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Work Flow Setup - Desktop

The Lucity suite offers you a comprehensive solution for Work Management. The Work module allows
you to establish your work flow, track customer requests, create work orders, establish a preventative
maintenance plan, set priorities, provide timetables, track system rehabilitation, and perform budget
forecasting. In order for your employees to use these features, you as an administrator will need to
perform the one-time setup actions listed in this workbook. You’ll need to set up other aspects of your
work flow in order to fully utilize the Work module; however, this workbook will give you a basic
introduction. For additional information, consult the Lucity help guide.

First, we’ll begin by discussing the work flow setup. We’ll show you how to set up categories, create
resource records, create work crews, enter problems, and establish work tasks. Then, we’ll move on
to notifications. Notifications are used to inform customers of their request’s status as well as notify
employees when a work order has been assigned to them or has become overdue. In this workbook,
we’ll show you how to create notification templates, set default notifications, and override
notifications.

Finally, we’ll show you how to set up Work Options and General Options for Work Orders and Requests.
These options allow you to determine how your employees will enter various types of data into the
Work modules.
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Work Flow Setup

To get started using the Work module, you need to establish the work flow. This will help you
coordinate your agency or department’s unique terminology, functions, and procedures. You can
associate actions with resulting tasks, assign crews to specific resources (employees, equipment, and
materials), establish unit costs for resource expenses, document employees’ training and certifications,
and track resources.

The following modules are available to help you structure your work:

o Categories e Fluids

e Employees e  Work Tasks

e Certifications e Problems

e Crews e Causes

e Contractors e C(lassification
o Equipment e Exclusion Days

e Materials

Notifications used to be part of the Work Flow Setup, but have now been moved to the general menu.
However, Notifications are still important to the Work Flow setup so they will be discussed here.

Cetting Started

Before using the work flow setup modules listed above, we recommend creating an outline to help you
better organize your infrastructure.

1. Identify all main departments such as Water, Sewer, Street, Administrative, etc.

2. ldentify all employees, contractors, equipment, materials, and fluids and determine unit costs
per hour. If available, include the appropriate ID numbers.

Create a list of all tasks or actions performed by each department.
4. Create a list of all problems encountered that require work for each department.

e Problems refer to instances that generate work, such as potholes, sewer odor, etc.
5. Create a list of all causes that trigger work orders for each department.

o Causes refer to what created the problem, such as weather, vandalism, etc.
Upon compiling your lists you will need to eliminate any duplicates. For instance, one department may
label a cause ‘Storm’ while another department labels a cause ‘Severe Weather’. Both departments refer

to the same type of cause, but have given that cause different labels. You will need to decide which label
to use.
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Categories

First, you’ll need to define the main categories found in your infrastructure. We recommend making
each department a category. You may want to define more specific categories within your main
categories. For example, Street Department is a main category while Engineering, Street Maintenance,
and Traffic Services are all sub-categories of that main category. You may wish to go into even more
detail by defining the divisions within a sub-category. For example, Curbs, Sidewalks, and Pavements
are divisions of the Street Maintenance sub-category. You can add as many sub-categories as needed,
but be aware that the more you create, the more complicated your system will become

flain Category — Street Department
Engineering
=ub-Categories —) | Street Maintenance
Courbs
Divisions —P Siclewalis
Favemeants
Traffic Services

Next, you can group your resources (employees, equipment, materials, etc.) under the appropriate
category or sub-category. For example, you may group street maintenance equipment, materials,
tasks, problems, possible causes, and Street Department employees under the Street Maintenance sub-
category.

Note that you can group assets under more than one category. For instance, you may have employees
who work for more than one department, or equipment that is used by every department.

Notes:
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Adding Categories or Sub-Categories

1.

4. Click Add % on the module toolbar.
5.

{t¥ Category Setup

Open the Categories module by selecting Work>>Work Flow Setup>>Categories from the
desktop application main menu.

C General Custom
(2 Miscellaneous
(2 Park Department
] ROW

(23 Sewer Cantracted 'Wark
(L] Sewer Department
[C Solid waste

(2 Starrn Department
[Z Steet Department
HE Steet Parking
{1 Stest Ramp
+-[_7 Tree Department
+-[]] Water Department

- - [F- -3 -

slB| Hx[s]/]
| Categories ] b aterial l Fluids l Contractors l Clazzifications l
- 3 Categories ] Froblems l Cauzes l Tasks l Crews l Employees l
(L Administrative Categom | |
& d
5‘% E quipment Clazzification | j
l Facility Droor -
+)-[_]] Facility Maintenance Comman Name | J
o Facility Site UOM Type || |
3, Facility Site Asset ]
& Fleel 1JOM Field |

Unit of Measure ||

Account # |

ProjMo - Acct ||

View Mode  Ready...

To add a Category, highlight the ‘Categories’ branch in
left-hand window. This folder appears at the top of the
list.

To add a Sub-Category, highlight the existing category you

wish to be associated with the new sub-category.

Category pick list throughout the Work modules.

| Categories

3}% Equipment
B Facilty Door

| Categories

BE=] teooies|
(2 Administrative
& d
5,% E quipment
£ Facility Door
aly Fatiilale
,\%‘; Facility Site Asset

= Flest

Create a Category name by entering a unique code and description. This will be used in the

e In the example below, we’ve named the category “Facility Maintenance”

Category | |4I:|I:|E|
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6. Select a Classification from the drop-down menu.

e If you select “Inventory Item”, the Common Name field will be enabled and you will be
required to populate it.

e |If you select “Classification”, the Common Name and the three Unit of Measure fields will
remain inaccessible.

7. Select a common name from the drop-down menu. This links an asset to the category and
enables work orders to pull quantity information from the module that houses that asset.

e Upon selecting a common name for an asset, an icon will appear next to that asset in the
category tree.

e For example, in the Facility Maintenance category below, we’ve included the following
common name assets:

o Facility Building, Facility Door, Facility Floor, Facility Furnishing, Facility Roof, Facility
Room, and Leased Building.

S | Categories
(L3 Administrative
:',g% E quiprent
=1-[27 Facility M aintenance
&0 Facility Building
Facility Droar
% Facility Floor
A Facility Furnizhing
A Facility Roof
[ Facility Room
ﬁj Leazed Building

8. Select the UOM (Unit of Measure) Type from the pick list.

e |If you select “count”, the Quantity field in the Work Orders module will count the number
of like assets associated with that work order.

o |If you select “sum”, the Quantity field will add the total measurements of the like assets.

9. Enter the field you want the system to sum in the UOM field. If you chose “count”, you can
leave this field vacant.

10. Select the unit of measure from the pick list.
e For example, these include hours, each, gallons, feet, etc.

11. Enter any default account or project numbers you want auto-populated in a work order when
this category is selected.

12. Save E your new category.
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Resources

As the next step in work flow setup, we’ll go over how to create resource records. Resources include
the employees, contractors, equipment, materials, and fluids needed to complete work orders. Each
time you add a resource record, the resource will be added to the appropriate pick list (Employees,

Fluids, Materials, etc.).

These pick lists are available throughout the Work module. Individual work

flow setup modules are available for each resource type; however, the steps to add a record and the
functions in each module are similar. In this section, we’ll go over the Materials setup module as an

example.
1. Open the resource modules by selecting from the menu Work>>Work Flow Setup>>Employees,
Contractors, Equipment, Materials, or Fluids.
2. Click the Add button % on the toolbar to enter Add Mode.
3. While each resource module tracks information specific to the resource type, all of the

resource modules contain a header with identification information plus the following three
critical tabs:

e General - Containing general information about the resource.
e Categories - Indicating what Categories the resource is associated with.

e WO as Resource - Listing all work orders where the resource has been assigned.

= e 5

&9 Material - Unnamed Filter Set

SH|& | B ~|wa B2 &] d]4]r]r] 2|z |@Be | =

[l [prerro001E

taterial Status |I| |

I General ]Categorles] WO as Resource ICustam] Comments }

|D|aphragm, 160/200 PESE. 36208578

Active hMaterial |:| [v

L atenial D -

|Ear:h

Unit of Measure D |Ea

hMake D |

Madel [l

Special ID Il

Unit Cost |:| ’m

Journal Entry Impaort |:| [
Sy'arranty Lencth (days) |I| ’—
‘Warranty Distance (miles) |:| ’7

Account# N [5a32

“Warranty “endor Code |I| ‘

Proj Mo - Acct D |

Prks & Open Spaces

Department B [s0020100

Record 1 of 3006

View Moc |[Ready...
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4. Header Information

e Enter a Material ID. This is required; it allows you to identify the resource you’ll be
entering. This same ID type appears in the other resource modules.

o Inour example, we’ve created a Material ID of 215 for 10 inch PVC pipes.
¢ Indicate whether the resource is active using the check-box provided.

Note: If marked, the resource will be designated as active and will appear in the
Work Order’s pick list for this resource type. If this box is not marked, the
resource will not be available for selection.

... Material - No Filter |:”E|E|
SQ|& -2 B (@ Bx|e[s(s] aldr[v] > 7@ =

4 - 1
(¢ waisaiis{ [l 215 [10In FVE SCH 40 Fipe |

Material Status |I| Active Material

General ] Categories] Wi as Hesource] Customl Eomments]

5. First Tab: General

e This tab allows you to enter specific information about each resource. The Unit of
Measure and Unit Cost fields are present in each of the resource modules.

o The data in the Unit of Measure and Unit Cost fields is automatically carried over to the
work order when the resource is selected.

o Below, we’ve entered Feet as the Unit of Measure and a Unit Cost of $5.43. This
means that each foot of 10 inch PVC pipe costs $5.43.

e The Department field is also present throughout the resource modules. This allows you to
track which department the resource is associated with.

o For our example, we’ve associated this material with the Sewer Department.

o Additionally, Warranty information is tracked on the General Tab

&4 Material - Unnamed Filter Set E@
Tesda B Bz (x| 2] alav]r] =|s|Ble ~| =

§ Material ID I Iilpksnill][l]ﬁ IDlﬁphragm, 150/200 PESE, 36208518
Material Status | Ii Active Material | Ii I
Categories | WO as Resource | Custormn | Comments |

Dmt of Measure EIEa IEal:h I I Unit Cost ﬁl 54.470

hake ﬁl Journal Entry Import |l

Maodel ﬁl Warranty Length (days) ﬁl
Special ID ﬁl Wyarranty Distance (miles) ﬁl
Account # ﬁl b33z Warranty Vendor Code ﬁl

Proj No - Acct

Ll
| Department EIEDDEDT oo IPrks & Open Spaces J

|Record 1 of 3006 [View Moc|Ready.. .~

Work Flow Setup 7



6. Next Tab: Categories

e Use this tab to associate categories with the resource. When a Category is chosen in Work
Orders, the available resources are limited to those associated with that Category.

e To add a category, open the Categories tab. Then, right click in the grid and select Add
Record. A new form will open allowing you to enter a category.

N =](E3

& Category

. . Category

Category & |

Category Text

10000

Treatment Plant
Sewver Department

Park Department

n | x‘ | | | 2010 Park
2020 Park Court
Cat -
I' 2030 Park Field
—

Park Furniture

Press F9 far pop-up selection 2050 Park Irrigation Caontrol
2060 Park Irrigation Valve
2070 Park Landzcape
2080 Park Parking Lot

54

e Click on the Category button to access the pick list. This list comes from the Work Flow
Setup, Categories module that we discussed earlier.

e Highlight a category in the list and click Select. Then, click E to save the record. The
new category will be added to the grid.

o Asyou can see in the example below, we’ve associated our 10 inch PVC pipe with Lift
Stations, Pipe Maintenance, Collections Systems, Sewer Department, and Miscellaneous
Categories.

.+ Material - No Filter

ElEI R TN

Material ID Il [215
t aterial Statuz |I| ’_

Genera ' 0 ax Resounce ] Custom ] Cornments ]

Cat Code |

EEX

& BIx[&| 7| £] al<[r|v] *]#]|P| =

[101n PYC SCH 40 Pipe

Active Material |I| v

Cat Description |

220
214
210
200
1000

Lift Stations

Pipe Maintenance
Collection Systems
Sewer Department
Mizcelanzous

Record 5 of 56

Edit Mode

Ready...
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Note that the Categories tab in the Work Flow Setup, Employees module contains a unique
function allowing you to replicate employee’s category links. Many employees in a
department may need access to the same categories of work. While you can associate
categories to Employee resources in the same manner that you associated categories to the
Material resource above, this additional function helps to simplify the process of assigning
multiple categories to a single employee.

e In the Employees module, right click in the Categories grid and select “Replicate
Employee’s Category Links”.

e A window listing all employees in the Work Flow Setup, Employees module will appear:

& Existing Employees

Employee «| Employee Hame Employee Status Text | Assigned Work Select |

DANID MARQUEZ

000741 ANGELA, DARMNELL Close

Qo030 DAYID GOSShAMN

oot o082 TIMMIE HEFMER:

ao1110 MARGARITA BOLL

ao1159 RICHARD SALAIS

Q01390 FELECIO CAMPOS

001393 PATRICH JOY

001535 JAZON FATER

001 635 LYHM THOMAS

Qo1 7a0 JUAM RARCH

o952 RAFAEL BERUMER

0019565 JOSE LOPEZ b

&5 3

e Highlight an employee listing and click Select.

e All categories associated with the selected employee will now also be associated with the
current Employee record.

e You can repeat this process if an employee shares category assignments with more than
one other work employee. You can then add or delete individual categories as needed by
using the additional right click options in the grid.

Notes:
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7. Next Tab: WO as Resource

e This tab lists all of the work orders where the resource has been used. This includes
incomplete and completed work orders. At a glance, you can see the Work Order #, Main
Task, Category, Resource Start/End Dates, and Units Used.

- . Material - No Filter Z E|E|

SQI& -7 -8B -8 Hx|S[s] %] alrv] o] [@E] =
k aterial ID |I| |2‘|5 |‘IEI I FYC SCH 40 Pipe
b aterial Status |I| I_ | Active b aterial |I| r2
Generall Categnrieustom] Commentsl
Rez End Date | Uitz | Tazk Text | Work, Order # | Categony Text
F.on Sanitan Stoppage 07-000067 Lift Stationz
300 B ackup-Infiltration 07-0000&3 Pipe Maintenance
£ >
Record 5 of 56 Wiew Mode  Readw...

Notes:
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Crews

The next Work Flow Setup module we’ll discuss is the Crew module. Crews are another type of work
resource. This module allows you to select a group of employees and include them as resources in a
crew. In addition, you’ll also be able to associate resources from the Equipment, Materials, and Fluids
setup modules. This expedites data entry when creating a work order as it allows you to enter the
crew numerical code instead of entering each individual employee, supervisor, and resource. When
the crew code is entered into a work order, all associated employee and resource information will be
automatically populated.

1. Open Work>>Work Flow Setup>>Crews from the desktop application main menu.

2. Click the Add button % to enter a new record.

3. You’ll generally include information in the following critical areas:
e Header - Includes crew numerical code and name, supervisor, and lead worker.
e Resources - Allows you to include resources from the Work Flow Setup modules.

e Categories - Allows you to associate your crew with multiple work categories. You’ll
associate Categories with your crew in the same manner as you associated Categories with
your Material record above.

4. Header Information

e Create a unique code and name to identify your work crew. This is required. Be certain
to pick something recognizable as you’ll select this crew from a pick list in the Work Order
module.

o Inour example below, we’ve created a Sewer Repair Crew.

e Select a Supervisor and Lead Work from the pick lists. These lists come from the Work
Flow Setup, Employees module.

e Indicate whether the crew is active using the check-box provided.

Note: If marked, the crew will be designated as active and will appear in the
Work Orders module pick lists. If this box is not marked, the crew will not be
available for selection.

. Crew - Mo Filter |Z”E|El
gl@la -9 = |=a  Bx|($ s aldrv] +]s]Be | =

( Crem | |I| |2DD |Sewer Repair Crew

Supervizar |I| |130.2 |Hnbert tanster
Lead "Waorker IIl |1 0g |Mike Marris

Crew Status Ijl l_ |
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5. Next, in the Resources grid, you can associate multiple resources with your work crew. These
can include Employees, Equipment, Materials, Fluids, and Contractors

e Right click in the grid and select Add Record. The dialog shown below will appear.
e Select a Resource Type from the pick list. In our example, we’ve selected Materials.

e Select an individual Resource from the pick list. This list will be limited by the Resource
Type you selected in the previous field. For our example, we’ve selected the 10 inch PVC
pipe that we created in the previous example.

e Continue selecting additional resources as needed. Here, we’ve included two employees,
a flush truck, and the PVC pipe.

. Crew - No Filter

cen [l 200 [Sewer Fiepai Crew
supenvisor |[[[130.2 [Fiobert Monster
Leadwiorker | [ [106 [ike Moris
Crew Status | [[ [ | aciveCren [[] &

Resources |Categaories I

Resource Type / I Resource Type Text I Rezource I Rezource Text
1 Employee 185 Jirn Jester
1 Employes 130 Fobert Monster

2 Equipment 1930 IHC Fluzh Truck

. Resources

@ xa /5] 4[] >]»] =]

Resource Tppe ||]| 3 IMateriaI
Resouce | [101n PYC SCH 40 Pipe

Press FA for pop-up selection |Recnrd Oof 3 |.ﬁ.dd Mode |Ready. .

|Record 1 of 11 [Edit Mode  Ready... Y

Notes:
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6. After you’ve saved your Crew record, you’ll be able to select this crew in the Work Orders
module, Task grid.

E& Work Order sk —
E @ [le] 2] x5 ]« r]n] »]|#]| =]

| v v
Task |[#WCPPRPR [Sewer Line Break Repair o _I_ Ut Rizsmiee i
Actual Estimatad Ditferance

——

Task Crew ||2mm ISewerRepa\rCﬂJ Labor Hours |
Task Supervisor (87 [SHIELA KamDaon Labor Costs |
Task StartDete || /7 [ am Class ||— Pans Cost |
TaskEndDate  |[ 7 [ A Hows [ Fuidscost |

|
I
I

Status l— l— Seq MNo "T Equipment Costs
Account # I Confractor Costs
Proj Mo - Acct I Misc. Costs
Unit of Measure Iea IEach Unit Cost "—
Taotal Cost I I I
Accomp Code l— I # of Units "—
Task User? l_ | Calc'd Unit Cost "— [~ Lock Task Units mﬁéﬁlc
Task User & I— I Task Userz l— User Date 1 || N L“ Abd
TaskUserd l— | User 4 l— User Date 2 || i L” AM
User 5 l— UserDate 3 || Iy L” AM
User b l— User Date 4 || N L” A

Task User3 I I
Address I |

-

RecordDof2  |Add ModReady..

e As you can see below, all of the resources (Employees, Equipment, and Material) that
were associated with our Sewer Repair Crew have been automatically entered by the
system into the Work Order module’s Resources grid.

|
&y Work Orders - No Filter [
E]E e A R R = -

Work Order | [2006-07128 Category |i|21uuu [sewer Callection
Status ﬁ 2 |MewWork Order Problem ﬁl I
StausDate  |[06/032014 | [01:17 PM Main Task |i|vwvacnn [waste water Quelity Commerciel

WO | Location | Agsets | LisyEvents Tasks/Fes |Ruu|mg| Costs | Billing | Ra\atad' Requeslaﬂ'raak' Links | Custom 1 | Custum2| Cummems'
—Work Task:
Nov [ Task Text | Task Start Dale | TakEndDate | StasTe | oM e
1 Waste Water Quality Commercial Each 0.00
2 ste Water Quality Commercial Each 1.00
] Line Break Repair [iii]

< | 1] >
—Resources A
Group | Type Resaurce Resource Text UaM Unis | Cost |
Employes 280 CLAY HAGGARD Hours 0.00 0.00
Employee 123 COREY BROWNMN Hours 0.00 o.0a

Employes ELLY Hours non

< I | >

|Record 10f 3318 |View Moc|Ready.. 4
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Associating Resources

Once you have created categories and sub-categories, you can begin associating resources from the
other setup modules (Equipment, Materials, Tasks, Employees, Crews, etc.). Associating resources
with a category enables the Work module to automatically populate resource data when a category is
selected in a work order or request. To associate a resource with a category, complete the following
steps:

1. Select the appropriate resource tab. For example, if you want to associate a material with a
category, you would select the Material tab.

2. Click on the ‘Show All’ button to reveal a list of all resources included in the Material setup
module.

3. Highlight a resource. Using your cursor, ‘drag’ the resource over to the left-hand window and
‘drop’ it into the category.

Note that the resource will be automatically associated with that category and
all sub-categories.

4. You can associate as many resources as needed with your categories. Also, each resource can
be associated with more than one category.

{23 Category Setup Z E| rgl

@B Bx|$| /|5 =

| Categories Categories l Poblem Causes ] Tasks l Crews ] Employees l
=1-[_] Categories Equipment @ Fluids ] Cantractors ] Clazsifications l

% .:.dmmstrallve € & Show Al ) " Show Valid for Categomny
uipment
T ?L—-' Faqc"i” Maininance AMFa;TIr_ingDBESA |;1|;teFr:aLlTTEe;t =
&= ﬂeet ) AF-MAPA B34 AIRFILTER
[0 Miscellaneous BOP-AE7358aM  BRAKE PADS
+-[1 Park Departmert F-002 FORD F-250 FENDER
+-[C] ROw FF-FG-986E FUEL FILTER
[ 7] Sewer Contracted YW ork PUMP-I PUMF IMPELLA&R
2wer Depament Y SPw/-34078 SPARK PLUG WIRES 0
o Callaalionsbuel TRAMNF-1-75288 TR&M FILTER
5 (3 Lift Stations WE-E0-013-2 WIFER BLADES
. 100 Paostage Stamps
[ Miscellaneous 200 4 In PYC SCH 40 Pipe
é Sewer Services 205 G I P%C SCH 40 Pipe
+-(Z] Salid Waste [ 2 e
+-[7] Starm Departrent r [
+-[] Street Department .
+-[_7 Tree Department 281 Bricks
+-[_]] "W ater Department ggg g:::nl
300 Gazoling
IR Cirw Cora s
< >

View Mode  Ready...

In our example above, we’ve associated the material we created earlier, 10 Inch PVC Pipe, with the
Sewer Department category.
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FProblems

In this next Work Flow Setup step, we’ll discuss how to create records for problems that result in work
orders. All of the records that you enter into the Problems module will be added to the pick list used
throughout the Work module. When you select a problem from the list in Work Orders, the default
information, scripts, and notifications will also be carried over.

It’s important to keep in mind that problems are different from causes in Work Flow Setup. A problem
is something that generates a work order. This includes sewer stoppage, sewer odor, pothole, missing

sign, etc. A cause is something that creates a problem, such as weather, flooding, vandalism, or

accident.

1. Open Work>>Work Flow Setup>>Problems from the desktop application main menu.

2. Click the Add button % to enter a new record.

3. You’'ll generally include information in the following critical areas:

e Default Data - Data that will be carried over to the work order.

e Problem Scripts - Includes questions to be asked of the customer calling in a request.

e Categories tab - Associates a category with a problem. This limits the problems available

when a category is chosen in the Work Orders module.

o Problem - Unnamed Filter Set EI@
@& |2 -8 - |8 B[] 8] 4 r[r] *|s|Ee -] =
Problem D [ CMHOVR. [Overfiow
Problem Status D ,7 Active Problem D [v 311 Prohblem D [
WO Enable ‘ iz PMEnable | [z Req Enable ‘ iz
Nonfications Knowledge Base Info }
Default Task D [WAMCHHOVR [Sewer Overllow Cust Thank You D r
Categary D ‘ | Cust Completed IE I
Department E ‘410?0200 |Waste ‘Water Collection
Diwision D ‘ |
supendsor | [ 67 [SHIELA KAMDAN overdue Days [l
Pricrity E ’_1 Irmmecdiate Priotity Overdue Matif HE ‘
[Prnblem Scr\plsJ

Sequence | Question |
1 When did the overflow start?
2 Isitstill overflowing atthis ime?
3 How many Gallons a minute would you estimate the fl..
4 Igitanimmediate dangerto people or property?

Record 1 of 1 View Moc Ready...
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4. Header Information

e Enter a Problem ID. This is required; it allows you to identify the problem you’ll be
recording.

o Inour example, we’ve created a problem for Overflow.
¢ Indicate whether the problem is active using the check-box provided.

Note: If marked, the problem will be designated as active and will appear in the
Problem pick list for work orders. If this box is not marked, the problem will not be
available for selection.

e Selecting the WO Enable, PM Enable and Req Enable check boxes further identifies what
modules the problem will be selectable in.

o Problem - Unnamed Filter Set IEI@
sl8l& - -8 - |8 B|$[7]x|6] a]]>[v] +]7|E]S -] =]

— |
| Problem | E\WWCMHOVR [Overtiow |

Prablem Status |i| | Active Praklem : [v I 311 Prablem ‘ IE [~
| woEnsble ||| ¥ PMEnable ‘ - Req Enable : |7|

6. Defaults Tab allows you to enter default information that will be carried over to a work order
anytime this problem is selected. This includes a default task, department, supervisor,
priority, overdue days, and overdue notifications.

e In our example below, we’ve entered the following default information:
e Default Task - Sewer Overflow. This will be performed by the work crew.
e Department - Waste Water Collections

e Supervisor - Sheila Kamdon

e Priority - Immediate Priority

7. You can also use the check-boxes at the right-hand side of the tab to indicate whether
customer email notifications will be sent.

8. If the Cust Thank You box is marked, the customer submitting a request with this problem will
be sent an email when the request is saved.

9. If the Cust Completed box is marked, the customer who submitted the request will receive a
completion email when the work order is closed.

¥ Problem - No Filter E= Eas >
SE& ~ |2 - B @] Es s s] aldr]p]| 3] #|ES | =

|| I8l [#rwcrmmove: [overtiow

P ] Active Problem | [ I°° 311 Problem mr
WO Enable | D ~ P Enable | |i| Ira Recq Enable | D ~

hotifications | Categories | Knowledge Base Info |

Default Task [l WAWCMHOVR [Sewer Overflow
Categary [N [

Department [N [47070200 [wwaste Water Collection
Division [l |

Supervisar 57 [SHIELA KAMDON overdusDays [l 2
Priority W[ 7 [mmediate Frioriy, Overdue Motit ||:| [Sewer Stappage Overdus

|~ Problem Scripts |

Sequence [ Guestion
1 when did the cverlow star?
2z s itstill owverllowing st this time?
3 How many Gallons & minute would you estimate the fl..
4 Isitanimmediste dengerto people or property?

Record 236 of 304 View Moc|Ready...
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5. Problem Scripts

e The Problem Scripts grid allows you to create a list of questions to ask customers when
they call in to report a problem.

e To enter a script, right click in the grid and select Add Record. The Problem Scripts dialog
will appear.

sl x| al«r]p] =

TN
Questian ||I5 itan immediate danger to people or property?

Record40f4  |Edit Mode Ready..

e Enter a sequence number and type a question into the fields provided.
o For our sewer stoppage problem, we’ve entered the script “Is there any sewage
material or standing water?” This will help us determine the extent of the problem.

e Click El to save the record. Your problem scripts will appear in the grid.

Priority | Ii 1 [Immediate Priority Overdue Notif Iil

Frablem Scripts

Sequence/ | (uestion |
1 “When did the overflow start?

2 lgitstill overflowing atthis time?
3 Haow mary Gallans & minute would you estimate the fl...

4 lgitanimmediate dangerta people or property?

|Record lofl \View M0(|Ready... i

e These scripts will be automatically carried over to the work order when this problem is
selected.

Notes:
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6. Next Tab: Categories

e Use this tab to associate categories with the problem. When a Category is chosen in Work
Orders, the available problems are limited to those associated with that Category.

e To add a category, open the Categories tab. Then, right click in the grid and select Add
Record. A new form will open allowing you to enter a category.

Fl Category

Category .« Category Text | ~ II

2050 Park Irrigation Control ——
2060 Park Irrigation Yalve Clase
2070 Park Landscape

W o bark Lighting B

n | x| | | | | | ‘ | 2080 Park Parking Lot
4 1210 Collection Systems
Category | 2100 Park Path
2110 Park Playground Equipment
Priarity I_ 22 Manhole Maintenance
2120 Park Structure
2130 Park Meter
Pipe Maintenance

220 Lift Stations
222 Purmp Station
224 Pumps b

e Click on the Category button to access the pick list. This list comes from the Work Flow
Setup, Categories module that we discussed earlier.

e Highlight a category in the list and click Select.

e If you choose, you can select a priority from the pick list (low, medium, high).

e Then, click E to save the record. The new category and priority will be added to the
grid.

o Asyou can see in the example below, we’ve associated our Sewer Stoppage problem
with Lift Stations, Pipe Maintenance, Manhole Maintenance, Collection Systems, Sewer
Department, and Miscellaneous categories.

Categories
Cat Code Cat Description Pricrity T ext
230 Mizcellaneous High
220 Lift Stations
214 Fipe Maintenance
212 M anhole Maintenance
210 Collection Systens
200 Sewer Departrent
1000 Mizcellaneous
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Work Tasks

After establishing categories, creating resource records, and entering problems, you’ll want to create
records in the Work Tasks module for each task performed when completing a work order. Each task
record you create is added to pick lists used throughout the Work module. The task records consist of
default information for the task, such as unit cost, estimated completion time, resources used, and
associated work order categories. Whenever a task is selected as the main task in a work order, all
default information will automatically be carried over to that work order.

1. Open the tasks module by selecting from the menu Work>>Work Flow Setup>>Work Tasks.

2. Click the Add button % on the toolbar to enter Add Mode.
3. You’'ll generally include information in the following important areas:
e Default Data - Data that will be carried over to the work order.

e Resources tab - Associates resources with a task. This limits the resources available for
use on a work order when the task is selected as the Main Task.

e Categories tab - Associates a category with a task. This limits the tasks available when a
category is chosen in the Work Orders module.

f Task - Unnamed Filter Set E@I
S|8l& -2 ~|B ¥[8 @|e[7]x]&] 4] r][r]| »| @ =& | =
T I eewenHovR T [Sewer Overtiow Class []
Task Status |I| ’_ | Active Task D [v kain Task | |I| [ Sub Task | |I| [w
Tz el | [l \WO Enable | [l P Enable | [lF  DaiyWikEnabie | i~

WO Defaults] Check\istTasks!Resultmg Tasksl Routing] Notifications] Guideling Custom] Comments

Estimates

Unitofmeasure | [ [ea [Each Lock UOM - Estlsbortours [[B]
Unit Cost W Estlaborcost |[[
Crew Il | EstEqupmentCost | [J[
Accourt# | [l]] EstMaensiCost | ([
ProjMo-Acct | [ | EstFuidCost (B[
valistionadj | [l | EstConwactorCost [ [}
Lite Spanincrease ||| EstMise.Cost | [
EstTomtCost |[J[

Record 1 of 1 View Moc|Ready...

Notes:
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4. Header Information

e Enter a Task code and description. This is required; it allows you to identify the task
you’ll be recording. This code and description will appear in the Task pick lists throughout
the Work module.

o Inour example, we’ve created a task entitled “Street Construction - Install Drainage”.
This is a good example of a task description as it is easy to identify its purpose.

e Mark the task check-boxes.

o Active Task - Signifies whether this task is actively used. If active, it will appear in the
Main Task and/or Sub Task pick lists, depending on which buttons are selected.

o Main Task - If marked, this task will appear in the Main Task pick list.

o Sub Task - If marked, this task will appear in the Sub Task pick list.

o WO Enable - If marked, this task will appear in the Work Order Module pick list.

o PM Enable - If marked, this task will appear in the PM/Work Template Module pick list.
o Daily Wk Enable - If marked, this task will appear in the Daily Work Module pick list.

f Task - Unnamed Filter Set EI@
8l8)5 -|7 - |8 -[=18) @lels]x13] 4[> [v] +|s[Elmle -] |
e | INwonrom [everoverion ] cess |
Task Status |i| ,_ | I Active Task ‘ D [ Main Task | |i| [+ Sub Task |I| [+

Timesheet Ensble | [ ™ | WO Enable ‘ iz PM Enahle | " DalywikEnable | iz

Detaults IWO Defaults} Checklistl Resources I Tasks/Fesulting Tasks} Ruuling] Nutmcaliuns} Guidelinel Categuries] Custum} Comments

Notes:
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5. Default Information

e Two tabs allow you to enter default information about a task: Defaults and WO Defaults.
This default information will automatically be carried over to a work order when the task
is selected. You can use these tabs to include default units of measure, cost, estimated
hours, and work crews, among other things.

o For example, in our Street Construction - Install Drainage task, we’ve set the UOM as
Linear Miles and the Unit Cost at 120. This means that for each linear mile of street
construction, the cost to install drains will be $120.00. We’ve also included
Stormwater Construction as the default work crew.

Note the presence of a “Lock UOM” checkbox. When this is marked, the specified
Unit of Measure will always be used with the Work Task in this record. When this
Task is added as a sub-task to Work Orders or PMs, the UOM will be automatically
populated and will not be editable by users.

1 WO Delaults} Check\ist} Resourcesl Tasks/Resulting Tasksl Routing} NDtifica(iDns} Guideline} Categanesl Cuslom] Commentsl

Estimates

Uit of Measure D [ea [Each Lock LIOK E| r Est Lahar Hours |E
Unit Cast - Estlaborcost ||
Crew [l | EstEqupmentCost| [}
accourt# | ]| EsthaterislCost | [l
ProjNa-Acct | [ Esthudcost |[N[
vasionagg (M [ EstConvactorCost | [N~
Lite Spanncrease | EstuiccCost | [
EstTomtcost |[H[

Record 1 of 1 View Moc|Ready...

o In addition to the default data on the previous page, we’ve included a priority of 2 -
Same Day Priority, assigned a supervisor (Shiela Kamdon), a lead worker (Tony Sacks),
and assigned this task to the Waste Water Collection department.

o This information will also be carried over to the work order when this task is selected.

Defaults [W0 Defaults ICheckI\st} Resources} Tasks/Resulting Tasks} Routmgl Notmcatmns] Guwdehnel Categor\esl Customl Commentsl

Priority IE ,_2 Same Day Priarity

Clessification | |[J] |
Supervsor [l |SHIELA KAMDON
Lead Worker & [TONY SACKS
Depariment |E 41070200 [wiaste Water Collection
Division [l \
Sub-Division [l \
o |[i] |
Sub-Area [l \
EstTeskDuation |[J[ Projected Compl Lock | [ [~
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6. Resources Tab

e This tab allows you to include all resources needed to complete the task. You can include
employees, materials, fluids, equipment, etc.

o In the example below, you can see that we’ve included a backhoe (equipment) as well
as materials of sand and cement

& Task - Unnamed Filter Set EI
o|a@l@l& |2 ~|B @] BlS| 2] s] alr|p] ] z|Eme | =

Task [ ferehrovR [Sewer Overliow Class ]
Task Status Iil— I Active Task | Ii v Main Task | |i|7 Sub Task | |i|7

TesiesEts ||i r \WO Enable ||i|7 Ph Enable | |i|7 Daily Wik Enable ||i|7
Defaultsl WO Defaults | Checklist Tasks/Resulting Tasks | Routmgl Nmiiicamons' Guideling | Categories | Customl CDmments'

Type / | Resouice | Resouce Desc | Unit of Measure Text | Units Est |
Equipment 1338 Backhoe Hours
283 Sand

Cement

4 1

|Record lofl |View Moc|Ready... 4

e Since we already have all of the equipment and materials needed, we’ll demonstrate how
to add an employee. Keep in mind that the steps we’ll go over below are used for adding
all resource types.

o Right click in the grid and select Add Record.
o Choose ‘Employee’ as the Resource Type.

o Select an employee name from the pick list. We’ve chosen Mark Stephens. The unit of
measure (hours) will be carried over from Work Flow Setup.

o Enter other information in the fields provided. For example, we’ve entered ‘8’ in the
units field, meaning that Mark works 8 hours a day (by default).

o Save E the record. You can Add % another resource or Close M the form.

X

= Task Resources

|&n| B r|x] aja]r|w] >| ]| =|

Hezource Tupe II' 1 |Emp|0yee
Rezsource |1 as.z |Mark Stephens
At Description |

Account # | Group Mo |I|
Proj Mo - Acct |
Mo FRegular aT E stimated
Unit of Measure IIl |1 Hours L nits |I| | 8 | | |
Time Cost |I| 1 |[REGULAR TIME
Record O of 3 add Mode Feady...
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7. Categories Tab

e This tab allows you to associate your work task with established categories. When a
category is chosen in Work Orders, the associated work tasks will be the only ones
available for selection as valid tasks; however, you can still add invalid work tasks—those
not associated with the category.

o Right click in the grid and select Add Record.
o Click on the Category button to access the Category pick list.

o Highlight the category you wish to be associated with your work task. For our work
task example, Street Construction - Install Drainage, we’ve selected “Street
Department” as our default category.

o Click El to save the record.

# Task - No Filter o =3
vl e a - - B e | 2 k] Al v] o] 2B - =
Task ﬁ |SF'CDFH IStreet Construction - lhstall Drainage Class I ﬁl
Task Statue | [ ] I setive Task | [l = Main Task | [/ T subTask [ =
Crefaults I w0 Defaults I Checklist I Fesources I Tasks/Resulting Tasks I Routing I M otifications I Guidsline I Custorn I Comments I
i Categori 8 Category
Cat Code ~ | Cat D escription |
Categorya | Category Text [~ Select
220 Lift Stations
222 Pump Station Close I
e 224 Pumps 5
= 2LEAILY, 230 Miscellaneous —ICaptlon
H || £ x| a4l r]m] =] [z=o Services 5 00 |
—ly. EF epartment =
R — = — pan | |
Notificatio —_— s010 Tree - |
Maoti 310 Engineering Edit I |
320 Street Mairtenance
325 Strest Super Seament
F26 Pawvements
< ALk 27 Intersections >
— =30 Traffic Services |
332 Traffic Signs=
334 Traffic Signals )
3343 Signal Controller ~ —
Notes:
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Notification Templates

Now that you’ve established categories, created resource records, entered problems, and created a
series of work tasks, you can set up your notification templates. These templates are created in the
General > Notifications module. Notification templates can be used for several modules, throughout
Lucity. For Work the notifications are sent from the Work Order module, Work Requests module,
Master Project module, and Project PO module.

Notifications can be used in any of the following ways:

e To automatically alert employees and supervisors when a new work order is created and
assigned to them.

e To alert employees that the problem in a request or a task in an open work order has
changed or is past due.

e To thank customers for their requests (Thank You email).

e To inform customers that you have taken care of the problem reported (completion
email).

e To automatically alert supervisors when a work order is complete.
e To automatically alert supervisors when a work order’s priority is changed

Notifications can be formatted as emails, text messages, Lucity Messenger pop-ups, or reports.
Customer notifications and overdue task notifications are sent as emails by default. This section will
cover creating a notification template, then setting up a customer notification, or either type of
overdue notification. For more detailed information about creating notification templates, or about
setting up other types of notifications please read the Notifications guide also included in the ACT
material.

Note: For any email notifications to be sent, the Lucity Services must be installed on the
server.

Notes:
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Creating Email Notifications

1. Open the Notification Setup module by selecting General > Notification Setup from the
desktop application main menu.

2. Click % to add a new record.

é;:l Notification Setup - Unnamed Filter Set E@
glala -y (B | Blel/(x| 4] alp[p] s]¢|AS | =

Naotification Label III |RequestN0tice Maotification Type III 1 |Emai|
Natification Module III 2 |WDrkRequests

General lEmaiI Bady] Ermail Optionsl Problems] Tasks ]

Recipient List III -

Subject III |RequestN0ti:e|
Printer III | J
[
[
Last Modified By Last Maodified Date ||/} -

Record 0 of 0 /Add Mod |Ready...

3. Enter a unique notification label. This allows you to easily identify your template.

o We’ve titled the example above, “Request Notice”. We’ll be using this sample template
to send a request notification back to the customer.

4. Select the Notification Type in the header. You’ll click on the caption button to choose from a
pick list.

e The Notification Types include Email, Report to Printer, Report to Default Printer, and
Messenger.

e The format you select will determine which fields need to be filled out on the screen
above.

e We’ve selected “Email” for our example.

e The majority of notification types only support Email notifications. General Problem and
Task notifications support the other types of notifications.

5. Select the Notification Module. This specifies which module this notification will be available
for. If a notification could be triggered by two separate modules, select either one of them
from the list.

e For our example we chose Work Request.

6. In order for the email message to be sent, you’ll need to include an email address. Some
notifications pull recipients from the modules the notification is sent from and don’t need
recipients added to the notification’s recipient list. However, any recipients that are specified
in the notification template will receive the notification every time it is used, no matter what.
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e You can choose to include multiple emails in the recipient list. Use a semi-colon to
separate the email addresses.

e For the example we aren’t going to add any email addresses to the recipient list. The
email address of the customer putting in the request will be supplied by each request.

7. Type what you would like to appear in the subject line of the email.
On the Email Body tab, type what you would like to appear in the email body text.

9. You can automatically insert field data from the work order or request into the subject line or
email body of a notification.

e Data can be auto-inserted from the main tables (WKREQ for Requests and WKORDER for
Work Orders) and Comment fields (i.e. WO_MEMO, RQ_MEMO1, etc.).

e To auto-insert data, enclose field names in brackets [].

e Field names can be found using the CTRL + Right Click option. The Field Name will be
listed in the Field Definition dialog box.

Poblem | [ [315 [Prthries B Field Definition X]

Field Definition

Fisld Properties Caption: |Problem Text

Field Capkian ECEH Mame: |RO_PROB_TY Y

Table Name: [WEREQD

Definition Lock: [

[ a5ams Der | \ e

Froblemn Tewst

e In our example below, we have included the following fields:
o RQ_LINK1 - Affected Asset
o RQ_PROB_TY - Problem Type
o RQ_FLLW_DT - Due Date

General Err-aiBadg.-]

A recuest has been submitted on [RO_LINK1] fee 5 [RO_PROB_TY] The due date iz RO_FLLW DT]

e The data in these fields will then be automatically inserted in the email notification. Thus, in
our example, the email notification body will read: “A request has been submitted on [this
affected asset, e.g. pavement] for a [problem, e.g. pothole]. The due date is [whatever date
has been set, e.g. 5/15/2009].”
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Customer Notifications

You can use an email template like the one you just created to set up customer notifications. These
are the ‘Thank You’ and ‘Completed’ emails sent from Requests.

Who receives the notifications?

e The ‘Thank You’ email is sent to the original requester (listed in the Requester tab), as
well as any requesters that were added to the record at a later date.

e When the request or associated work order status is ‘Complete,’ the ‘Completed’ email
will be sent to all requesters listed.

e These notifications are also sent to anybody specifically included on the Recipient list on

the notification template. (For example, sometimes supervisors like to see an email for
all requests that come in.)

When are the notifications sent?

e ‘Thank You’ emails are sent automatically when the request is saved, as well as anytime a
requester is added to the record.

e ‘Completed’ emails will be sent to all requesters when the request or work order status is
changed to ‘Complete’.

To start we will need to specify which notification templates will be used for the customer
notifications. This is done in the Work Options module.

1. Open Work > Administration > Work Options from the desktop application main menu.

2. Open the Advanced Options tab and click il to enter Edit Mode.

I Work Options

“|glp| @x /| =

I'W'u:urk Orders j

Tracking Options GeneraletiDnsI Partz Integration | Financial Integratio

Advanced Dptions |}

[ &llow Data Entry 1}

— Customer Response Emailz
HF_ID.& | HF_CODE | Close |
£l Customer Request Thank v'ou Email Motificatio 2 Email everyone
= . 4 Sewver Supr Caption |
Cuztomer Bequest Completion Matification 5 Flast Service Thank You
E ach warkstation must be properly zet up far email. T} 6 Overdue Notice
v Reguest Motice Add

8 Fleet Request
Edit

[elete

d
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3. Using the field caption buttons to access the pick lists, select Notification Templates for the
‘Thank You’ and ‘Completed’ emails. Then, save your changes.

4. Now whenever a customer notification is triggered, these notification templates will be used.

The Customer Request notifications are control by the problem module. So the notifications are only
sent if a problem that has the notification turned on, is selected on the request.

1. To turn the Customer Notifications on for a problem go to the Work > Work Flow Setup >
Problems module. Find the problem(s) to turn this notification on for.

2. Click ﬂ to enter Edit Mode.
On the Defaults tab mark the Cust Thank You and/or Cust Completed fields.

Defaults lNotifications] Categories | Knowledge Base Info |
Default Tazk, |I| | [ Cust Thank You |I| v
Department |I| | | Cust Completed |I| v
Supervisor |I| | [ Overdue Days |I|

Friarity |I| ’_ Owverdue Motif |I| |

4. Save and close the record.

5. Now whenever this problem is selected on a request the corresponding notifications will be
sent.

To test the Customer notification go to the request module and create a new request. On the
Customer tab enter the customer information, making sure to include the email address. Select the
problem on the Request tab. Save the request. The notification will be sent.

Overdve Froblem Notitications

Email notifications are also used to inform employees of overdue requests. You can create specific
email templates for overdue problems using the process we went over above.

What determines when a problem is overdue?
e The follow-up date in the Request (under the Department/Utility Locates tab).

e The system calculates the follow-up date based on the status date (when the request was
entered) and what you have set up as the overdue days in Work Flow
Setup.

Who receives overdue problem notifications?

e The overdue notification is always sent to the supervisor’s email, but can be sent to
additional recipients based on what you set up in the Notifications module.

When are overdue notifications sent?

e Overdue notifications are processed each night on the server. They are dispatched by the
Requests module.
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You’ll need to set up default overdue notifications in the Work Flow Setup, Problems module.

1. Open Work > Work Flow Setup > Problems from the desktop application main menu.

2. Find the problem for which you’d like to setup a default notification and then click ﬂ to
enter Edit Mode.

&5 Problem - Unnamed Filter Set =5 EoR
slgls -7 -8 -=la) |ls]/]x]

Praklem N [rweckrovR: [overtiow
Problem Status IE ,7 Active Proklem IE [v 311 Prablem IE I

‘WO Enable | iz P Enable ‘ N~ PeqEnable | [
l MNotifications I Categories I knowledge Base \nfn]

Defautt Task | [ [#WEMHOVR [Sewer Overtiaw Cust Thankvau | || T~
Category i \ CustCompleted | | T
Departmert | [J [47070200 fasste water Collection
| | |

&
L3

Supervisor M@ [SHIELA KAMDON Overdue Days ([} 2
Priarity D ’_1 ’W | Overdue Notif |I| || I
Problem Sthpts
\

Sequence | Question

1 ‘When did the overflow start?

2 Isitstill overdlowing atthis ime?

3 How many Gallons a minute would vou estimate thefl..
4 lsitan immediate dangerto people or propery?

Press F9 for pop-up selection Record 1 of 1 Edit Modi |Ready...

3. On the Defaults tab, click the Overdue Notif field caption button to access the pick list. Then,
select a notification template (like the one you created before).

4. For our example, we’re using the Sewer Stoppage problem.

5. After selecting the notification to be sent when a problem is overdue look at the Overdue Days
field. Enter the number of days between when the request is created and when it is
considered overdue. This number is used to calculate the follow-up date.

Notes:
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To make sure that the request supervisor receives an email they need to have their email address
specified on their employee record in the Work Flow Setup.

1. Go to Work Flow Setup > Employee Setup.
2. On the Contact Info tab fill out the Email field

General Contact Info ]WD Lead] Wil Flesource] Certificalions] Elasses] Eategolies] Awailability | Clazsifications | Equip Llsagel Time Admin] Eustom] Commentz

Address |I| | [ Apartment
City Il Emal | [il]
State |I| | 55 Mumber |I| |
Zip Code |I| | Birthdate |I| ] -

Haome Phore |I| | Emergency Contact Info
m |I| | Ernerg Contact 1 |I| |

__Fextumber [ [ | ]
) _Energenant2 |
_ Pegerunber [ [1] (]

To test the Overdue notification, go to the request module and create a new request. Select the
problem on the Request tab. Save the request. Check the follow-up date on the Department/Utility
Locates tab. A notification should go out the day after the follow up date.

Overdue [ask Notifications

Just like overdue problem notifications, email notifications can also be used to inform employees of
overdue work tasks. You can create specific email templates for overdue tasks using the process we
went over above.

What determines when a task is overdue?
e The projected completion date on the Costs tab of the Work Order.

e The system calculates the projected completion date based on the Work Order start date
+ the value (number of days) in the Estimated Task Duration field (on the WO defaults
tab).

Who receives overdue task notifications?

e The overdue notification is always sent to the supervisor’s email, but can be sent to
additional recipients based on what you set up in the Notifications module.

When are overdue notifications sent?

e Overdue notifications are processed each night on the server. They are dispatched by the
Work Orders module.
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You’ll need to set up default overdue notifications in the Work Flow Setup, Work Tasks module.
1. Open Work > Work Flow Setup > Work Tasks in Lucity desktop.
2. Find the task for which you’d like to setup an overdue notification and then click ﬂ to enter
Edit Mode.

Defaults] Wil Defaults] Checklist] Hesources] Tazks/Resulting Tasks] Routing  Motifications l Guideline] Categories] Custom] Comments]

Owerdue Motif IIl | WO Complete Notif IIl |
Start Diate Notit | ]| | Prioity Notit | |||

Tazk Motifications

Matification Label | Matification Type Text Recipient List

3. On the Notifications tab, click the Overdue Notif field caption button to access the pick list.
Then, select a notification template (like the one you created before).

e For our example, we’re using the Street Construction, Install Drainage task.

4. After choosing the notification to send, go to the WO Defaults tab and fill out the Est Task
Duration field. Enter the number of days before the Work Order should be considered overdue.
The system will use this number and the work orders start date to calculate the Project Compl
field. Then overdue notification will be sent out the day after the date stored in that field.

To make sure that the request supervisor receives an email they need to have their email address
specified on their employee record in the Work Flow Setup.

1. Go to Work Flow Setup > Employee Setup.
2. On the Contact Info tab fill out the Email field

General Contact Info l\:\-"D Lead] Wil Hesource] Eertifications] Elasses] Categories] Availability] Elassifications] Equip Usage | Time Admin] Custom] Comments

Address |I| | Apartrment ’7
City ] Email ]
State |I| | 55 Mumber |I| |

ZpCode |[I] gitndate | [ -
Home Phone |I| | Emergeticy Contact Infa

__ Waikphore [T [z | [
__ixunter|[]] [Exizn | [
_ MobieProne_|[]] _En=gConan? [
_Pegertimber [ [z |1

To test the Overdue notification, go to the work order module and create a new work order. Select
the task in the header fields. Save the record. Check the project completion date on the Costs tab. A
notification should go out the day after the project completion date.
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Overriding Nofifications

1. Supervisor, overdue problem, and customer notifications can be overridden using the
Department/Utility tab of the Work Requests module.

e Simply open the Department/Utility Locates tab and mark the checkboxes at the right-
hand side of the screen for whichever notifications you wish to be overridden. By marking
these boxes, the system will NOT send the corresponding emails; however, other
notifications may be sent if they are included in the Notification tab.

2. Supervisor, lead worker, overdue problem, and overdue task notifications can be overridden
using the WO tab of the Work Orders module.

e Open the WO tab and mark the checkboxes at the right-hand side of the screen for
whichever notifications you wish to be overridden. By marking these boxes, the system
will NOT send the corresponding emails.

ﬁl Work Orders - No Filter E@
&l8ls -|2 -1 - |18 B|$|2)x]5] 11 r|v] 2| /BraEe o -| =
| Work Order# || [2006-01128 Categary |} 21000 [Sewer Callection
Staws W[ 2 NewworkOrder Prablem Il \
Status Date | [0BM032014 | [01.17PM Main Task [N [wwccon [Waste Water Quality Commercial
]anannn} Asssts | LisyEvents | Tesks/Res | Routing | Costs | Billing | Related | Requests/Track | Links | Custom 1| Custom 2 | Comments |
pcsat| Comment From Rieguest
Lacation [821 5 ROANOKE ST i
cose [N |
Assigned Crew | I [PROR= [Parks Operatians >
supendsar | [ [¢5 [MARIO VINCE Assigned By | [l \ i
Leadworker | [} [137 [DAVID BEAR assigned Date | | [77 [ am Problem [~
Priarity mr Start Date Wi [ am Overdue
Account # [l End Date Wl [ am Lead YWarker
ProjNo-Acct | [l
Project Text ] [aaaa M SRl
Reason [ $| Hard Lock WO [

Record 1 of 3318 View Moc|Ready...

Notes:
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Work Options

The Work Options module allows you to customize your Work Order and Request numbers, select
options to track in Work Orders and Requests, set up general options, select integration options, and
choose default email templates in the advanced options.

To access this module, select Work>>Administration>>Work Options from the desktop application
main menu.

|= | Work Options E@
SlB| Hix|s| =

|W0rk Request Number ﬂ

] Tracking Optiuns] General Optiuns] Parts Integratiun] Financial Integration ] Advanced Optiuns]

Choose Once from Choose Once from Choose Once from Choose Up to three Choose Once from
this group (Optional) this group (Optional) this group (Optional) times fraom this group this group (Reguired)
(Optional)
Year Manth Dany Special Sequence

TN [ T [ T mNE
EETI S N T o
A

HEa

14-00001

View Moc|Ready...

Numbering Format

Within each tab you can select Numbering Format options for Material Requisition, Work Orders, Work
Permits or Work Requests. The available Drop Down Options will change depending on your tab
selection on the main form.

|WDrk Order Mumber ﬂ
Material Requisition Mumber

 Work Drder Number
Wark Permit Mumber
Work Request Mumber

The tabs and their functions are listed below:

e Number Format - Use this tab to customize the number format for Work Orders or Work
Requests.

e Tracking Options - This tab allows you to select which actions are tracked in the Work
Orders and Work Requests Tracking tabs.

e General Options - Contains individual options for Work Orders and Work Requests.

e Parts Integration - This tab allows you to set options for integration of parts for Work
Orders and Work Requests.
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e Financial Integration - This tab allows you to set financial integration options for Work
Orders and Work Requests.

e Advanced Options - This tab allows you to choose the default customer “Thank You” and
request completion emails that will be automatically sent to clients. These emails are
created in the Work Flow Setup, Notifications module. The Thank You email is sent upon
saving a new request, and the completion email is sent upon closing a request.
Remember, we discussed these notifications earlier in this workbook.

Editing Work Options

Follow the steps below to turn on or off options in the tabs.

1. Click the Edit button ﬂ on the module toolbar to enter Edit Mode.

2. Select the tab with the options you wish to edit and chose Work Orders or Work Requests from the
dropdown menu.

3. Highlight the option you wish to turn on or off. Right click and select Edit. A dialog box will
appear.

I Work Options Z 'E @

sle| |[x|/| =

C 'wiork Orders -

Tracking Options  General Options l Partslntegration] Financiallntegration] Advanced Dptions] i

Option Mame Character | Test | Mumber A
Hes ik Order Murber Each [M)Y ) i
Fesetwork Order Mumber To Edit 1
Use Category Level Security g

Auto-Change W0 Dates to Match Task Dates
Populate Rezources From Crew

Populate Resource Dates from T ask Dates
Automatically Associate Sub-Categories

b arimum # of Segments to Search 30
Populate Empty Task Supey with Main Supy
Populate Empty Task Crew with Main Crew
Integration with Flanning Modules

Address Block R ange for'wls

Populate W0 dcct # from Main Task #
Populate Empty /0 Task Acct # w/Main #
Populate Empty W0 Resource Acct # w/Task

[ T R LT

L=

a0

(444 <Z=T=

Edit Mode  [Ready...

o Type ‘Y’ or ‘N’ in the field provided to turn on or off ‘Yes’ or ‘No’ options.

e Type ‘P’ in the field provided for options with
the ‘Prompt’ feature. Eutly s 7

e Type a number (or other character) in fields v E:zﬁt[w%%?e'“umbef
where it is indicated. o

Canicel

4. Click OK to make your changes.

5. Click E to save your selections.

New to 14R2

e  Work Flow setup is now web form enabled.
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