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Lucity Pre-Conterence Workshop - Basic
Desktop Functionality

In this workbook, we’ll introduce you to the basic layout and functionality of the Lucity desktop

system. This includes menus, form layout, fields, toolbars, adding/editing/deleting records, finding

records, and filtering records.
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Infroduction to Asset Management

The Lucity™ suite offers you a comprehensive solution for Asset Management. Our user-friendly
inventory and inspection modules are all structured around the basic functions discussed in the
following pages. These modules allow you to manage your asset inventory, assess the condition of your
assets, and determine your maintenance needs. Our modules have been created specifically for Public
Works Departments and allow you to manage your water, storm, and sewer assets, transportation
system, fleet, facilities, trees, and parks.

System Inventory

Each solution provides inventory modules for comprehensive data capture of your assets and their
components. The inventory modules consolidate asset information into a single database. You can
easily retrieve and analyze this data using the built-in filtering and reporting capabilities. Additionally,
each solution provides functionality designed specifically for the assets you are managing. For
example, the Pavement module provides you with maintenance forecasting and budget forecasting
capabilities, while the Tree module allows you to create a library of scientific information about the
trees in your system, as well as determine the value of each tree using two distinct valuation methods.

Field Inspection

Most inventory modules have corresponding inspection modules that allow you to manage your system’s
condition assessment data. These modules are fully integrated. Physical data in the inventory
databases links directly to the inspection modules. When you correct discrepancies in the inspection
modules, the inventory data automatically adjusts. By compiling and analyzing inspection data, you
can detect trends in system performance and organize rehabilitation plans for maximum efficiency.

Infroduction to Work Management

The Lucity™ suite also offers you a comprehensive solution for Work Management. The Lucity Work
module allows you to track customer requests, create work orders, establish a preventative
maintenance plan, set priorities, provide timetables, track system rehabilitation, manage work
projects, and perform budget forecasting.

Work Orders

The Work Orders module allows you to schedule and track work tasks, personnel, equipment, and
material usage. Three versions of work orders are offered on the desktop: Standard, Lite, and Daily
Work. All three modules integrate with the same data set. The Standard module is the most
comprehensive of the three, offering additional functions such as costing, billing, and tracking. Work
Order Lite contains only the basic functions of the Work Order Standard module. This allows for quick
and easy data entry. The Daily Work module is the most basic of the three, designed for quick data
entry without your fingers ever having to leave the keyboard.

Mobile Desktop

Mobile Desktop allows you to upload and download work orders to and from the field as well as almost
every Lucity inventory and inspection module. In this manner, you can mobilize your work
management database. This solution is available for handheld devices, tablets and laptop PCs.
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Menus

The menu bar will help you navigate through the Lucity™ desktop suite. After logging into the system,
you’ll see a menu bar at the top of the screen:

System General Environmental Sewer Storm Transportation Water Electric Gas Trees/Parks Fleet Plant/Equip Facility Refuse/Recycling Work Inventory Mobile View Window Help

The menu items correspond to individual groupings in the software, system functions, and the help
guide. Each main menu item contains a drop down menu listing each available module. For example,
under the Water main menu item, you can see a list of all modules that help maintain different types
of Water assets.

I Lucity 145 - Test
System General Environmental Sewer Storm Transportation Electric Gas Trees/Parks Fleet Plant/Equip Facility Refuse/Recycling Work Inventory Mobile View Window Help

Water Distribution » Inventory » Service Taps

Raw Water > Inspection » Flow Meters »

Recycled Water > Readings » Hydrants

Backflow Preventers > Testing » System Valve

Water Loss Water Flushing » Control Valve

Water Sites > Mainbreaks Pipes

Access Roads Pump Warranty Nodes

Gates Pump Stations

Administration » Pumps

Import/Export > Storage Facilities
Supply Sources
Vaults/Structures
Sampling Stations

Although the menu bar contains all of the capabilities and programs offered by Lucity, only those
purchased will be accessible. If you click on a program that you have not purchased, a drop-down
menu will appear; however, the menu items will be disabled (grayed out).

Form Layout

Each application in the Lucity™ desktop suite has a window designed specifically for the information
recorded in that module. Although each module has a unique window, the components that make up
each window are the same. This helps make the desktop easy to use. The basic components of each
window are the Module Toolbar, Header Data, Fields, Field Captions, Attribute Tabs, and the Status
Bar. We’ll discuss each of these components in the following pages using the Water Hydrant Inventory
module as a guide.

Notes:
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Moadule Toolbar

At the top of each window you’ll see a Module Toolbar.

4 Hydrant Inventory - Mo Filter

Hydrant Rec #

|1DB Hydratit Mumber
Addiess ||i| 2543|_| |5 DEWw DROF LN Walve Mumber ||2?82

Attributes |Locati0n| Constructionl Flow Testsl Inspections.-"AssociationsI Flushingl \:\-"D.-"PM.-"Hqu Customl Commentsl

Marutectuer |1 [ClowMedalon Operating Status | [I[[ 2 [Good
Mods Number | [If 2642165000 Dirtodpen [ [l/[ 7 [Clockuise
Serial Number | [N 2365 32043613 Tums to Open | il 2%
Hydrant Type | [ 1 [Dry-Baree Traffic Mockl | [ [ 2 o
Cannection Type | ﬁ [2 [Flange Fresze Proof | ﬁ [ [res
Nozles |3 [ee3n [me0 [eas Color Code [ [ [ 4 [whie (1500+gpm)
etsize [l 700 Hydvabesie [[J[ 288 FeedLengh | [I[ [ 76.40 Fredissatd [
Pressure Zone | ﬁ |_2 |F'ressure Zaone 2 Feed Diam | Ii m
systers | [I[ 3 [Servies Line FesdMateisl | [J[ [ 2 [Eastlion
Owner |[I 7 [Ey Project Number | [If we5-037
MansedBy [ | Pine Number | [I [4035
Instalation Date | [ [0471372008 = ManDia [ 532 sotve [ @
Aosourt Number | [If[25432645327 Flow Rate (opm) [ OpsrableFlaa | [ ¥

|Record 106 of 215 |View Mode |Ready... y

This contains buttons that perform or access a variety of standard functions. Place your cursor over an
icon to see the name/function of that particular toolbar button. For example, if you place your cursor
over the icon that resembles a printer, the words “Print Module Window” appear.

Each module’s toolbar may vary. There may be

instances where buttons appear to be “grayed out” or # Hydrant Inventory - No Filter
disabled. These buttons are inaccessible for that = n =1l =t
module; nothing will happen when they are clicked. e -'!I 5] 'l? 'l vIIl ﬁ|

Some buttons, such as the Toolkit button, will appear
in modules only when the functionality is applicable for
that module.

Hyd

Toolbar Buttons

Button Name Description
| Resize Resizes the module window.
= Print Module Captures the screen image and sends it to your designated
=l Window printer.
@ Locate Quickly locates specific records.
- B .
i) rowse Browses records, produces quick, custom reports, and
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exports information.

4

Filter

Opens the Filter window.

4

Reports

Views, prints, or adds/deletes reports to or from the list of
pre-defined reports.

Open Document

Views a list of documents, videos, and images attached to
the record.

Document Control

Adds or deletes documents, videos, and images to or from
the record.

Save Saves your changes.

Cancel Cancels any changes you have made since the last save.
Add Record Adds a new record to the module.

Edit Edits the current record.

Delete Deletes the current record.

e
w

v

First, Previous,

Navigates through the data set.

Next, Last

GoTo Views a specific record number.

Refresh Re-que_ries tht_e data set a_nd returns your screen to the first
record in the filtered set (i.e., it runs the filter again).

Relationship Displays other modules related to the current record.

Subsets Creates and saves a set of filtered records.

Work Order Generates a Work Order for the current record.

9 B2 81 s [o] |2 = [s]le X |10 @ =[]

Work Request

Generates a Work Request for the current record.

PM/Template Generates a PM/Template for the current record.

- Toolkit Opens the Toolkit dialog box. The existence of this button
and the options inside the Toolkit dialogs vary by module.

f.a - Show In Map Opens GIS, zooms in, and highlights the selected feature.

= Recalculate Updates all calculations in the module.

@ . Hel Opens the Lucity Help Guide to the appropriate topic

=a P chapter.

i Close Closes the module.
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Header Data

At the top of the module window you will see header data. This is visible regardless of which tab is
displayed below. It is important to enter data in the header for each new record because this
information defines or distinguishes each record using unique IDs.

# Hydrant Inventery - No Filter

[E=N(E=R (=)

Elgl 28] 4« p]p] o ¢ BEEEBDE - = - =

Hydrant Number | |2428

Valve Rec # ||28

2643 ||| [ DEw DROP LN

Walve Mumber ||2?82

Mantacturer | I [T [Clow Medslon
Model Number | |i [2642165000
Serial Number | ﬁ |2SG S32043673
Hydrant Type ||i|_‘| |Dry-BarreI
Bemnelion Tipe | i 2 [Flange
Mozzles | ENEEREENEE
Inlet Size |ﬁ|ﬁ Hyd Valve Sizs |ﬂ|ﬁ
PressueZons | [ [ 2 [Pressure Zone 2
S | ﬁ [ 3 [Semvice Line
Owner | Ii I_‘I |City
Managed By ||i|_|
Installation Dt | [If [04/13/2008 ~ |
Account Number | |i [25432645327

Dperating Status | [i] 2 [Good
Dirto@pen | [N 1 [Clockwise
Turhz ta Open | ﬁm
Traffic ocsl | [ [ 2 [No
Freeze Proot | ] [res
Tafr Badls | [N [White [1500+gpm]
Feed Length | ﬁlﬁ
FeedDiam [N 423
Feed Materia | [i] 2 [Castiron
Project Number | [ 25037
Pioe Humber | [ [4035
ManDia [l 532
Flow Rate [gpm] | Nr——

Fired Asset 1D | [y

Active ||I 2
[ DemetiFig) e

Header data varies with each module.

|Record 106 of 215

|‘u’iew Made |Ready... v

In most modules the header data consists of an ID number or

some other number that identifies the asset represented in that record. Many modules have required
fields in the header, meaning a record cannot be saved until data is entered in these fields. You will
receive an error message if you attempt to save the record without the required information.

Notes:
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[abs

Each module on the desktop has various tabs to organize and store similar types of data. You can see
on the screen below that the Water Hydrant Inventory module has tabs for Attributes, Location,
Construction, Flow Tests, Inspections/Associations, Flushing, Work Orders/Preventative
Maintenance/Requests (WO/PM/Req), Custom, and Comments. Although tabs vary by module, each
module typically has Custom and Comments tabs. To navigate through the record, click on the tab
names. The display will change accordingly.

o 4 Hydrant Inventory - Mo Filter EI |
o |glalg -e B -oe Eel2]x 8] 4 dr]p] s BEEEEE - =e -] =

H-'r'd'a”mecnh ue Hydrant Number ||2‘1'28 Valve Rec # ||28

Address ] 26438 1S DEW DROF LR alve Mumber  |12782

Abtributes ILocationI Constluctionl Flov Testsl Inspections#ﬁssociationsI FIushingl WDJPMHHqu Customl Commentsl

Manufacturer | I] l_'l ICIDW Medalion QOperating Statuz | I] |_2 IGood
odel Number | ] [2642185000 DirtoOpen |1 [Clockeis=
serisl Nurber | [ [236532043613 Tunsto Open ||~ 243
Hydratt Type | Ii l_‘l IDr_l,l-BarreI Traffic Maodel | I] |_2 IND
Connection Type | Ii |_2 IFIange Freeze Proof | I] |_1 IYes
Mozzles | ﬁ [73 [e40 [e0 [54 Color Code | |] [ [white 1500+gpm)
Inlet Size |ﬁm Hyd"alve Size |ﬁm Feed Length |I]IW Fized Azgat ID ||]|—
Pressure Zone | Ii |_2 IF'ressure Zone 2 Feed Diam | I] m
system | [I[[3 [Service Line Fesd Material | [ 2 [Castiron
Owner | [ [Cis Project Number | [ [we5037
tanaged By | Ii l_ I Pipe Mumber | I] |4035
Installation Drate | Ii IW Main Dia | I] m Ative ||] v
Account Number | [l [25432645327 Flow Rate (gpm) | i Operable Flag ||] W

|Record 106 of 215 |View Mode |Ready... y
|

For modules that have too many tabs to fit on one screen, a right and left arrow will appear to allow
for navigating through the tabs:

.g Supply Sources - No Filter EI

i SupplyReck i Supply Murmber ||1 Supply Mame ||]|I:rown
Address ||] B34 I]lS 137TH 5T
Status | I] I— |

MtlibUlBS|Location|WeIIData| Surface.n"DtherDataI Other Equipment | Construction | Inspections/dssociations | W0/P/Req | Custom I:orrLI_’I

Pre-Conference Workshop - Basic Functionality




Status Bar

The status bar, located at the bottom of the module window, performs a variety of functions. It
allows you to see what record number you are viewing as well as how many records are in the current
set. For example, the status bar below reads “Record 106 of 215”.

f# Hydrant Inventery - Mo Filter

=)o =]

|slal& -l - B -=|| Bl 2]x %] adr]r] 2B EE R - =e - =

Huydrant Rec # ||‘IDE Hydrant Murmber ||2428

Walve Rec # || 28

Address |ﬁ| 2843“ IS DEW DROP LM

Manufacturer | I] ICIDW tedalion
Model Nurmber | I] |28421 65000
Serial Mumber | ﬁ |236832U4351 3
e Togs | [ 7 [owBanel
Connection Tupe | ﬁ |_2 IFIange
Nozzles ||]|_3 [B430 [2660 | 643

Pressure Zone | [I[ [ 2 [Pressure Zone 2
system | [I3 [Service Line
owner [T [

ManagedBy [ |

Instalstion Date. | [ 0471372008 = ]

Account Hurmber | I] |25432E4532?

Inlet Size ||]| 700 HydValve Size ||]| 264

Walve Number II 2782

Attributes ILocationl Eonstructionl Flow Testsl Inspectionsmssociations| Flushingl WDIPMJHqu Eustoml Eommentsl

Operating Status | I] |_2 IGDDd
Diir to Open | I] l_'l ICIockwise
Turns to Open | ﬁm
Traffic Model | [I[[2 [N
Freeze Proof | ﬁ l_‘l IYes
Color Cods | [U[ ¢ [whie (1500+gom)
Feed Length | I] m Fized Asset ID | Iil—
Feed Diam | Ii lﬁ
Feed Material | I] |_2 ICast Iron
Project Number | [ [we5037
Pipe Number | [] [2035
MenDia  [[[[ 532 scive  |[IF
Flow Fate [gpm) | I] I— Operable Flag ||] 2

ress F9 for pop-up selection

|Recerd 106 of 215 |Edit Mode  |Ready...

The status bar also allows you to see whether the current record is in View Mode, Add Mode, or Edit
Mode. For example, this record is in Edit Mode. The status bar may also display any messages

regarding available Hot Keys or other special functions. The status bar above tells you that by pressing

the <F9> hot key, a pop-up list of choices will appear. Finally, the status bar alerts you when the
system is busy performing another function. In this example, the status bar reads “Ready”, meaning
the system is not performing any other function at this time.

Notes:
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Grids

Each module on the desktop may have one or more grids that appear throughout the tabs. For
example, in Hydrant Inventory, there is a grid that displays the Inspections associated with the hydrant
asset. The inspections are considered “children” of the current hydrant. The hydrant would be
considered a “parent” of the inspections. Some of the grids are also “linked” records that are related

to the parent through special relationships.
* Hydrant Inventory - Mo Filter El
c|al|s -2 B e Ee|2x]s] aldr]p] |58 - = - =

Hydrant Rec # ||1 06 Hydrant Mumber ||2428 Walve Fec # ||28

Address ||i| 2543|i|s DEwW DROP LN Valve Number _|[2782
Attributes I Location I Constiuction I Flow Tests  Inspectionsddssociations | Flush\ngl WiO/PM/Req I Custom I Comments |

Overall Cond | ﬁ 2 |Good Inspection Date | ﬁ| 07/01/2014 ~ | Next Insp Date | |]| 0B/01/2014 ¥ |
i~ Inspection  Aszociation

Inzpected By Overall Cond Text Operating Cond T Aszet Text/ | Fecord No I Unigue I I
-asey Good
'l 1 + < | m ] 3
|Record 106 of 215 [View Mode [Ready... Y

In addition, the records in the grids may have actions that can be completed on them. To see if there
are actions that can be performed, highlight the record in the grid and click the right mouse button.
Any functions that are available for that record will appear. These are also known as “Right-Click”
functions. For example, the “Right-Click” functions for the Hydrant Inspections are displayed here:

#* Hydrant Inventory - Mo Filter EI
sld|a -7 B -o| @222 a0 p] 2] |EEEEHE - = - =

Hydrant Rec # "‘IDS Hydrant Mumber ||2428 Yalve Rec # |28
Address ||i| 2643 ﬁ|s DEW DROF LN Valve Number  |[2752
Attributesl Locationl Construct\onl Flow Tests  Inspections/Associations | Flushingl W'D/F'M.fﬁeql Customl Commentsl
Overall Cond |ﬁ| 2 IGDDd Inzpection D ate |IIIU?-"'D1 /2014 vl Mext Insp Date ﬁlns;m £2014 vl
~Inspection —Azzaciation:
Inzpection Date ™ Inzpected By Overall Cond Text Operating Cond T Azzet Text / I Fecord Mo I Unique D I
07/01/2014 Casey Good
View Record
Add Record
Edit Record
Delete Record
“ [0 r < 1n ] 3
|Record 106 of 215 |view Mode [Ready... 4
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Adding, Editing, and Deleting Records

The steps for adding a new record, editing the current record, or deleting a record are the same
throughout the modules. In addition to adding, editing, and deleting records through “Right-Click”
functions in a grid, these standard functions exist when a module is opened from the menu.

To Add a New Record:
1. Open a module from the menu.

2. Click % on the module toolbar to add a record. You are now in Add Mode.
Enter any Header data or required data.

4. Enter any additional information in the Attribute Tabs.

5. Click E to save the record.

For example, to add a Hydrant Inspection, you can click the Add button and fill out the desired fields,
including the required fields of Hydrant Number and Inspection Date. You will prompted for any
missing required fields, such as Hydrant Number:

I.-"'_"\-.I The Hydrant Murnber is a required field. Please enter a valid Hydrant
S Mumber.

!

e When you add new records, a filter is automatically created with %our new records created. To

view all records again, click the Filter button drop down list and select Reset Filter.

To Edit the Current Record:

1. Click ﬂ on the module toolbar to edit the current record. You are now in Edit Mode.

2. Make the necessary changes.
3. Click E to save your changes.

4, Click ﬂ to exit Edit Mode or cancel your changes prior to a save.

To Delete a Record:

1. Locate the record you wish to delete.

2. Click ﬂ to delete the record.

3. You will receive a prompt asking you to confirm the deletion. Take care when deleting records
as this action cannot be undone.

Your security settings may limit who can add, edit, and delete records.

Pre-Conference Workshop - Basic Functionality
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Fields and Field Captions

Each record contains various field types and field captions. Fields are the locations on the window
where data is entered. Each field is preceded by a field caption button.

Field captions define what information should be entered into a particular field. For example, the first
field caption below is labeled “Priority”. A priority of 1 - High has been entered in the corresponding
field.

Field Caption ——— Pyigiity | |I| I_‘I High
Field reon—H-e63138

All fields have a field definition window and a field m ] T —
properties window. You need to be in View Mode in ProjNo-scct || [ S
order to see the Field Properties, Field Caption, and _ Field Properties
Global Edit functions. You can access these functions by Project Text |I| | _ _
placing your cursor over a field and using Ctrl + Right Feason T Field Caption

Click. Global Edit

These windows allow you to view or change the field definition, change the allowable digits to the left
and right of the decimal point in a numeric field, make field entry required or restricted, etc.

Some fields are editable and others are static (meaning you cannot modify them). Editable fields have
a white background while static fields have a gray background. A few special fields have a Global Edit
option. This option allows you to mass-populate a field in your filtered record set without having to
update each record individually.

Notes:
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Field Instructions

Some fields may have special function keys that are applicable to that field. A short instruction would
display on the status bar when the cursor is inside the field. For example, in the inventory modules,
there is an instruction for the main ID that allows the user to fill the field with the database record
number using the F5 key. This function key might be used if the user desires that the field filled with
any unique ID when adding a new record.

¥ Hydrant Inventory - No Filter EI
2|ald|s -7 -8 -=a @S 7]x 2] 4 dr]r] ] s]BciEE e = - =

Huydrart Rec # ||225 Hydrant Mumber ||| Yalve Rec # ||
Address ||]| I_Il Walve Number ||

Attribubes ILocationI Eonstructionl Flaw Testsl Inspectionsfﬂssociations| Flushingl WDJPMIHqu Eustoml Eommentsl

Manufacturer | I] [ Operating Status | ﬁ [
Model Nurber | [] | pitoopen [ |
serisl Nurber | ]| TumstoOpen |[[[
Hycrart Type | [ | Trafic Model [ [ |
Cannection Type | [~ | Freeze Proot [ |
Nozes  |[I[ | [ | CoorCode [ |
metsize ([ Hdvavesi= ([T FesdLength |[I[ FredassetD [
PressueZaore |[[[ | Feediam |[I[
sysen || Feedtaterial [ |
owner  |[I[ | Project Number | ] |
Managed By | ﬂ [ Pipe Number | |]|
instalsion Date | [{[77 =] ManDia [ active [T
ocount Murber | [ | Flow Rate apm) | [ Opsratle Flag [ T

lress E to1l'| in tﬁe value | |Record 0of0 |Add Maode |Ready... A

Here are some examples of fields that use the F5 key to copy a value from one field to another:
e In Requests, from the Phone field to Home Phone, Phone 1 or 2, or Work Phone.
e In Work Orders, from the Start Date to the End Date.
e In Work Orders, from the Total Cost to the Billing Amount.

e In Fleet Travel Log, from the Starting Odometer to update from the previous record.

Notes:
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Field Types

There are different types of fields available for data entry. For example, some fields require

numerical data while others require text. A brief definition and example of each field type is listed in

the table below.

Code-Description or “Picklist”
Fields

Prioity | [ [ 1 [Hign

These fields require you to enter a code in the first
box. The code description will then appear in the
grayed-out box. For example, a code might be
1=High, 2=Medium, 3=Low, etc. The number 1 would
go in the first field and the description “High”
would automatically appear in the second field. The
codes and descriptions are created and then
accessed through a picklist.

Numeric Fields

Quartiy | [] 7.00

Numeric fields only allow a humber to be entered.
Depending on the field, the numbers may or may
not contain decimals. Most numeric fields are right-
justified.

Text Fields

Subcontractor | |I| |.-’-'-.‘I Auto Body

Text fields allow both letters and numbers to be
entered. Most text fields are left-justified.

Logical (checkbox) Fields

Billing Fiequired [#]:

Logical fields allow you to enter a checkmark in the
box if you wish to select that field.

Date Fields

Inzpection Date | |I| 02/09/2074 =
4| August, 2014 » |Fiatic

zet 1

27 28 29 a0 3 1 2
2 4 5 B 7 & 48
10 11 12 13 14 15 16
17 2819 20 21 22 23
24 25 26 27 28 29 30
M1 2 3 4 5 B

= Today: 8/18/2014

Date fields can be manually or automatically
entered. To manually enter a date, use the
mm/dd/yyyy format. Use the arrow keys in place of
the backslash. To automatically enter the current
date, hit the space bar while your cursor is in the
field. You can also use the drop-down menu to
select the date from a pop-up calendar. You can
then use the arrow keys at the top of the calendar
to select a different month or year.

Time Fields

07:47 PM

Time fields can be manually or automatically
entered. To manually enter a time, use the arrow
keys in place of the colon. To automatically enter
the current time, hit the space bar. To identify AM
or PM, enter an “A” or “P” after the time or use the
up or down arrow keys on your keyboard.

Comment Fields

Comment fields allow users to enter multiple lines
of text in paragraph form. These comment fields
have copy/paste abilities and carriage returns using
Ctrl + Enter.

Pre-Conference Workshop - Basic Functionality
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Tools

Locate

r The locate feature allows you to quickly find specific records within the current record set.
I_:._',El The following example is from the Water Hydrant Inspection module; however these same
= steps apply in all other modules. You can use this feature if you know specific identification
information about the record you are looking for, or if you’d like to search through a list of the records
available.

]
To access the locate feature, click on the module toolbar.

Locate |.‘:'IEII 23 |
I Hydrant Mumber to Locate: |2428 Open Cancel
Hydrant Number Hydrant Rec # Overall Cond Text Inspection Date i
1415 55 Good 08152007
35 1420 §9 Good 08/04:2007
1421 7o Good 0sM142007
37 1422 71 Good 0&4/222007
33 1423 72 Good oTi2&2007
39 1424 T3 Good 0s/M152007
40 1940 86 Good 0SsMazo0v7 l
41 1942 28 Good 08102007 (4
42 1544 50 Good o0&/ 42007
Ml 43 1945 91 Good oa/M152007
44 1945 82 Good 0782007
45 1948 94 Excellent 0422007
°ll 456 1951 95 Good 0752007
47 1952 95 Good 08/3042007
48 1954 83 Good 04/0142007
45 19586 100 Good 0882007
50 2019 33 Good 04/022007
"l 51 2020 24 Good 030442007
52 106 Good 0Fi01i2014
53 2428 106 Excellent 08/0%2014 o
4 3

Your search is organized by the fields at the top of the window. Click on the column header for the
field you want to search by. The selected header text will be shown in red italics and the records in
the dialog will be sorted by that field. In the example above, the “Hydrant Number” header is
selected.

You can search for a record by scrolling through the list shown or by using a dynamic search. In a
dynamic search you will use the text box at the top of the window to enter the information you are
looking for. In this example, we’ve entered “Hydrant Number to Locate” of 2428 and the system has
found the corresponding record. The record found by the system will be highlighted in red.

The system will also search for partial text. In the example above, when “24” is typed, the red line
will jump to the first record beginning with “24”. As you continue typing, the highlighted line will
move to match your search item. This function is performed automatically.

Once you have found the record you are searching for, click, double click, or hit <Enter> on
the keyboard. The highlighted record will open.

Pre-Conference Workshop - Basic Functionality
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Filfering Records

A filter helps you narrow your search for a specific record or set of records. You can use
filters to find and work with only the records you want without having to work with the entire

record set. For instance, you may be trying to manage your Inspections, but find that you

have to sort through other people’s records as well. A Filter will allow you to work with only your

desired records.

Once you’re comfortable with filtering, you’ll be able to use filters to get a great deal of specialized
information out of the system. You can find assets that are costing you the most in maintenance, do
cost and trend analyses, and much more.

There are three ways to open the filter window:

1. When you open a module for the first time you will be prompted to define a filter before
any records are displayed.

2. After a module is already opened, you can set up a filter by clicking the filter button in
the toolbar E

3. In the Filter drop-down list @, you can select the “Filter” option.

Using the Filter Window

ﬁ Hydrant ]nspection.ﬁltsr

S Bema & =

. =)

Fiter | Sot |Fa3 |Fa4 |Fa5 |Pat |Pa7 |Pas |Fag |

Authar

casey

Filter #

Inzpected By Cazey

Operating Condition = Fair ar Paoor

|

(L

Advanced

Mo

Drefault Filker:

¥ Skip This Screen

" Load Default Fiter % Load &l Records

My Filters Only v

Selected Filter:

==

b ake Default | '

Delete |
Cancel |
Reset |

Advanced |

Rename |
Save |

Count Records |
Go |
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Filter

The “Filter” option is the first tab in the Filter window. This tab contains a list of saved filters. If this
is your first time using the module, no filters will be saved.

Sort

%" Hydrant Inspection Filter E

Selected Filter:

| Selectable | Selected
Make Default |
Hydrant Rec #

Hydrant Mumber
Inspection Date Delete |
Inzpection Time

Ingpected By
:nspec:!cun gy - Cancel |
nzpection By Tex —

Owerall Cond —I Reset |
Owerall Cond Text

Operating Cond i |

Operating Cond Text

Damage Type Advanced |

Damage Type Text
Paint Condition

Paint Condition Text Fename |
Dirain Condition
Dirain Condition Text Save Az |
Oper Mut Cond %

Save |
———— Select Lizt Order Sart Order—————

' Standard Order ¥ Ascending

" Alphabetical " Descending
Count Records |

Go I

The “Sort” option is the second tab on the Filter window. THIS IS NOT A FILTER (and you can skip this
step). You can set up a sort order to view records in the module in ascending or descending order
based on the field(s) you select. To use the sort function, complete the following steps:

1. Highlight a field in the “Selectable” list. You can use the selection buttons at the bottom of the
grid to change the order in which the fields appear. “Standard Order” reflects the order in which
the fields appear in the module itself. If you’d prefer, you can change it to “Alphabetical” order.

2. Click the right arrow and the field appears in the “Selected” list. You can select as many

fields as you like from the list. Use to remove an item from the list.

3. Click the “Ascending” or “Descending” buttons under the “Selected” list to indicate how you want
the records sorted.

4. Click “Reset” to clear all “Selected” fields and start over.
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Filter Tabs

The remaining tabs in the Filter window (Pg. 3, Pg. 4, etc.) contain all of the filterable fields. You will
use these tabs to set up your filter criteria.

e

-
| %7 Hydrant Inspection Filter

Fiter | Sotf§ P33 |Pg 4 | Pa5 |Fa6 |Fa7 |PaB |Pad | Selected Filter:

Hudrant Rec # |<N|:|ne> j I I

Hydrant Mumber <Manes - n
I _I b ke Default |

Inzpection Date |<N|:|ne> LI | i -1 Delete |

Inspection Time |<N|:|ne> j I: Y Cancel |
Fezat |

Advanced |

Imspection By |<N|:|ne> j - Rename |
- Save Az |
Inspection By Text |<N|:|ne> d - Save |

Overall Cond I <Morer LI I

Inspected By | <Mones j I

Count Recaords |

When you move through the tabs you’ll see that the fields appear in the same order as they would in

the Hydrant Inspection module (or whatever module you are using). The right and left arrows ﬂ_’l at
the top-right of the screen allow you to move through the tabs when there is more than one page of
tabs.

Notes:

Pre-Conference Workshop - Basic Functionality
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Example Filters
To help you better understand how to use filters, we’ll go over some specific examples.

Filter with ‘Equals’ (Inspected By)
You may want to view inspections that you have created in the past.

| %7 Hydrant Inspection Filter

Fiter | St P3.3 |Pg 4 |Po5 |Pa6 |Pa7 |Pa8 |Pas | Sizlzaizt e

Hydrant Rec # |<N|:|ne> LI I I

Hydrant Mumber <Mones = &
I e _I b ake Default |

Irspection Date |<N|:|ne> ;I | ¢ - Delete |
N Cancel |
Inzpection Time |<N|:|ne> LI | : aM

Reset |
e = [

Inzpection By Iri1kDé equal R
EHarE |
in list
ok in list Save Az |

Inzpection By Test |<N|:|ne> LI | N S ave |

Oweral Cond |<Nnne> ;I

Count Records |

1. Select the Inspected By field
2. Select the equal option
3. Type “Casey” in the empty field on the same line.

These selections will set up a condition where “Inspected By = Casey”.

Notes:
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Count Records

Ml Click the Count Records button to get a count on the records that will be filtered out.
Here we can see that 3 (out of the total 70) Inspection records have Casey in the Inspected By field.

Total number of recards; I il

Mumber of recards after current filker: I 3

Go to Records

Now click “Go” on the filter screen and the three Inspections with Casey in the
“Inspected By” field will be shown. You can see the record count at the bottom of the screen (in the
status bar).

-

4F* Hydrant Inspection - Unnamed Filter Set EI@

Hydrant Rec # |I1DE Inspection [ ate |ﬂ|n,‘a‘;m ;2014L” Y Maost Fecent Inspeclionl |
Hydrant Number ||2428 Address || 2643 IS DEwW DROF LN

Inspection |I:ust0m| Enmmentsl

: Stem Condtion | [ |1 [Excelent
overalCond | [ [ 2 [Giood Packing Cond [ [ |
Operating Cand | ] Valve Cand | ]
Damage Type | ] Valve Seat Cand | ]
Pairt Condtion | [ [ 2 [Good Nozzle Condition | [ [ |
Drsin Condition | ] Grade to Nozzle | i
Oper Nut Cord ||]|_| Hydrant Flushed ||]|-
Cap Chain Cond | ] Tirne Flushed (r] | i
Csp Condition | [[ [ | NestInsp Dats | [ [ogro1/2014 = |

o
To see a list of the records, use the Locate Button . You’ll see the filtered record set only (the
three records found in your filter).

Pre-Conference Workshop - Basic Functionality
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Save

the Filter

Filters can be saved for use in the future. To save a filter, select the “Save” button if it is the first
time you have saved the filter or “Save As” button on the Filter screen. To replace a filter that
already exists, click the “Save” option and you will be asked if you would like to replace the filter.
The saved filters will appear on the filter window. Filters saved with by the current Lucity user will

also appear in the drop-down list next to the filter button

Filter Display Options
The selection buttons at the bottom of the “Saved Filters” list allow you to display only your saved
filters and indicate whether or not a default filter will be used each time a module is opened.

1.

Notes:

When you select the “Skip this Screen” option, the filter form will not appear each time the
module is opened. Instead, the system will open the module directly to the record set. If
needed, you can still open the filter from the module toolbar.

When the “Load Default Filter” option is selected, the system runs the filter marked as default

each time the module is opened. The default filter will be listed at the bottom of the screen.
To change the default filter, highlight a different filter name in the saved filters grid and click

the Make Default button on the right-hand side of the filter screen. Note: Default filters are

workstation-specific.
When the “Load All
Records” option is
selected, the system will
display all records each
time the module is
opened.

When the “My Filters
Only” option is selected,
the saved filters grid will
display only the filters
saved using your Lucity
login ID. If this option is
not selected, all saved
filters, including those
saved by other Lucity
users, will appear in the
grid.

§i7 Hydant nspection gy, o LN wil «

Fiter | Sot | Pg.3 | Po.d | Pa.5 | Pa6 | Pa.7 | P8 | Pao |

Filter - Advanced

Avthor
) Inspected By, ),
casey Operating Condition = Fair or Poor Mo

< [T ] b

Defailt Filer: I

¥ Skip This Screen ¢ Load Default Fiter ' Load All Records Muy Fikers Orly v

|

Selected Filter:

’Inspecled By Cazey

Make Default

Delete
Cancel
Reset

Advanced

Rename
Save Az
Save

Count Records
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Resetting a Filter

After running a filter, you can reset the records in the module back to the full list by selecting “Reset
Filter” located in the Filter drop-down list.

hd ) IS BT AR

Casey's Hydrant Inspections

Filter

Advanced Filters

If you find that one of our standard filters does not provide the necessary results, you can use an
advanced filter. Advanced filters are particularly useful if you want to query for null values or include
‘or’ statements in your query. In the following step-by-step examples, we’ll show you how to create
some of the simplest forms of advanced filters.

Keep in mind that for more advanced types of filters, it’s very important that you have knowledge of
SQL syntax to create your queries. Also, you should know that the filter syntax differs depending on
which database you are using (Oracle, SQL Server, or Access). Finally, reports won’t run properly with
advanced filters. You’ll need to define the Report SQL in order to use advanced filters in your reports.
For additional information on our advanced filters, please consult our Lucity help guide or talk to your
database administrator for help writing SQL queries.

Filtering for Null Values

In our first example, we’ll show you how to create a filter for a null value. In other words, we’ll show
you how to filter for a blank field. The easiest way to create this type of advanced filter is to start
with a standard filter.

1. First, select a field to filter on. We’ll use the Overall Condition (i.e., “Overall Cond”) field in
Hydrant Inspections.

2. select equal’ from the 1 yous e SRR ==

drop-qown l]St' Then’ ik I cot  Po3 |F' 4 IP 5 IP g IP 7 IP a |P g | Selected Filter:
type in any value in e s SRR L L L |
the next field. It Hydrant Flec & [Nare> =l [ ’
, .
doesn’t matter which Hydrant Number |<None> | - "
value you type as we’ll L ST
be deleting it in the .
Inspection Date <Mones = [ -1 Delete |
next step. I
3 . . Cancel |
3. Click the Advanced inspecton s fcNore> ] [ & Reset |
button.
Advanced
Inspection By |<N0ne> LI - Rename |
= Save Az |
Inspection By Text |<N0ne> LI - Bao |
y -
IDveraII Cond [equal | o | I
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4. In the Advanced SQL window, delete the = sign and anything after it. Here, we’ll delete the =
sign and ‘01°.

@ e SRR =

Advanced SOL | Rieport SGL | Selected Filter:

SELECT * FROM

|WTHINSF',WTHYDFENT WHERE “THIMSP.HI_PHYS_ D HI_HY_ID=HY_ID -

5. Next, type IS NULL where you made the deletion.

6. Click GO to see your filtered set. This particular record set will contain any records where the
Overall Condition field is null (blank).
[5]

H t Inspection Filte
L g ST T
Advanced SGL | Flepart SEL I Selected Filker:

SELECT * FROM
WTHINSP MW THYDRNT WHERE WTHINSP.HI_PHYS_EE@ID HI_HY_ID=Hv_ID n

M ake Default |

Delete |

Cancel |
Reset |

A Standard |

Add Tables & Fieldz—  —Add SOL Kewwords
CMADDR - ;I _AI E-1  Common Kepwords Rename |
EFBLDG A E-1  Operators Save As
EFEQUIP 51 |

Join Keywords

EFPLAMT Save |

EFFLAMTF
SHARED
wWEORDER

iR
AT ARID i
Go |

TEE SRR
IEEEEEEEE

Filtering Using ‘OR’ Statements

Now, we’ll show you how to alter a standard filter to include an ‘or’ statement. This is another kind of
advanced filter that’s really quite simple to use. For example, you may want to use this type of
advanced filter to find all Hydrant Inspections that have either an Overall Condition OR Operating
Condition of Poor.

1. On Pg. 3 of the filter screen, set the “Overall Cond Text” and “Operating Cond Text” equal to
‘Poor’.
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As the filter appears initially, it will return all records where Overall Condition AND Operating
Condition are equal to ‘poor’. Since we want to return records where the poor condition is
listed in either capacity (not both), we’ll use an advanced filter. Click the Advanced button.

%7 Hydrant Inspection Filter l 2 I

Fiter | Sot |Pa3 Pa4 |PaS |Pa6 |Pa7 |Pag |Paa | Selected Filter
b ake Drefault |

Delete |
Cancel |

Overall Cond Text quual ;I Fair -

Good

Nore> =1 |

Uperating Cond Tex equal | ||Fair
Good
Poar

Operating Cond

Damage Type |<N0ne> j I I Fleset |
| Damage Type Text |<N0ne> j - =
|
'
| Paint Condition |<Nune> j |
Paint Condition Text |<Nune> j » Fiename |
i Save Az |
Dirain Candition |<Nune> ~| | Save |
Dirain Condition T ext |<Nune> | -
ObotiaCond [ cl _ Dot Recors |

T S

Advanced SOL | Repot SOL | Selected Fiter:
SELECT * FROM

WTHINSP WTHYDRNT WHERE WTHINSP.HI_PHYS_TY = Poor{AND) .

W/ THINSP HI_OPER_TY = 'Poar’ AND HI_HY_ID=HY _ID

On the Advanced SQL tab, delete the word AND after the first ‘Poor’ condition and type OR
instead.

Add parentheses around this part of the Where-clause: WHERE (WTHINSP.HI_PHYS TY =
'Poor' OR WTHINSP.HI_OPER_TY ="'Poor")

You can then click the GO button to access the filtered set. This filter will now return all
records where the Overall Condition OR Operating Condition is Poor.

S

Advanced 5OL | Report QL | Selected Fiker

SELECT * FROM {} | E
\WTHING P WTHYDRNT WHERE [WTHINSP.HI_PHYS_TY = Poo THINSP.HI_OPER_TY = » |
'F'u:-cléAND HI_HY_ID=HY"_ID ]
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Reports

5 Reports are a convenient way to view and organize data. The desktop application contains a
set of pre-defined reports in each module. These reports can be modified using Crystal
s Reports™ software. You can also create your own custom reports using Crystal Reports. The
following example is from the Hydrant Inspection module; however, these same steps apply in all other
modules.

A field inspector may need a report listing his/her Hydrant Inspections completed, the Hydrant
address, and the conditions noted during the inspections. The Lucity system contains a pre-defined
report with just this information (the Water Hydrant Inspection Summary report).

1. To access the report, click on the module toolbar.

2. The names of all pre-defined reports are listed in the Reports dialog box. Scroll down to find
the report you are looking for.

3. The Report Description box at the bottom of the screen will display a brief summary of the
highlighted report.

£ oo I
Reparts:
Report Filker
2 Hydrant |nepection Bepart @ P .
[o8e W ater Hudrant Inzpechon Summarny Beport * This Record Only
£~ Curent Filter
- " Al Becords
Wiew Fepaort |
Print B epart |
Ewport Report |
Add |
: — Edit |
A, summary of each hydrant ingpection -
Delete |
- Froperties |
Feport File Path:
I'\HGB.&MS-DEU-W WThR epartsil natallhe atersw T Hpdrl S urm. pt Close |
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Report Filter

Note the Report Filter box in the upper-right corner. This feature allows you to choose which records
will be included in the report.

[ Dialog

Feports:

Repart Filker

Huydrant Inspection Report
% Thiz Becord Only

" Cumrent Filter
| " all Becords

Yiew Bepart

Frint Feport |

E=port B eport |

&dd

Repart Description:
Edit

A& summary of each hydrant inzpection -

Delete

- Properties

Report File Path:
I'\'&G BAMS-DEV-0TAT \Reportztnstallwf atersia THudr Sun.rpt Cloze |

Note the Report Filter box in the upper-right corner. This feature allows you to choose which records
will be included in the report.

7. If you select “This Record Only”, the report will only include the information on the current
record.

8. If you select “Current Filter”, the report will include all records in the current filtered set.

9. If you select “All Records”, the report will include all records in the module.

Quick Reports

You may have some reports that are used more frequently than others. You can save these reports as
“Quick Reports”. This feature allows you to select and generate a report quickly, without having to
open the entire Report List. Quick reports are Lucity user-specific; therefore, the Quick Report list will
display only the reports you have saved.
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1. Click on the module toolbar to open the report list.
2. Right click on the report you wish to save as a “Quick Report”.

Select Add to Quick Reports, with the option to save it on this record only, the filtered data
set, or the all the records.

[*"] Dialog =

R eports:

Fepart Filker
& Thiz Fecord Only

[ Hydrant Inzpection Repart

Ar ot leamacsboe Soraraaen Blanark

View Report " Cumert Filter
Print Report " Al Records
Export Report...
Add... Wiew B epart I
Edit... Frint Report |
Delete Export B eport |
Properties...
. . Add |
Report Description: Add to Quick Reports -This Rec Only
i -Fi E dit
e aheadh Add to Quick Reports - Filtered I |
Add to Quick Reports - All Records Dielete |
R f ick Report
emove from Quick Reports Propertics |
Repart File Path:
I'x'xG BAMS-DEV-0TAT \Reportsilnstallhwf ateria THudrl Sunnrpt Cloze |

4. Once a report is saved as a Quick Report, a pointing hand I:% will appear in front of the
report name. Quick Reports will appear in the list when you click the drop-down arrow beside
the toolbar button.

v

Water Hydrant Inspection Summary Report

Reports
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Browse

i~ The Browse feature is used for reporting on-demand. It allows you to quickly generate a
report in table format. The following example is from the Hydrant Inspections module;
s hOWever, these same steps apply in all other modules.

il
To access the Browse function, click #_ on the module toolbar.
2. Using the Browse dialog box, you can select a series of fields from the grid on the left and add
them to the grid on the right. This allows you to build a report for all of your records showing
only the information you are interested in seeing.

10.Highlight a field in the left-hand grid.

11.Click the button to move it to the right-hand grid.

12.Continue adding additional fields as necessary.

—_

ﬂ Browse

| Hydrant Rec # - II Hydrant Mumber
Inzpection Time Inzpection Date
Inzpection By H |nrzpected By
Inzpection By Text ¢- Bemove | Overall Cond Test
Overall Cond Faint Condition Text
Operating Cond Stem Condition T ext
Operating Cond Text el [ arnage Tope Text

DamaEe TEEE
Add Al > |

Dirain Condition T ext
Oper Mut Cond

Oper Mut Cond Text T << Remove Al |

& Show Mine  Show &l
Browse/ | Global | Author Save | Reorder |
Rename | Delete |
Reset | Browselsst |
Go | Cancel |
] n .

Pre-Conference Workshop - Basic Functionality



Browse Report

Once you have selected the fields for your Browse, click LI to view the Browse report.
5| Browse - Hydrant Inspection EI
5 ®aa kS5 % =)= x|
F
Hydrant Humber Inspection Date Inspected By Overall Coni
1940 051807 Al Rock Good
1942 0810407 Ricky Cash Good
1944 0a/M1 4407 Max Reed Good
1945 oaM 1T Robert London Good
1945 oTHMeT Albyn Oneil Good
1943 4Mz2nT Eric Jones Excellent
1951 0TSy David Tanner Good
1952 0830407 Nick Oliver Good
1954 0401407 Randy VWaterhouse Good
1956 nsManT Steven Glover Good
2428 ovin1i14 Casey Good
2428 D&/0oi14 Casey Excellent
2428 D&/0oi14 Casey Excellent
12-475 01/09414 Poor
12-345 0&/01414
1234 test 0T/0ed14 Poor
3350 parend Casey Worker
555 01/01414
4074 0&/M18/14 Casey Worker Excellent -
4] 4| Record 1 [y Im] <] | AW

In the example above, we’ve selected Hydrant Number, Inspection Date, Inspected By, and Overall
Condition. As you can see, the Browse report displays only the selected information.

Saving a Browse

If this is a Browse report you would like to use
frequently, you can save it to your Browse list.

—_

Click the &I button.

Enter a name for the Browse in the field
provided.

e Here, we’ve named the Browse “Hydrant
Inspection Information”.

Once the Browse has been saved, the name will
appear in the grid at the bottom left-hand

corner of the dialog.
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Wi B
Hydrant Rec # - Add > Hydrant Mumber
Inspection Time w Inspection D ate
Inspection By E Inspected By
Inspection By Text <- Remaove | Owerall Cond Text
(Overall Cond Paint Condition Text

Operating Cond
Operating Cond Text =
D amage Type

Drain Condition Add All > |

Dirain Condition Text

Stem Condition Text

Oper Nut Cond _ T << Remove &l |
Browse Save ‘

Please enter the name for the browse. .

IH_\Jdranl Inspection Information

Save | Rearder |

Rename | Delete |

Resat | Birowse Last |

Go | Cancel |
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Quick Browse

After saving a Browse, you can access it through the Quick Browse list in the menu. All Quick Browses
appear in the list when you click the drop-down arrow beside the toolbar button.

AL - B -|o8) Elels]x|

Hydrant Inspection Information

Browse

Document Control

The document control feature allows you to add or delete documents, videos, images, and URLs
to/from the record that you are on.

e |t is important to remember when adding documents on the desktop, the document is only
linked to the asset in Lucity. If the document is deleted from your computer, it will no longer
be accessible from the Lucity system. In addition, if the document is on your computer and not
available to the network, other users will see that it is attached, but will not be able to view
it.

Relationship Button w Modue Choices | = | 2 I
EThe Lucity systems rely on the integration of modules to :]

efficiently record and analyze data. For example, the Hydrant MZ:::;”;:Z'N
Inventory module stores the Valve associated with a hydrant. 50 Sy Vabve el

It also shows stores information about its inspections. 45 Hydrart Flow Test (1) =
Thereby, the hydrant, valve, and inspections are related. The &

Relationship Button displays any relationships of the current >

record to other modules. Next to each relationship nhame is a ®

count of the number of related records. Here’s a picture of &l Woek Ordess [17)

some relationships to a Hydrant Inventory record: Sl Work Ordess - Le 17) v

Clicking on one of the relationships will open the related record(s)>in the other module.

Joolkit

Some modules have a Toolkit button H that has provides users with functions designed for
specifically that module. When the dialog opens, you can select a tool that you wish to execute. For
example, the Water Hydrant Flow Test module has this toolkit:

Set Factorz
Cloze |

The help file is a good resource for providing detailed information about the toolkits.

|
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Customizing Toolbars

The desktop allows users to select toolbars to display and customize. This allows them to remove
modules that they don't use, or arrange them to match their work flow.

The display a toolbar, select one or more toolbars in the View menu:

!View Window Help

System Toolbar

General Toolbar
Sewer Toolbar
Sewer_Environmental_Compliance Toolbar
Storm Toolbar
Sterm_Environmental_Compliance Toolbar
Streets Toolbar
Roads Toolbar
Accidents Toolbar
Signs Teolbar
Signals Toolbar
Lights Toolbar
ROW Toolbar
ComponentsRegulation Toolbar
v Water Toolbar
Raw_Water Toolbar
Recycled_Water Tocolbar
Parks Toolbar

Warl Tanlhar

After selecting the toolbar, it will first display at the top of the desktop. It can be moved to a
different location on the screen by clicking on the bar at the far left end and dragging it to a new
position:

Ims0memensschkm oML BN §olme IR
To customize the toolbar, right-click on it and select “Customize Toolbar”:

Water Toolbor . |l
o BERR R AR S N

S m A el DR | 1] Customize Toolbar...
R EST 02D Q | =] Restore Factory Setting

Module buttons can be added, removed, moved up/down, and separated by a Separator by using the
buttons in the Customize Toolbar dialog:

Awailable toolbar buttons: Currert toolbar buttons:

Cloze
Separator - _ﬁl:ontrol Valve Inspections Reset
3 |
|€| Pump Station Inspections

Add - | @‘ Pump Inspections Help

fﬂ}Stnmge Facility Inspections |:|
<- Remove % Supply Source Inspections

@}Vﬁuhf&mdur& Inspections Mave Up |
Separator
- m Pump Station Readings E| Ml
P.

4 (LI F 4 UL
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Help File

The Lucity Help File is a very useful tool for finding out more information on any topic within the Lucity
system. To access the help file from the desktop, you can go to the Help menu and select “Help
Topics”. The help file requires an internet connection.

You can run custom searches using any search criteria. For example, to find information about “Work

Orders” on the desktop, click on the Lucity Desktop manual, type in “Work Orders” in the search field
and click the magnifying glass to search for the related help topics. You can click the links on the left
side to view a topic related to Work Orders:

Lucity Desktop “H

search « | Work>Work Orders

1617 result(s) found

(0.345) seconds. 4] ~
The Work Order modules allows you containing regarding the problem, the affected assets, the needed resources, and the involved tasks.

Work Orders

The folloning apply when creating a The Lucity suite offers three versions of work orders: Standard, Lite, and Daily Work. While all three are integrated with the same data set, the Work Order Standard is the most

work order that wil be... of the th g additional h as cost, billing, tracking, associated resulting tasks, and related Work Order

Linking Work Orders Lite contains only the basic functions of Work Order Standard which allows for easier, faster data entry. Daily Work is the smallest of the three and was designed for easy, fast entry

To link a work order with the current ‘without your fingers ever having to leave the keyboard (i.e. you don't have to use amouse).

request, complete the...

Vi Linked Wiork OFders
To view a linked wark order recard
in'its entirety, double click on it or...

Work Orders
5

g - modules sllows you Work Order Standarg Work
t© orders... Work Order Lite Work Notificstions
Dot
Daily Work Orders q
o dow yau Daily Work Orders Requests

At the
will see header data. ... Material Requisition Daily Work Inspection

Related Work Orders Work Order Tutorial Movies Work permits
The Related Work Orders grid allows
Jou to view sil Worko, Water Loss

Disassociste from oll Werk Orders Utility Locates

M Work Template
e allows you to
the related work order Work Order Scheduler

di e the
from all work...
Work Flow Setup

Emy

{WBHKIOFAEFS Header Data
At the top of the module window you
will see header data. ...

lovee Certifications and Classes

Planning and Budgeting

Daily Work Orders Broject Management
The Daily Work module is the
smallest of the three Work Order... Administration

v
Lucit

WOs (WHE OFders) Tab

Search ¥

You can also drill down on the Contents menu to find detailed information specific topics or modules:

Lucity Desktop

Welcome

Welcome

Welcome to the Lucity Desktop help guide. This guide is design to provide both gene
within each module. With that in mind it is structured similar to the Lucity Desktop m
own page to describe their functions.
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To view information about other applications and topics within the Lucity system, click the Help button
in the upper right of the screen that will take you back to the main help page:

Lucity Desktop

Pre-Conference Workshop - Basic Functionality
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