

 

 

 
Minimum and Overtime Rates Applied for the Selected Worker 

 

 

To update a rate simply double click on it, and re-enter the details in the Popup Window. If you are 
ŀǇǇƭȅƛƴƎ ŀ ƴŜǿ ǊŀǘŜΣ ŜŘƛǘ ǘƘŜ ŜȄƛǎǘƛƴƎ ǊŀǘŜ ǎƻ ȅƻǳ ŜƴǘŜǊ ŀƴ άEndέ Date for it (the last date that it will 
apply for work recorded) and then you can create a new rate in the usual way. Note: It is important 
to ensure that your rates do not have overlapping date ranges. 
 
Once you have entered data for your selected worker you must click on the save icon  in the top 
left hand corner of the PickWise program to save it. You must save your work regularly as you go. If 
you select another worker without saving, any unsaved changes will be lost. 
 
You can now add as much or as little data on your Workforce as you need by using the tabs at the 
top of the Workforce Data Screen. An overview of each tab follows: 
 
 Tab Name  Data Recorded  
 PickWise  Records the minimum required information used by 

PickWise. You can complete only this tab and all the 
worker data that PickWise requires is entered. 
 

 

 General Info  Records further administration information on your 
workforce. Data such as home address, next of kin 
contact details visa and permit numbers and details 
can all be recorded here. 
 

 

 Accommodation  Allows users to record where workers are staying and 
details of that unit. 
 

 

 Holidays  Users can record days workers have taken as leave. 
 

 

 Administration  This is a completely customisable section where you  



 

 

can record when a worker has been through your 
ƻǊƎŀƴƛǎŀǘƛƻƴΩǎ ŀŘƳƛƴ ŀƴŘ ƛƴŘǳŎǘƛƻƴ ǇǊƻŎŜǎǎΦ 
 

 Medical  Allows you to record the contact details for the 
workers own doctor in case of emergency and also to 
record any medical history or restriction that may be 
applicable to the worker. 
 

 

 Incidents  Records specific incident information such as verbal 
warnings against the selected worker. 
 

 

 Bank  Allows you to record total earnings for the worker 
taking figures after tax and NI from Sage Payroll and to 
record what monies have been paid out to the worker. 
 

 

 Skills  Records work-related skills for a specific worker 
 

 

 Restrictions  This is a completely customisable section where you 
can record restrictions applicable for workers. 
 

 

 Equipment  Allows you to record equipment issued to and returned 
from workers. 
 

 

 Training  Records training courses completed by workers.  

 
QUICKTIP: ¢ƻ ǳǎŜ ǘƘŜ Iw ƻǊ άWorkforceέ ǊŜǇƻǊǘǎΣ ǘƘŜ ǳǎŜǊ Ƴǳǎǘ ƘŀǾŜ ǘƘeir details saved 
ƻƴ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴΦ ! άWorkforceέ ǘƛŎƪ ōƻȄ ǿƛƭƭ ǘƘŜƴ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘŜ άGeneral 
Infoέ ǘŀō ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŜȅ ŀǊŜ ƛƴŎƭǳŘŜŘ. 

 

Section 04 ς Adding and Managing Location (Area) Details 
¢ƘŜ !ǊŜŀ aŀƛƴǘŜƴŀƴŎŜ ²ƛȊŀǊŘ ƛǎ ǳǎŜŘ ǘƻ ǎŜǘ ǳǇ ŀƴŘ ŎƻƴŦƛƎǳǊŜ ǘƘŜ άAreasέ ŎƻƴǘŀƛƴŜŘ ǿƛǘƘƛƴ ȅƻǳǊ 
ƻǊƎŀƴƛǎŀǘƛƻƴΦ Lǘ ƛǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ƴŜǿ ǳǎŜǊǎ ŦŀƳƛƭƛŀǊƛǎŜ ǘƘŜƳǎŜƭǾŜǎ ǿƛǘƘ ǘƘŜ ΨInitial Setup 
DocumentΩ ǇǊƛƻǊ ǘƻ ǊǳƴƴƛƴƎ ǘƘŜ wizard. 
 
The Area details have a branching structure to them as shown on the following diagram. The top 
ƭŜǾŜƭ όƭŀōŜƭƭŜŘ άEnterpriseέύ ƛǎ ȅƻǳǊ ŀŎǘǳŀƭ ƻǊƎŀƴƛȊŀǘƛƻƴΣ ŀƴŘ ǘƘŜ ōƻǘǘƻƳ ƭŜǾŜƭ όƭŀōŜƭƭŜŘ άArea Nameέ) 
is the actual category against which your production will be recorded - ¢ƘŜ ά²ƘŜǊŜέ ƻŦ Who Did 
What, Where, When?. Some organisations record this as a field (e.g. Top Field), some as part of a 
field (e.g. Top Field North) others as an individual row in a field (e.g. Top Field ς Row 12). It really 
does depend on the level of reporting detail that you want to record. The important thing is to 
remember the bottom level is the one that will have production recorded against it. 
 
It is recommended that users plan their hierarchy in advance of entering it into PickWise, and 
familiarising yourself with the structure as laid out in the diagram below should make this process 
quicker. A lot of PickWise users find the easiest way to plan the Area hierarchy is to start at the 
bottƻƳ ά!ǊŜŀ bŀƳŜέ ƭŜǾŜƭ ŀƴŘ ǿƻǊƪ ōŀŎƪ ǳǇ ǘƘŜ ǘǊŜŜ ōǊŀƴŎƘŜǎΦ LŦ ŀ ōǊŀƴŎƘ ƻŦ ǘƘŜ ǘǊŜŜ ƛǎ ƴƻǘ 
applicable to your organisation, you can give it a name and forget about it. 
 
 



 

 

 
 

 
Area Hierarchy Diagram 

 

 
Area Hierarchy Diagram 

 

To begin the wizard the user ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άLocationsέ ŀƴŘ ǘƘŜƴ άArea Wizardέ in the PickWise 
Navigation Bar. The Area Maintenance WƛȊŀǊŘ ƛǎ ŘƛǎǇƭŀȅŜŘ ŀƴŘ ǘƘŜ ǳǎŜǊ ǎƘƻǳƭŘ ŎƭƛŎƪ ǘƘŜ άNext>έ 
button. At any stage of the Wizard, the user can return to the previous screen by clicking ǘƘŜ ά< 
Backέ ōǳǘǘƻƴΣ ƻǊ ŜȄƛǘ ǘƘŜ ²ƛȊŀǊŘ ǿƛǘƘƻǳǘ ŀƴȅ ŎƘŀƴƎŜǎ ōŜƛƴƎ ŀǇǇƭƛŜŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άCancelέ ōǳǘǘƻƴΦ 
 
Note: bƻ Řŀǘŀ ƻǊ ŎƘŀƴƎŜǎ ŀǊŜ ŀǇǇƭƛŜŘ ǘƻ ǘƘŜ ŘŀǘŀōŀǎŜ ǳƴǘƛƭ ǘƘŜ ǿƛȊŀǊŘ ƛǎ ŎƻƳǇƭŜǘŜŘ ŀƴŘ ǘƘŜ άFinishέ 
button is clicked. 
 
 By default the top level of the area 

ǎǘǊǳŎǘǳǊŜ όŎŀƭƭŜŘ άEnterpriseέύ ƛǎ 
shown. Selecting the Enterprise 
displays the settings associated with it. 
 

 

 

 

     



 

 

 To add a new site, you should right 
click with the mouse on the Enterprise 
the Site is to be added to. A menu is 
displayed and you ǎƘƻǳƭŘ ǎŜƭŜŎǘ άAdd 
Siteέ ŦǊƻm the list of options displayed. 
 

 

 

 

     
 You should now enter the details for 

the new Site by either typing it directly 
into the text box, or selecting the 
information from the list of options 
displayed in the drop down menus. 
 
{ŜƭŜŎǘƛƴƎ ǘƘŜ άWork Start Dayέ ƳŜƴǳ 
option here enables the reports filters 
άThis Weekέ ŀƴŘ άLast Weekέ ǘƻ ƪƴƻǿ 
the correct dates to filter. 
 

 

 

 

     
 To add a new Area Group, you should 

right click on the existing site the Area 
Group is to be added to. A menu is 
displayed and you ǎƘƻǳƭŘ ǎŜƭŜŎǘ άAdd 
!ǊŜŀ DǊƻǳǇέ ŦǊƻƳ the list of options 
displayed. 
 

 

 

 

     
 You should now enter the details for 

the new Area Group by either typing it 
directly into the text box, or selecting 
the information from the list of options 
displayed in the drop down menus. 
 

 

 

 

     



 

 

 To add a new Area, you should right 
mouse click on the existing Area group 
the Area is to be added to. A menu is 
displayed and you ǎƘƻǳƭŘ ǎŜƭŜŎǘ άAdd 
Areaέ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ ƻǇǘƛƻƴǎ 
displayed. 
 

 

 

 

     
 You should now enter the details for 

the new Area by either typing it 
directly into the text box, or selecting 
the information from the list of options 
displayed in the drop down menus. 
 
QUICK TIP: Remember ς it is this 
ά!ǊŜŀέ ǘƘŀǘ ȅƻǳ ǿƛƭƭ ōŜ ǊŜŎƻǊŘƛƴƎ ǿƻǊƪ 
against. 
 

 

 

 

     
 Once all the changes have been made 

and you have checked that the 
information added or changed is 
correct you ǎƘƻǳƭŘ ŎƭƛŎƪ ǘƘŜ άNext>έ 
button. 
 

 

 

 

     
 You are now shown a confirmation 

screen that lists all the changes you 
have made. You can return to the 
ǇǊŜǾƛƻǳǎ ǎŎǊŜŜƴ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά< 
Backέ ōǳǘǘƻƴΣ ƻǊ ŜȄƛǘ ǘƘŜ ²ƛȊŀǊŘ 
without any changes being applied by 
ŎƭƛŎƪƛƴƎ ǘƘŜ άCancelέ ōǳǘǘƻƴΦ ¢ƻ ǎŀǾŜ 
the changes you should click on the 
άFinishέ ōǳǘǘƻƴΦ 
 

 

 

 

     



 

 

Section 05 ς Adding and Managing Product Details 
The functionality of the Product Maintenance Wizard is the same as the Area Wizard covered in 
Section 04, and is used to ǎŜǘ ǳǇ ŀƴŘ ŎƻƴŦƛƎǳǊŜ ǘƘŜ άProductsέ used by your organisation. 
 
Just like the Area details, the Product Details also have a branching structure to them as shown on 
ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŘƛŀƎǊŀƳΦ ¢ƘŜ ǘƻǇ ƭŜǾŜƭ όƭŀōŜƭƭŜŘ άCommodityέύ ƛǎ ǘƘŜ ǘȅǇŜ ƻŦ ǇǊƻŘǳŎǘΣ ŀƴŘ ǘƘŜ ōƻǘǘƻƳ 
ƭŜǾŜƭ όƭŀōŜƭƭŜŘ άProductέ ) is the actual category against which your production will be recorded - the 
ά²Ƙŀǘέ ƻŦ Who Did What, Where, When?.  
 
It is recommended that users plan their hierarchy in advance of entering it into PickWise, and 
familiarising yourself with the structure as laid out in the diagram below should make this process 
quicker. A lot of PickWise users find the easiest way to plan the Product hierarchy is to start at the 
ōƻǘǘƻƳ άProductέ ƭŜǾŜƭ ŀƴŘ ǿƻǊƪ ōŀŎƪ ǳǇ ǘƘŜ ǘǊŜŜ ōǊŀƴŎƘŜǎΦ LŦ ŀ ōǊŀƴŎƘ ƻŦ ǘƘŜ ǘǊŜŜ ƛǎ ƴƻǘ ŀǇǇƭƛŎŀōƭŜ 
to your organisation, you can give it a name and forget about it. 
 
 

Product Hierarchy Diagram 

 

Example Product Hierarchy Diagram 

 

     
 To add a new Commodity, you should 

right mouse click on an area of free 
space beneath the existing 
Commodities. A menu is displayed and 
you ǎƘƻǳƭŘ ǎŜƭŜŎǘ άAdd Commodityέ 
from the list of options displayed. 
 

 

 

 

     



 

 

 You should now enter the details for 
the new Commodity by either typing it 
directly into the text box, or selecting 
the information from the list of options 
displayed in the drop down menu. 

 

 

 

     
 To add a new Product Variety to a 

Commodity, you should right mouse 
click on the Commodity the Product 
Variety is to be added to. A menu is 
displayed and you ǎƘƻǳƭŘ ǎŜƭŜŎǘ άAdd 
Product Varietyέ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ƻŦ 
options displayed. 

 

 

 

     
 You should now enter the details for 

the new Product Variety by either 
typing it directly into the text box, or 
selecting the information from the list 
of options displayed in the drop down 
menus. 

 

 

 

     
 To add a new Product Group, you 

should right mouse click on the Product 
Variety the product group is to be 
added to. A menu is displayed and you 
ǎƘƻǳƭŘ ǎŜƭŜŎǘ άAdd Product Groupέ 
from the list of options displayed. 
 

 

 

 

     



 

 

 You should now enter the details for 
the new Product Group by either 
typing it directly into the text box, or 
selecting the information from the list 
of options displayed in the drop down 
menus. 
 

 

 

 

     
 To add a new Product, you should right 

mouse click on the existing Product 
Group the Product is to be added to. A 
menu is displayed and the user should 
ǎŜƭŜŎǘ άAdd Productέ ŦǊƻm the list of 
options displayed. 
 

 

 

 

     
 You should now enter the details for 

the new Product by either typing it 
directly into the text box, selecting the 
information from the list of options 
displayed in the drop down menu or 
ticking a box. 
 

 

 

 

     
 Once all the changes have been made 

and you have checked that the 
information added or changed is 
correct you ǎƘƻǳƭŘ ŎƭƛŎƪ ǘƘŜ άNext>έ 
button. 
 

 

 

 

     



 

 

 You are now shown a confirmation 
screen that lists all the changes that 
have been made. You can return to the 
ǇǊŜǾƛƻǳǎ ǎŎǊŜŜƴ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά< 
Backέ ōǳǘǘƻƴΣ ƻǊ ŜȄƛǘ ǘƘŜ ²ƛȊŀǊŘ 
without any changes being applied by 
ŎƭƛŎƪƛƴƎ ǘƘŜ άCancelέ ōǳǘǘƻƴΦ ¢ƻ ǎŀǾŜ 
the changes you should click on the 
άFinishέ ōǳǘǘƻƴΦ 
 

 

 

 

   

 
QUICKTIP: When entering a Product as a tray size ŜƎ Ψ10x454gΩ it needs to be uniquely 
identifiable. The easiest way to do this is to use a simple prefix - for example: 
ΨEL_10x454gΩ for an Elsanta product and ΨSO_млȄпрпƎΩ for an Sonata product 

 

     

Section 06 ς Adding and Managing Task (Job) Details 
In some cases, you will have to enter records directly into the PickWise database table (called adding 
a record). This includes but is not limited to adding or amending the following details: 
 
Task Maintenance 
Product Classes 
Task Types (grouping of Jobs) 
Units 
 
for Worker Manager: 
Accommodation Sites 
Administration Checks 
Assembly Points 
Equipment Lists 
Banking Transaction Types 
Training Courses 
Skills 
Restrictions 
Nationalities 
 
As a rule of thumb, if the User needs to add a new option to be displayed in a drop down menu in 
any of the Wise products, then it is likely that the User will have to add a record directly into the 
corresponding PickWise table.  
 
The following example will demonstrate adding a new task but the principle is the same for entering 
data into any PickWise table. The Task is the actual Job category against which your hours worked 
and pieces will be recorded - ǘƘŜ ά5ƛŘέ ƻŦ Who Did What, Where, When?. 
 
¢ƻ ŘƛǎǇƭŀȅ ǘƘŜ ¢ŀǎƪ ǘŀōƭŜΣ ȅƻǳ ǎƘƻǳƭŘ ǎŜƭŜŎǘ άTasksέ ŀƴŘ ǘƘŜƴ άTask Maintenanceέ ŦǊƻƳ ǘƘŜ 
PickWise Navigation bar. The Tasks window is displayed in an Excel like grid format.  



 

 

 

 
Task (Jobs) Details Screen 

 

The details for any existing tasks are displayed and can be quickly edited by changing the data in the 
corresponding cell by either typing it or selecting an option from the drop down menu. The only field 
ǘƘŀǘ Ŏŀƴƴƻǘ ōŜ ŎƘŀƴƎŜŘ ƛǎ ǘƘŜ άJob IDέ ŦƛŜƭŘ ς this is purely an ID for inclusion in the database and 
can be ignored by users. 
 
To add a new Task you should simply add the details to the empty bottom row of the details screen. 
Note: ALL cells must be completed, with the exception of tick boxes. 
An overview of each cell follows: 
 
 Cell Name  Data Recorded  
 Job ID  Automatically generated ID used by PickWise to store 

the Job details. You cannot change this id and should 
ignore it. 
 

 

 Description  The Description used to show the Task in Timesheet, 
Handset and Reports 
 

 

 User  Should be selected as All Users 
 

 

 Area  If the Task will always be started in a single area, this can 
be preset here to save time creating tasks on Handsets. 
Otherwise leave this cell blank 
 

 

 Task Type  Sets task types (e.g. Harvest, Maintenance etc) which 
can be filtered on in Task Reports 
 

 

 Quantity Required  Not used and should be entered as 0 
 

 

 Hourly Rate  If a preset Hourly Rate is to applied to the Task, enter it  



 

 

here. 
 

 Piece Rate  If a preset Piece Rate is to applied to the Tasks Products, 
enter it here. 
 

 

 Incentive Rate  Not used and should be entered as 0 
 

 

 Duration  Not used and should be entered as 0 
 

 

 Origin  Not used and should be entered as 0 
 

 

 System Job  Not used and should be entered as 0 
 

 

 Cost Centre  Not used and should be entered as 0 
 

 

 Use Worker Rates  Set to 1 for all workers individual hourly pay rates to 
override the Task Hourly pay rates entered in Handset 
Job Creation. Set to 0 to use hourly pay rate as setup on 
the handset. 
 

 

 Default Product  If the Task will always use a single product, this can be 
preset here to save time creating tasks on Handsets. 
Otherwise leave this cell blank 
 

 

 Allow Work Record  If the Task will have pieces recorded to it this should be 
entered as 1. If the job will record hours only this should 
be entered as 0 
 

 

 Device  If the task is only to be used on a single device, select it 
from the drop down menu. This can be useful if you 
have Tasks that are only entered via the Timesheet and 
need to remain invisible from Handsets. Otherwise 
select All Devices 
 

 

 Pay Code  Not used and should be entered as 0 
 

 

 Current  If the Task is current this box should be ticked. If you no 
longer use the Task you can untick this box and it will not 
display in Timesheet or Handset to record work against, 
but will still show in reports. 
 

 

 Server  Select All Servers from the menu 
 

 

 Production Only  If a job is to be used for recording pieces only with no 
time recording at all, you can tick this box. If your Task 
will also have hours worked recorded you should leave it 
unticked 
 

 

 Default Quantity  The default quantity for the job. This is the number of 
units recorded for every single barcode scan and is 

 



 

 

usually set to 1 
 

 Picking  In reports there are some quick Picking reports, if this 
tick box is selected the Task will be included in these 
Picking reports. 
 

 

 Insurance Code  Not used and should be entered as 0 
 

 

 Payroll Tax Rate  Not used and should be entered as 0  
     

²ƛǘƘ ǘƘŜ ŎŜƭƭǎ ŎƻƳǇƭŜǘŜŘ ƻǊ ŜŘƛǘŜŘ ŦƻǊ ȅƻǳǊ ǎŜƭŜŎǘŜŘ ¢ŀǎƪ ȅƻǳ ǎƘƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ  
to save the details of your task. You will be prompted to confirm the change and then a confirmation 
message will be displayed. 
 

 
Task (Jobs) Details Screen Record Updated 

 

 

 
QUICKTIP: To Maintain Database integrity Tasks cannot be deleted once they have 
been created, but can be renamed and configured if a task is entered incorrectly. 
 LŦ ȅƻǳ ƴƻ ƭƻƴƎŜǊ ǳǎŜ ŀ ¢ŀǎƪ ȅƻǳ Ŏŀƴ ƳŀǊƪ ƛǘ ŀǎ ƴƻǘ ōŜƛƴƎ ΨŎǳǊǊŜƴǘΩ ŀƴŘ ƛǘ ǿƛƭƭ ōŜ ƛƴǾƛǎƛōƭŜ 
to PickWise (except reports). 

 

The process shown above is identical for entering data into all PickWise data tables. 
     

Section 07 ς Handset Maintenance 

Section 07.1 ς Configuring a New Handset 
The following sections will demonstrate how to configure your handset settings. Each PickWise 
handset must have a unique name to identify it to the System. If you are unsure of a particular 
device name, you can find it displayed on the Handset Synchronisation software. 


















































































