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1. New Samples 
The New samples screen provides a list of all the unviewed samples. Once a sample is 
viewed; it is automatically removed from the New samples list. 

 Accessing New Samples list 

From the Samples menu, select New Samples from the dropdown menu. 

 

 New Samples List 

The columns within the New Samples list may be rearranged, sorted, filtered, unneeded 
columns may be hidden, by clicking on the down arrow icon from any column. There are 
hyperlinks within the New Sample list. The hyperlinks are highlighted in blue, when 
clicked it will display details for the item selected. 

 

Total number of records per page may be changed at the bottom of the screen. 

Note: Once a sample has been viewed the system will remove the sample from the list. 
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 Adding or Removing Columns on the New samples screen 

To add or remove columns, click on Columns from the dropdown menu. Click on the checkbox 
for the column to be removed, click again to add the column back to the screen. 
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 Further Actions 

A series of ‘Further actions’ options are provided on the right-hand side of the New 
Samples screen. 

 View sample list (under Further Actions menu) 

Within the Further Actions the View Sample List option displays Companies, Units & 
Compartment lists for the New Samples list. 

 

 Feedback ( under Further Actions menu) 

Feedback may be added within the New Samples list. Select the desired samples using 
the checkbox for the sample or select all samples on the page by using the header 
checkbox. Click Add Multiple Feedback under further actions. 
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The Feedback pop up box is displayed. 

 

Once the form is completed, click Save Changes. 

A Feedback icon appears on the selected samples. The Feedback may be viewed by clicking on 
the icon. 
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 Tagging (under Further Actions menu) 

Samples may be grouped by using the Tag feature. Tags may be placed on Samples, 
Equipment or Companies with an identifying name of your choice. The tagged items may 
be viewed as a list in My Tagged Items under the search dropdown menu. Click on Add 
to new Tag. To add to an existing Tag, click on the dropdown arrow and select Add to 
existing Tag. A search may be performed by selecting Search Tag Maintenance 

 

 Mark Selected as Read (Under Further Actions menu) 

Samples may be removed from the New Samples list by using the checkbox next to the 
sample or using the header checkbox to remove all samples on the page and then clicking 
on ‘mark selected as read’. 

 

 

A confirmation pop up window will appear to confirm the removal of the samples. 
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 Sample Summary Report (under Further Actions menu) 

A Sample Summary Report may be emailed from this page. Select the desired samples to 
email by clicking on the checkbox for the sample or by select all on the page by clicking 
on the header checkbox. Once a selection is made, click on Sample Summary Report. 

 

The Sample Summary page is displayed. Recipients may be selected from the Address Book 
in Administration section of the page. There are information icons {?} for Company, Unit and 
Component, which displays their details. Feedback and Additional Comments may be added. 
Additional comments are highlighted in Red, for easier viewing. The Summary may be emailed 
or exported using the Further Actions options. 
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Viewing Multiple Reports (under Further Actions menu) 

A full-page Report may be displayed by selecting the paper icon next to the Feedback 
column. Multiple Reports may be displayed by clicking on the checkbox for the sample or 
to select all samples on the page by clicking on the header checkbox. 

 

 

 Exports (under Further Actions menu) 

Export options may be selected within the Further Actions menu. Data Export file may 
be exported several ways in CSV or XML format. 

1. Select Samples to export by using the checkboxes on the left side of the screen. 
2. Select each Sample or all samples on the page by clicking on the header checkbox 
3. If all samples are to be export, no need to select each page, there is an ALL option. 
4. Select the desired format from the dropdown menu: 

 

 Export All Results as CSV  Export Selection as CSV  Export Extended All Results as XML 

 Export All Results as XML  Export Selection as XML  Export Extended Selection as CSV 

 Export Extended All Results as CSV   Export Extended Selection as XML 
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Note that there is a limit of 10000 samples. 

Standard Export consists of the following fields: 
 

Company_Name SIFNo Diagnosed SortOrd 

Company_ID LabNo Brand Diagnosis 

Unit_ID Severity Fluid Feedback 

YOM Unit_Age Grade JobStatus 

Compartment_Type Compartment_Age Fluid_Manuf NotificationNumber 

Location Fluid_Age Transmission DateNotificationRaised 

UINNo Fluid_Consumption Work_Order_Number DateWorkOrderRaised 

Compartment_Name ProblemCode Fluid_Changed DateJobClosed 

Compartment_MakeName Sampled Filter_Changed MeterReading 

Compartment_ModelName Received SampleKey Unit_Serial_Number 

Extended Export consists of all the fields included in the Standard Export as well as the 
following fields: 

 

Unit_MakeName 
Unit_ModelName 
ServiceType 
Sample_SubmittedBy 
Sample_SubmittedByName 
Sample_SubmissionComments 
Feedback_Work_Order_Number 
Feedbackby 
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 How to view a sample – ( Viewing Sample result) 

To display the details of a sample, click on View Sample, Tracking Number or Date 
Sampled in the New Samples list. 

The Company, Unit, Component, Sample Details & Results are displayed. Hyperlinks 
are highlighted in Blue, when clicked details about that field is displayed. 

 

To view previous samples Diagnosis click on the desired Sample by clicking anywhere within the 
Result column the selected sample will be highlighted in Green, the Diagnosis will automatically 
display on the left hand side of the screen. 

The Sample Details screen will display the full sample history and the scrolling bar can be used 
to view the historical data. 
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To view Multiple Diagnosis & Feedback, select the desired sample by clicking anywhere within 
the Result column, Under Sample Action, click on the Diagnosis icon, for View Feedback click 
on the View Feedback icon. 

For users with permissions to Add Feedback, Update Age, Fluid or Filter change, you will see 
the icons under Sample Actions. Diagnosis, Update Sample and View Feedback boxes may 
be moved about the page. 

 

 

 

View Feedback Diagnosis Add Feedback Update icon 



Webtrieve™ – Basic Operational Features 

Right Solutions • Right Partner 

P11 of 41 

www.lubealert.com 

 

 

 Adding Feedback (Option on the Sample Details screen) 

For users with permissions to Add Feedback, there will an icon under Sample 
Actions. 

The program enables the user to provide a feedback to other viewers on a sample. To 
add feedback, click on the Add Feedback icon. 

 

Add Feedback 

 

Clicking on the icon displays a Feedback form, once completed click Submit. 
 
 

 

 
Note: One attachment per Feedback. 
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Update Sample Details 

Users with Update Sample permission, may update by clicking Update Sample icon 
under Sample Actions. 
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 Fluid Discrepancies – ( option on the Sample Details screen) 

Users with Update Sample permission may update by using the Fluid Discrepancies 
screen. This feature is located under Tools. 

 
 
 

Fluid Discrepancies 

 

Under the Discrepancy column the samples where there is a Discrepancy will display the 
Discrepancy values. To fix the errors enter the New Component Age & New Fluid Age, As you 
the new values are entered, the page will display the original value, click on Apply. The 
calculation is based on Compartment Age and if the Fluid was changed. 
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Tolerance Factor may be adjusted by clicking on the drop down arrow. 

 

 

 
Trending Analysis - (option on the Sample Details screen) 

Trending Analysis graphs the test results for the equipment. To view the Trending 
Analysis, click on View Trending Analysis under Tools. 

 

View Tending Analysis 
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Trending Analysis screen shown above 

Trending Analysis screen enables the user to display the sample reports data (including the 
historical data in the following two formats: 

 Graphical Format

 Numerical format

How to generate graphs in Trending Analysis 
Webtrieve™ – Basic Operational Features P15 of 41 

Action Bar Tests 

Display Options Graph Selection Sample Information 

Export & 
Download 
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 The sample data Default for Trending Analysis screen is set at 20 samples, but a 

desired number of historical samples can be selected.

 Select the tests to graph by selecting the single checkbox next to the test or header 
checkbox to select all tests for that section. The checkbox next to Test Code selects 
all tests.

 Ensure the ‘Display method’ option is selected as ‘Graphic’.

 Next select ‘Generate’ on the green border.

 Oil and Filter changes on the graphs can be displayed by selecting the appropriate 
boxes provided above the green border.

 

 

 
 
 
 
 
 
 
 
 

 
Hovering over the sample point displays the Tracking Number, Date Sampled, Fluid Age & the 
result for the sample point. 
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How to generate numerical (historical) data in Trending Analysis 

 Select the tests to graph by selecting the single checkbox next to the test or header 
checkbox to select all tests for that section. The checkbox next to Test Code selects 
all tests.

 Ensure the ‘Display method’ option is selected as ‘Numerical’.

 Next select ‘Generate’ on the green border.
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Activating the Wear Metals as a Wear Rate by Time on Fluid feature 

 Start by selecting the option “Display Wear Metals as a Wear rate by Time on Fluid”

 This option displays the Wear Rate below the Metal results. (see screen dump below)

 The system automatically selects the Display Compartment Age and only the 
Metals group is available for selection. Hovering over the sample point it will display 
the Wear Rate for the Metal selected.
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View Sample Report- ( option on the sample details screen) 

A pdf report may be displayed by clicking on View PDF Report icon under 
Export/Legacy. Select the desired sample by clicking anywhere within the Result 
column, click on View PDF Report icon. 

 

View PDF Report 
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A pdf report may also be displayed from the New Sample list by clicking on the paper icon. 

 

A Two page report is displayed. 
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View Sample Images – (option on the Sample Details screen) 

If the sample contains Filter Patches or MPE Imaging, the Sample Details page will 
display a camera icon (See screen dump below). The sample images can also be viewed 
by clicking on the Camera icon under Sample Actions. 

 

The last 3 Filter Patches and/or last 4 MPE Images are displayed. 
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Sample History - (option on the Sample Details screen) 

If Component contains more historical samples than what is displayed on the screen, a 
blue Loading Bar will appear on the screen. To load more samples, click on the blue 
Loading Bar on the right hand side of the page. 

 

Once the samples are loaded, the user may scroll by using the scroll bar on top of the page. A 
left and right arrow will appear. 
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If the user is displaying a Sample Details for a historical sample, a blue Loading Bar will appear 
on the left hand side of the screen. Click on the Loading Bar to add more recent samples. 

To display the most recent sample, click on the View Latest Sample icon. If the latest sample 
is already displayed, the icon and Loading Bar will not be available. 

 

View Latest Sample 
 



Webtrieve™ – Basic Operational Features 

Right Solutions • Right Partner 

P24 of 41 

www.lubealert.com 

 

 

View Feedback Component (Option in Sample Details screen) 

To view Component Feedback click on the View Feedback by Component icon under 
Tools. 

 

 

 
 

Clicking on the icon displays a list of the Feedback submitted for the Component. 
 

 Feedback History 

To display the Feedback History, click on the Feedback History icon, under Links. 
 

 
Feedback History 

 

View Feedback By Component 
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Clicking on Feedback History icon displays the search for Feedback screen. This screen 
displays if the Feedback has been read. Unread Feedback is marked with a green checkbox 
icon, if a Feedback has been read it will be marked with a red X. All or selected Feedback may 
also be exported, select the desired format by clicking on the down arrow next to Export. 
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 Export - (option on the Sample Details screen) 

Sample Details may be exported by clicking on the Export icon under Export/Legacy. 
 

Sample Details may be exported in the following 4 formats: 

Export all results as CSV or XML 

Export Extended all results as CSV & XML 
 

Extended Export consists of all the fields included in the Standard Export as well as the 
following fields: 

 

Unit_MakeName Sample_SubmittedByName 
Unit_ModelName Sample_SubmissionComments 

ServiceType Feedback_Work_Order_Number 
Sample_SubmittedBy Feedbackby 
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 New Samples List Configuration- 

To configure the New Samples list go to sample settings in Administration. 
 

The New Samples list may be set to Auto-Clear for selected Severities and for a specific 
Number of Days. Auto-Clear default is set to 14 days for all Severities. 

 Selecting Yes, the samples will be cleared from the New Sample list at the 
specified Number of Days. Note: If the Number of Days entered is 0, the samples 
for the specified Severity will not appear in the New Samples list. 

 Selecting No, the samples will be cleared from the New Samples list only after 
the sample is viewed. 
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2. Diagnosed within 7 Days 

From the Samples menu, select Diagnosed within 7 Days from the dropdown menu. 

 

 Diagnosed within 7 Days list 

The columns within the New Samples list may be rearranged, sorted, filtered, unneeded 
columns may be hidden, by clicking on the down arrow icon from any column. There are 
hyperlinks within the New Sample list. The hyperlinks are highlighted in blue, when 
clicked it will display details for the item selected. 

 

Total number of records per page may be changed at the bottom of the screen. 



Webtrieve™ – Basic Operational Features 

Right Solutions • Right Partner 

P29 of 41 

www.lubealert.com 

 

 

 
 Adding or Removing Columns in the Diagnosed within 7 Days 

list. 

To add or remove columns, click on Columns from the dropdown menu. Click on the 
checkbox for the column to be removed, click again to add the column back to the 
screen. 

 

 Further Actions 

A series of ‘Further Actions’ options are provided on the right-hand side of the Diagnosed 
within 7 Days screen. 
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 View sample list (under Further Actions menu) 

Within the Further Actions the View Sample List option displays Companies, Units & 
Compartment lists for the New Samples list. 

 

 Tagging (under Further Actions menu) 

Samples may be grouped by using the Tag feature. Tags may be placed on Samples, 
Equipment or Companies with an identifying name of your choice. The tagged items may 
be viewed as a list in My Tagged Items under the search dropdown menu. Click on Add 
to new Tag. To add to an existing Tag, click on the dropdown arrow and select Add to 
existing Tag. A search may be performed by selecting Search Tag Maintenance 
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 Sample Summary Report (under Further Actions menu) 

A Sample Summary Report may be emailed from this page. Select the desired samples 
to email by clicking on the checkbox for the sample or by select all on the page by 
clicking on the header checkbox. Once a selection is made, click on Sample Summary 
Report. 

 

The Sample Summary page is displayed. Recipients may be selected from the Address Book 
in Administration section of the page. There are information icons {?} for Company, Unit and 
Component, which displays their details. Feedback and Additional Comments may be added. 
Additional comments are highlighted in Red, for easier viewing. The Summary may be emailed 
or exported using the Further Actions options. 
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 Viewing Multiple Reports (under Further Actions menu) 

A full-page Report may be displayed by selecting the paper icon next to the Feedback 
column. Multiple Reports may be displayed by clicking on the checkbox for the sample 
or to select all samples on the page by clicking on the header checkbox. 

 

 Exports (under Further Actions menu) 

Export options may be selected within the Further Actions menu. Data Export file may be 
exported several ways in CSV or XML format. 

1. Select Samples to export by using the checkboxes on the left side of the screen. 
2. Select each Sample or all samples on the page by clicking on the header checkbox 
3. If all samples are to be export, no need to select each page, there is an ALL option. 
4. Select the desired format from the dropdown menu: 

 

 Export All Results as CSV  Export Selection as CSV  Export Extended All Results as XML 

 Export All Results as XML  Export Selection as XML  Export Extended Selection as CSV 

 Export Extended All Results as CSV   Export Extended Selection as XML 
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Standard Export consists of the following fields: 

 

Company_Name SIFNo Diagnosed SortOrd 

Company_ID LabNo Brand Diagnosis 

Unit_ID Severity Fluid Feedback 

YOM Unit_Age Grade JobStatus 

Compartment_Type Compartment_Age Fluid_Manuf NotificationNumber 

Location Fluid_Age Transmission DateNotificationRaised 

UINNo Fluid_Consumption Work_Order_Number DateWorkOrderRaised 

Compartment_Name ProblemCode Fluid_Changed DateJobClosed 

Compartment_MakeName Sampled Filter_Changed MeterReading 

Compartment_ModelName Received SampleKey Unit_Serial_Number 

 

 
Extended Export consists of all the fields included in the Standard Export as well as the 
following fields: 

 

Unit_MakeName 
Unit_ModelName 
ServiceType 
Sample_SubmittedBy 
Sample_SubmittedByName 
Sample_SubmissionComments 
Feedback_Work_Order_Number 
Feedbackby 

 How to view a sample – ( viewing Sample results) 

To display the details of a sample, click on View Sample, Tracking Number or Date 
Sampled in the Diagnosed within 7 Days list. 

 

To view previous samples Diagnosis click on Diagnosis button, for Feedback click on the 
Feedback icon. For users with permissions to update Age or Fluid or Filter change, you will 
see the Update button. Diagnosis, Update and Feedback boxes may be moved about the page. 
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3. Sample Submission 

From the Samples menu, select Sample Submission from the dropdown menu. 
 

 

 
 Filter, Search & Selecting Components 

Either filter the list by entering the Unit ID in the Unit ID Filter and select Search or scroll 
through the Unit ID list. 
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 Equipment Export 

Equipment may be exported by selecting an export format in Further Actions menu. All 
equipment or selected equipment may be exported using CSV or XML formats. 

 

Select the check box(es) beside the component(s) you wish to Submit a Submission. After 
selecting the components, click Submit Samples under Further Actions menu. 
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 Tracking No. Entry ( optional field) 

Sample forms/labels contain a tracking number, which may be used during Sample 
Submission process. To enable the Tracking number field, click on Tracking Number 
button. A column with an open field will appear next to UIN column. To remove, click 
on the Tracking Number button again. 

 

Select the date sampled, populate the age for the unit and component. Indicate the fluid and 
filter has been changed using the dropdown menu. 

 

 

 
Fluid and Filter Age will be automatically calculated. 

 



Webtrieve™ – Basic Operational Features 

Right Solutions • Right Partner 

P37 of 41 

www.lubealert.com 

 

 

 
Users with Equipment Editing permissions may update the fluid type during Sample 
Submission. 

 

 
Once the appropriate fields have been filled, click Save Changes button. 

 

Upon Saving the Sample Submission, the system will display the Unprinted Submissions list. 
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 Sample Submission lists 

The Sample Submissions are grouped in four different lists. 

 Unprinted Submissions 

 Deleted Submissions 

 Outstanding Submissions – Not Received 

 Outstanding Submissions – Received by the lab 
 

 
3.4.1 Unprinted Submissions 

To Print a Submission select the desired Submission using the checkboxes on the left 
hand side of the screen. To select all sample on the page click on the header checkbox. 
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After selecting the samples under Further Actions select the label. To display the list of labels, 
click on the down arrow next to Print Selection. 

 

 
Upon selection of the label a print screen pop up will appear. From this screen the labels may 
be printed to the desired printer. 

 



Webtrieve™ – Basic Operational Features 

Right Solutions • Right Partner 

P40 of 41 

www.lubealert.com 

 

 

 
3.4.2 Deleted Submissions 

Deleted Submissions may be displayed by clicking on Deleted Submissions radio 
button and clicking Search. Should the Submission need to be restored, select the 
samples by clicking on the check boxes on the right hand side of the screen. 

 

Once a selection is made, click on Undo Delete under Further Actions. 
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3.4.3 Outstanding Submissions – Not Received 

This are samples that have not yet arrived at the lab. Changes or Reprinting may be 
made to the Sample Submission, if needed. 

 To Reprint a Submission click on the check box for the desired Submission, 
click on Print Selection under Further Actions. 

 To Edit a Submission click on the check box for the desired Submission, click 
on Edit Selection under Further Actions. 

 

3.4.4 Outstanding Submissions – Received by Lab 

Samples in this list have been received at the lab, no changes are allowed at this stage. 
The list may be exported as CSV or XML format. Sample Status may be accessed under 
Further Actions menu. 

 


