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How to Use This Training Guide 

What is the purpose of this training guide? 

The GTS Training Guide for Production is intended to be used by Production Managers 
(PMs) to train and certify Production staff in the Market Center on use of the Garment 
Tracking System (GTS) to perform required functions of their job. 

What is covered? 

The GTS Training Guide for Production provides guidance for training the following skills: 

▪ Logon to GTS 

▪ Use the Scan Soil function when recording soil counts 

▪ Use the Pend Mend function to flag soiled garments for repair 

▪ Use the Clean Scan function when recording clean counts 

▪ Use the Direct Assignments function to assign and unassign garments 

▪ Use the Re-label function to replace garment barcode labels 

▪ Use the Mend function to record garment repairs 

Why should I use the training guide? 

The GTS Training Guide for Production was specifically created to assist PMs when training 
Production staff on the use of GTS in their assigned roles.  The guide was designed to ensure 
that GTS training provided is accurate, consistent, and effective.  

The steps outlined in this guide will assist you preparing for and presenting the training so 
that your staff 

What should I do to next? 

Prepare:  Before you train, make sure you a prepared by completing the following: 

 Watch the GTS Training Video for Production and pass the Knowledge Check. 

 Read through this training guide. 

 Obtain copies of all the job aids. 

 Walk through each lesson and practice activities. 
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How to Use This Training Guide 

Plan:  Before you conduct the training, take time to complete the following planning steps: 

 Determine how much time you have to work with staff for each session.  Sessions 
are broken down by tasks that need to be performed in GTS.  Each session should 
take about 15 minutes to complete. 

 Determine which staff needs to be trained and if you need more than one session.  
These training sessions are best with small groups (3-4), but can also be used one-
on-one for new hires and transfers.   

 Determine the location(s) to perform the training demo and practice activities. 

 Set up your training schedule.  A template for setting up a training schedule is 
provided in Appendix A. 

 Notify staff of training schedule and expectations. 

 Make sure you have adequate copies of job aids for each lesson. 

 Make sure all employees attending training have their Citrix XenApp accounts and 
access to GTS.  If you need to request access, contact your Controller. 

Train:  Each training session is designed to cover one task/skill.  The steps provided in each 

session are sequenced in the following format: 

Assess:  Provide each employee an opportunity (either in the session or at a later time) to 

demonstrate their ability to perform the task.  Provide remedial training and coaching as 
needed.  When they have successfully completed the task to your satisfaction, mark them as 
passing on their GTS Training Completion Form (Appendix B). 

 

XPLAIN 

EMONSTRATE 

UIDE 

NABLE 

Introduce the skill to be learned and why it is important.  Review training 
and performance expectations so it is clear what they need to be able to do.  
Review the steps in the task using the job aid.   

Demo the software for employees using a real example in the Production 
work queue.  Reinforce use of the job aid. 

Provide each employee a turn practicing using real examples from the 
Production work queue.  Allow them to attempt on their own, providing 
prompts only when they get stuck.  This allows them try it out without the 
pressure of having to fly solo.   

Provide additional time to practice but without the safety net.  Allow 
ample time for employee to think about what they are going to do—avoid 
just telling them the next step.  Use probing questions or refer them to the 
job aid.  Provide immediate feedback if they miss a step or do something 
incorrectly. 
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Session 1 – Login to GTS 
 

 

 

 

 

 

 

 

Method 1 - Networked PC (You may skip this method if you do not run GTS on a Networked PC – 

proceed to next section of demonstration) 

Open Internet 
Explorer.  

 

Type http://prodgts/gts 
in your browser’s 
address bar and  
press Enter. 

 

The Garment Tracking System, or GTS as we know it, is the system we currently use for tracking 
garments through various processing points, such as Soil Processing, Mending, and Sorting.   

For all bar coded in-service garments, the regular maintenance of the bar codes and assignments is key 
for keeping our tracking system accurate and reliable. The information generated by this system helps 
increase the quality of our work and the productivity of our Production staff and Market Center 
management. 

In order to use this system, you need to ensure you have proper access and can log in.  There are a 
couple of different ways to access GTS depending on the type of equipment you are using at your 
location. 

This is can be a Networked PC or a Thin Client.  At our facility we have a <Networked PC, Thin-Client, 
both> and will learn the method(s) you need to access the GTS system.  By the time we have finished this 
training, you should be able to log on and off of GTS. 

Performance Objective:  Upon completion of this training activity, users will be able to logon 
and off the GTS system. 

XPLAIN 

EMONSTRATE 

 1 

 1 

 2 

 2 

It’s important that you use Internet Explorer to ensure that 
the GTS program functions correctly. 

If you have any users that are unfamiliar with browsers and the 
term address bar, you may want to conduct a separate session to 
familiarize them. 

http://prodgts/gts
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Method 1 - Networked PC (continued) 

Select your Market 
Center #. 

You will directly be taken to the GTS Application Sign In screen 
where your name will automatically show. 

Click the Select MC 
button. 

The GTS screen will appear  

Method 2 – Thin Client (You may skip this method if you do not run GTS on a Thin Client – proceed to 

next section of demonstration) 

Open Citrix XenApp. 

From the Thin Client, you will access GTS through AUCAWeb. Scroll 
to the bottom of the page. Under Applications, locate and click the 
XenApp (new Citrix) link. 

 

 

 3 

 3 

 4 

 1 

 4 

If you do not have network access, contact your Controller who 
will submit an SOX form to request an account set up. 

If you do not have access to GTS, contact the GTS team via email. 



GTS Training Guide:  Production   

  7 

Method 2 – Thin Client (continued) 

Enter your login 
credentials. 

The Citrix XenApp login screen will appear.  

 

Click the Log On 
button. 

Double-click the GTS II 
icon 

The Citrix main screen appears.  

The GTS screen will appear. 

 

 

 

 

 

 

 

 

  

 2 

 3 

 2 

 3 

 4 

 4 

Your login credentials are the same as your network login. 

If you do not have network access, contact your Controller who 
will submit an SOX form to request an account set up. 

If you do not have access to GTS, contact the GTS team via email. 
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NOTES:   ____________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

  

UIDE NABLE 

 Provide each employee a turn practicing 
logging in and out of GTS with your help. 

 If you have both types of workstations, 
make sure they practice on both. 

REMEMBER TO: 

 Allow them to attempt on their own, 
providing prompts only when they get 
stuck.   

 Give positive feedback when they get it 
right and encouragement if they are having 
problems.   

 Have them follow along when other staff 
are taking their turn. 

 Provide additional time to practice logging in 
and out of GTS on their own. 

REMEMBER TO: 

 Avoid just telling or showing them what to 
do.   

 Use probing questions or refer them to the 
job aid.   

 Have them work with a more experienced 
co-worker.   

 Provide positive feedback and 
encouragement. 
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Session 2 – Scan Soil 
 

 

 

 

 

 

Log in to GTS. Refer to training Session 1 and How to Log Into GTS job aid. 

On the GTS home 
page, click 
Production. 

 

Select Scan Soil. 

Soil is entered at the soil dock before garments are dumped into slings for laundering.  Use the Scan Soil 
function under the Production menu in GTS to enter soiled garment quantities into the system.   

You will need to know the correct Pick Up Day for the soil you are going to scan or you will encounter 
errors. In the Scan Soil screen, you basically select the Pick Up Day and then start scanning barcoded 
garments.  If the garment’s barcode cannot be scanned, you can enter it manually.   

Let’s see how it is done. 

Performance Objective:  Upon completion of this training activity, users will be able to use GTS 
to scan and record counts of soil received for a given period (e.g., shift, day). 

XPLAIN 

EMONSTRATE 

 1  1 

 2 

 3 

 2 

 3 
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Click the Pick Up 
Day drop-down 
arrow and select 
the correct Pick 
Up Day. 

The Scan Soil screen appears.  

 

Press Enter on 
your Keyboard. 

Scan the garment 
barcode. 

The system is ready to start scanning garments. 

 

Confirm Garment ID 
is updated and 
address any errors. 

The Garment ID will display in the Garment ID field and the Scanning 
Statistics fields will update automatically. 

 

 

 6 

 7 

 6 

 5 

 4 

 4 

 5 

3077459177 

 7 

If the barcode is not scannable, type the number in the Garment ID 
field and press Enter. 

Error messages may appear during the scanning process. 

• Not on File (Not Found): Set garment aside and assign using 
Direct Assignments. 

• Duplicates: Clear the message and scan the next garment. 

 Day or Lot Error: Confirm the selected Pick Up Day is correct. If 
it is not, set the garment aside and reassign to the correct day. 
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Continue scanning 
garments until 
finished.  Click the 
Exit button when 
finished. 

 

 8 

 8 
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NOTES:   ____________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

  

UIDE NABLE 

 Provide each employee a turn practicing 
scanning in a portion of a bag of soil.  

REMEMBER TO: 

 Allow them to attempt on their own, 
providing prompts only when they get 
stuck.   

 Give positive feedback when they get it 
right and encouragement if they are having 
problems.   

 Have them follow along when other staff 
are taking their turn. 

 

 Allow them to scan a bag of soil on their own.  

Have them remove any soil that needs repair 

to use for practice using Pend Mends.  Set 

aside any garments that come up as Not 

Found and save for the Direct Assignments 

session. 

REMEMBER TO: 

 Avoid just telling or showing them what to 
do.   

 Use probing questions or refer them to the 
job aid.   

 Have them work with a more experienced 
co-worker.   

 Provide positive feedback and 
encouragement. 
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Session 3 – Pend Mends 
 

 

 

 

 

 

Log in to GTS. Refer to training Session 1 and How to Log Into GTS job aid. 

On the GTS home 
page, click 
Production. 

 

Select Pend 
Mends. 

When you encounter a garment at the Soil Dock which requires repair, you need to flag them in the 
system so that they will be routed to the Mending Station after they have been laundered.  You will use 
the Pend Mends function in GTS to do this. 

This feature is only for MCs with auto-sort.  If your MC does NOT have auto-sort, the garment will need 
to be placed manually for mending. 

Performance Objective:  Upon completion of this training activity, users will be able to use GTS 
to flag soiled garments received at the soil dock for repairs. 

XPLAIN 

EMONSTRATE 

 1  1 

 2 

 3 

 2 

 3 
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Scan the garment 
barcode. 

The Pending Mends screen appears.   The system is ready to start scanning 
garments. 
 

 

 

Confirm Garment ID 
is updated and 
address any errors. 

The Garment ID will display in the Garment ID field and the Scanning 
Statistics fields will update automatically. 

 

 5 

3077459177 

 5 

Error messages may appear during the scanning process. 

• Not on File (Not Found): Set garment aside and assign using 
Direct Assignments. 

• Duplicates: Clear the message and scan the next garment. 

 4 

 4 

If the barcode is not scannable, type the number in the Garment ID 
field and press Enter. 
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Continue scanning 
garments until 
finished.  Click the 
Exit button when 
finished. 

 

 6 

 8 
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NOTES:   ____________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

  

UIDE NABLE 

 Have each employee practice flagging 
garments for repair using the garments they 
set aside when scanning soil.  

 Provide garments with and without 
scannable labels, if possible. 

 Make sure they are confirming Garment ID 
and responding correctly to error messages. 

REMEMBER TO: 

 Allow them to attempt on their own, 

providing prompts only when they get stuck.   

 Give positive feedback when they get it right 

and encouragement if they are having 

problems.   

 Have them follow along when other staff are 

taking their turn. 

 

 Allow them to process another bag of soil, 

separating any items that need repair.  They 

should then select the correct function in GTS 

(Scan Soil or Pend Mends) to scan all the 

garments.  Set aside any garments that come up 

as Not Found and save for the Direct 

Assignments session. 

REMEMBER TO: 

 Avoid just telling or showing them what to do.   

 Use probing questions or refer them to the job 

aid.   

 Have them work with a more experienced co-

worker.   

 Provide positive feedback and encouragement. 
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Session 4 – Clean Scan 
 

 

 

 

 

 

 

 

 

 

Log in to GTS. Refer to training Session 1 and How to Log Into GTS job aid. 

On the GTS home 
page, click 
Production. 

 

Select Clean Scan. 

Garments are scanned again during the Final Sort using the Clean Scan function in GTS.  This 

allows us to track garments as they travel through the plant.  If a garment has been flagged 
for repair, it can be sent to the repair station now that it has been laundered.  Scanning at 
Final Sort also  provides another opportunity to catch garments that are unassigned or that 
need repair. 

 

Performance Objective:  Upon completion of this training activity, users will be able to use GTS 
to scan and record clean garments at Final Sort stage. 

XPLAIN 

EMONSTRATE 

 1  1 

 2 

 3 

 2 

 3 
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Scan the garment 
barcode. 

The Clean Scan screen appears. The System is ready to start scanning 
garments. 

 

Confirm Garment ID 
is updated and 
address any errors. 

When the barcode is successfully scanned, the Garment ID will display in the 
Garment ID field.  Scanning statistics will update automatically. 

 

 

 5 

 4 

 4 

3077459177 

1 

 5 

If the barcode is not scannable, type the number in the Garment ID 
field and press Enter. 

Error messages may appear during the scanning process. 

• • Not on File (Not Found): Set garment aside and assign using 
Direct Assignments. 

• Duplicates: Clear the message and scan the next garment. 
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Continue scanning 
garments until 
finished.  Click the 
Exit button when 
finished. 

 

 6 

 

 6 
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NOTES:   ____________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

  

UIDE NABLE 

 Provide each employee some preselected 
clean garments to be scanned.  

 Provide garments with and without 
scannable labels, unassigned, and/or 
flagged for repair. 

 Make sure they are confirming Garment ID 
and responding correctly to error messages. 

 Make sure they pull garments flagged for 
repair to route to Repair Station. 

REMEMBER TO: 

 Allow them to attempt on their own, 

providing prompts only when they get stuck.   

 Give positive feedback when they get it right 

and encouragement if they are having 

problems.   

 Have them follow along when other staff 

are taking their turn. 

 

 Allow them to process a load of clean garments, 

separating any items that need to be assigned 

or repaired, processing each of these exceptions 

appropriately. 

REMEMBER TO: 

 Avoid just telling or showing them what to do.   

 Use probing questions or refer them to the job 

aid.   

 Have them work with a more experienced co-

worker.   

 Provide positive feedback and encouragement. 
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Session 5 – Direct Assignments 
 

 

 

 

 

Log in to GTS. Refer to training Session 1 and How to Log Into GTS job aid. 

On the GTS home 
page, click 
Production. 

On the GTS home Page, click the Production menu and select the Direct 
Assignments function. 

Select Direct 
Assignments. 

There are times during Final Sort when a scanned garment comes up as Not On File or Not Found.  These 
garments are set aside to be assigned to the correct wearer in GTS.  There are also situations when a 
garment is assigned to the wrong wearer and needs to be unassigned.   

You will use the Direct Assignment function in GTS to do this.  This is one of the most common functions 
used by Production so it’s important that you understand how to use it correctly.  Let’s learn how. 

Performance Objective:  Upon completion of this training activity, users will be able to use GTS 
to assign and unassign garments to a wearer. 

XPLAIN 

EMONSTRATE 

 1  1 

 2 

 3 

 2 

 3 
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Assigning a garment to a wearer 

Enter customer 
information into 
any of the Route, 
Day, GID, and CID 
fields. 

The Direct Assignments screen appears.   You must first locate the customer 
by searching on known information such as the Route #, Delivery Day, 
Garment ID (GID), and Customer ID (CID).  This search is handy if you don’t 
have the Customer Order Form (COF). 

  

 

 

Click the Lookup 
button. 

Click the Select 
link for the 
customer you 
want to assign 
the garment to. 

Click the Select 
link for the 
wearer you want 
to assign the 
garment to. 

The customer’s information screen appears with a list of wearers.  Be sure you 
have selected the right wearer to avoid an incorrect assignment.  

 

 6 

 5 

 4 

 4 

 5 

For more accurate search results, search using multiple fields. 

 

 6 

Because search results can run over multiple pages, you 
may have to click the page numbers generated if you 
don’t see your customer listed. 

 7 

 7 
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Scan the garment 
barcode. 

The system is ready to start scanning garments.  Scan the barcode of the 
garment you want to assign. 

Repeat step 7 to 
assign additional 
garments to the 
same wearer. 
 
Click the Exit 
button when you 
are finished. 

When the barcode is successfully scanned, the Garment ID from the barcode 
will briefly appear in the Garment ID field. Then the GTS Qty. and Assg. Qty 
fields will update automatically. The garment is now assigned. 

 

Unassigning a garment from a wearer 

Click the Undo 
button. 

If you did make a mistake and selected the wrong wearer during the 
assignment of the garment, you will need to unassign the garment from that 
wearer. 

 7 

 8  

 7 

 

 

 8 

 9 

If you are not already in the Direct Assignment screen, you will need to 
locate the wearer using the steps you used to assign the garment to get to 
the list of wearers. 

If the barcode is not 
scannable, type the 
number in the Garment 
ID field and press Enter. 

If you have other garments to assign to the same wearer, you can stay in 
this screen until you are finished. 

 9  
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Scan the garment 
barcode 

The screen changes from Assign Garment to Undo Assignment. The wearer 
row becomes red. 

 
 

If you want to 
assign another 
garment, click the 
Assign button to 
go back to Direct 
Assignments. 

When the barcode is successfully scanned, the Garment ID from the barcode 
will briefly appear in the Garment ID field and the GTS Qty and Assg. Qty fields 
will update. The garment has now been de-assigned from its wearer. 
 

If you are finished, 
click the Exit 
button. 

 10 

If the barcode is not scannable, type the number in the Garment ID field 
and press Enter. 

 

 10 

 11 

 12  

 11 

 

 12 
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NOTES:   _____________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

  

UIDE  NABLE 

 Provide each employee some unassigned 
garments for them to practice assigning and 
unassigning..  

 Provide garments with and without 

scannable labels. 

REMEMBER TO: 

 Allow them to attempt on their own, 

providing prompts only when they get stuck.   

 Give positive feedback when they get it right 

and encouragement if they are having 

problems.   

 Have them follow along when other staff are 

taking their turn. 

 

 Provide actual garments that were pulled Soil 

or Clean sorting to correctly assign into GUTS. 

REMEMBER TO: 

 Avoid just telling or showing them what to do.   

 Use probing questions or refer them to the job 

aid.   

 Have them work with a more experienced co-

worker.   

 Provide positive feedback and encouragement. 
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 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  
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Session 6 – Relabel 
 

 

 

 

 

 

Log in to GTS. Refer to training Session 1 and How to Log Into GTS job aid. 

On the GTS home 
page, click 
Stockroom. 

 

Select Relabel. 

With repeated wear and laundering, bar code labels will need to be replaced.  This requires a 
new barcode label to be produced and the garment history transferred from the old label to 
the new one.   

The Relabel function in GTS is what you will use for this purpose. 

Performance Objective:  Upon completion of this training activity, users will be able to use GTS 
to replace the old garment barcode with a new garment barcode and correctly transfer the 
history of the garment. 

XPLAIN 

EMONSTRATE 

 1  1 

 2 

 3 

 2 

 3 
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Scan the old 
barcode label. 

The Relabel screen appears. The System is ready to start scanning the old 
label. 

 

Confirm  Garment 
ID is displayed in the 
Old Label field. 

The Garment ID will automatically appear in the Old Label field. 

Scan the new 
barcode label. 

 

Confirm  Garment 
ID is displayed in the 
New Label field. 

The Garment ID will automatically appear in the New Label field. 

Affix the new 
label. 

Click the Exit 
button. 

 5 

 4 

 4 

If the barcode is not 
scannable, type the 
number in the Garment 
ID field and press Enter. 

 5 

 6 
 6 

If the barcode is not 
scannable, type the 
number in the Garment 
ID field and press Enter. 

 7 

 7 

 8 

 8 

 9 

 9 
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NOTES:   _____________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

 ____________________________________________________________________________________  

  

UIDE  NABLE 

 Provide each employee preselected garments 
that are ready to have their old label replaced 
with a new one.  

 Provide garments with and without scannable 
labels. 

 Make sure they are confirming the Old and 
New Label IDs. 

REMEMBER TO: 

 Allow them to attempt on their own, 

providing prompts only when they get stuck.   

 Give positive feedback when they get it right 

and encouragement if they are having 

problems.   

 Have them follow along when other staff are 

taking their turn. 

 Provide actual garments that were pulled to be 

relabeled and have them practice the process. 

REMEMBER TO: 

 Avoid just telling or showing them what to do.   

 Use probing questions or refer them to the job 

aid.   

 Have them work with a more experienced co-

worker.   

 Provide positive feedback and encouragement. 
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 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  
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Session 7 – Mend Station 
 

 

 

 

 

 

 

 

Log in to GTS. Refer to training Session 1 and How to Log Into GTS job aid. 

On the GTS 
home page, click 
Repairs. 

 

Select Mend 
Station. 

At the Mending Station, when repairs on a garment have been completed OR if the garment is 
deemed unrepairable, the information needs to be entered into GTS.  You will use the Mend 
Station function under Repairs to do this.   

This allow us to keep track of what types of repairs have been made to a garment, which is an 
important part of the garment history.   

This feature is only for MCs with auto-sort.  If your MC does NOT have auto-sort, the garment 
will have to be placed manually for mending.  

Performance Objective:  Upon completion of this training activity, users will be able to use GTS 
to record a garment repair, including if the garment was not repairable. 

XPLAIN 

EMONSTRATE 

 1  1 

 2 

 3 

 2 

 3 
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Scan the garment 
barcode. 

The Repairs Mend screen appears. The System is ready to start scanning 
garments that have been repaired or that are not repairable. 

 

 

For Garments that have been repaired (Record the repair AFTER the repair has been made) 

Select the 
checkbox of the 
repair type/code 
performed.  
 
If there was more 
than one repair, 
select all that 
apply. 
  

When the barcode is successfully scanned/entered, the Garment ID, Item, and 
Size fields will be updated.   

Click the Mend 
button. 

 4 

 4 

 6 

 5 

 

 6 

 

 5 

If the barcode is not scannable, type the number in the Garment ID 
field and press Enter. 
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For Garments that CANNOT be repaired 

Click the DM 
(Don’t Mend) 
button. 

 

Click the Exit 
button. 

 

 

 7 

 7 

 8 

  8 

If you have multiple repairs to record, repeat steps 4-7 as 
needed until you are finished. 
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NOTES:   ____________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

  

UIDE NABLE 

 Provide each employee some preselected 
garments that have been repaired and some 
that are unrepairable.  

 Provide garments with and without 
scannable labels. 

 Make sure they are confirming the garment 
information when scanned/entered. 

REMEMBER TO: 

 Allow them to attempt on their own, 

providing prompts only when they get stuck.   

 Give positive feedback when they get it right 

and encouragement if they are having 

problems.   

 Have them follow along when other staff are 

taking their turn. 

 

 Allow them to process more garments that 

have been repaired to ensure they are entering 

the correct information. 

REMEMBER TO: 

 Avoid just telling or showing them what to do.   

 Use probing questions or refer them to the job 

aid.   

 Have them work with a more experienced co-

worker.   

 Provide positive feedback and encouragement. 
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Appendix A – Training Planning Matrix 
 

 

Training Topic Date/Time Location Trainee Names 

Logon to GTS    

Soil Scan    

Pend Mends    

Clean Scan    

Direct 

Assignments 

   

Re-Label    

Mend Station    
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Appendix B – GTS Training Completion Form 
 

(to be developed based on APEX form created by Larry Porter) 

 


