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Accessing Data Yourself 
In this workbook, we’ll show you how easy it is to retrieve data from the Lucity desktop and web 
products.  We’ll demonstrate how to use Filters and Queries in the desktop and the web, find records, 
select data, and export into various formats.  We will also cover helpful tools, like loading subsets or 
viewing relationships.  This should help new users easily find the data they are looking for as well as 
provide existing users with a quick refresher course. 
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Desktop 

Filters, Locate and Browse 

Loading and Defaulting Filters 
How to display all the open work orders in a department? 

 When opening any module, the first display you will see before the records display is a filter 
screen.  This is where you decide which particular records you would like to load.  From here 
you can select existing filters or create your own. 

 

 If you select “Go”, this will load all the records in the Lucity system.  
By default, these records will load sorted by Rec #, starting with the oldest records. 

 In most cases, we are not going to want to load all the records.  For instance, with work 
orders, we don’t necessarily care about work orders from last year, or canceled work orders, or 
work orders from other departments.  Let’s create a filter to load only the open work orders 
for a particular department. 

 

Notes:___________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 
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 The second tab of our filter screen displays a sort order for the records that we will be loading.  
We will want to see all of our work orders in status date order, descending from newest to 
oldest, and then sorted by ascending Category text.  This allows us to see the newest work 
orders first, and also groups by category. 

 

 On Pg. 3 of the work order filter screen, go to the “Status” fields.  You can see that picklist 
fields are filterable by either there code (numeric) or text fields.  Because we will be doing a 
range of statuses (open, on-going, etc.) it is easier to use the numeric field.  Select ‘Less Than’ 
from the drop-down menu, and fill in 950 for the value. 

 

 

 

 

Notes:___________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________

_________________________________________________________________________________________ 
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 Look through the tabs until you find the “Department” field.  The fields are displayed in the 
order you see them in the work order module.  For department, let’s search by text.  Select 
‘equal’ from the drop and then scroll through the list to find “Prks & Open Spaces”.  Our 
statement is looking for all work orders with a status of less than 950, and in the Parks & Open 
Spaces department.  Select “Count Records” to make sure your filter returns a valid count.  
Also, let’s go ahead and save this filter as “Open Park Work Orders” and then select “Go”. 

 

 

 

 

 

Notes:___________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 
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 This will give you all of your parks department’s open work orders records, showing most 
recent date first and grouped by category. 

 

 If you want, you can set up your filter as the default filter.  Use the filter button to open up 
the filter screen.  Find your filter in the list, and select “Make Default”.  Then select “Load 
Default Filter”.  This insures that whenever you open the filter screen and hit “Go”, this filter 
will load.  If you want to take it one step further, you can check the “Skip This Screen” option, 
so that your default filter loads every time you open the Work Order module.  
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Locate 

What if we are looking for a specific work order? 

 There’s a few ways we can identify a specific work order.  You can use the arrow 

buttons to go through all records in the filter one-by-one, and jump to the end 
or beginning of the record set.  We could also go back to the filter button and narrow our filter 
down to a specific work order #, or add even more fields to narrow the work order criteria.  We 

can also use the locate button to see all the records in one view. 

 

Note: In the locate view, we retain our filterset, but NOT the sort order. 

 You can use the search button at the top to begin searching for matching values in any field 
displayed.  Use the scrollbar at the bottom to view additional fields.  When you find the record 
you want, you can either double-click or select “Open” to jump to that record in your filter 
set. 

 

 

Browse 
Now that we have this information, what can we do with it? 

 Now that we have a list of all of our open work orders, we want to be able to pull that out of 
the system.  Maybe you need to get it into a spreadsheet format, or e-mail the list to a 

supervisor.  You can use the Browse  feature to create a custom, exportable view of your 
filter set, by defining the fields and order you want to see them in. 

 



Accessing Data Yourself   8 

 The browse window will let you select all of the fields you need in your exported document.  
Add them to the window on the right.  You can reorder as necessary.  This allows you to only 
export the important information.  Once you have your field list, click “Go”. 

 

 The Browse display window looks similar to our locate view.  However, this view retains the 
filter AND sort order of your records, and displays only the fields you selected. 

 

 You can then use the export  button to save this file as a simple, delimited text file.  This 
file can then be opened up in a document or spreadsheet program, printed, or e-mailed. 
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Advanced Queries and Reports 

Advanced Queries 
How many work orders did Jeff Young work on in 2006? 

 Sometimes the field you are trying to filter on is not available through the provided filter 
fields.  It is possible to write advanced queries to query on child or linked tables.  In this 
example, we will look at a child table (Work Order Resources) to determine what work orders a 
certain employee has been added to as a resource. 

 If you go to any child table, you can use the CTRL+Right-click function to get more information 
on a certain field.  This allows you to see what the “behind-the-scenes” name is for each field.  
In the work order resource table, the resource name field is “WR_RSRC_TY”.  You can see this 
module is pulling information from a table called WKRESRCE. 

 

 After selecting the Filter button in a module, you can switch between “Standard” and 
“Advanced” filter views using the button on the right.  This will display a field where you can 
create and customize advanced queries.  The windows in the bottom display available table 
and field names, as well as SQL keywords and operators. 

 Let’s start out with a Standard filter, and then add the advanced functionality to it.  We know 
that we are looking for all work orders from the year 2006, which we can do using the standard 
filter tools.  Use the “between” drop-down to look for a date range. 

 

Note: Pay attention to which date fields you are using (status, start, end, etc).  
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 If we selected “Go” now, we would get all of the work orders in 2006.  But we only want work 
orders where Jeff Young was a resource.  Since this is not a work order field, but a work order 
resource field, we will have to use an advanced query.  Click “Advanced”. 

 

 The filter view switches to show the SQL syntax behind the standard filter.  Therefore, the 
date field is already filled in for us.  Next, we will need to use a little bit of SQL knowledge to 
join the two tables together and query for Jeff Young as a resource.  Be sure to save the query, 
and count records before you hit “Go”. 

 

 We now have a filter set of 3 work order records that Jeff Young worked on in 2006. 

Reports 
How many total hours did Jeff Young work in 2006? 

 Reports are a convenient way to view and distribute data.  Lucity provides a set of pre-defined 
reports in each module, and you may have your own custom reports added.  You can use the 
reports to view information on your filtered records (all open work orders), or a particular 
record (e.g. one assigned to you as a supervisor). 

 Let’s run an employee usage report on our filter set to get detailed summary of the work tasks, 

hours, and costs that Jeff Young worked.  Click the report  button to access your reports. 
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 We are going to select the “Employee Usage Detail” report, which is specifically designed to 
show us the exact information we are looking for.  Run the report on the current filter, and the 
select “View Report”. 

 

Export a Report 
What can I do with this report? 

 There are a variety of ways that reports can be exported.  You can print the report directly, or 
export the information to a number of saved file types: 

  

 You can also e-mail the report directly by exporting with MAPI.  This opens up a Send Mail 
screen where you can enter the recipients, subject, and include a message. 
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Web 

Filtering and Sorting in Views and Grids 

Loading Filters 
How many open work orders do we have? 

 First, we will determine how many work orders we have.  Click on the filter button .  
From here you have the option to select a saved filter, view the current filter parameters, or 
create a new filter. 

 

 

Notes:___________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 
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 Click add   to create a new filter.  Choose the module you are searching on (this includes 
child modules), the field, the operator, and the value.  You can also add additional criteria, or 
view or edit the advanced query.  You can then save or run the filter from here. 

 

 This will load up a filter set of all of our open work orders. 

 

 

Notes:___________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 
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Grid Filters & Sorting 

How many of these open work orders are on a sewer asset? 

 Each field within the grid has its own sort and filter functions to 
find records quickly.  You can use these to sort the values 

numerically or alphabetically, or filter for a specific value or 
criteria.  We will use these to narrow down our Open Work Order 
filter set for just Rick Honas’ work orders.  

 Go to the supervisor text field.  Notice when you hover below the 
“Supervisor Text” title, two buttons appear, a sort and filter 
button.   Let’s use the filter button to only view the work orders 
where he is a supervisor.  

 This will show us a view of all open work orders where the category 
contains the word sewer (Sewer Pipe, Sewer Structure, etc). 

 We can use the sort button to reorder any field.  Let’s use the status 
date field to see when the oldest work order in a sewer category is. 

 

Note: You can see which fields have active sorts or filters on them by 
the highlighted buttons on the toolbar. 

 

Creating and Loading Subsets 
How many open work orders do we have where a sewer pipe is longer than 200 feet? 

 Next let’s use an asset module to define a subset, and 
then load it into our Open Work Order filter.  Let’s open 
up the Sewer Pipe module by going to 
Modules>>Sewer>>Inventory>>Sewer Pipes. 

 Use your filters to search for all pipes with a Length of 
greater than or equal to 200.  

 About half of our pipes meet this criteria.  Let’s create a subset using the subset button . 
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 Save your subset.  Now, go back to your Open Work Order filter.  You can then load the subset 
you just created into your filter using the subset button.  Select the appropriate inventory 
category, and then the load into filter button.  Alternatively, you can open all work orders that 
include pipes in the subset, and then filter again for the open work orders. 

 

 We now have only 10 records displaying.  Keep in mind that each of these work orders includes 
a sewer pipe over 200 feet, but there may be shorter pipes included as well. 

 

Property Viewer 
What other assets and work orders exist at a specific address? 

 If we are going to do work at a specific address, you may want to see what other assets or 
historical work orders or requests exist at that location.  Let’s find a new work order and see 
the related information.  We will use the filter function to find Work Order #2014-00398. 

  

 

 We have an address for this work order.  Let’s use the Property 

Viewer tool to see what else is here. 

 

 We can also see that there is a sewer structure, and a recent work 
order at this same location. 
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Filtering and Exporting 

Filters with Reserved Words 
How many work orders do I still have open from last month? 

 You can also use advanced queries with the web filter like in the desktop.  This also allows you 
to take advantage of web-only “Reserved Words”.  These allow you to input a string that 
dynamically pulls a filter set based on the time you run the filter, and also based on who is 
running it. 

 First, let’s create a new filter.  We are going to search for all open work orders with a status of 
less than 950, where the supervisor is Rick Honas, and the status date falls between the first 
and last day of last month.  If we do a count, we see that this filter will return 5 records. 

 

 

 

 

 

Notes:___________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 
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 This filter is great, but will only return the results we want when we run it for Rick Honas, and 
the date range only applies to this month.  We won’t save this filter.  Instead, let’s switch to 
the advanced view. 

 

 We can use the reserved word drop-down list to replace our supervisor with 
%LOGGEDINUSERID% so that the appropriate results will display for any supervisor that is logged 
in and runs this filter.  We can also use %PREVIOUSMONTH% instead of a static date range, so 
that it will pull previous month records depending on the date that we run the filter.  This way, 
the filter can be saved and never needs to be updated. 

Note: For a complete list and descriptions of the reserved words available, see the help guide. 

 You can see we get the same 4 results when we run this filter, and it will be correct for 
whoever or whenever we run this filter in the future. 

 

 

 

Notes:___________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

_________________________________________________________________________________________

_________________________________________________________________________________________ 
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Sharing Views 

How can I share what I am seeing with 
another Lucity user? 

 If you have a set of records that 
you want to share with another 
Lucity user, you can use the 

Share with Others button to 
create a shareable URL that will 
open up the same record set for 
another user. 

 

 

 

 

 

 

 

 

 

 

Exporting Data 
How can I get a copy of the records in 
my filter set for a non-Lucity user? 

 If you need to get the data from 
a record set outside a Lucity 
(i.e., to e-mail to a contractor, 
or export for a bar graph in a 
spreadsheet program), you can 
export the current filter set by 
e-mailing a zip file that contains 
a delimited text file.  This is 
done using the Export Current 

View button. 

 You can define the recipient’s e-
mail address, the e-mail subject, 
the name of the file (prefaced 
with Username_), and change 
the zip file’s extension (to get 
past an e-mail filter). 
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Web Reports 

How can run a report to let us know the ages of our open work orders? 

 First, you will need to set up an applicable filter.  Let’s look at all of our open work orders.  
Run the saved filter for all open work orders. 

 Next, we will use the reports  button to select a report from our available web reports.  
Let’s choose the Aging Work Orders Graph report. 

 

 We have a few options.  You can run the report on all, filtered, or selected records.  Let’s 
choose the Filtered Set.  You can also choose how you want to create the report: as a pdf, 
sending it to an e-mail address, or viewed as HTML.  Let’s view a pdf file. 

 

Note: You can run any number of reports on your data.  If you have a custom report you use in 
the desktop, it will need to be web-enabled before you can run it on the browser. 


