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An Introduction to the Workbench Family of Software

The notes in this document are designed to give users an overview of this module of Workbench to help get started with the implementation of the software.  

Workbench is a collection of software modules designed to assist in the implementation and smooth operation of day-to-day management control. The overall system consists of the following modules:-

	Audits
	Nonconformities
	ReportQuest *

	Customer Care
	Test and Calibration
	Document Control

	Training
	
	


* ReportQuest is different in concept to the other six modules; it is a ‘plug-in’ rather than a ‘stand-alone’ module. It integrates with any or all other modules and utilises the information stored in them.

Each module (apart from ReportQuest) has been carefully designed to be a powerful individual management aid and for many organisations, it may be entirely appropriate to run any on a ‘stand-alone’ basis. There is, however, considerable integration between the different modules and this could offer many benefits to organisations running a comprehensive quality or other compliance management system. Any company that wishes to adopt a ‘phased’ implementation can add modules to the system as and when required.

Workbench works with, and assumes a basic knowledge of, Windows 2000 or above.

Each module has its own electronic reference manual and on-screen Help system but these guides should not be seen as a substitute for professional advice and training. Workbench is designed to be extremely easy to use in its daily operation but the preliminary setting up of a module can be relatively complex. 

Test and Calibration Module
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Test and Calibration is a key module of Workbench Professional, a system designed to assist organisations in the smooth implementation and running of Standards Management Systems. For manufacturing and service operations particularly, the maintenance of items of equipment is central to the overall Quality System.
The Test and Calibration module is used for tracking the use and testing of equipment within an organisation, ensuring the equipment meets required standards of accuracy and reliability. The module is designed to make the administration of an equipment register as easy as possible. It allows you to associate tests with equipment items very quickly and to schedule forthcoming test requirements; it also allows you to record test results. In addition to this, the module generates all the records and information required to manage these tasks in a highly efficient manner.
There are five main areas of importance in the module:-
1
equipment register

2
test templates and schedules

3
test process and entering of results

4 tracing where equipment has been used

5 reports on equipment and tests

The following list gives examples of some of the issues and areas of management concern that are addressed by the Test and Calibration module:-

expected current location of the equipment 

how long the equipment has been in situ at any given location

all records regarding testing of that equipment

scheduling of tests

recording test results

allotment of pass certificates

current equipment status

remedial actions to be taken when equipment fails a test

withdrawing and re-instating equipment items

links to job records.
Additionally the Test and Calibration module offers a great deal of flexibility in the setting up of user defined analysis categories, a key feature throughout Workbench Professional. This allows you, for instance, to attach as many analysis categories as you wish to the equipment register. Examples might include colour codes, enhanced status codes and asset register categories. 

The system also allows the recording of ‘Unscheduled Events’ - unpredictable events such as breakdowns and failures that are not part of the normal test cycle but that affect the status and availability of items of equipment.

Finally, Test and Calibration shares the security features common to all Workbench Professional modules. These give the system administrator an extensive degree of control over which system users are permitted to perform certain operations and also over which information they are given access to - see Access and administration in the System Manager module.

Conventions used in Workbench Professional/Quality Workbench.

Workbench follows the normal conventions defined by and used in Microsoft Windows XP/Vista standard software.  Some of the more common keystroke commands and conventions are mentioned here as a guide. 

1. Tab Key

This key is used to move from field to field.  As you Tab from field to field, you will know where you are by the flashing cursor or the entry in the field being highlighted in reverse colours. If the field is a button then a dotted halo appears around the button label.

2. Esc Key

The Escape key allows you to close from any of the screens in Workbench.  

3. Alt Key

This key, used in conjunction with the underlined letter in the menu, or where a selection is requested, will perform the action or allow further choices to be made.

4. Mandatory Fields

Mandatory fields are those fields where you must enter information before you can complete the specific task. The labels (Titles) to these fields are highlighted in blue and are underlined.

5. Search Buttons
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Search buttons allow you to filter search within a list of specific data. By typing some or all of the information you require in the box, and using either the mouse or “F” keys, you can narrow the range of information presented to the first instance of required search choice. Use the “Right Mouse Click” to reveal the choices available.
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6. Date or Calendar Fields

Clicking on this icon presents a calendar representing the current month with the current date highlighted.  
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Select your required date by using the month and year symbols at the bottom of this calendar screen and then selecting the tick symbol.
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Module Icons

These icons appear across the top of the screen. 

Simply select the icon with the mouse and the screen display will change to the selected module.

8. Right Mouse Button

Using the right mouse button will bring up a floating dialogue or action button box in many areas of Workbench.
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Speed Buttons

In each of the modules, a number of speed buttons enable common actions to be accessed quickly. One mouse click on the speed button will open the dialogue for that action.
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Task and Notification Icons

Alongside the Module and Menu icons, are the communication icons called Tasks and Notifications.

Workbench generates tasks and sends them to an individual user to perform.  These tasks will appear in the user’s task box and new tasks will be indicated by a “light bulb” symbol, which will change to yellow for new tasks.

11. Shortcut Keys

As with all Windows applications there are a number of key combinations which perform tasks as alternatives to using the mouse or drop down menu items.

Common among these the following can be used within Workbench:-

Ctrl+C – copies highlighted text to clipboard


Ctrl+V – pastes data from clipboard to application

NOTE for Quality Workbench Users Some of the elements discussed in this document will not apply unless you have licensed them.  Where possible these will be highlighted as licensable areas and in red type.
Logging on to Workbench

Select the Workbench Icon from your desktop and double click to open the program.
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The “Login to Database” screen enables you to select the database you wish to work with and for you to login to that database.

Whether you are using the Workbench Login, or using the Windows NT login, you will first have to set up yourself as a registered Workbench user.  

From the Log on to Workbench Screen, select a database, for example, “Live” or “Sample”.
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Select the down arrow to select your database

[image: image31.png]Equipment Attachment Form
| Equipment Delai

Equipment D [iiz1, Search Code [eriercal Status [Urknawn

Descipton|Vzinier Caiper 150m

- Attachment
Searching by Attachment number

[Attachment Number =

“Attachment Detai
Atchment Number [7

Fio e JExCort S EOWES Yy Do T Dot Mvers | [

Atschment Tile [Cetficats f Corformance

Extension [DOC

Editing Option [Default

Viswing Opton [Default




In the Login ID, enter “admin” login name and password “admin”.
Each database has a default “super user” whose login is “admin” and whose password is “admin”, and you will need to login as “admin” to begin setting up the system.

You will use this login to set up your own initial Personnel information.  

Once your Personnel information has been logged in the system, and access permissions granted, then you should log out of the “admin” account and log in as yourself, using that account to enter the system configuration defaults and any further Personnel information.  This will ensure that an accurate audit trail is created with the named people performing the tasks.
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This Log on to Workbench Professional Dialogue Box will depend on whether your system is configured to use Windows NT Authentication login or not.  

If your system is set to use Windows NT authentication, then the screen will ask you to select a database, but will tell you that you are using Windows Login and Password to access Workbench.

Depending on the configuration, you may be asked for a password to login in at this point as well, but you will use the same password as used to log in to your network account

By Default logging on using Windows Authentication will use a system license.  A system setting is now available to default this to a Limited Access, or Workgroup license.

You may also wish to limit license use by getting users to select “Limited Access” from the original Login Screen.  

When a user selects the File menu and Login from drop down list, they can Login as themselves but then select the limited access button by adding a tick to the box.  This utilizes the Workgroup License XE "Workgroup License"  where available.
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The use of a Workgroup license will restrict users from accessing any of the module menu items, but will still have access to the File menu, Task and Notifications buttons and the Workbench Calendar.  

In addition, if external e-mail is implemented, responding via an e-mail message also uses a Workgroup license.

It is strongly recommended that you do not use the “admin” account for daily tasks, but for EMERGENCIES ONLY.

Navigation around Workbench
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Main screen View
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The Module Icon Bar and the Module Menu Bar can be detached from the top area and can float on the screen.

Task Bar
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Workbench generates tasks and sends them to an individual user to perform.  These tasks will appear in the user’s task box.  
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Each task will have a light bulb, either yellow or grey to denote “read” or “unread”.

The status of each message will also be shown with an icon.
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Task is Outstanding



and can NOT be deleted.


Task is Overdue



and can NOT be deleted.

Task is Complete



and CAN be deleted.

Task has been Superseded


and CAN be deleted.

To help you navigate through Workbench you will need to become familiar with the drop down menus.
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File


Where am I?


Who Am I?

 
Login to Database…


User Preferences…


View Issued Documents…



(Document Quick links)


Workstation Settings…


Exit

Modules

Audits

Customer Care

Document Control

Nonconformities

Personnel

ReportQuest

System Manager

Test and Calibration

Training

Help


Workbench Help


About Workbench

Select File menu item and view the options available.

“Where Am I?” will tell you which database you are currently in.

“Who Am I?” will tell you your login ID and what access rights you have, either as part of a template or if access is granted as an individual.

Choosing “Login to Database” allows you to select a different database and allows you to login if you are registered to use that database.

“User Preferences” will appear if you have been given access to that menu item.  In User Preferences you can change your password, set your screen display preferences, nominate delegates and determine your own local workflow settings for your own tasks and notifications as well as test your e-mail account.  Access rights can be also be set individually to most of the functions within this area.

“View Issued Documents” will allow you to view those documents that you have the rights to view and that have an Issued status.
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“Workstation Settings” allows you to personalize the startup options for your particular workstation, by pre-defining which database is selected, what your login details are, which server you can connect to and which language dictionary you want to use.  Once selected here, this defines what parameters are selected as you log on to Workbench.  This area will always be available to the end user, but some of the elements, such as the language dictionaries, may be set using the configuration setup on the main server, and may therefore be read only.  

The Automatically Login option will depend on the database settings set on the server AND if this area has been licensed.

By Default logging on using Windows Authentication will use a system license.  A system setting is now available to allow users to set Workbench to default to using a Limited Access, or Workgroup license.
User Preferences

In the User Preferences menu item there are five tabbed pages available to all users individually.

Many of the settings will inherit the default settings as defined in the System Manager Module under the New User Settings found in the Workflow Configuration Centre.  These settings will apply to New Users entered into Workbench after these default settings have been created, and changes can be made by the individuals if the user permissions allow.  Access to the User Preferences menu item is controlled on an individual user or group basis under the System Manager Access settings. 

For users to be able to change their Password, access must be given to the User Preferences menu item. This will then give then the Password Tab where they can enter a new password.  Any constraints established in the system Manager module will be shown under the Password Details box.

Password Constraints are NOT available in Quality Workbench.
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Access to the next four tabs can be limited through the access settings, found in the system manager access menu, and is controlled as part of user permissions settings in Access menu in the System Manager module of Workbench.

If allowed, a user can test his own e-mail address, change the database language he uses for that database and change the way his document search lists are displayed.
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Forward external mail allows a user to nominate another user to receive ALL Tasks and Notifications that would be sent by the external e-mail system (if external e-mail is switched on).  All the tasks will be redirected to the e-mail box of the nominated user who will be able to respond to them, i.e. approve document etc, and sign for them as “on behalf of” using their own password.

Whenever an action is carried out as a result of forward messaging, its corresponding history entry is suffixed with an asterisk (*). Right-clicking on theses entries will then provide details of the user who undertook the action - for an example of this see Document Attributes | History in the Document Control module.

NB.  If mail attachments are sent via IntraVista Professional and are forwarded on to another user who subsequently carries out the action, the history entry will show that the action was carried out 'on behalf of' the original user.

If delegates are applied, then only those users who are defined as delegates will be available to select for forwarding external e-mail.

This forward external mail will stay in force as long as another users name is in the forward external mail box.  Remove the name from the box using the “Clear” button to stop external messages being sent to the nominated user.

Workload Manager

It is also possible to re-direct messages to a nominated delegate using the Workload Manager functionality.  This works in the same way that the forward e-mails works. Whenever an action is carried out as a result of forward messaging, its corresponding history entry is suffixed with an asterisk (*).  Right-clicking on theses entries will then provide details of the user who undertook the action.

Delegates
If access is allowed a user may nominate his own list of delegates, i.e. people who can act on [image: image52.bmp]his behalf.  (This is a licensable area for Quality Workbench Users).

Workflow Settings

Where the system administrator has granted access, then a user may also change the workflow settings inherited from the default settings.

[image: image53.bmp]
Each user can select to use the Quick Launch facility, which shows the last documents (up to 10) viewed in the file menu.  

It is now possible to replace the default background screen, which shows the module name, and can now be replaced with a defined Website.  This can be anything from the company default Intranet site, the IntraVista search page, or any other web site. In the Workflow settings, under Display Options, select “Display Web page in Workbench main dialogue”, and the type the URL in the “Web Page Address” dialogue.

“Only show count of outstanding tasks on task button” allows the control of the number being displayed in the “Tasks” button bar.  With this selected, only the number of outstanding tasks, those still to be completed, will be shown next to the Tasks button.

When a user logs in to Workbench they can decide, not only which module the system opens up in, but can also select to open the “Select document to view” screen to see, select and open a document.

Web Page settings
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[image: image55.bmp]The Web screen view can be controlled to show just the web page as defined by the administrator or an address bar can be added to allow users to change their web page URL themselves. Access to control this is given through the Workbench Configuration Centre settings.

Like all the other modules within the Workbench Professional suite the most important areas to consider are in the setup of the software.

The Settings menu controls records of Equipment Types, Manufacturers, Locations, Sites, Products, Suppliers and User Defined Analysis. This type of information cannot be added 'on the fly' so must always be set up in the Settings menu first. 

The Products and Suppliers records are used by other modules such as Customer Care, Nonconformities and Training; entries/edits made in these other modules, if installed, will take effect in the Test and Calibration module (and vice-versa). If a user does not have access to either of these menu options in other modules they will not be able to gain access here.

User defined analysis (a licensed area) is a particularly powerful mechanism that can be found throughout Workbench Professional. In this module it literally allows you to attach as many analysis categories as you wish to the Equipment register, Manufacturers and/or Suppliers. 

Settings

Equipment Types.

This will enable the grouping of equipment into similar types for reporting and managing.

From the settings menu select “Equipment Types” and select New from the right hand of the screen.
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The equipment register allows you to record manufacturer details for equipment items as well as supplier information (the two will sometimes be the same).
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If the manufacturer is also the supplier of a piece of equipment, you will also need to enter them under the Suppliers option if you wish to maintain a fully comprehensive record for that equipment item.

Locations and Sites

Location, in conjunction with Site, can be used to monitor the movement of equipment. Changes in location are recorded as part of an equipment item’s usage history. Site could be used as a subset of Location.
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Creating these fields is performed in exactly the same way.

Select “Location” from the settings menu, select “new”, and enter a location description.  Note that the description is a mandatory field.

[image: image5.png]Greate Location

Requied Information
Fraducton Workshop.

Desciption
Search Code

production

o | s





Create a number of locations and then create a number of sites.
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Sites are created in exactly the same way as Locations and give a simple but effective way of locating and identifying a piece of equipment and where it should be.
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Suppliers

Suppliers of equipment can be recorded through the Test and Calibration Module of Workbench.  The same list of suppliers is available throughout Workbench and may have already been set up through one of the other modules.

Setting up the suppliers is completed through the “Supplier | New” menu item.

You can enter as much or as little information as is needed, but a Supplier ID and a Supplier Name are mandatory fields.
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Create a number of Suppliers if this has not already been entered through another module.

Product or Services

Setting up Products or Services you supply uses a similar structure.  This information is also entered and available through other modules.
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Information about the product and whether it is manufactured in house or bought in can be entered. 
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If manufactured in house, then a manufacturing cost can be associated with it.  

If the product or components for that product are bought in, then a link to the supplier can be assigned, but no manufacturing cost is associated with this.

Input of equipment details

Select Test and Calibration module from icon bar or drop down menu.

Select Record menu header and Equipment from drop down menu list.
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Select New

Mandatory fields (MUST be filled in) are shown in blue and are underlined.

Enter relevant information
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Equipment ID (must be unique) 

Status
Description (Equipment name)

(Search code can be used to sort and group equipment, or amended later if equipment is scrapped.)

Manufacturer

Supplier

Owner

User (assigned to)

Where equipment is used

When purchased

Cost

Serial number

The status of the equipment can be set at this initial stage as “OK”, if it is new and can be put into service immediately, otherwise mark as “Unknown” and test or calibrate it at this stage.

Cross reference to the document control module gives the ability to make the link between the equipment and the procedure or work instruction on how and where the equipment can be used.

Complete any information needed for the User Defined Analysis tab (licensed area).

The remaining tabs can be left at this stage as they will be completed when test are allocated to the equipment.

Adding an attachment to an Equipment Item

Some Equipment comes with its own documentation often in the form of statutory test certificates or certificate of compliance from the manufacturer.  Often these documents will be in paper format so they need to be scanned into an electronic format. These documents can then be attached to each item of equipment through the attachments button.

Activate the “attachment” button on the screen.
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Selecting the “New” button in the middle area of the screen activates the lower screen, where the attachment or file detail can be entered. 

Search for the relevant file, give it a title, and select the save button.  

Repeat for each file to be attached to the Equipment item.

Create a test for each TYPE of Equipment 

Each individual piece of equipment will need to be tested and this could be one “test” with all the measurements entered into it, or, if the test can be applied to different pieces or types of equipment, then a separate test can be created and added to the list of tests applied to the equipment.

(Create a test for each main equipment type i.e. 


0-25mm external Micrometers

25-50mm external Micrometers

50-75mm external Micrometers

Where there is a unit such as a 150 – 300mm micrometer which consists of a 0 – 25mm micrometer with extensions, then a separate test will have to be created for this unit and the extension units that go with it).

Select Test from menu headers and Test Template from menu drop down list.
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Select the “New” button to create a new template.
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Give test a unique ID Code and a name.

This should be generic to the equipment type for all models requiring this test and the same set of measurements.

Identify the Tester

If the test is to be carried out by internal staff, select from personnel list, or if the equipment is sent for external testing, put “x” in box marked external and select supplier from list provided. Enter the expected cost and duration of test, and identify the document or procedure associated with this test.

These fields are not mandatory but could be very useful in managing the time and cost of equipment downtime and repair.

Test Details

Test Description denotes the purpose and detail of the test.
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Test Instructions denotes the steps needed to perform the test.


This can refer to a document held in Workbench or refer to some other procedure.


The actual test detailed instructions can be copied to here from a document.

Remedial Action denotes action to take in event of equipment failing to meet standards set in test.

This Remedial Action will be presented in the Failure screen, after the test has been completed, if a test fails one of the criteria set.
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Measurements

Select New 


In the “Edit selected measurement” box, 

create a measurement name, 

define the units of measurement, 

the expected value,
 

and tolerance allowed expressed either as a unit of measurement or as a percentage.

Repeat the above steps for each measurement.

NB. 

Any measurements established at this stage, i.e. the test template, can be overridden or added to later when this template is used to schedule individual tests. 

Because of this it is well worth exploring potential areas of overlap in the tests and measurements you normally conduct. 

Identifying tests that have just one measurement in common, and using a template to set that up, can save significant amounts of time without any sacrifice of flexibility in defining an individual test or test schedule.

Environmental

Use this if it is important that the actual Environmental Variable is critical to the test.  In most cases, as long as the items to be tested are allowed to gain the ambient temperature of the test area for 30 mins before the test then no variable is needed in the Environmental section.
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In a composite test for an equipment item, where many different measurements and tests are being applied in the same test then it is possible to apply environmental variables differently depending on the measurements being taken.

De-selecting the “Apply to all measurements” box allows the choice of variable being applied to different measurements.

Scheduling of tests

Having set up the Tests as Templates, each piece of equipment needs a test or tests scheduling against it, using one of the test templates.

Select Test menu header


And then Assign Test to Equipment item and 



then New Schedule
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This will ask you for the piece of equipment to be tested.

Select the equipment item.

You will then be presented with the “Assign Tests to Equipment” screen.

Alternatively tests can be assigned to equipment directly from the equipment record itself.
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Select the equipment item and then select the Test Details tab.  This will present the same “Assign Tests to Equipment” screen as above.

Select the test template to use and move it to the right hand box using either the arrows between the two boxes, or double click the left mouse button.
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Highlight each test you want to test on the same day, and select the “Test Date”.

If the test is a recurring test i.e. the equipment needs to be tested on a regular basis (daily, weekly, monthly or annually), then select the “Recurring Test” button.

This will open the “Frequency” dialogue where you can decide how often the equipment is to be repeat tested.  If a regular schedule for the coming year is to be planned, then a final date can be entered into the “Test Until” Box.

If the test is to be scheduled on a regular basis, but the next test is to be scheduled from the date of the last test, then do not complete the “Test Until” box.

This will put the test in a list under “Reschedule” once the first test is complete.

Reschedule a recurring test

Once the first test is complete, select the “Assign Tests to Equipment” menu item, but then select the “Reschedule” menu item.  This will present a list of all the equipment items waiting for rescheduled test to be allocated.

Select the equipment item, then select the Test, and insert a new date for the next test.

Running a test.

Select the Test Menu


And Enter Results from the drop down list.

(Alternatively select the calendar icon, and select the date for the test.)

Highlight the relevant test and select OK.
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Ensure that the test date done box has today’s date entered into it, and details of cost of test and the time taken to perform test are entered before saving the test details. 

NB If the result of this test is to produce a certificate then the certificate number must be entered BEFORE the test is completed and saved.

Select the Test Details tab to remind you of the test itself.

Select Environmental tab and select the required variable. The cursor will automatically be positioned in the Value recorded field.
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Enter the actual recorded value.

Select Results tab, click over the required measurement to highlight it. The cursor will automatically be positioned in the Value recorded field.


Enter the actual recorded value.

(Note that you have to take the actual measurement, as Test and Calibration Module does not show what the value should be at this stage.)

Move to the next item of measurement to enter.


Enter the actual recorded value.

Repeat until ALL measurements have been entered.

Press the tab key to move on to the Equipment Used field and enter the ID of the equipment used to perform the test, or click the Search button and select from the search grid. 

Select the Results Notes Tab and enter any free text describing any abnormalities or observations.

If you have finished entering all measurement results and any associated environment readings, click Save.

This will bring up a confirmation screen to enable you to amend any results if you have entered them incorrectly.

[image: image11.png]The resuls you entered are shown belon.
Clck DK orly i you wish o accept the results as carreet,

Temperature 18 Degiees C

Fuly Closed 0 om

Temperature 18 Degrees C

Conect I,





From the results entered, Workbench Professional will compute whether the equipment has passed or failed the test, or if the test is invalid, because one or more measurements were performed whilst an associated environmental variable was out of range.
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Nonconformity can be raised by selecting the “Nonconformity…” should the equipment fail a test.

If the Test were carried out correctly and the results were within the permitted rages then the equipment will have passed the test and a Certificate can be printed.
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NB. 
If the result of this test is to produce a certificate then the certificate number must be entered BEFORE the test is completed and saved.

Withdrawing Equipment

When a piece of equipment has reached the end of its useful life then it can be withdrawn from circulation and removed from the list of equipment available for testing.  

To withdraw a piece of equipment, select it from the equipment list and the equipment details screen (Edit Equipment) will have the “Withdraw” button activated.


A reason will have to be given as to why this equipment is to be withdrawn and a password entered to signify agreement.
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All future scheduled tests and forward bookings for this equipment will be deleted.

Any equipment that has been withdrawn from use can be re-instated.  From the Record menu selecting “Withdrawn Equipment” will show a list of equipment withdrawn.  
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On selecting the equipment item, the re-instate button will be activated, and the Approve Re-instatement dialogue appears.



Once again a reason will have to be given as to why this equipment is to being re-instated and a password entered to signify agreement.

Booking of Equipment 

To ensure that an equipment item is available for use, and not being used by another person it is possible to book equipment for use on a particular job.  

Before equipment can be allocated to a job, that job record must first be set up using the Jobs option from the Records menu. This allows you to add new jobs, edit current jobs or search for existing jobs.
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Allocating Equipment to a Job.

From the Equipment Usage menu select the item of equipment to allocate to a job and select new job.
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This will bring up the Booking screen.
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Identify the job to which the equipment will be used, enter a start date, a finish date if known, who will be using the equipment and where it will be used.

Equipment items may only be booked out to one job during the same time period. 

As equipment can only be booked out to one job at a time it is a good idea to mark the job as complete as soon as possible. 
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A warning will be displayed, where an attempt to book an equipment item is made, for dates when it has already been committed to another job.

Reports

Reporting and Traceability are important in using Test and Calibration. There are numerous reports within the system: -

Equipment Register

Equipment Summary

Withdrawn Equipment History

Test Result History

Equipment Usage

Test Schedules

Tests by Equipment Used

Equipment Waiting Calibration

Some typical reports: -


Equipment Register Report

Equipment Test Schedule


Equipment Test Results History

User Defined reports are available if the ReportQuest Module is installed and these can be accessed through the User Defined Reports menu.

ReportQuest is an Add-in module for Workbench.











For example: - This menu appears whenever you right mouse click on the Workbench desktop, which allows you to switch of or on any of the menu bars at the top of the screen





Tasks and Notification Bars





For Quality Workbench this will display Quality Workbench in this bar.





Menu Headers and Icon Bar





Status Bar








