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Organization Setup 
The first configuration section is the Organization Setup. Within this section, users will have the ability to 

setup and edit the Plants, Workcells, Stations, Parts and Station Instructions.  

PLEASE NOTE: The addition, editing or removal of any item should not be done during active production 

hours. These actions can affect the line status and cause downtime if done during production. 

Plant Setup 
In order to setup plant locations within GMW, users would select the Plant Setup menu option. After 

plants have been set up, any current plants and applicable information will be displayed here. From this 

page, users can Add/Edit/Delete Plants, Add Workcells/Operators to a Plant or View 

Workcells/Operators associated with a Plant. 

To add a new plant, simply select the Green + icon on the right side of the screen. The Add Plant pop-up 

will appear. At this point, users will be prompted to enter in the following information: Plant Name 

(must be unique), Address, Default Language and Time Zone (all displays and reports will be displayed in 

the plant’s associated time zone). 

Once a plant has been set up, the following actions can be taken as needed:  

• You can Edit the plant details which will bring up the same pop-up as the Add Plant option and 

allow you to make changes to any field. 

• You can Modify the Options for the plant, which in this case, only Operator Tracking has 

available options. Operator tracking is essentially how the station process is started, or login 

style. You can require an operator badge scan, have an onscreen keyboard for the operator to 

type in an assigned login code or no operator tracking, so that when GMW is started up, it will 

go right to the operator screen rather than a login page. 

• If the badge scan or login code option is selected, the system will record that login and any parts 

produced under that login. This will help with reporting to know which operator produced which 

parts. Keep in mind, Selecting the No operator tracking option will affect some reports. 

• You can also Delete a plant however plants cannot be deleted once a workcell or operator has 

been assigned. This is to maintain all historical data associated to the plant. 

Once the plant options have been set, your next step will be to assign Workcells and Active Operators to 

the plant. If there aren’t any assigned yet, clicking on the Add a Workcell or Add an Operator button will 

take you to those setup pages. Once workcells and operators are assigned, the screen will show you how 

many of each are assigned to a plant as well as a link that will take you to the setup pages to view and 

edit them as needed. 

 

Workcell Setup 
Within each Plant, users can create multiple Workcells by either selecting the Workcell Setup menu 

option or from the Plant Setup page. This option will display any current workcells and applicable 

information. From this page, users can Add/Edit/Delete Workcells, Add Stations/Part Types to a 

Workcell or View Stations/Part Types associated with a Workcell. 



To add a new workcell, first select the applicable Plant from the dropdown menu at the top of page. 

Users can also select All to view all current workcells.  Then select the Green + icon on the right side of 

the screen and the Add Workcell pop-up will appear. At this point, users will be prompted to enter in the 

following information: Workcell Name (must be unique) and Plant (selected from the dropdown menu 

of currently active plants). 

Once a workcell has been set up, the following actions can be taken as needed:  

• You can Edit the workcell details which will bring up the same pop-up as the Add Workcell 

option and allow you to make changes to any field. 

• You can Delete a workcell as long as a station or part type has NOT been assigned yet.  This is to 

maintain all historical data associated to the workcell. 

• You can also modify the Workcell Options: 

o First, you’ll need to select the Part Selection Style, which is how the operator will 

determine which part is going to be produced. You can select: 

▪ Pick Part – which allows an operator to select a part from a list on their screen. 

▪ Schedule – which allows administrators to create a schedule of parts to be 

produced within the manager site. 

▪ Or Scan Part Number – which directs the operator to scan a part number 

barcode to select which part is being built. 

• The next option is the Part Tracking Style. This allows the system to create a serial number if 

needed. You can select either  

o Scan Serial Number which is set by a barcode scan at the first station  

o Or None which would indicate that there is no part tracking to be done. 

• The last 2 options are selecting the Number of Shifts per day and the Shift Start Times. 

Each Workcell also includes a Change Log which will display any changes made as well as the change 

date and time and who made the change. 

Once your workcell options have been set, your next step will be to assign Stations and Part Types to the 

workcell. If there aren’t any assigned yet, clicking on the Add a Station or Add a Part Type button will 

take you to those setup pages. Once those are assigned, the screen will show you how many of each are 

assigned to a workcell as well as a link that will take you to the setup pages to view and edit them as 

needed. 

Guide My Work also includes dashboards which can be assigned and displayed at each workcell. In order 

to run a dashboard, you must first download the Workcell Dashboard Set Up File on the device you plan 

to use such as a TV, monitor or handheld device. The device must be web-enabled and have a strong 

internet connection in order to run the dashboard. You’ll need to copy the Dashboard Code found on 

the Workcell Setup page next to the workcell you wish to display and enter that code on the dashboard 

browser. Select Register the Dashboard and you’re all set.  

Each dashboard will show production information such as parts produced, downtime and defects, as 

well as announcements. 



Station Setup 
Within each Workcell, users can create multiple Stations by either selecting the Station Setup menu 

option or from the Workcell Setup page. This option will display any current stations and applicable 

information. From this page, users can Add, Edit or Delete Stations. 

To add a new station, first select the applicable Workcell from the dropdown menu at the top of page. 

Users can also select All to view all current stations. Then select the Green + icon on the right side of the 

screen and the Add Station pop-up will appear. At this point, users will be prompted to enter in the 

following information: Workcell (selected from the dropdown menu of currently active workcells), 

Station Name (must be unique) and Station Order* (where the station will be within the workcell 

process).  

*Station Order defaults by 10’s (i.e. 10, 20, 30, etc.). This allows for users to add in new stations between 

existing stations without having to reorder all current stations. Ex. If a new station is to be added 

between Station 1 (station order 10) and Station 2 (station order 20), the user can assign a station order 

of 15. 

Stations are Active by default. To deactivate a station, simply uncheck the box. When a station is active, 

you will be billed for each day. If you do not plan on utilizing the station right away, you can deactivate it 

until it is needed. You will be able to modify the station and add instructions while it is inactive. 

Once a station has been set up, the following actions can be taken as needed:  

• You can Edit the station details which will bring up the same pop-up as the Add Station option 

and allow you to make changes to any field. 

• You can Delete a station. Keep in mind, this will also delete any instructions associated to the 

station. If needed, you can deactivate a station, and this will maintain the station instructions 

and details without resulting in any charges being billed to you 

The final step you’ll need to take is to download the Station Setup File on the device you plan to utilize 

for that GMW station. This can be a PC, tablet or any handheld device as long as it is web-enabled and 

has access to a strong internet connection.  

Within the GMW Manager page, go back to the Station Setup Menu page and select the Generate 

Access Code button, Once the GMW browser (from the Station Setup File) is loaded on to the operator 

screen, enter in the code to register the station to that device. A station can only be registered to one 

device. Once it’s assigned, it cannot be registered to a different device. If a station has already been 

downloaded to a computer, this will show as Registered. If it is displayed as Unregistered, the Generate 

Access Code option will be available. 

 

Part Setup 
The next step in the setup process is to create a Parts list by either selecting the Part Setup menu option 

or from the Workcell Setup page. This option will display any current parts and applicable information. 

From this page, users can Add/Edit/Delete Parts, Add or Remove Parts to/from Workcells and add Part 

Images. Users can also enter in keywords on the Part Filter to quickly find an existing part. 



To add a new part, first select the applicable Plant from the dropdown menu at the top of page. Then 

select the Green + icon on the right side of the screen and the Add Part pop-up will appear. At this point, 

users will be prompted to enter in the following information: Part Description (must be unique), Internal 

Part Number and External Part Number.  

You can also import a list of parts from a file, such as an excel spreadsheet, to speed up the process for 

adding in multiple parts. 

Once a part has been set up, the following actions can be taken as needed:  

• You can Edit the part details which will bring up the same pop-up as the Add Part option and 

allow you to make changes to any field. 

• You can Delete a part as long as it has not been added to a workcell. 

• You will need to Add the part to a Workcell. A dropdown menu of all active workcells will 

appear. If a workcell has already been assigned to the part, it will no longer appear in the 

dropdown menu, but you can assign a part to multiple workcells. 

• To Remove a Workcell select the Red X icon next to the assigned workcell. It can be added back 

at any time. 

• You will need to add Part Image either by dragging/dropping an image file from any folder 

location or by clicking on the image box to open a folder.  

Part images are utilized for display on the operator screen as well as for defect collection scatterplots. 

Images should be clear. To remove or replace an image, simply hover over the current image and select 

Remove or click to open a folder and select a new image. 

 

Station Instructions 
The final organization setup step is to add Station Instructions by selecting the Station Instructions menu 

option. This option will display any current instructions and applicable information. From this page, 

users can Add, Edit, Delete or Copy Instruction Steps.  

To add new instruction steps, first select the applicable Plant, Station and Language from the dropdown 

menu at the top of page. Then select the Green + icon on the right side of the screen and the Add 

Instruction pop-up will appear with a series of fields to be completed. 

• The first field is the Test Type – this is how the system will confirm that the instruction step was 

completed. Options for this field include Barcode Scan, Confirm Complete, Data Input, Generate 

Serial Number, Monitor PLC Value, Print Label, Read PLC Value, Time Delay, Torque, or Write 

PLC Value. 

• Some of these options are fairly self-explanatory but for more detail on each test type and the 

necessary information required, please refer to the Instruction Test Type Appendix available for 

download on our website.  

• The next field is the Target Time. This is the optimal time, in seconds, for the step to be 

completed. This field will help generate target cycle times for reporting purposes. 

• Any Test Type Option fields will be displayed in the next section below. 



• Next is the Instruction Order field – this is what order that particular instruction step should be 

shown. This is similar to the Station order, only it defaults by hundreds (so the first instruction 

step would be instruction order 100 and so on).  

• The instruction Title will appear along the left side of the operator page. This should be a just 

few words to explain the instruction step and is included in a running list of instructions 

displayed for the part. 

• The Part Type field is where you will select whether the instruction will apply to all part types 

associated to the workcell, or a specific part type.  

• The Prompt will appear along the top of the operator screen. It should be a short description of 

the instruction step. 

• The Detail section will include the specific steps to complete the active instruction. Here you can 

alter the text to stand out as needed (for example, using bold text, larger font size or various 

colors). These should be detailed enough for the operator to complete the instruction correctly. 

• Instructions are defaulted to be Active. To deactivate an instruction, simply uncheck the box. 

• The Allow Bypass option is also checked by default. This means that an instruction step can be 

bypassed with the proper authorization.  

• The Comment section is a required field. When an instruction step is created or edited, a 

comment should be left indicating what changed (for example, new instruction, added detail, 

changed order, and so on). 

Once an instruction step has been set up, the following actions can be taken as needed:  

• You can Edit the step which will bring up the same pop-up as the Add Instruction option with 

Image/Video and Sound addition options. 

• You can Delete an instruction; however it is recommended that a step is made inactive unless 

you are positive that it can be deleted. 

• You can Copy an instruction step. This is useful for when you need to create an instruction for 

multiple parts, but each part would require a slight variation, so selecting All Parts would not 

apply. All you’ll need to do is create the first instruction step, then select Copy and enter in the 

Instruction Order number and Part Type it applies to. All completed details will then carry over 

to the new step. 

• The Show Revisions option is similar to the Workcell change log and will display a list of changes 

made to the instruction step. The Comments entered in will appear here as well. 

• If needed, you can Reorder the Instruction Steps by selecting the Up and Down Arrows or 

within the Edit step option. 

• If any Media is added to the instruction step a thumbnail will be shown on the main page. 

To add in media, such as images, videos or sound clips, select the Edit button. On the bottom of the pop-

up window, you will see media selection fields.  

• To add in images, simply select the Upload button and select the image file. Again, these should 

be clear images.  Multiple images can be added to an instruction step. Once an image is added, 

you can hover over the image to add in a time delay (which is the amount of time to display an 

image, then move to the next media item) or remove the image. You can also drag images as 

needed to reorder them. 



• In order to display a video, simply paste the Video URL in the text field. Video URLs can be 

edited or removed as needed. 

• Voice commands can be added to assist operators as needed. Press the Record button and 

begin speaking (you must allow access to the computer microphone for this option). Select Stop 

upon completion, Play to hear the recording, Save Recording or Delete Recording as needed. 

The Instruction Setup page does have an Instruction Flow display option to show a visual chart of the 

instruction flow. This can help ensure that you’ve correctly ordered your instructions. 

 

For additional set up guidance and examples, please refer to the Guide My Work Training Videos, 

located within the GMW How To page: http://www.nysus.com/guidemywork/how-to/ 

 

You can also contact us at Sales@Nysus.com for setup assistance and questions. 
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