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This manual is broken into 4 main parts.
e Moving to Lucity Web - Page 1 - Covers setting up Dashboards and Templates

e Web Applications - End User Training - Page 57 - Covers how to use various parts of the web
application.

e Web Applications - View, Grid, & Form Setup - Page 82 - Covers how to configure Views,
Grids, and Forms.

e Examples - Page 124 - Practice Scenarios to be used in class.



Moving to Lucity Web

This booklet is designed to help users effectively move from the Lucity Desktop to the Lucity Web. It
will cover how the dashboard works, how the web grids and forms work, setting up security and some
of the processes that you should think about when moving groups of users over to the web.
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Where to Start

Lucity Web has been designed to give users a tremendous amount of flexibility as to what data is shown
to each user. To make things easier, each user can be assigned to one or more groups - in a similar
way as to how the security system has been set up. Therefore, within each department, determine the
different types of users. This can be a combination of roles/responsibilities and knowledge level.

Examples of Roles

e Executive Directors

e Managers

e Office Workers

e Field Workers

e Co-ops/Temporary Employees
Examples of Knowledge Level

e Power users

o Editors

o Viewers
e Experts
e Novices

You are not going to convert everyone at once. Most users begin the process by either creating
dashboards for groups or starting a group unfamiliar with the desktop and moving them directly onto
Lucity web. However you start, set priorities and make a plan. We recommend that you do one group
at a time and then move onto the next group.

The graphic below provides an overview of how the Web system works.
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Dashboards

The Dashboard is an extremely powerful application in that it allows users to see critical information at
a glance. It is easy for current desktop users to understand because it displays the results of
predefined filters (which they understand) and can even launch the desktop to put them in a form for
which they are familiar.

The main intent of the Dashboard is to put all sorts of information quickly in front of each user. This
information can be customized so that each user only sees the data that is most important to him or
her. We recommend meeting with the manager of each group and group leaders to determine what
information that they feel is most important to view.

The Dashboard contains customized dashboard Tabs, data drills, reports, asset hierarchy trees, and RSS
feeds that have been set up to show each user’s items of interest. Within these dashboards users are
able to set up quick links to programs in the Lucity™ suite in both the Web and Desktop applications.
This allows the web application to act as a portal to critical Lucity modules. Users will have immediate
access via the web to the modules that they use on a frequent basis. It contains the customized menus
and forms used to add, edit, and view records in the desktop. We recommend that each user set up a
shortcut to the correct website to launch the Dashboard quickly and easily.

In the Lucity Administration tool the Dashboard/Preferences tool is an easy-to-use way to customize
the look and content of your fully dynamic Dashboard page (in 15r2/16/16r2, this is done directly
through the web). The Dashboard/Preferences allows you to create Dashboard settings for individual
users as well as create Shared Tabs and Tab Groups that can be applied to multiple users.

Some examples of Dashboards:

Restart Log Out
Home Menu Favorites Open Views Modules

aog

(Fleet 5
Open Fleet Maintenance Work o & O Fleet Inventory o’ & O
Open Work by Supervisor (925) Vehicle Inventory by Type (689)
Open Work by Vehicle (914) Vehicle Inventory by Department (689) |
Overdue PMs (529) Critical Vehicle List (0)
My Work Activities ot & e Fleet Budget Report o & e

Today's Scheduled Work (6) :

Overdue Work (8)

2011 Fiscal Year Gauge Report
Pm’s Due Next Week (0)

Comcs Pmbn  Emd Mmin Acecnd € Caummndnd € Dmmcici L v

Moving to Lucity Web 3



_Home)
aog

| ¥ & o ® & Q

Equipment by Location (32) Open Work Orders (131)

¢

Equipment by Type (32)

o & O ®® o

Pending (Seasonal) Work (2)

Field Work to Review (41)

2011 Fiscal Year Gauge Report .
Overdue PM's (7)

Start Date  End Date Approved  § Expended $ Remaining

PM's due next week (0) 112011 1213172011 $1,700,00000 21143900  1.488,561.00

A -'EJ a @ A Troy Moffitt

| | | |
e ‘ == Requests by Department (35) <= Work Orders by Task and Supervisor (580)
=+ Requests by Status and Problem (35) <4 Work Orders by Priority (590)
Today's Service Requests (0) =+ Work Orders by Supervisor (590)
= Requests by Priority and Problem (35) = Work Orders by Category and Supervisor (590)

=4 Work Orders by Category and Task (590)

= My Open Work Orders by Categery (4)

=+ My Field Work to Review by Problem (0)

=+ My PMs Coming Due Next Week by Category (0)
= My Overdue Work Orders by Lead Worker (0)

=+ Today's Work Orders by Main Task (0)

As can be seen with the examples above, the information and the appearance of the dashboards are
very customizable.

Some things that users do not often think to show in the dashboard are quality assurance/control
information. This might be filters that show work orders that are incorrectly closed, do not have units
filled in, anything where you want a count of 0 and the users can fix the information as soon as
possible.

Before you actually start building the dashboard you want to have as many of the filters setup in the
desktop (or the web) as you can. Make sure that you label each filter with text that will be
understandable later as you will be selecting each filter in making the dashboard.

For 15r2/16/16r2, Lucity has made many changes to how the Dashboard looks and how it is created.
For this class, we will start showing Version 14r2/15 and then show the changes that we made with
Version 15r2/16/16r2.
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Dashboard layout - Version 14r2/15

Before we begin the process of how to set up the system, let’s start with some basic terminology.

~@o&

The menu at the top is the top menu bar.

Home - always displays the special dashboard buttons underneath it.

Menu - this displays a customized menu created for the user by the administrator
Favorites - this displays a list of Tabs that the user has marked as favorites

Open Views - this provides a list of all views that are open

Modules - this provides a list of all views that the user has permissions to use.

The special dashboard buttons do the following:

Open Dashboard — This button will always put all open views in the background and bring the dashboard
forward.

NG Links — This shows web links that the user can launch. When setting up these links always use the entire
web address (http://www.lucity.com). This button is not visible unless the user has links assigned to his
or her dashboard.

@ Launch GIS Map. This button launches the GIS map that is setup for the user.

Q Help — This button launches the on-line help file.

@ Local Preferences — this button allows the user to make font and color changes to their personal
dashboard. The user has to have the Change Default Application Colors permission set to true in order
to change colors but can always change font sizes.

Timesheet — This button displays the timesheet (or timesheets) that the administrator has authorized for
this user. If the user has rights, then the user may also see some timesheet administrator functions.

Moving to Lucity Web 5
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Dashboard Tabs

Each of the items to the left are called Dashboard tabs. By clicking on each tab,
a different dashboard page appears (think of it as flipping a page). Each time a
new Tab is accessed, the system needs to refresh the data set. This can take
some time depending on how much data is being accessed.

We recommend that no one dashboard is so full of information that it takes a
long time to pull up. Only data from the current dashboard Tab is analyzed at
one time and it always starts with the Dashboard Tab at the top. Keep it clean
and the reports that it pulls up simple.

A user can have an unlimited number of Dashboard Tabs per dashboard.

Administrators can also setup Shared Tabs. Information on these tabs is modified
once and then is updated on all dashboards that use the shared tab.

Dashboard Frames

The box to the left shows an example of a Dashboard Frame.
These frames show information that has been gleaned from
the Lucity data. To the left shows data drill information (the
user can drill down into the data to see how it is structured). ek Drders by Catogory and Task (1711)
Frames can also show Reports, Asset Hierarchy Trees, and RSS Wk Ondiars by Cat. and Suparvisar (1711)
feeds. The Web map is also shown as a Plugin type and it was
first available with the 16 release.

Wk Orderi by Task el Tapasniies [1T11)
ok Orders by Supervhor (1711)
Each dashboard can have an unlimited number of dashboard Workc Oediors by Priceity (1711}
frames and an unlimited number of plugins but we again
recommend keeping each dashboard Tab as clean and fast as
possible.

Gavorga’s e Wiork Dasitiop (30§

Dashboard Frames contain the following elements:
A Dashboard Frame Title (Open Work Orders above)

& Launch in Desktop button - If this button has the orange square surrounding it, then when

= the data drill text is selected, the Lucity desktop application will be launched and the number
of records in the data drill will be retrieved. This button can be removed from any dashboard
frame during the dashboard setup.

&« Launch in Web button - If this button has the orange square surrounding it then when the

prend data drill text is selected, the Lucity web application will be launched for this data type and
the number of records in the data drill will be retrieved. This button can be removed from
any dashboard frame during the dashboard setup.

Once either of the two buttons above has been selected by the user then the system remembers its
setting until the other button is selected.
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Refresh button - refreshes the information contained within the dashboard frame. This is
A & typically much faster than having the entire frame refreshed. We would recommend that
users hit this refresh button whenever they want to see updated information in their frame.

Plug-ins. There are four unique types of plug-ins that each frame can display. While a frame can mix
and match plugin types, we recommend that each frame only contain one plugin type. The plugin
types are:

Note: As an administrator, you can easily copy a plugin that has been configured for another
user to the current user’s frame.

Data Drill - A data drill displays raw data from a filter in a drill down fashion. The filter can be all
records or a very special record set. It can also contain key or reserve words which further help limit
the data that is displayed.

Asset Hierarchy Trees - There are four types of Asset Trees that a user can define. You can expand the
individual asset categories to see lists of the specific assets included. Module record counts will also be
indicated. Users can click on the asset names to launch the associated asset records in the desktop
application.

1. Facility Sites - this tree displays facility sites in the following hierarchical order: Sites,
Buildings, Roof, Floor, Room, Door, and Furnishings. Associated Equipment assets will appear at
each level in the hierarchy.

2. Facility Buildings - this tree displays facility building information in the following hierarchical
order: Buildings, Roof, Floor, Room, Door and Furnishings. Associated Equipment assets will
appear at each level in the hierarchy.

Equipment - this tree displays Equipment and its associated equipment.

4. Plant - this tree displays Plant information in the following hierarchical order: Plant, Plant
Processes, Equipment, Associated Equipment

Reports - Users can view Crystal Reports in the frame. We recommend that these reports are
formatted in such a way that fit inside the frame (or close to it).

RSS Feeds - RSS is a family of web feed formats used to publish frequently updated content such as
news stories, blog entries, and podcasts in a standardized manner. An RSS document (called a "feed")
contains either a summary of content from an associated web site or the full text. Important! While
Lucity attempts to remove any scripting from RSS feeds before rendering them on the Dashboard, we
cannot guarantee that external feeds are safe. When you or one of your users subscribes to a feed,
they do so at their own risk.

Now that we have some of the nomenclature out of the way, we can start learning how to create these
dashboard pages.
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Creating Custom Dashboard Pages - Version 14r2/15

To begin creating custom Dashboard pages, you’ll need to login to the Lucity Administrative User Interface. This
program is found with the Lucity Admin Tools and can be accessed using your Lucity username and password.

Lucity Administration Login

| Application Authentication v]
User |Du:un Pinkston | Password |"‘“‘“"| |
| logn || Edt |

Before we begin creating Dashboard pages, we need to make sure that our users will have the appropriate
permissions to run the dashboard and the web.

= Permission Assignments E@.
View
Groups | Users
Modules View | Pemmissions View

Groups: Users In Groupls) Assigned Pemissions Modules Pemmissions

Adm\mstu é" smgwl 5 General 5[ JGeneral - Changs Defaut Application Colors
TS| | Corey Cola ) it Changs Help U

Equpment ReadOnly Dan Pinkston =)+~ Dashboard and User Preferences "Eg“m" Featum Defitons Edit G Record

Fleet Mecharic Edwin Gene . ustom Inspections Email Roling Lo

Flest Supenvisor Jen Rollon (AT =D [Custom Inventories Gorer -ER Y

g:g ﬁdm\ﬂlﬂ'ﬁtﬂf JKIg“mVC\:‘ESWHD‘ﬂH [ICustomer Addresses Manage Dashboard Templates
FubicWebGroup Luchl;y = L Customes Gortacts o Modkde Tab

Request Basic Paul Black [¥|Dashboard and User Prefers o Hodle 18

RequestAddEdit Phillp Alexander [JGeneral Import

As can be seen by the above example, | have setup a Dashboard Users group and assigned that group
the Run permission and the View Module Tab permission. This will allow users to use the dashboard
and the modules menu for the modules that you give them permission to use. The other options are all
optional:

e Change Default Application Colors: This allows the user to make the dashboard look however
they want.

e Change Help URL: If you want someone to customize a help URL then give them access to this
permission

e Edit Own Record: You might give someone permission to do this (a power user for instance) if
you want them modifying their own dashboard. However, they will need to be properly
trained.

e General - Edit: This permission gives the user the ability to change anyone’s dashboard.

e Manage Dashboard Templates: Dashboard templates were created so that an administrator
could create one dashboard and push it to multiple users.

Except for Edit Own Record the above permissions are typically reserved for the Dashboard
Administrators.

Your final step would be to make sure that this Dashboard Users Group is provided to your users!
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Access the Dashboard/Preferences by selecting Dashboard>>Dashboard Preferences from the Ul Admin main
menu:

Dashboard | Mavigation Forms  Reports  GIS Security Windows  Help
Dashboard/Preferences...

The Dashboard/Preferences will open. Over the following pages we’ll walk you through a step-by-step example to
add a new user’s Dashboard page.
Example 1

For our first example, we’ll create a Dashboard page for Nick Roland, a Lead Worker. The first step in
setting up a Dashboard page is to add users; afterwards you can edit or delete users.

Add User

1. Select the Users radio button at the top of the Dashboard/Preferences. All users with
previously defined Dashboard settings will be displayed.

|
Template

Moving to Lucity Web 9



2. Click the Add button in the upper right-hand corner. The Add User Preference dialog will

appear, allowing you to select the user for whom you plan to create a dashboard.

g =

521_ Add User Preference

|Userld
Last Mame

First Name

PublicWehUser

RESTAFILogan
ScheduledTasksUser

Under Dashboard Tabs, select Add. This will
allow you to create a dashboard and add frames
to the dashboard.

Moving to Lucity Web

3.

Make sure that you understand how the Find

| o
button ° | works. If you have a long list, it gives
you an opportunity to restrict the list to view a
much smaller list.

By typing in a letter in the UserlD, Last Name or
First Name fields, the user list at the bottom
automatically gets reduced to those users that
meet the criteria typed. For instance, if J was
typed in the First Name field below, two users
would then remain - Jen Rollon and Jimmy
Washington.

.

,é Edit Preferences For: Semones, lonathan (jsemones) @

Add

Edit

Dashboard Tabs

Delete

Share Tab

Links

[“

Add

Edit

Delete

e [Gaes
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Add a Dashboard View

To add a Dashboard Tab, click the Add button on the Add Dashboard Tab dialog. The following window
will appear:

(% pcd pashooara e =]

MName |
Ensble Refresh Rate: |20 | (ssconds)
Frames
Mobile
;’::: For Web For Mobile Offline
Support

Delete

i 0

o
-

1. In the Name field, enter a unique name for the Dashboard Tab - say “Work Orders/Requests”.
Each User can have multiple Tabs.

2. The Enable Refresh Rate (in Seconds) field allows you to enter a regular interval to
automatically refresh the Dashboard. This refreshes all of the filters and reports on schedule.
To enter a Refresh Rate, mark the Enable checkbox and type a value (in seconds) in the field
provided.

Note: By default, the system does not automatically refresh the data; instead, the user can
manually refresh the system by pressing the Refresh link inside each Dashboard Frame. This
is the recommended method for doing a system refresh

3. Click OK to save your changes.

Add Frame
1. Re-open the Dashboard Tab you created by clicking Edit

o Every user can have multiple frames on the Dashboard page. A frame is simply a box
containing specified groups of information. Frames can contain data drills, reports,
asset hierarchy trees, and RSS feeds.

o You can use the buttons alongside the grid to Edit and Delete frames, as well as change
the order in which they appear on screen by using the Move Up and Move Down
buttons.

Moving to Lucity Web 11



2. Click the Add button beside the Frame grid. The Frame dialog will appear.

)ﬁ Add Frame (=]
Frame Name ] Span Frame
|
Show "Launch In Desldop”

Show Launch In Web'
For Web
For Mobile
[] Mobile Offine Support
Flugins
Add
Edit
Delete
Rename
Copy
Copy
Existing
F
¥
OK | | Cancel
Notes:

Definitions for the checkboxes:

Span Frame. Typically Frames are paired together
so that they are two across. If you want the frame
to take up the width of two standard frames, then
select the Span Frame checkbox. This will make
the frame twice as wide

Show “Launch In Desktop”. Enables (if checked) or
hides (unchecked) the Launch in Desktop button in
the Frame

Show “Launch in Web”. Enables (if checked) or
hides (unchecked) the Launch in Web button in the
Frame

For Web. Allows the frame to be displayed when
in standard Web mode

For Mobile. Allows the frame to be used with the
Android or Apple table apps

Mobile Offline Support. Allows the frame to be
used when in mobile disconnected mode.

3. In the Frame Name field, type “Nick Roland’s
Open Work Orders”.

o Frame names are required. They
appear in the frame headers on the
Dashboard page and help users quickly
identify the data stored in the frame.

Moving to Lucity Web
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Add Data drill

A data drill displays raw data from a filter in the form of a tree view. Each filter provides access to
one or more Lucity modules. This allows the Dashboard to be Work Order based, Service Request based
or Asset based. Most clients already have many filters that they have used for years with the Lucity
Desktop product. All of those filters could be used or new ones could be created. Some examples of
typical filters would be Open Work Order, Open Requests, etc.

1. Click the Add button in the Add Frame dialog. The following dialog will appear:

.. Add Plugin

Select Plugin Type:

EXH

| Data Dl

]

Plugin Mame
Data Dl

| ok || Cancel

)

The Plugin Name would be the name of the Filter or some other special way to identify what
information the drill down would contain - say “Open Work Orders by Status then Problem”.

2. From the drop down menu, choose plugin type you will be creating: data drill, asset hierarchy
tree, crystal report, map, or RSS feed. Give the plugin a name. Click OK and the following
dialog will appear for that plugin type. For this example, we will create a data drill.

Use Web View

'y Add Data Drill x|
Label |Open WOs by Status then Problem |
Filter
Drill Downs
Add

Edit

Delete

ok ||

Cancel

3. Filters define the content of the root data displayed in the data drill. Click the Acquire button

to access the Acquire Filter dialog:

Moving to Lucity Web
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4. Select the Work Order Manager from the Program dropdown list and Work Orders from the
Module dropdown list.

5. Place a checkmark beside “Use or Modify an Existing Filter”.
6. Select “Nick Roland” as the Filter Author.

o Most users will want to select their own login name as the Filter Author. The Filter
Name dropdown will then display only the filters created using that login.

7. Select “Nick Roland Open Work Orders” from the Filter Name list. The SQL statement for this
filter will be populated into the large text field.

o Note that you can edit the information in this text field if you wish. Any changes made
here will not impact the original filter inside the desktop application.

8. Click the Test “Where” button to confirm the filter. It will show how many records are
returned when the filter is processed and indicate if any errors are detected.

o Acquire Filter: -

Program: |Work Order Manager 'V| Component: |Work Orders V|

[] Use or Madify an Existing Fitter:
Fitter Authar Fitter Name
Existing Fitter:

Database Syrtax

SELECT * FROM
WHKORDER

Select reserved word: |Select A Reserved Word v |

Select table name: |WI{OF~!DEH Vl

Select column name: |Select A Column Name v |
Help
Roll over an item to see dynamic help.

ok | [ cance

9. Click OK when you are satisfied with the filter.
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10. The read-only filter string will be displayed at the top of the Data drill dialog. If you need to
make additional changes to the filter, click the Acquire button again.

Label |Open WOs by Status then Problem
Filter

WHKORDER WHERE (WKORDER.WO_STAT_CD « 350 AND
WHKORDERWO_SUPR_CD ="77)

11. Click Add in the Drill Downs section and select “Status Text” (WO_STAT_TY).

o These will appear as items under the original filter on the Dashboard page. This
feature provides you with a way to sort the data as it appears on the page.

o The first dropdown beside each drill displays the database tables in the filter.

o The second dropdown beside each drill displays individual fields in the selected table.
The field you choose here will be the field by which the data is sorted.

Table Name
| WKORDER

Column Name
| Status Text (WO_STAT_TY)
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12. Click OK.
13. Click Add in the Drill Downs section and select “Problem Text” (WO_PROB_TY).
14, Click OK.

15. Click OK on the Data Drill, Frame dialog, and the Add Dashboard Tab dialog, then click Save on
the Add Dashboard dialog.

Now, let’s save everything and open up Nick’s dashboard.
You will notice that it gives a weird error when opening:
Error(s} 2Z

The following error(s) were encountered:

+ Unable to retrieve user preferences. DataPortal.Fetch failed (Mick Roland is not authorized to view User
Preferences)

2 Click to view the technical details.

This is because Nick does not yet have rights to view the dashboard. We need to go into the Security
program and assign to him the Dashboard Users Group.

More Practice

Using the same filter from the last example (Nick Roland Open Work Orders), create additional data
drills for:

e OpenWOs by WO #
e  Open WOs by Reason then Main Task

Notes:
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Example 2

For our second example, we’ll add an Asset Hierarchy Tree to Nick Roland’s Dashboard page. Asset
trees display facility assets in the following hierarchical order: Sites, Buildings, Roof, Floor, Room,
Door, and Furnishings. Associated Equipment assets will appear at each level in the hierarchy. You
can expand the individual asset categories to see lists of the specific assets included. Module record
counts will also be indicated. Dashboard users can click on the asset names to launch the associated
asset records in the Lucity Desktop application.

Add Asset Hierarchy Tree
Edit Nick Roland’s Dashboard/Preferences.
Edit the existing Dashboard Tab.

1.

2.

3. Edit any of the Frames

4. Click Add in the Edit Frame section.

-

oy Add Plugin =]
Select Plugin Type:
| Asset Hierarchy Tree v
Plugin Name
Site Tree
[ ok || cancel |

5. Select “Asset Hierarchy Tree” from the dropdown.
6. Enter the Plugin Name, “Site Tree” and click OK.
7. Select “Site Inventory” from the Module dropdown.

o This determines the module entry point for the hierarchical display. You can choose to
begin the hierarchy tree at the Site Inventory, Building Inventory, or Equipment
Inventory level.

/. Add Asset Tree ==
Module
[ Facility Sites - ]
Fitter
EFSITE

8. Click the Acquire button and select “Nick Roland’s Responsibility” from the list of existing
filters. Click OK in the Filter dialog.

o This filter allows you to customize and limit the record set displayed from the
hierarchy entry point.

o Refer back to the steps on page 8 of this workbook to define a filter.

9. To accept your Asset Hierarchy settings, click OK on all dialogs and click Save on the Edit
Dashboard dialog. Then, review the updated Dashboard page.
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More Practice

For some additional practice, follow along with the exercises below to set up Dashboard pages for Juan
Hernandez, a work supervisor. First, check Security to make sure he has rights.

Frame 1 - Requests
Create a new Frame with the following Data drills:
1. Open Requests by Problem then Asset
2. Open Requests by Status then Asset
3. Open Requests by Status then Problem
4. Open Requests by Request #
5. Open Requests by Asset then Problem
Frame 2 - Work Orders
Create a new Frame with the following Data drills:
Open WOs by Lead Worker then Status
Open WOs by Status then Lead Worker
Open WOs by Status then Main Task
Open WOs by Status then Problem
Open WOs by Lead Worker then Reason
6. Open WOs by WO #
Dashboard Tab - Asset Hierarchy

A

Create a new Frame with an Asset Hierarchy Tree. Instead of starting at the “Site Inventory” level,
begin with “Building Inventory”.

Dashboard Tab - Report

Create a new Frame with a Report.

/. Add Report =S
1. From Nick Roland’s Edit Dashboard dialog, click Edit e e
on the Dashboard Tab, and edit on the Frame dialog. L
l_\lon-dashboard reports can be used but will show up as a
2. Click Add in the Edit Frame and select Crystal Report. o e roport and eguie the user o supply needed
3. Select “Work Order Manager” from the first (Work Order Manager -]
dropdown menu and Work Orders from the Module [ Work Orders (48) -
and Module Component drop down lists. [Work Orders (48) -
o This menu lists the modules that the reports [F‘;P‘";:Zme — |
ont] pen Wo ers Chart tatus/Lea -
connect to. Repart lename
4. SeleCt “Monthly Open Work orders Chart by Reports'Work\DashWKOrderOpenMonthly StatusLeadWeb mp
” Fitter
Status/Lead” from the next dropdown menu. ORDER
5. Mark the radio button beside HTML.

o The PDF and HTML radio buttons allow you to : -
indicate whether you’d like the report to Widh  Height
appear in PDF or HTML format on the o o P px
Dashboard page.

6. Click OK to accept your report settings.

7. Save your changes and open up the web app to view the dashboard you created.
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Setting Uo Templates - Version 14r2/15

Templates allow you to quickly apply pre-defined general settings to users’ Dashboard pages. You can
define Templates for groups of users with similar needs, and then customize individual settings for
specific users. The process used to set up Dashboard Templates is very similar to the one used to set
up Dashboard pages. We’ll point out the minor differences in the example below.

1. Select the Templates radio button at the top of the Dashboard/Preferences. The list of
available Templates will be displayed.

fé Dashboard/Preferences

() Users @ Templates

Delete

Preview
Dashboard Views

ikt §

Apply Batch
Template

Manage Shared
Tabs

[ Help ] [ Close

2. Click the Add button in the upper right-hand corner.

3. You will be asked to give the template a name, type “Facility Lead Workers” in the name field.
This will be the name of the template. Click OK.

Notes:
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4. You’ll follow the same steps to add Frames and Data drills for Templates as you did for
individual users: Add a Dashboard Tab, then a frame, then click add and choose Data Drill.
Then, in the Data drills dialog, click the Acquire button. We’ll go over a specific filter example

on the following pages.

gﬂdd[)ashbnardTab E

Mame |

Enzble Refresh Rate: 20 | (seconds)

Frames

Frame
Name

Faor Web Faor Mobile

g‘l'%bile Add
.
v

[ ok || Cance |

5. In the Acquire Filter dialog, select the module, filter author, and filter name as you did before.
The SQL statement will be populated in the Database Syntax tab.

6. Add the following string to the end of the SQL statement so that the entire filter string
resembles the one in the image below:

o AND
WKORDER.WO_EMP_CD="%
LOGGEDINEMPCODE%’

o This is an example of a
field that has a special
function when used in
Dashboard filters. When
either
‘%LOGGEDINEMPCODEX%’ or
‘%LOGGEDINUSERID%’ is
added to a Dashboard
filter, the system
automatically replaces
those strings with the Work
Employee Code or Login ID
of the currently logged in
user, respectively.

Moving to Lucity Web

5& Acquire Filter: (=]
Program: [WM(QWMmager v] Componert: [Wodd}ders ']
Use or Modify an Edsting Filter:

Fitter Author Fitter Name
Existing Filter: | v| | v|

Database Syntax
SELECT * FROM

WHKORDER WHERE (WKORDER.WO_STAT_CD < 950 AND WKORDER.WO_CAT_TY IN
(Facilties', Facility Building’, "Library Facilityy AND WKORDER.WO_EMP_CD =
"LOGGEDINEMPCODE™Y)

Select reserved word: [ Select A Reserved Word -
Select table name: [WmHDEH ']
Select column name: [ Select A Column Name -
Help

Roll aver an item to see dynamic help.

o
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A list of all reserve words is included at the end of this section. The Select Column Name helps you
find the field name that you want to match up to the reserve word. In the example above, the
WKORDER.WO_EMP_CD is found in the Select Column Name by finding Lead Worker.

The Select table name may have two or more tables together if they are properly joined. To join two
tables, the Filter needs to be modified.

Example 1: WKORDER INNERJOIN WKWOTSK ON WO_ID=WT_WO_ID WHERE ... would bring in both the
WKORDER (the main Work Order table) and WKWOTSK tables (the Work Order Subtask table).

Example 2: WKORDER INNERJOIN WKRESRCE ON WO_ID=WR_WO_ID WHERE... would bring in both the
WKORDER and WKRESRCE table (the Work Order Resources table).

7. Add the following two Data drills using the above filter:
o Open Work Orders by Status then Problem

[ = [ =

£, Add Drill Down =2 =R (~== £, Add Drill Down =2 =R (~==

Table Mame Table Mame

| WKORDER - | WKORDER -
Column Mame Column Mame

| Status Text (WO_STAT_TY) - | Problem Text (WO_PROB_TY) -

o Open Work Orders by WO#

£, Add Drill Down =|I=R|FT
Table Mame
| WKORDER v

Column Name
| Work Order # (WO_NUMBER) v

8. Add a second frame for “Site Tree”; begin the Asset Hierarchy Tree at the Site Inventory level.

9. Save the Template.

Note: Make sure you include any links that you want inside the template if you want all of
the recipients to have the links.
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Applying Templates to Users

Now that you’ve successfully created a Template, we’ll go over the steps to apply that template to a
new user.

1. In the Dashboard/Preferences, add Jen Rollon as a new user.

o Select the Users radio button and click the Add button.

o In the Settings dialog, select “Jen Rollon” from the Name dropdown list.
2. Select “Facility Lead Workers” from the dropdown list.
3. Click the Apply Template button in the bottom left corner.

o The Frames and Data drills found in the “Facility Lead Workers” template will be added
to Jen Rollon’s Dashboard settings (see image at bottom of page).

4. To see these settings, run the website, logging in as Jen Rollon.

Applying Batch Templates

You can apply Templates to multiple users at a single time by using the Apply Batch Template function.
We’ll go over a specific example in a few moments, but first we’ll modify the existing “Facility Lead
Workers” template.

1. On the Dashboard/Preferences, click the Apply Batch Template button. The Apply Template
dialog will appear.

Users [ Users For Template Template
Template Applied acility Le

_ Luctty Inc. (Lucity) Administrator
Pinkston, Don (Don Finkest...

Hemandez, Juan {Juan Her...
Rollon, Jen {Jen Rollon) Facility Lead Worker
Roland. Mick (Mick Roland) Facility Lead Warker

M

® Bsting Users O New Users | Apply Template | | Reapply Templates | [ Preview Template | | Close |

2. The radio button for Existing Users is the default. This shows every user who currently has had
a Dashboard defined.

3. From the “Users” column, select Jen Rollon and Nick Roland. They’ll be added to the “Users
for Template” list by highlighting them and then hitting the move to right arrow.
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4. Highlight “Facility Lead Workers” in the Template list and click Apply Template. The following
message will appear. It informs you that this process will overwrite the Dashboard settings
for the selected users and apply the Template settings. Click Yes to continue.

_ This will overwrite all selected users dash board settings and apply
i ternplate settings. Are you sure you want to do this?

LY J[

5. Now, select the New Users radio button. Users without Dashboard settings will be displayed in
the list.

6. From the “Users” column, select Jimmy Washington. He’ll be added to the “Users for
Template” list.

7. Highlight “Facility Lead Workers” in the Template List and click Apply Template. The above
message will appear. Click Yes to continue.

8. Now, run the website logging in as Nick, Jen, or Jimmy to view the Dashboard page.

Users For Template

Template Applied
_ Lucity Ine. (Lucity) Administrator
PFinkston, Don (Don Finkest....

Hemandez, Juan {Juan Her...
Rollon, Jen (Jen Rollon) Facility Lead Worker
Roland, Mick {Mick Roland) Facility Lead Warker
Washington, Jimmy (Jimmy ... Facility Lead Warker

@ Edsting Users ) New Users Apply Template | ‘ Reapply Templates | | Preview Template | | Close

You will notice that after applying the template the Template Applied Column is filled in. This will
help you if you ever want to update this template and reapply it to the same users.

Setting up Shared labs - Version 14r2/15

Shared tabs allow you to create a single dashboard tab and then assign it to a group of users. Unlike a
template once a shared tab is applied all changes to the shared tab will immediately appear on each
related user’s dashboard (this requires a refresh). These tabs can be applied to any dashboard or
template.

This allows individual users to have custom dashboards, while giving admins the ability to provide
groups of people a specific set of information.
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Creating Shared Tabs
Use the following steps to create a shared tab:

1. Open up the Dashboard/Preferences dialog and switch to Templates at the top.

53! Dashboard/Preferences

() Users @ Templates

2. Click the Manage Shared Tabs button that
appears near the bottom right.

it
; :

Apply Batch
Template

Manage Shared
Tabs

| Hep [ Cow

3. The following pop-up will appear

&, Manage Shared Tabs ESEEEE]

Sharable Dashboard Tabs Users Users that selected tab applies to
Work View User
_ Lucity Inc. (Lucity)

Hemandez, Jesus (Jesus Hemandez) Hemandez
Roland, Mick (Nick Roland) i Foland
Rollon, Jen {Jen Rollon) Rollon

Washington, Jimmy {Jimmy Washington) | Jimmmy Washington

© Ut Dt © Uit Do © Trses
Help

Roll over an item to see dynamic help.

4. The pane on the left contains a list of all the shared tabs. Click the New Tab button at the
bottom left. The Add Dashboard Tab dialog will appear.
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5. You’ll follow the same steps to add Frames and Data drills for shared as you did for individual
users and templates: Add a Dashboard Tab, then a frame, then click add and choose Data Drill.
Then, in the Data drills dialog, click the Acquire button. We’ll re-use the filter example on the
following pages.

m

Name |
Enable Refresh Rate: (30 | (seconds)
Frames
Mobile
E:::: For Web For Mobile Cffline

Support

Delete

TSN

oK |

6. In the Acquire Filter dialog, select the module, filter author, and filter name as you did before.
The SQL statement will be populated in the Database Syntax tab.

7. Add the following string to the end of the SQL statement so that the entire filter string
resembles the one in the image below:

o AND WKORDER.WO_EMP_CD="%LOGGEDINEMPCODE%’

o This is an example of a field that has a special function when used in Dashboard filters.
When either ‘%LOGGEDINEMPCODE%’ or ‘%¥LOGGEDINUSERID%’ is added to a Dashboard
filter, the system automatically replaces those strings with the Work Employee Code or
Login ID of the currently logged in user, respectively.

Notes:
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,é Acquire Filter: (22 |
Program: [Work Order Manager w | Component: | Wark Orders "]

[7] Use or Modify an Bxsting Fitter:
Filter Author Fitter Name
Existing Filter:

Database Syntac

SELECT * FROM
WKORDER WHERE (WKORDER.WO_STAT_CD < 950 AND WKORDER.WO_CAT_TY IN
(Facilties’, "Facilty Building’, ‘Library Faciity) AND WKORDER.WO_EMP_CD =
*LOGGEDINEMPCODER)

Select reserved word: [Select A Reserved Ward v]
Select table name: [WKDF{D ER "]
Select column name: [Selec:t A Column Name: "]
Help

Roll over an item to see dynamic help.

ok J[ Concd |

o Alist of all reserve words is included at the end of this manual. The Select Column
Name helps you find the field name that you want to match up to the reserve word. In
the example above, the WKORDER.WO_EMP_CD is found in the Select Column Name by
finding Lead Worker.

o The Select table name may have two or more tables together if they are properly
joined. To join two tables, the Filter needs to be modified.

o Example 1: WKORDER INNERJOIN WKWOTSK ON WO_ID=WT_WO_ID WHERE ... would
bring in both the WKORDER (the main Work Order table) and WKWOTSK tables (the
Work Order Subtask table).

o Example 2: WKORDER INNERJOIN WKRESRCE ON WO_ID=WR_WO_ID WHERE... would
bring in both the WKORDER and WKRESRCE table (the Work Order Resources table).

Notes:
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8. Add the following two Data drills using the above filter:

o Open Work Orders by Status then Problem

ra

£, Add Drill Down

Table Name

(o= ==

| WKORDER

)

Column Name

| Status Text (WO_STAT_TY) -

=

[

£, Add Drill Down =|I=R|FT
Table Mame
| WKORDER v
Column Name
| Problem Text (WO_PROE_TY) -

=

o Open Work Orders by WO#

£, Add Drill Down

Table Mame

[=][E ==

| WKORDER

)

Column Name

| Work Order # (WO_NUMBER) v

-

9. Add a second frame for “Site Tree”; begin the Asset Hierarchy Tree at the Site Inventory level.

10. Save the Template.

Note: Make sure you include any links that you want inside the template if you want all of
the recipients to have the links.

Assigning Shared Tabs

Once you have created your shared tab we need to assign it to some users.

1. Back on the Manage Shared Tabs dialog select the shared tab in the left pane.

2. Now in the middle pane find some users to apply that tab to.

Notes:
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o This pane defaults to a list of Users with Dashboards. However it can also show Users
without Dashboards and Templates. If a shared tab is applied to a user without a
dashboard the system will create a dashboard for the user and then assign the shared
tab to their dashboard.

A Manage Shared Tabs

Sharable Dashboard Tabs
Wark View
NewTab | [ EdtTab |
Help

Roll aver an item to see dynamic help.

Lucity Inc. (Lucity)

Hemandez, Jesus {Jesus Hemandez)

First Name
Lucity Inc.

Last Name

Hemandez

Foland, Nick {Mick Roland)

Roland

Rollon, Jen {Jen Rollor)

Rallon

Washington, Jimmy (Jimmy Washington)

Jimmy

‘Washington

@ Users with Dashboards () Users without Dashboards () Templates

)

[=ErEE]
Users that selected tab applies to &
Lucity Inc. (Lucity)

Save Changss | [ Close |

3. Select Nick Roland, and Jen Rollon in the users list and click the E] button.

4. Their names will now appear in the right pane.

o The right pane displays a list of all users that the shared tab is currently applied to.

Sharable Dashboard Tabs
Work View

[ NewTab || EdtTab |
Help

Foll over an item to see dynamic help.

Roland, Mick (Mick Roland)

Rollon, Jen {Jen Rollon)

Washington, Jimmy (Jimmy Washington)

Nick

Jen

User First Name: Last Name:
Lucity Inc. (Lucity) Lucity Inc.
Hemandez, Jesus (Jesus Hemandez) | Jesus Hemandez

Roland

Rollon

Users that selected tab applies to

Lucity Inc. {Lucity)
Roland, Mick {Nick Roland)
Rollon, Jen {Jen Rollon)

@ Users with Dashboards () Users without Dashboards () Templates

Prr— —

5. Click Save Changes. The tab is now added as the last Dashboard Tab on their Dashboard.

o Any changes made to tab after this will be reflected on Nick and Jen’s dashboards.

Moving to Lucity Web

28



Security Settings

All users with login names established in the Lucity Security.exe can access the Ul Admin program;
however, in order to perform certain functions the following permissions will need to be granted.

Dashboard

These permissions can be found in the General - Dashboard and User Preference section.
Permission Name Purpose Setting
Change Default Allows you to change the color settings on your dashboard. | Off
Application Colors This does not impact changing the Font size. The user

always has the ability to edit the Font size

Change Help URL Allows you to change the URL address for the help On
documentation. This should only be enabled for
administrators.

Edit Own Record Allows you to modify your own Dashboard page. On

General - Edit Allows you to modify anyone’s Dashboard settings. This On
should only be enabled for administrators.

Manage Dashboard Allows you to modify Dashboard Templates and assign Off

Templates Templates to Users. This should only be enabled for

administrators.

Web Forms

These permissions can be found in the General - System Configuration section.

Permission Name Purpose Setting

System Configuration Allows you to perform administrative functions such as On
creating custom forms and grids, adding forms to menus,
adding users to the Dashboard, etc.

Assign Windows Allows administrators to assign Windows domain accounts On
Accounts to Lucity user accounts (used for integrated security).

More Practice

Practice setting security permissions for the following individuals:
o Juan Hernandez (#38) - Supervisor
o Jen Rollon (#77) - Lead Worker
o Jimmy Washington (#1101) - Lead Worker
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Filter Reserve Word list and Definitions

'‘%LOGGEDINUSERID%' - This maps to the Initials field in the USER_INFO table. When this string is used
in a filter, the system automatically replaces it with the Lucity Login ID of the currently logged in user.

'‘%LOGGEDINEMPCODE%' - You must own Work to use this string. It maps to the EM_EMPL_CD field in
the WKUEMP table. When this string is used in a filter, the system automatically replaces it with the
Work Employee Code of the currently logged in user. In order to use this string, the Logon ID
(EM_EMPLID) needs to match the employee's Initials in USER_INFO and the employee record needs to be
active.

'‘%FISCALYEAR%' - You must own Work to use this string. It uses the current fiscal year from the
Planning and Budgeting, Fiscal Year module in the Desktop application.

'‘%CURRENTYEAR%' - Inserts the current calendar year.
'‘%CURRENTQUARTER%' - Inserts the current quarter.
'‘%CURRENTDAY%' - Inserts the current day.

'‘%CURRENTWEEK%' - Inserts the current week. There is also a %CURRENTWEEK1% through
%CURRENTWEEK7% allowing users to set the starting day for the current week with 1=Sunday and
7=Saturday. %CURRENTWEEK% = %CURRENTWEEK1%

'‘%FIRSTHALFOFTHEMONTH%' - Inserts the first half of the month (days 1-15).
‘%SECONDHALFOFTHEMONTH®%' - Inserts the second half of the month (days 15-31).
‘%CURRENTMONTH%' - Inserts the current month.

'‘%ONEWEEKAHEAD%' - Inserts the next week.

‘% TWOWEEKSAHEAD%' - Inserts the next two weeks.

'‘%ONEWEEKAHEADANDBEFORE%' - Inserts the next week plus previous timespan. For example, you
may use this string to query for all existing open work orders as well as those that are open/due in the
next week.

‘% TWOWEEKSAHEADANDBEFORE%' - Inserts the next two weeks plus previous timespan.
‘%PREVIOUSYEAR%’, ‘%PREVIOUSMONTH%’, ‘%PREVIOUSWEEK%’ and ‘%PREVIOUSDAY%’ also work.

‘UBLAST(X,Y)%’ - Inserts a range of dates (X) going backward in time starting a given number of days (Y)
prior to the current date.

'‘%BNEXT (X,Y)%' - Inserts a range of dates (X) going forward in time starting a given number of days (Y)
following to the current date.

‘%TODAY%’ - Inserts today’s date

Note: When using the reserved words above, make sure that you enter them in all uppercase
letters and enclose them in percent symbols (%) and single quotes ().

Restrictions: Dashboard filters cannot contain ORDER BY clauses. The program will strip out the ORDER
BY clause if you try to use one. Additionally, if you are using a Filter to access the Desktop application,
be sure that WHERE clauses are in uppercase. This is required for the desktop app.

This list has grown over time and will continue to grow. Please see the Lucity Administration manual
for the latest list (and examples of each). Search on Reserve Word.
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Dashboard Layout - Version 15r2/16/16r2

Everything is still there with 15r2/16/16r2, we have simply rearranged things slightly with the goal of
making things more intuitive.

Application Tabs App Toolbar User Pane
‘ \ I—'E:J e c.? g Semones, Jonatha]
0 o
|

Enter Edit Mode [

| | | I

{'l' All WOs (1564) Work Order Resource #

All Open WOs (87628)

Work Orders.

Lead Worker (5) Requests

Application Tabs
A row of tabs runs across the top of the tool. Each tab is an open Dashboard, or View. Click on a tab to
switch to it and display its contents. Users can open an unlimited number of application tabs.

Home Tab Displays the current user's dashboard. This tab cannot be closed and is always the
left-most tab.

Other Tabs Other tabs display views into different modules and timesheets. These tabs can be

closed by clicking the e

Note: For Administrators these tabs can also display other user's dashboards for
review and editing.

+Add Tab Allows users to open another application tab. They can pick from a list of Favorites,
Recently opened views, an organization defined Menu of views, or the Modules
menu.

Application Toolbar

These are tools that appear at the top of the program. They provide information and quick access to
different parts of the Lucity program.

Icon Tool Description
LLLY Work This button launches the Work Order Scheduler. The Work
— Scheduler Order Scheduler allows users to manage work orders in a
calendar view.
Webmap The Web Map icon launches the Web map in a new browser
window.

Time Sheet  The Time sheet button launches the Time sheet or provides a
drop-down list of time sheets if multiple options are available

@0
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to the user.

9 Links The Links icon displays a drop-down list of links to web content
c outside Lucity Web.

; Notifications Displays a drop down list of all the notifications the user has
received during the current session.
A number will appear over the icon indicating how many
notifications there are.

Click the X next to a notification to dismiss it.

Help The Help icon provides a drop-down list of help options,
@ including:
" Lucity Help - Launches the Web Help Guide.
" Lucity Help Portal and Search - Launches the
Lucity Help portal to view/search all the help guides.
" About Lucity - Displays the product version and
service pack being used.
" E-mail Support - Starts an email to Lucity
Support.
" Lucity on the Web - Launches the Lucity
Support Center, a Webex support session, or
Lucity.com.

User Pane

The User Pane provides user and admin options and tool. It
is opened by clicking on the user's name in the top right
corner of the screen.

Create New...

Power Tools

Change Password
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User's Name

Users Email Address

Default Group

Employee Code

Login ID

Tools

User information

Shows the user's last and first names.

Identifies the email address linked to the user. This relationship is
established in the Security program.

Indicates the Default Rules Group to which the user is assigned. Some
parts of the application will display differently based on this group and
the current settings.

Displays the employee code linked to the user's login. This relationship is
established in the Work Flow Setup > Employee module.

Displays the username for the current user.

x Troubleshooting Provides the following tools:

Send Server Logs - Enables the user to export Lucity server logs via
email to an address he or she designates. Emails sent this way are
generated by the system and provide no information about who is
sending them. Because the email will not indicate whose logs they
are it should not be emailed directly to Lucity Support.

View Licenses in Use - Lists the licenses the current user is using.
(Does not appear if you use ELA or Name User Licenses)

Send Data Statistics - Allows users to manually send data statistics to
Lucity.

Clear Local Preferences -

1 This tool requires the Lucity Apps > Lucity Web > Email Rolling
Log permission.

Closes the user pane.

@+ &0

Admin Controls

Allows admins to open another user's dashboard, a shared tab, a
group of shared tabs, or a timesheet. The admin can then view
these objects or modify them.

Allows admins to create a new dashboard, a new shared tab, a new
shared tab group, or a new timesheet.

Provides admins tools to Manage Shared tabs and Assign Links.

1 These tools require the Admin > Lucity App Admin > Run permission.

~
o

User Controls
r
E (o) ]
L

L$)

Moving to Lucity Web

Enables the user to change his or her Lucity password.

This option only appears if the user is logged in using
application authentication (not Windows authentication).

The settings tool enables individual users to customize colors and
font sizes for themselves within the web application.

1 This tool requires the Lucity Apps > Lucity Web > Change
Default Application Colors permission.

Disconnects the user from the application and ends the session.
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Creating Custom Dashboard FPages - Version 15r2/16/16r2

To create custom dashboard pages for yourself or any other staff member, you must first have the
proper permissions.

Modules View | Pemissions View |
Modules: Pemissions:
-] Admin Allow Access to Beta Features
|:| Electric Chaljge Defauh Application Colors
D Equipmert E-Iu-ﬁll Rolling Log
"DGE”E'E" View Module Tab
=-[C]GIS
=] Lucity Apps
-..[”| Dashboard
IR Lucity Web

To run Lucity Web (which includes the Dashboard), all users will need to have Run permissions for
Lucity Web.

To make edits to individual dashboards, the user will need to have permissions to
e Edit Own Record (this gives them permissions to modify their own dashboard)
e General Edit (this gives them permissions to modify other’s dashboards)

e Allowed to Configure Plugin with URL (if they are using the URL dashboard to set up SSRS
reports or something similar).

Once permissions are setup, logging in to create custom Dashboard Pages will be just like logging into
the Web application. If the user has rights to modify their own dashboard or other’s dashboards, then

Enter Design Mod
they will have the “Enter Design Mode” button in the upper right.

Notes:
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By clicking the Enter Design Mode, the dashboard changes as shown below:

% Q @ A @ JUAN HERNANDEZ
~ A Fa D
(=X R |
e+ Open Requests by Problem then Asset (7331) G4+ Open WOs by Lead Worker and Status (76416)
& 4+ Open Requests by Status then Asset (7331) & 4+ Open WOs by Status and Lead Worker (76416)
& 4+ Open Requests by Status then Problem (7331) G 4+ Open WOs by Status then Main Task (76416)
& 4+ Open Requests by Request # (7331) G 4+ Open WOs by Status then Problem (76416)
& 4+ Open Requests by Asset then Problem (7331) G 4+ Open WOs by Lead Worker then Reason (76416)
G 4+ Open Work Orders by WO # (76416)
&
\ v
' y
=2 | ||lG%
G %+ () Facility Buildings (31) G % Work Orders
=
” G b Requests
v

This is a true What You See is What You Get (WYSIWYG) design platform.
A mix of buttons and symbols allow users to make modifications.
First the buttons:

Add Plugin

- Allows users to add additional Plugins to the selected frame.

Add Frame g Allows users to add additional Frames to the selected Dashboard tab.

Add Tab

- Allows users to add additional Dashboard Tabs.

Manage Tab Group

- Allows users to control which Shared Tab Group is assigned to the dashboard.

Exit Dezign Mode

- Allows users to exit the Design Mode. It is important to note that all modifications
made while in Edit mode get applied immediately (Exit Design Mode is not a “Save Changes function”).

Now the Symbols:

c,; This is an edit symbol. When this is selected, Lucity will open up the editing dialog for the
related component. Once in edit mode, the system works very similarly to Version 14r2/15.

$ This is a Reorder symbol. It allows the user to move the selected feature around in the tab or
frame.
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With this information, a user can quickly create new Dashboard Tabs, new frames, new plugins or make
whatever changes are needed.

To demonstrate it, we will create the same Dashboard we did for Release 14r2/15 for Nick Roland.

Open a Dashboard for Editing

a. Click on Juan Hernandez (in the User Pane) and then hit Open

) JUAN HERNANDEZ

test@Ilucity.com
38
jhernandez

b. Select the User’s Dashboard icon

Shared Tab Group

8 User's Dashboard ﬁﬁ Shared Tab

(|
0 Timesheet

c. Select Nick Roland from the list

%% Shared Tab

Shared Tab Group

Timesheet

INick

PETERS, NICK CAR, NICK CROSSLAND, NICK
118 181 342

WORTH, NICK ROLAND, NICK
60 nroland

oo o @ (O
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d. You will see Nick’s Dashboard appear as an Application Tab.

J[‘ |UC|1'y . Q . A @ JUAN HERNANDEZ

BN RoLanD, Nick () g

Enter Design Mode

e. Open that Tab and Enter Design Mode
‘Jr |UC|1y 2a S A @ JUAN HERNANDEZ

(Home | 40) +

Exit Design Mode

Add a new Tab

a. Use the button

b. Select Create a New Tab

. |
EIEI Create a New Tab F%'ti Copy Another Tab ﬁﬁ Add a Shared Tab
= =] &R
x
4

c. Call the Tab “Open WOs for Nick”

«

Add Tab

Name:

Open WOs for Nick

Auto Refresh Rate (in minutes):

never

M Is Shared

Cancel

Notes:
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Add a new Frame

Add F
a. Use the button

b. Select Create a New Frame

Add Frame

E Create a New Frame “ Copy Another Frame
x

c. Name the Frame: “Nick Roland’s Open Work Orders”
-

Add Frame

Name:

Nick Roland's Open Work Orders

M Span Frame

M Open in Desktop instead of Web
M Visible on Web
M Visible on Mabile

H Mobile Offline Support

Cancel Save

a. Span Frame - Leave blank (for No)
b. Open in Desktop instead of Web - leave blank

c. Visible on Web - leave checked (for Yes) - You can tell in the frame if this is active if

d. Visible for Mobile (Your preference) - this allows this frame to be sent to the mobile
device for Nick when he logs into his tablet. You can tell in the frame if this is active if

the symbol appears next to the frame’s title.

the symbol [_=_1 appears next to the frame’s title.
i. Mobile Offline Support - not an option if it is not visible for Mobile.
e. Hit Save (this closes the dialog)

Ll &

[ Home |[GEELEENTING] +

(Z “* Open WOs for Nick

Ge Open Work Orders e0

LULRED

Add Plugin

Add Frame
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Add a new Plugin

Add Plugin
1. Use the button.

2. Select Create a New Plugin

Add Plugin

Create a New Copy Another
Plugin Plugin
m Create Plugin
)

3. Select Plugin Type.
Add Plugin

Create a New Copy Another
Plugin Plugin
Create New

Create Plugin
7

Data Dirill

Asset Hierarchy

Tree RSS Feed URL

Quick Lookup . Crystal Report

Notes:
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Data Drills
1. Give the Data Drill a name: “Open Work Orders by Status then Problem”

+

Add Data Dirill

Name:

Open Work Orders by Status then Problem

Filter:

Drill Downs:

Moving to Lucity Web

40



2. Acquire Filter

Acquire Filter

Selected Module: [Work Orders (48) | ~
vl Use Existing Filter

Filter Author: gV E M Nick Roland Open Work Orders 4

Current Filter: Select * from

WKORDER WHERE WKORDER WO_STAT_CD < 950 AND WKORDER.WO_EMP_CD ='77"

Select Reserved Word:| Select a Word v
Select Table Name: WKORDER v
Select Column Name: |Selected a Column Name v

3. Test “Where” to make sure that the filter is acceptable to the program

¥

The filter is valid, and returns: 7 records

4. Hit OK on the Acquire Filter Dialog
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5. Add Drill Downs

'
Select Table Name: [WKORDER v
Select Column
| Status Text (WO_STAT_TY) v
Name:

Drill Downs:

WKORDER - WO_STAT TY
WKORDER - WO_PROB_TY

6. If you want to open up a specific view for Work Orders when Nick launches the web view, then
select it using the “Select Custom View”

Select Custom View

Eval Work Order Complete v

7. Save the Data Drill

i Open WOs for Nick

o ~
(R
& <+ Open Work Orders by Status then Problem
(7)
y

Add Frame

8. Add additional Plugins as necessary.

9. Exit Design Mode.

Now we will Create Dashboards and/or Frames to show how the other 5 Plugin types work. No more
screen shots will be shown unless they have not yet been displayed.
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ASSET HIERARCHY TREE
1. Add Frame named “Site Tree”
2. Add a new Plugin and Create New Asset Hierarchy Tree
3. Add Asset Tree

L

Add Asset Tree

Selected Module:

Filter:

Select Display Option

Show Code Only

Cancel

4. Select Module

‘Search

=k Fleet
=k Plant/Equipment
== Facility
== Sites
Site Inventory (477)
=k Buildings

Cancel
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5. Acquire/Create Filter - In this case we will select a pre-defined filter called “Nick Roland’s
Responsibility”

6. Select Display Option (new for Version 15r2/16/16r2). Users can now select to Show Code,
Show Text or Show Code and Text

+

Add Asset Tree

Selected Module:

Facility Sites (477) _

Filter:

EFSITE WHERE EFSITE.ST_SUPERV ="Nick
Roland'

Select Display Option

Show Code and Text

7. Save

Notes:
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QUICK LOOKUP

1. Add Frame named “Quick Lookups”

2. Add a new Plugin to Create New Quick Lookup Plugins and fill out information as shown

+

Add Quick Lookup

Caption to Show on the Dashboard:

Work Orders

Selected Module:

Work Orders (43) _

3. Add as many lookups as you want.

Notes:
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CRYSTAL REPORT

1. Add Frame named Crystal Report

2. Add a new Plugin to create new Crystal Report Plugins

=

Add Report

Selected Module:

Report Name:

Monthly Open Work Orders Chart by Status/Task W

Filter:

WKORDER WHERE (WKORDER.WO_STAT_CD <
951) AND (WKORDER WO _SUPR_CD = '77")

® Basic View
First 20 Pages

® Linked Report
A link that opens the first 20 pages in another tab.

O Advanced View

Display one page at a time, but not limited to the first 20
pages.

M Set Dimensions

Moving to Lucity Web

46



Select the module and the Report that you wish to have displayed
4. Acquire the filter, if desired
Choose Linked Report if:

e You wish to have the report only show up as a hyperlink. Then, when the report name is
selected, it will open a new web window and show the results of the report in that window.

e Leave this checked off if you wish for the report to display immediately in the frame. This
may mean that the frame takes more time to refresh as it has to run the report each time
the frame is refreshed.

OR choose Basic View verses Advanced View. (Took the place of PDF versus HTML report)

7. Set Dimensions: This is used if you want to only allow the published report in the frame to be
in a size smaller than the frame. This may be helpful when publishing a landscape report into
a non-spanned frame or other time when the frame size may limit a standard size Crystal

report. When selected the Width and Height fields appear. Simply change the width and

height to the desired settings.

Width Height

Notes:
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RSS FEED

RSS Feed plug-ins display RSS feeds from other web sites in the Frame, such as those that provide
weather or news reports. Users can add multiple RSS feeds to a single frame. RSS is a family of web-
feed formats used to publish frequently updated content, such as news stories, blog entries, and
podcasts, in a standardized manner. An RSS document, called a feed, contains either a summary of
content from an associated web site or the full text.

1. Add Frame named “RSS Feed”
2. Add a new Plugin to create new RSS Plugins

3. Type in the name of the RSS feed into the URL edit box (the example shown is from National
Public Radio: http://www.npr.org/rss/rss.php?id=1001

+

Edit RSS Feed

URL:

http://www. npr.org/rss/rss. php?id=1001

Maximum

¥ Display Title
¥ Link Title

4. Maximum - Maximum controls the maximum amount of items displayed by a feed. Some Feeds
offer many items, which could clutter the dashboard.

5. Display Title - Each item of a feed has a title and a description. If this is checked on, then the
title of the item will be displayed in the frame.

6. Link Title - Check this on if you want the user to be able to click on the title to launch the web
to open up more information about that specific item.

7. Display Description - This should be checked on if you wish the user to be able to see a short
summary of the item.
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URL Plug-in

URL plug-ins display a link to a web address on the dashboard. This can be used to add a link to the
dashboard, or to embed another website into the frame. This is how you can add SQL Server Reporting
Services (SSRS) reports.

Step 1. Add Frame named “URL”
Step 2. Add a new Plugin to create new URL Plugins

+

Add URL

Display Text:

Lucity Blog

Url Address:

hitp://blog.lucity.com

a. Display Text - The text that will appear as a hyperlink to the specified URL.
b. Url Address - The URL for the web content to link to or display

c. Render URL as Web Page - Allows the content of the URL page to be displayed in the frame. If
this is not checked, then the contents are displayed in another window when the user clicks on
the hyperlink.

Notes:
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Shared [abs & Shared Tab Groups - Version 15r2/16/16r2

The Template concept that Lucity used through Release 2015 has been streamlined to use only shared
tabs and shared groups. A shared tab is a tab that can be shared by one or more users. A shared group
is a group of shared tabs that always have the tabs in a particular order. Only those users with
“General - Edit” permissions will be able to create and/or modify Shared Tabs and Shared Groups.
Once they are created, users can add those Shared Tabs and Groups to their own Dashboard if they
have the “Edit Own Record” permission.

This is a much more straightforward approach to the Templates that were used previously.

Shared Tabs

Shared Tabs are Dashboard tabs that are or can be shared among multiple users. These tabs are
designed to enable administrators to make changes to a tab and apply those changes to all users who
have that tab included on their dashboard.

As an example, let’s create a shared tab that provides quick lookups to Work Orders and Requests.

1. Using the User Pane, click Create New and then select “Shared Tab”
| -

-
8 User's Dashboard %% Shared Tab Shared Tab Group
e Timesheet
¥

You will notice that this new tab immediately shows up in the Application Tab.

Notes:
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2. Give it a name that makes sense. Remember that there might be many shared tabs in your
future so you will want to know fairly easily what is stored in the tab. Also remember that this
is the tab name that everyone who is assigned the tab will see as a new Dashboard tab. Let’s
call this tab “Quick Lookups”

+

Add Tab

Mame:

Quick Lookups

Auto Refresh Rate (in minutes):

Is Shared

Cancel

After hitting OK you see this:

_‘-é_‘J @ @ ; JUAN HERNANDEZ
(%)

Ge SUTCRAIEOORUPS) Exit Design Mode

Notice: This is a shared tab and edits will be applied to multiple users.

Add Frame

3. Assign it to users.

e Select the Manage Users button .

Notes:
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e The “Manage Users for:” dialog opens and shows no users currently assigned.

Mianage Users for: Quick Lookups

® Users Currently Assigned O Users Not Currently Assigned

MName  Initials Department

Mo Records found.

e Selecth the button for Users Not Currently Assigned to show a list of all users.

Manage Users for: Quick Lookups

O Users Currently Assigned [®iusers Not Currently Assigned

Initials Department
[1aaa a
[] Baisden, Assunta abaisden Fleet
[ Carroway, Amado acarroway Parks Maintenance
[ Culligan, Alonso aculligan Water Plant
[] Dawis, Adam adavis
[] Lorenzen2, Aaron ADL
[ Forristal, Alex aforristal Streets
[ Fowles, Andrea afowles
[0 Fox, Allison afox Compliance
[] Freeman, Aaron afreeman Water Plant
[0 Givhan, April agivhan Pavement Markings
[ Hagood, Abraham ahagood Street Lights
[] Harton, Alex aharton Operations
[ Knapp, Ashley aknapp Pavement Markings
[ Kniaht. Austin | zkniaht | streets

e Select the staff that you wish to have this Shared Tab by checking the box next to their
name. When you have selected all the users you wish to assign to this tab, click on the
Assign Selected Users button in the lower right corner.

As soon as you Assign the Shared Tab to one or more users, then the users should be able to view these
tabs once they refresh their dashboards. They automatically set the new dashboard tab at the end of
their current list.
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Shared Tabs with Reserved Words

These Shared Tabs can be very beneficial when the Filter Reserve Lists are used. As an example, a drill
down can be quickly created to show all open work orders for the logged in person.

1. Create a new Shared Tab

¢ Go into Design Mode

e Select Add Tab

e Select Create a New Tab

e Name the Tab - Open WOs Lead Worker, check the “Is Shared” box
2. Add Frame into the Open WOs tab

e Select Add Frame

e Select Create a New Frame

¢ Name the new frame “Open WOs”
3. Add drilldown to Open WOs frame

e Select Add Plugin button

e Select Create a New Plugin

e Select Data Drill

e Name the new Data Drill “Open WOs”

e Create Filter to find Open WOs (WO_STAT_CD < 950) and where the Employee Code
(WO_EMP_CD) matches the employee code of the logged in user.

Acquire Filter

Selected Module: |Work Orders (48) N scicct Module ~
vl Use Existing Filter
Filter Author: [Show All__ v|Filter Name: | Select a Filter v|

Current Filter: Select * from

WKORDER WHERE WKORDER.WO_STAT_CD < 950 AND WKORDER.WO_EMP_CD = "%
LOGGEDINEMPCODE%'

Select Reserved Word:|Select a Word v
Select Table Name: WKORDER v
Select Column Name: |Selected a Column Name v
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This filter can easily be changed to use Supervisor instead (WO_SUPR_CD).
e Add drill downs that make sense to you

e Select a Custom View

Lucity will automatically convert Dashboard tabs from a version earlier (Release 2015 and previously)
to the format that it needs for Version 15r2/16/16r2 and beyond.

Notes:
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Shared Groups

Shared Groups are a set of shared dashboard tabs that are displayed in a specific order. We have had
several system administrators ask us to include this. Each Shared Group has a specific name and each
user is allowed to have one Shared Group associated to their dashboard.

For example, you might want all of your lead workers to have the Open WOs dashboard tab and the
Quick Link tab in that order. To provide this you link the two tabs together as follows:

1. Create New Shared Group
e From the User Pane, select Create New and then select Shared Tab Group.

e Give the Group a name: ACT Shared Group
You will notice that the new group appears as an Application Tab, just like a user would.

2. Add the Shared Tabs to this Group
e Select Add Tab

e Select Add an Existing Shared Tab (or any of the other options as needed)
| E—a

Create a New Shared Add an Existing
ﬁﬁ Tab ﬁﬁ Shared Tab

= =

Copy an Existing Tab

e Add Open WOs Lead Worker
e Add Quick Lookup

e Make sure that they are listed in the order that you want them

Q (;9 A JUAN HERNANDEZ

(Z % OpenWOsLead Y]

Worker Notice: This is a shared tab and edits will be applied to multiple users.
G % Quick Lookups

(Z < Open WOs 0o

G 4+ Open WOs (0)

Add Plugin

Add Frame
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3. The “Manage Users for:” dialog opens and shows no users currently assigned.

Manage Users for: ACT Shared Group

® Users Currently Assigned O Users Not Currently Assigned

Name | Initials | Department
No Records found.

4. Selecth the button for Users Not Currently Assigned to show a list of all users.

Manage Users for: Quick Lookups

O Users Currently Assigned {®i Users Not Currently Assigned

Initials Department
[0 a aa a
[] Baisden, Assunta abaisden Fleet
[] Carroway, Amado acarroway Parks Maintenance
[] Culligan, Alonso aculligan Water Plant
[ Davis, Adam adavis
[ Lorenzen2, Aaron ADL
[] Fomistal, Alex aforristal Streets
[ Fowles, Andrea afowles
[ Fox, Allison afox Compliance
[J Freeman, Aaron afreeman Water Plant
[ Givhan, April agivhan Pavement Markings
[ Hagood, Abraham ahagood Street Lights
[] Harton, Alex aharton Operations
[ Knapp, Ashley aknapp Pavement Markings
I Kniaht. Austin | akniaht | Streets

5. Select the staff that you wish to have this Shared Tab by checking the box next to their name.
When you have selected all the users you wish to assign to this tab, click on the Assign Selected
Users button in the lower right corner.

6. Exit Design Mode

If the user already has tabs or shared tabs assigned, then the Grouped Tabs will be located at the
bottom of the list.
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Web Applications - End User Training

In this section, we’ll introduce you to the Lucity Web application. The Web system allows you to
create custom forms to be used online. You’ll use these forms to view, add, edit, and delete Work
Orders and Requests as well as asset and inventory data. You will need to know what the web
application is capable prior to meeting with management and determining what you want each user, or
group of user, to view and manipulate.
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Views, Grids, and Forms

The Lucity Web forms are made up of three main components: Views, Grids, and Forms. To help you
understand how web forms are used, we’ve described these components below.

o Views dictate the overall structure of the online experience and display data in Grid format. A
view can contain a parent grid as well as child grids (these are like the parent modules and
child records in the desktop application).

o Grids are individual components within the Views. They allow you to create parent and child
grids. Each grid can then have a Detail form associated with it. For example, there may be
parent Request grids that contain child grids such as Requestors, Comments, or Tracking
information. There may also be parent Work Order grids that contain child Resources, Tasks,
and Tracking information. Other inventory forms can be arranged in a similar manner.

o Forms are used for adding new records, editing existing records, or viewing details about a
single object. Data in forms is not displayed in a Grid. Forms are launched in a separate
browser window. These forms may be tied to a Grid, or used alone as Request Submittal

|
EQuipment Lnventory X | EQuipme oy View
) Equipment Inventory =
D 3. Y- e @ h o’ @ Equipment Inventory i~ 0 - 1 £13GO > >
Equipment 1D Equipment 1D Text Equipment Type Text Manufacturer Text Model Seriol Number Yeor Depoartment Text  Group Text Are
dL PP A ac o
-
Record — /L, % o A0 Grid
L BANKLICK P/S #1 MOTOR Pumg Motor Banklick 245743152 Wastewatar Qualky
Requests (0) Work Orders (0) PM/Work Template (0) Pacent (2) Dependents (0) Status (0) Equipment Readings (4) Parts (0) Fluid
© ) ) (0) Costs (0) Insurance Costs (0) Hour Rollbacks (0) OtherMeter Rollbacks
Equipment Readings
Date Employee Text Purpose Text Current Rate  Equi 10 Equipment ID Text Last Modified By Last Modified Dal
P9 2212011 Richard Bennect 1.00 BRMOOL BANKLICK P/5 #1 MOTOR Rob
P ~evmnes can o Bvamac asaws 1w nie 31 MOTOR Rob
r #1 M0TC Rob
v e (=)
P Cqp Rec o #1 MOTOR Rob
BINOY! BANXLICK o1 #
-
- F—— z
« Fodngn, %
Total Fiter Records: 125 Total Module Records: 125
Wi 10 e
I =
Previom G Sreviom o P PO
R —— Jo— st Oftvee  Wnrmote fate
PR S— P ot Sty COrerce 0 ser ot
Form
o
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._ -
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o s
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Using Custom Forms and Grids

Almost everything in the web interface is customizable. This allows administrators to setup anything
from a generalized web experience that everybody can use or a specialized web experience for each
group or user. The examples shown in this guide will cover some of that experience, but your agency’s
web setup might be very different. For questions about your specific web setup please talk to your
administrator.

Sample Work Order View

Below, we’ve provided an example of an online Work Order View in Grid format. As you can see, this
particular View displays 10 Work Order records. The data is displayed in columns that have been
customized by the system administrator. This arrangement allows you to quickly and easily find the
records you’re looking for. The buttons above the grid allow you to add records, navigate through the
record set, filter for specific records, and access reports, among other functions.

Work Orders
w =4
o
o A
D 3)- Qv avg h Work Orders 4~ 0 - 1 of 1114 GO » »=
Work Order # Category Text Main Task Text Problem Text Reason Text Lead Worker Text Assigned Crew Text Supervisor Text Status | Status Text Status Date !

New Work Order  7/12/2011

gF PP 0110934 Admin
gF PP 0110932 Admin
gF P 0110932 Admin
gk P 20110331 Admin
gk P 011930 Admin

gF P 01109359 Admin WO.TST3 27T TEST CREW TEST

%)

a

Hew Work Order  7/12/2011

.

Mew Work Order  7/12/2011

,-.J

New Work Order  7/12/2011

.

Hew Work Order  7/12/2011

[N

New Work Order  7/12/2011

gF PP 01109358 Admin WO.TSTO 27T TEST CREW TEST

gF P9 01109357  Admin
4 3
Total Filter Records: 11138 Total Module Records: 11138

[N}

New Work Order  7/12/2011

5

New Work Order  7/12/2011

-

Notes:
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Using the View

The View can display multiple parent and child records in grid format. In our sample Work Order View
there are a number of parent Work Order records.

In the example below, the main Work Order grid contains seven child grids: Location, Assets,
Checklist, Events, Task, Tracking, and Comments. The number of child records in each grid appears
beside the name.

Work Orders
e =
A avyr-a=s B Work Orders 4~ 10 - 1 of 1114 GO » »»
Work Order # | Category Text Main Task Text | Problem Text | Reason Text Lead Worker Text Assigned Crew Text Supervisor Text Status |StatusText | Status Date !
b PP 20110932 Admin 2 NewVorkOrder 7/12/2011
o g NI Admin 2 New Work Order  7/12/2011
{ Locations (0)| Assets (0) | Cheeldist (0)| Events (8) | Tasks (1) Tracking (1) Comments (0)| Requests (0)) Work Orders (0) ] |
b PP 20110930  Admin 2 NewWorkOrder  7/12/2011
b PP 201109259 Admin WO.TST3 2757 TEST CREW TEST 2 NewViork Order  7/12/2011
b PP 110938 Admin WO.TSTO 27T TEST CREW TEST 2 NewVierk Order  7/12/2011
b PP 01109357 Admin 2 NewViork Order  7/12/2011
b PP 20110935 Sewer Pipe 2 NewViork Order  7/12/2011 |

4] ] »
Total Filter Records: 11138 Total Medule Records: 11138

You can sort information in the View by clicking on a column heading, or T
clicking the drop-down arrow beside the Column Filter buttons. There you’ll 0-9
see options to sort by ascending or descending order. The System will support 9.0

multiple column sorts at a time. You can also stretch column widths to see the

) MHone
entire text of a cell.

0-9 Mo Requery
3-0 Mo Requery
Haone Mo Requery
Clear All Sorts

Notes:
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Using the Grids

The parent grids can display multiple child records in grid format. The types of child records included
can be customized by your system administrator. You can click on each type of child record (i.e. WO
Location, Assets, etc.) to access the available child grids. In the example below, the Work Order Task
child grid contains two child records. These child records each display an individual Task record.

‘Work Requests % | Work Orders X

g =3
= & \
D @V awg a Work Orders 4.~ 10 - 1 of 1146 GO » 3=
Work Order # Category Text | Main Task Text Problem Text Reason Text Lead Worker Text | Assigned Crew Text Supervisor Text Status |StatusText | StatusDate Start Date End Date Comr
b PP 0110995  Asmin 2 New Work Order  7/12/2011
e p W09 Admin 2 MewWork Order  7/12/2011
Locations (0)| Assets (2)| Checklist (0)| Events (0)| Tasks (0)| Tracking (1)/ Comments (0)| Requests (0) Work Orders (0)
Assets
Sequence System ID 1 System ID 2 Completion Date Desc 1 Desc 2
P 1 TESTY TEST2 9/9/2008 102 MAINST 5002 MAIN ST
P 2 TEST2 TESTS 9/9/2008 5002 MAIN ST 5008 MAIN ST
db PP 20110993 Admin 2 MewWark Order 771272011

4]

] G
Total Filter Records: 11455 Total Module Records: 11455

Next to each record in a grid, two buttons may appear:

Click the plus sign Eﬂj next to each record to access the available child grids. If the plus sign is green,
the record has a child record. The plus sign will be white if the record does not have a child record.
The number of child records found in each grid type is displayed in parentheses beside the grid name.

Click the folder sign ﬁ next to each record to open that record in a Form. This allows you to see
more detailed information. Most forms also allow users to edit attribute information for a record.

Using the Forms

Each child grid can contain multiple Forms. Forms are used for adding new records, as well as viewing
and editing existing records. By clicking on a listing in the child grid you can access the Forms. Each
Form will be launched in a separate browser window. These forms can be customized by your
administrator and will have different fields available. Changes made to the values in the fields on
these forms will also be reflected in your desktop application and possibly GIS.

You can navigate through the fields on the form by using the Enter key (read-only fields will be
automatically skipped). Or, click with your mouse in the desired fields. You can also use key
combinations of Shift + Enter to cycle backwards through the fields, and Ctrl + Enter for carriage
returns in multi-line text boxes (such as Comment fields).

Notes:
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Several fields on the Detail Forms allow you to use the F5 key to copy a value from one field to

another. These are listed below:

In Requests, from the Phone field to Home Phone, Phone 1 or 2, or Work Phone.

In Work Orders, from the Start Date to the End Date.

In Work Orders, from the Total Cost to the Billing Amount.

In Fleet Travel Log, from the Start Date to the End Date.

| ¢ Edit- Work Order Assets - Google Chrome

D let-w2008r2-01/LUCITYWEBT6/ QuickSubmit.aspx?PID=6158 BlisEdit=truefisChild=truefRID=1157058MID=14 BirefreshKey=Refresh_P6158_AFalse_CTrue_ R1157058:submitt

GOOFCD

Category Odometer Other Meter
41200 |Hydrants g
Asset Type* Asset Rec #* Hourmeter WO Cost
[Water Hydrant [~]ji122 = 0.0
Ilr'_mctiom-—m"ﬂh-'e
Attributes
Descl
Desc 2
Completion Date
Units Unassigned Cost
I 0.00

User 1 User 11 User 21

| = =
User 2 User 12 User 22

| = =
User 3 User 13 User 23

| = =
User 18

[[user2a [T user 25

PM Description

-

m

Using the Toolbar Buttons

The Web toolbar contains buttons that access or perform a variety of standard program functions.

Many of these functions are similar to those found in your desktop application. Place your mouse over

each icon to see the name/function of that particular toolbar button. The following list contains a
brief description of each button.

Icon [ Name Function
E Add Adds a new record. Launches a new window with the Detail Form for the
highlighted record type on the web page.
"-". . | Reports Opens the Reports dialog. These include your organization’s custom
= reports as well as the standard Lucity reports.
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Show in Map

Opens either a web map or your ArcMap project. Zooms in and selects
all assets, X/Y coordinates, and/or addresses found in the selected Work
Order, Request, or child dialog.

Filter

Narrows your search for a specific record or set of records.

Create Work
Order

Generates a work order for the highlighted or filtered Request, Inventory,
or Inspection records. This can create a work order for all records or
one work order for each record.

(o)

Create Request

Generates a work request for the highlighted inventory records.

Create Generates a work pm/template for the highlighted inventory records.
PM/Template
il Uy Launch in Opens the selected record(s) in the Desktop application.
Desktop
Refresh Refreshes the display.

Export Current
View

Allows users to export the data in the current grid (no child grids) into a csv file
which is then emailed to them.

Delete

Deletes all selected records.

P D @O

Toolkit

Opens the Toolkit dialog. Toolkit functions vary by form. i.e. Populate
Completion Dates, Create Work Order with Selected Assets, etc. In the
web there are no right-mouse click tools like in the desktop. All of these
tools have been moved to this Toolkit for the appropriate grid.

Attach an Existing

Record

Attaches an existing inventory record to the selected inventory record.

Detach Selected
Records

Detaches the record from its parent record. This option does not delete
the record from the database.

Open in another
View

Opens the selected data in a new view in the web application.

Subsets This tool allows users to save a group of records for later use. This can
also be used to modify saved subsets.
Documents This tool allows users to upload and attach documents to a record and

then to view those attached documents,

& |02 @ o 2

Editable Grids

This tool is only in the Work Order module. It opens up a page that
displays grids of work order resources for a task. The values in the grids
can be edited quickly.

Work Order Toolbar — Click it here to open the resources related to the
first task in the Task list.

Work Order > Tasks Toolbar — Click it here to open the resources for
the task currently selected in the task list.

Note: When you create a new work order or request the system will open the corresponding
default view in a new tab if one exists. If a default view does not exist, the work order or

request will still be created in the database but will not appear on screen. Instead, a
notation will appear above the grid indicating that the operation succeeded.
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Editable Grids

The editable grid is only for Work Order Task, and allows users to add resources to a work order task,

and edit multiple resources at once. To use this tool go to a work order view and click the button.
The editable grid page will open. There will be a grid for each type of work order resource that was
available for that task.

2014-14537 - Repair ( - )

E 15 valid Employees exist for this category. Employees
Res:

ource Resource Text  Alt Description  Department Text  Class  Group Number  Unit of Measure Text  Default Unit Cost  Units  Time Cost Text  Unit Cost  Total Cost

h 114 valid Materials exist for this category. Materials
Resource Resource Text  Processed by Financials | UPCCode  Alt Description  Department Text  Class  Group Number  Unit of Measure Text  Default Unit Cost  Res Account #
13411 Pipe, DI, 21" Waste Water Collection Foat 28.000 ..5332
0.000
0.000
]

1 valid Fluids exist for this category. Fluids

urce  Resource Text UPC Code  Alt Description  Department Text  Class  Group Number  Unit of Measure Text  Default Unit Cost  Res Account #  Res Proj No - Acct  Units  Unit Cost  Total Cost

23 valid Equipment exist for this category. Equipment

Text  Alt ipti Start Date  EndDate  UOM  Units  Unit Cost  Total Cost  Group Number

0 valid Contractors exist for this category. Contractors

urce  Resource Text  Alt Description  Department Text  Class  Group Number  Unit of Measure Text  Default Unit Cost  Res Account #  Res Proj No - Acct  Units  Unit Cost  Total Cost  Units - Grand Total
|

o To add a resource find the grid it should go in and click the add record E button.
o To edit a resource click in the field to edit and make changes.

o You can use the arrow keys or Tab key to move through the fields in the grid.
o To delete a resource select it in the grid and click the delete record h button.

o After making changes click the save button a to save edits and close the grid. Choosing the
cancel button will close the grid and

Several changes have been made to how this edit functions for 14r2/15 (and 2014 SP1). Now, when
selecting Resources, the user can type into this field directly without having to use the mouse. It uses
a “contains” filter and shows only the first 20 records for the filter. The user can begin typing either
the resource code or text to get the selected records. The user can also now press the enter button.
Notice how in the header of each resource type the system shows how many records exist within the
category.

The tool defaults to the first Work Order Task. If the work order has more than one task, then for
every task but the first task, the user will need to open the task grid, highlight the task on which to

enter/edit resource data and then hit the &4l button to make the necessary changes.
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Reports

This web-tool also works in a different manner than the Desktop Reports tool. Follow the steps below
to use this toolbar button:

1. Click the Reports button 3 to open the Reports dialog. The following window will be displayed:
| Reports s
Report Group:| all ]
Report Mame Report Description
Crew Assignment Report - All Addresses Lists Work Orders grouped by Crew that shows all addresses. =
Employee Hours by Equipment Summary Report Lists employee usage (in hours) by equipment. This report will only evaluate employees and equipment
Employee Usage Detail Details all Work Order Information each employee has been associated with
Employee Usage Summary Report Summarizes Total Cost, Units, and Average Rate per Employee. ‘
Equipment Hours by Employee Summary Report Lists equipment usage (in hours) by employee. This report will enly evaluate employess and eguipment
Equipment Uzage Detail Report Lists Start and End Dates, Cost and Quantity of Equipment along with Task and Work Order Information. 1
Equipment Usage Summary Report Summarizes Cost and Quantity information of Equipment used in Work Orders.
Fluid Usage Detail Report Lists Start and End Dates, Cost and Quantity of Fluid along with Task and Work Order Information.
Fluid Usage Summary Report Summarizes Cost and Quantity information of Fluid used in Work Orders.
Main Task Detail Report Detail of Work Orders and Costs by Main Task
Main Task Summary Grouped by Category Main Task with WO cost grouped by Category.
Main Task Summary Report Count and Total Cost of Work Orders by Main Task
Main Task Summary with Hours Grouped by Category Main Task with WO cost and Employee and Equipment hours grouped by Category.
Material Usage Detail Report Lists Start and End Dates, Cost and Quantity of Materials along with Task and Work Order Information.
Material Usage Summary Report Summarizes Cost and Quantity information of Materials used in Work Orders.
Monthly Open Work Orders Chart by Status/Cat Dashboard report showing all open work orders for the current month by category

Monthly Open Work Orders Chart by Status/Cat/Prob Dashboard report showing all open work orders for the current month by category then problem
Monthly Open Work Orders Chart by Status/Cat/Task Dashboard report showing all open work orders for the current month by category then task

Monthly Open Work Orders Chart by Status/Crew Dashboard report showing all open work orders for the current month by crew

Monthly Open Work Orders Chart by Status/Lead Dashboard report showing all open work orders for the current month by lead worker

Monthly Open Work Orders Chart by Status/Prob Dashboard report showing all open work orders for the current month by problem -
4| | (3

() All Records Filtered Set (») Selected Records

View as PDF  Send to Email  View as HTML * y’ E J

e This dialog displays each report by name. It also lists a brief description of each report, the
report file name, and indicates whether the report is a Quick Report for the current user.

e For Version 14r2/15 a Report Group was added. By selecting a group from the dropdown, the
users will see fewer reports to make selecting the appropriate report quicker. It will always
default to All. Report Groups are defined in the Lucity Admin program in the Reports dialog.

e Note that the reports listed here include your organization’s custom reports as well as the
standard Lucity reports.

2. To limit the record selection included in the report, use the radio buttons as follows:
e All Records - The report will include all records in the module.
e Current Record Only - The report will only include the information on the current record.

e Filtered Set - The report will include all records in the current filtered set. Note: You
cannot run reports on the Filtered Set if the Filter is created on a Comment field.

Moving to Lucity Web 65



3. To view a report, highlight a report nhame and click View PDF or View HTML. The report will be
displayed in a separate window. Note that PDF reports will be limited to 10 pages for 14r2/15.
This value can be increased by changing a setting in an .ini file (check with the Lucity Support team
regarding this change). For 15r2/16/16r2, this value can be modified in the Web Performance tab
of the System Settings option in the Lucity Admin program.

4. To add a new report for 14r2/15, click Add. (for 2015+ please attend the ACT Session Crystal
Reports and the Web). The following dialog will appear:

Note that this dialog does not provide you with a way to upload reports. Reports must be posted to the
web server in the \Reports directory in order to be available online. There you’ll see sub-directories
for \Equip\ and \Work\, other programs. Reports should be placed in the appropriate sub-directories.

If you do not have access to the web server, consult your system administrator.

Add Repart

Report Hame:

Report Description:

Report Filenarme:

=) Standard Report ) Quick Report - all Records |
_ Quick Report - Filtered Set () Quick Report - Current Record Only
Cancel save

e Indicate the report name, description, file name, quick report status, and any limitation on the
record set.

e Click Save when you are finished defining the report. It will be added to the reports list in the
previous window.

5. To edit a report name, description, or designate a report as a Quick Report, highlight a report and
click Edit. The following window will open:

Add Report

Report Hame: |Aging ‘Waork Order Report |

Report Description: Lisks work orders, age, and key data for

work orders that have not been closed.
Based on date created

Report Filename: |‘.«‘.-'Os.-‘xgingWeb.rpt |

(») Standard Report () Quick Report - All Records
() Quick Report - Filtered Set () Quick Report - Current Record Only

Cancel Save

e Click Save when you have finished making your selections.

e Quick Reports are displayed in the drop-down menu beside the Reports button. To access a
Quick Report, simply click on the report name and it will immediately open in a separate
window. Quick Reports are generated as PDF reports and are limited to 10 pages.
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Column Filter

This web-tool works in a different manner than the desktop Filter tool. To use the Column Filter tool
on the Lucity Web site, follow the steps below:

1. Column Filter buttons are found at the top of each column on the Grid and are present only if there
is more than one full page of records. A sample appears below:

Work Order # Category Text Main Task Text Problem Text Reason Text Lead Worker Text Assigned Crew Text S

Mo filter currently set
! M
Clear |Clear All Filters| Apply

201

201

2. Determine which column you would like to use to search for data. The system supports multiple
column filters at a time. In the example above, you can choose to sort by ascending, descending,
etc.

3. Click on the appropriate column’s Filter button. A dialog will appear:

Mo filter currently set
L M
Clear |Clear All Filters| Apply

4. Choose the way in which you would like to search for data. The first drop-down list will contain
some of the following choices based on the type of data in each column:

e Starts With

e Does Not Start With
e Ends With

e Does Not End With
e Contains

e Does Not Contain

e Equal
e Not Equal
e Is Empty

e Is Not Empty

5. You can then enter the data you would like to search for in the second field and click Apply. The
tool will display only the records matching your criteria.

e If using the column filter tool on multiple columns at a time, each additional column filter
criteria will serve to further limit the records displayed.

e Using the example above, you could set a column filter on Category Text Starting With “C” and
Main Task Starting With “RE”. This would return only those records that meet both criteria.
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6. After you have defined column filter criteria for a column, the column filter icon will be

highlighted Y- .

7. To remove column filter criteria, click on the column filter icon and select Clear Current.

Filters

A Filter helps you narrow your search for a specific record or set of records. When you click the Filter

button - the Filter dialog will appear. It contains existing (saved) filters as well as a tool to create
new filters.

. Filters ZE

™m

Existing | Applied

User Mame Filter Name Is Advanced
GEA 2006 =
GBA A Services |
GBA All Open WOs i
GBA COREY C OPEN WO
GBA donnac test |
GBA Emergency Response - Open Work Orders
GBA Eugens Open WOs I
GBA Fire Department - Hydrant Reflector B
GBA Fleet - Open Work Orders |
GBA FLEET COMPLETE |
GBA Hydrant Maintenance - Open Wos
GBA Hydrant Repair - Open Work Orders -
Lucity Jesus Hemadez Open Work Orders
Lucity Jesus Hemandez Open Work Orders |
GBA Leisure Services - Open Work Orders 3

[] My Filters Only # A a 5 F P

Cancel Fun

1. The "My Filters Only" box is not marked by default. This means that all filters created will be
shown as default. If you wish to only see filters created by the logged in user then select My
Filters Only (which will be the same list of filters shown in the Quick Filter box).

2. To use an existing filter, highlight a filter name and click Run Filter. The filtered record set
will be loaded onto the web page.

3. To delete an existing filter, highlight a filter name and click the delete button
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8.

Notes:

To display the number of records that a certain filter will return, highlight a filter name and

then click the Count button . The number of records will be displayed in a separate
dialog.

a
The change the filter name, highlight a filter and click the Rename button | . A dialog will
appear prompting you to change the name.

To copy the filter, highlight a filter and click the Copy Filter button % . A dialog will appear
allowing you to edit and save the copied filter.

To copy the filter to multiple users, highlight a filter and click the Copy the Filter to Multiple

Users button % . A dialog will appear allowing you to select one or more selected users.
Copy All Open WOs to selected users

Search: | | |

Finkston, Don (Don Finkston)
Rollon, Jen {Jen Rollen)
Hernandez, Jesus (Jesus Hernandez) |
Washington, Jimmy {Jimmy Washington)
Lucity Inc. {Lucity)

Roland, Mick {Nick Roland)
{PublicWeblUszer)

{RESTAPILogon)

(ScheduledTasksUser)

*Jser inititals will be appended to the end of the
filter name*

Cancel Ok

4

To edit a filter, highlight a filter and click the Edit button
open.

. The Edit Filter Dialog will
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9. To add a filter, click the add button + .

F.dd Filter i

Filter Name: |Jimm3.?s Sewer Weork Orders

Build-A-Filter | Advanced

== | Work Orders » | Category Text - | Starts With = |
|5&fwer Pipe |

== | Work Orders » | Lead Worker Text = | Equal = |
l Jimimy Washington - ]

I
a1}

L Cancel Count Cav Run

e Use the initial drop-down list to select the field by which your records will be filtered. This list
contains nearly all of the fields in the Lucity database, including Memo (Comment) fields.

o After selecting a field from the first list, a second drop-down list will appear. This list contains
the following filter modifiers:

o Starts With o Is Empty

o Does Not Start With o Is Not Empty

o Ends With o Greater Than

o Does Not End With o Greater Than or Equal
o Contains o Less Than

o Does Not Contain o Less Than or Equal

o Equal o True

o Not Equal o False

e In the blank field that appears, enter the specific field content you are filtering for.

e |If you’d like to add an additional field to the filter, click the big plus sign button. You’ll then
repeat the above process with additional drop-down lists, allowing you to select a new field
and define filter criteria. Each added field creates an “And” statement and serves to further
limit the filterset.
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e If you add the same field multiple times to the filter, it creates an “Or” statement.

o For example, if you include the following in your filter: Problem Contains “xyz”,
Problem Contains “abc”. The resulting filterset will include all Problems that contain
either “xyz” or “abc”.

o You should not use a filter statement like the following: Problem Does Not Contain
“xyz”, Problem Does Not Contain “abc”. The resulting filterset will contain all
problems (all Problems that do not have “xyz” or all Problems that do not have “abc”.

e To remove a filter field, click the big minus button.

1. If you'd like to save the filter, enter a unique filter name and click the Save button. This filter will
then be available for use at a later time.

2. The Filter dialog also contains an Advanced Filter tab. If a standard filter will not provide the
necessary results, it is possible to use an advanced filter to query for specific records.

e You should have a working knowledge of SQL Query Syntax before attempting to use Advanced
Filters. For most users, the Build-A-Filter screen will be sufficient.

Fdd Filter 52

Filter Hame: |Jimm3,?s Sever Work Orders

Build-A-Filter | Advanced

Lelect * from

WHKORDER WHERE WIKORDER.WO_CAT_Tv LIKE 'Sewer Pipe®' AND WKORDER.WO_EMP_TY = "Jimmy
Washington'

| Select Reserved Word = |

L Cancel Count Save Fun

e Use the window provided to enter or modify the SQL Statement.

e Click the Count button to check the filter string and determine how many records will be
returned.

3. Click Run when you have finished building your filter. The new filtered dataset will appear.
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Toolkit

Some Views and Forms will contain Toolkits. These Toolkits i

provide you with special functions designed specifically for Change Crew for Filterset

each type of form. For Work Orders since we have so many L ,
tools, we now group the Tools by General, Request and Change ~ “hanee Lead Worker for Filterset
Related. Change Supervisor for Filterset

Change Work Order Status for Filterset

1. To access the Toolkit, highlight one or multiple records in Close Work Order for Filterset
the grid and click the dropdown arrow beside the Toolkit

icon. Select the tool you’d like to execute and the Toolkit
dialog will appear. Create Work Order from Template

Create Work Order and associate to it

e Different Toolkit options will be displayed based on the Locate Work Order from an Address

type of records highlighted. Locate Work Order from an Asset

e When the Toolkit dialog is displayed, it will contain differént edi;cable fields based on the
selected tool.

o Some Toolkit operations are performed automatically; they require no other input from the
user. When these functions are complete, a notation will appear in red text above the General
Form indicating “Operation Succeeded”.

3. A sample Toolkit option is displayed below; however, many more functions are offered that vary by
form. At this time, the Toolkits are not customizable.

e The example below comes from the Work Order Tasks Detail Form. Here, we’ve selected the
tool to Populate Completion Date. Users can then enter the completion Date.

Populate Completion Date x4

Complete Date:

Cancel Ok

4. For Toolkit functions requiring user input, click OK when complete. The data entered will be
applied to all highlighted records.

Property Viewer Button

The Property Viewer Button is really a tool that allows users to view all of the most recent information
about an address at a glance.

The Property Viewer provides a list of records from many Lucity modules that are related to the
current asset based on the address.

Notes

e If an arrow disappears and a section doesn't expand, there are no related records under that
section
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e The Recents section displays a collection of modules that are address-centric. The relationships
under this are limited to the last years' worth of data and are ordered by date.

e When the tool is searching a work order to see if it contains related addresses it searches through
all the Location records for the work order.

¢ When the tool is launched from a work order it looks for relationships to the first record in that
work order's location grid. The tool also shows up as a tool in the Locations grid of a work order
allowing the client to select any address on the work order.

How to View Related Records

P
1. Click the Property Viewer button =& |

2. The tool will take the address entered on the current module and the following pop-up will
appear with the address.
Select an ltem B3

2567 E BROOKS 5T

3. Click on the arrow button to expand the list of
relationships for the address. Then continue to expand
sections until the desired module is expanded.

Select an ltem EE

4 2567 E BROOKS 5T
Recents

4 Common
Click on a record to open that module 4 Customer Addresses {1)

4. Alist of the related records will appear.

2567 E BROOKS 5T
Emvironmental
Sewer
Sewer FOG
Sewer IPT
Park
Work
Water
Transportation
Right of Way
Storm
Equipment

Facilities

Launch Desktop Records

An additional feature in the web application allows you to highlight one or more rows in the grid and

i g
then click the View Selected Record(s) in Desktop button to open those records in the Desktop
application. This allows you to quickly access records from the web interface.
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Subsets
This tool allows users to either create or load subsets. Let’s first tackle creating a new subset.

First, highlight the records for which you want to create the subset. This is very easy in an asset
module (like Sewer Structures or Water Hydrants) because they are all the same type of asset. In work
orders, it is important that you highlight similar types of assets. It works by highlighting one or more

records in the displayed grid. To use this tool, select the subset button B The following window
will appear: (this example is for work orders which is the most complicated)

(*) Inventory Subsets(_) Address Subsets
01000 - Admin Change Selected Categurg,rJ

Mame Count Last Modified By Last Modified Date Expiration Date

BOORAN

Next you will want to change the Selected Category and change the category to the category of the
highlighted records.

[ | My Subsets Only | x

*) Inventory Subsets(_) Address Subsets
53000 - Facility Building l[‘.hange Selected Category

Mame Count Last Modified By Last Modified Date Expiration Date
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The hit the E] button to create a new subset. The bottom of the form then changes

| |
My Subsets Only ES R4 L Iy =EN -]

() Filtered Setl*) Selected Records [ | Mark Permanent | 9/3/2015 |

MName: |

Cancel | Save

You will get to select if you wish to create the Subset on the Filtered Set or only on the Selected
Records. You can also mark the subset as permanent or select the date after which it will be deleted
from the system. Finally, you need to give it a unique name and then hit Save. Once saved, it will

look something like this:

[
I*) Inventory Subsets|_ | Address Subsets
53000 - Facility Building l[‘.hange Selected Categur'_.rJ
Mame Count Last Modified By Last Modified Date Expiration Date
Don ACT2015 | 2 | Don Pinkston 8/24/2015 | 0/3/2015 |

What this creates is a list of asset IDs for the assets in the selected category that are in the list of work
orders that have been selected.

As an example, say you did a filter on water hydrants painted between 1/1/2014 and 12/31/2014. The
subset would then return all hydrants listed on one of these work orders (if you selected the Filter set).

Loading Subsets. Loading subsets allows users to open a precreated subset. An example of this would
be a client has called in about a water main break. Using GIS the user could select multiple water
pipes surrounding this area and then create a subset of these pipes. Then, in Work Orders, the user
could Load this Subset. This would then show all of the work orders that have been done historically
(or at least within the current record set) on the pipes in the subset.

Using the Don ACT2015 example, the user can load the subset using the [i‘] button. This should
overwrite the Filtered dataset and return all records (in this case in Work Orders) that match the
subset.

Another option that a user would have would be to Load the Subset into a Filter using the E button.
This would retain the existing filter set and return the records that meet both the subset and the
current filtered set of data.

The remaining four buttons on the right-hand side do not work for the parent Work Order (by design).
Therefore, let’s open up an asset module - Water Hydrants - to show these button’s capabilities.
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The button is a Reorder button. Subsets now retain their order when the initial subset is
created. This button then allows a user to reorder the assets so that when they are Loaded into
another grid (work order asset grid or maybe the Water Flushing Hydrant grid) then the order becomes
the sequence order. When selected, the following screen appears:

ItemID Common ID Sequence Mumber

3 546 454
20 3090 455
22 3092 456
35 1208 457
41 1216 458
52 1352 459

() Filtered Set(*) Selected Records | E |ww| - ” Y |
CanceI|SavE

This shows a list of the items in the subset in sequence order (not necessarily starting at 1). To
activiate the buttons on the lower right, the user must first click on a row (only one row is allowed to
be selected at one time). Once selected, the user has the following options:

@- Deletes the selected record

(0
or - These are the insert below or above the row selected. What it inserts depends.

If the Filter Set on the lower left is selected (radio button) then it inserts the entire filter set the row
selected. If the Selected Records option is selected, then those records that were selected prior to
hitting the subset button will be selected below or above the selected location.

E] or [E] - These buttons move down or up the asset for which the user has selected.

Cancel or Save will either cancel any changes or save the changes that were made.

The Edit Button allows the user to change the subset name, mark the subset as permanent, or
assign it a new automatic delete date.
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The Replace Button allows the user to replace the selected subset with either the selected
records or the records in the entire filter set. However, the selected records must be selected prior to
entering subsets initially.

The Delete Button @ allows the user to delete the subset manually.

Another new capability in subsets is that in the web a user can create a subset for either the Inventory
items or the inventory item addresses (if the inventory has an address). The desktop does not allow for
an Address subset except for the Address module or the Request module.

Document Control
This tool allows users to view documents that are attached to an asset and attach new documents. To

use this tool, select an asset in the grid and then click the document button EI The following
window will appear:

Description Path

Butter Knife stuck in pipe | C:\Docs\btrknife.awvi

<%~ B B

e To open a document select a document from the list and click the open button e (or double
click the document). The document will be opened by your computers default program for
opening that kind of document.

Moving to Lucity Web 77



e To add a document click the add button + . The following dialog will open:

Description Path

Butter Knife stuck in pipe | C:\Docs\btrknife.awvi

> 4~ B B
%) File Path(_) Web Page

Path: | [_j [[] Add Multiple

Description: | |

All but the following file types may be uploaded:
exe,com,dll,ocx, bat, reg, tmp,dat, scr,bak,acl,acm,cpl,ax

Cancel | Save

e Enter a Description and browse to the desired document.
e To select multiple documents check the Add multiple box first.
e  When complete click Save.

e |t is important to remember when adding documents that the document is only linked to the
asset in Lucity. If the document is deleted it will no longer be accessible. 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.

-
e To upload a document to the web server, use the button.
. g
e To view the document, use the button.

e To edit the information for the document, use the button.

e To delete a document from the list, use the button.

Notes:
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Create Work Order

The create work order tool allows users to create new work order records directly from assets,
inspections or work requests. This tool can either create a work order(s) for the records currently
selected in the grid or the entire filterset. It can also create one work order for all of the records, or
create one work order for each record.

1. Go to the desired module and create a filter of records or select the desired records in the grid.

2. Click the button on the toolbar.
The following popup will appear:
Select options for create Work Order ot
Create Work Order(s) for...
i) Selected Records i) Filtered Records

Where
(=) ALL share a single Work Order () EACH Record has its own Work Order

Select Template
PM/ Template PW/Template Text
WR1 Weekly Cleaning Route 1
WWHOTSPOT  Hot Spot

l Cancel H oK ]

4. Choose whether the work order will be created against the Selected Records or against the entire
set of Filtered Records.

o If there is more than one selected or filtered record the Where section will be visible.

o New for Version 14r2/15, the user can opt to select a Template to help fill in the work order if
they wish.

5. Select whether all the records will share one work order or each record will get its own work order.

6. Click OK. One or more work orders will be created based on the selections.
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Export Current View @

Sometimes it is useful to be able to get data out of Lucity. The export current view gives users this

option. It exports your current view into a .csv files, zips it up and then emails it to a specified
address.

1. Find the module to pull data from.

2. Create a filter that displays the records to export

3. Click the ® button. The following pop-up will appear:

Data Export B3
Mumber of Records to be Exported: 10

Email Account{s) Export File Will be Sent to:
Please enter valid email

use semicolon or comma between emails -
i.€. smith@company.com; jones@company.oom

Subject Line om Email:
| Lucity Export for Work Orders

Name of Attachment File for Email - (user name concatenated):

jsemanesJ WorkOrders |.E5V (default)

Extension for the compressed exported File: .| ZIP

[ Cancel ][ 0K

Fill out the Email Accounts field.
Change the other settings as desired.
Click OK.

The data will be exported and emailed.

N o v »

Note: This will only export data in the view you are looking at. It does not export data for
related or child records.

Notes:
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Form Buttons

Each form has a series of buttons that are useful.

‘l ‘ 191 of 462 } |)

the user to (from left to right)

At the top of each form exists navigation controls allowing

e Go to the first record in the filter set
e To go to the previous record in the filter set

e Provides an idea of which record that they are on and how many records are currently in the

filter set
""‘ and ' are special buttons for sewer pipes and storm conduits allowing users to go upstream
and downstream to the next connecting pipe (as long as it is in the filter set)

% This saves the edits of the current record and automatically starts a new empty form for
entering data

This button allows the user to save the current form and then closes the form to put the user
back into view mode.

‘Q&p This button refreshes the form (in case you needed to view some calculations).

0 This is a cancel button which does not save information that was made to the form and puts the
user back into view mode.

| = —=e

N E low Basin
- D822512

~ .- The carry over buton provides an empty circle for ever editable
field and allows the user to select one or more fields. When selected, those fields get carried over to
the next new record that is added.

Notes:
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Web Applications - View, Grid, & Form Setup

Now that you understand how the Lucity web flexibility can help you, you will next need to meet with
your managers/users again to determine what information would be helpful for which person/group to
view and edit. Again, just like setting up the dashboard, we recommend that you begin with small
groups that you feel will be able to handle the migration smoothly to get some successes going.

In this section, we’ll introduce you to the Administrative User Interface. You’ll use this program to set
up and customize the look and content of the web-based forms in the Lucity Web application. In
addition, the Admin Ul allows you to create online menus, assign forms to menus, and give users access
to specific menus. These steps enable users to view, add, and edit forms online.

The most important feature to keep in mind is that each web-component created in this program is
fully customizable; the images included in this workbook are examples. With this program you have
the power to create forms for any and all uses that you can imagine. Here, we’ve included the basic
steps to create your web-based system. What you do with these steps is up to you!
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Administrative User Interface

The Lucity Administration program allows you to create custom forms and grids, import pre-configured
views, forms, and grids, and assign forms to menus so that they are available to users on the web. To
begin using this program, you’ll need to login with your Lucity username and password.

Lucity Administration Login

Apphcation Authentication

Lucity

[ togn J[ et

After logging in, you’ll see the User Interface Administration screen and main menu. These menu
options contain the following:

System - Settings, Connection Strings, Manage Web and Public Web Caches, Object Lock Manager,
User License Manager, Active User Manager

Dashboard - Dashboard Setup (Dashboard Manager) [This is gone in 15r2/16/16r2]
Navigation - Menus

Forms - Form Manager, Grid Manager

Reports - Report Manager

GIS - Connection Strings, Map Services, Map Setup

Security - Assign Groups to Forms

Windows - (standard Windows options: Tile, Cascade)

Help - About, Help Topics

System  Dashboard  MNavigation Forms  Reperts  GIS  Security  Windows  Help
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Creating Custom Forms

The Lucity Web application is composed of fully customizable Views, Forms, and Grids. Brief
descriptions of these components are listed below:

Views dictate the overall structure of the online screens. A View displays data in Grid format.
You can have a parent grid as well as child grids (these are like the parent modules and child
records in the Lucity Desktop application).

Grids are individual components within the Views. They allow you to create parent and child
grids. For example, there may be parent Request grids that contain child grids such as
Requesters, Comments, or Tracking information. There may also be parent Work Order grids
that contain child Resources, Tasks, and Tracking information. Fleet and Equipment forms can
be arranged in a similar manner.

Forms are used for adding new records, editing existing records, or viewing details about a single
object. Data in Forms is not displayed in grid format. Forms are launched in a separate
browser window. These forms must be tied to a Grid unless they are used alone as Request
Submittal forms.

While the web system is designed to be fully customizable, we realize that the easiest way to start
using forms on your website is to begin with our pre-configured views, forms, and grids. We’ve
developed a number of these to aid you in setting up the web. These pre-configured files are found in
the Lucity Install Media > Import Forms folder.

You can import these and then customize them to suit your organization’s needs. If desired you can
import these multiple times and reconfigure them differently each time. You’ll use the Form and Grid
Managers to begin creating custom forms. These tools are described in the following pages.

Notes:
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Creating a View with Grid

Let’s start to create a custom view with one grid. For this example, we will use sanitary sewer
structures and show just Structure Number, Address information, structure type and structure depth.

From the Main Menu, select Forms, View/Form Manager. You might then get a form that looks
something like this:

2 Yiew/Form Manager Y ] 4
STEF 1: Select Program Request Manager w| I Show foms in preview mode
STEF 2: Select Madule IWork Requests j ¥ Custom ¥ iews
STEP 3: Select Module Component IWork Requests j ¥ Templates Iv| Foims
22 Views/Forms

Mame A Type | Enabled | CustoméTemplate | #ssighed To Gr.. | Assigned To Me... | Public FomiD ~)
112 Fleet Req Farm Custom
ACT2012 GBAMS Fleet Reguest Wiew True Custom In Group NOT ASSIGNED
ACT2012 Web Request Form True Custom In Group MOT ASSIGMED ACT 2009
LUCITY Building Requests Wiew True Template MOT ASSIGMED | NOT ASSIGMNED
LUCITY Equipment Requests Wiew True Template NOT ASSIGNED | NOT ASSIGHNED
LUCITY Fleet Req Form Falze Template MOT ASSIGMED | NOT ASSIGHNED
LUCITY Flest Request Wiew True Template NOT ASSIGNED | MOT ASSIGMED |
LUCITY Req from Customer Farm Falze Templatz NOT ASSIGNED | NOT ASSIGHNED
LUCITY Req from Employes Form False Template NOT ASSIGNED | NOT ASSIGHNED
LUCITY Request Detail Complete Form True Template HOT ASSIGHNED | WOT ASSIGHNED
LUCITY Fequest from Custarmer Wiew True Templatz NOT ASSIGNED | NOT ASSIGHNED
LUCITY Request from Employes Wiew True Template NOT ASSIGNED | NOT ASSIGHNED
| LHICITY Beauest General Comnlete Wigw True | Template NOT ASSIGMED NOT A5SIGMED _ILI
L »
Hew | Edit.. Copy... Delete Bename... | Assign Group... ™ Enable Exparting Ezpart |

Lucity prompts you to follow the steps:

Step 1: Select Program (showing Request Manager). The options in this dropdown match the
Lucity products that you can purchase (and that are available to use in the grid). In the case,
select Sewer.

Step 2: Select Module (showing Work Requests). Each product has several modules that can be
launched from within the product. In this case select Structure Inventory.

Notes:
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Step 3: Select Module Component (showing Work Requests). There can be many components to a
module. The inventory record itself, all children records including inspection records, all
grandchildren records, etc. In this case, select Structure Inventory.

v Yiew /Form Manager =10of x|
STEF 1: Select Program ISewer j ™" Show forms in preview made
STEP 2: Select Module [Structure Inventory =l

STEP 3: Select Module Component

S tcture |rventony

0 ViewsfForms
MHame £ Type |

Enabled | Custom/Template | &ssigned ToGr.. | Assigned To Me.. | Public FormlD

Hew Edit___ Copy._. Daiefe Heaame.. Alssign Frouo... ™| Enable Exporting Ezpart |

You will notice that there are no views or forms available yet for this module component.

s Enter Information EI

Let create a new view first. Hit the new button in the
lower left. The Enter information box will pop up. Each
View and Form will need a unique name. When setting

Name [Stucture Inventory - Grid Only this up for departments or groups, make sure that you
include the name of the department/group in the title.
* Vipw " Form This is a good practice and will make it easier to link grids
and forms to views. Once this information is entered, hit
OK.

Cancel |
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The next page shows the View Builder dialog that then appears.

W=

Yiew Name Structure [nventory - Grid Ornly

Alternate Yiew Hame |

Step 1: Select a Gnd Type

= [w] Structure Inventary [ Step 2 Select a Gird
- [J Manhale W acuurm Testing Please select a Grid j
-] MALCP Inzpections : —
- [ Structure Inspection Mew Grid Edit Grid
-] Sewer Dverflows
[ PMAwark Template i Step 3 Select a Farm for Grid [optional]
-] whork Requests j
-] 'work Orders
e Farrm Edit Farm | Presien |
— Help
_+_I IInique name far thiz view.
v
¥ This is the default view for the Structure Inventory Save Cancel

The View Builder helps step you through the process of creating a View. As stated earlier, a view is
any combination of grids and forms.

An Alternate View Name can be entered, if desired. That would be the name that the users will see.
In our case we will call this Sewer Structure Inventory

Step 1: allows you to select all of the component types that you want the users to access while in
the view. In our case, we want to make it very simple so we are going to leave all of the
checkboxes blank except for Structure Inventory.

Step 2: asks us to select a grid to match the grid type. A grid must be selected. However, in our
case, we have not created a grid yet so we will need to select the New Grid button. We will do
this in just a moment.

Step 3: asks to select the Form for the Grid. This is optional. We do not want a Form for this
example so we will leave this blank.

Notice that at the lower left hand corner there is a read-only checkbox that is checked stating that this
is the default view for the Structure Inventory. This box is read-only when there is only one view
defined for the object. This is important because whenever Lucity is not explicitly notified which View
to open; it always opens this default view.
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So now let’s hit the New Grid button:

v Grid Builder

# Holes in Cov

# of In Drops

# of In Fipes

# aof Out Crops

H# of Out Fipes
Address

Attri 2 Offset [ft)
Aty Offset (ft)
Attribute Size
Attribute Type
Bench

Bench Text
Cleaning Freq
Cleaning Freq Units
Cleaning Freq Units Tex
Collected By
Component Type
Component Tupe Text
Condition

Condition Test
Cone/Top

The above scary looking dialog is actually pretty simple to use. First, give it a Grid Name (use Sewer
Structure Inventory - Simple). The user does not see this name so you should use something that helps
you while you are selecting it from among a greater list.

Caption is something that the user sees. Typically that will always be the same as the Component
Name but you could modify it if you wish. Let’s leave it alone as that is probably what you would do
most of the time.

Page Size determines how many rows of data the user is allowed to see at a time. We have included
standard dropdowns of 10, 20, 30, 40 and 50. However, you can type any number that you wish.
Remember that screen space can sometimes be at a premium and that the more records that are
included in each page, the longer it may take to pull the information from the database and get it
displayed. For now, let’s change this to 20.

The Description you can leave blank unless you wanted to give yourself a longer description as to
documentation for the grid development.

Moving to Lucity Web 89



Now we want to select the fields (columns) that you want to display from the column editor. The
names displayed are the caption names that appear in the Desktop. If you have never used the
desktop, they are the field caption names that Lucity provided or the new captions that you have
named the field. These are sorted in alphabetical order. So let’s add the fields listed below by finding
them in the left hand column and using the arrow key to move it to the middle section.

Selected Columns

Metwork Shucture
Address

Street Direction
Street Mame

Street Type

Street Suffis
Structure Type Test
Comporent Type Test
Surface Test
DiasLenagth [in]
Structure Depth [f]

If you accidently moved a column that you did not want, you can highlight it and move it back to the
Available Columns by using the right arrow. You can also move the fields up and down in the list by
using the arrows to the right of the Selected Columns.

We recommend that you do not select more than around 10 columns for any one grid - this is
especially true for creating grids that will be used for the tablets.

It is pretty likely that you will want to change the name of the column name. This can easily be done.
Simply highlight a selected column field - | will use Network Structure as an example

Properties

E Digplay

Metwork Structure

B Field
RelatedField | MA_MANHOLE

In the Properties dialog, you can then change Network Structure to Structure (or whatever you want).

Properties

E Display
Structure
E Field
RelatedField | Ma_MANHOLE

It appears that we changed almost every one of the columns. It took less than a minute. You will see
the new names when the grid appears later.
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Now you are ready to Manage Buttons so hit the button so labeled right over the Save button!

Manage Butions
Hep || swve | cance

Button Rules Form

Buttons selected are included over the grid.

Mote: Some featuresz are unavailable in child gnidz, and won't appear regardlezs of the
option selected here.

i Dpen In Desktop Button v Report Button i Dpen In Another Yiew
¥ Create New WorkOrder Button ™ Tools Button ¥ Show In Map Button

¥ Create New Request Button v Delete Button i

¥ Add New Record Button ¥ Subset Button ¥ Documents Button

i Carry Over Button

1] | LCancel |

4

#|and you get the following screen.

You really do not need to hit the button. However, this allows you to change any of the normal
defaults so that you can limit what a user, or a group of users, can do. These settings and the security
settings work in concert. Therefore, if you leave the Add New Record Button on the form but the user
(or group of users) do not have rights to add a new record, then they would not be able to add a new
record anyway. Since we are not attaching any Forms to this grid, we could go ahead and turn off the
Add New Record Button and the Carry Over Button since those are two buttons that work with the
form. When you are finished making changes to the checkboxes, then hit OK (or cancel).

Now hit Save. The program takes you back to the View Builder.

_ioix
View Hame : ary - Grid Orly
Alternate Yiew Mame ISewer Structure Inventony
Step 1: Select a Gnd Type - B
= Stuchure [nventory EpE Sesstall
- [ Manhole Yacuum Testing Seveer Structure [nventory - Simple j
[ MACP Inspections - —
O Structure Inspection New Grid Edit Girid
[ Sewer Qverflaves
[ PMAwark Template — Step 3 Select a Form for Gnid [optional]
- [0 Work Requests j
[ wark Orders
Mews Form Edit Form Presview |
—Help
_+_| Unique name for thiz wigw.
|
[ This is the default view for the Structure Inventory Save Cancel |
A

Hit the Save button. Congratulations - you have created your first view! Now we have to give users

rights to view it.
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From the Main Menu, Select Security > Assign Groups to Forms.

,l‘\. Assign Groups To Yiews /Forms ;Iglil

Groups Available Yiews/Forms

GBAACcidentadmin
GBAdccidentUzer I Bridge
GEAErdgeddmin
GBAErdgel)zer I Bridge [nventom
GBACustomédrnin
GBACustomensdmin I Eridge Inventam
GBACustomer ser
GBACustomUser
GBAD ashboardU ser ™ Show &l iews/Foms
GBEAE quips.dmin
GBAEquiplser
GBEAE quipiewer
GBAF acilityadmin
GBAFacilityl ser
GBAFaciliiewer
GBAFleetidmin
GBAFlzetUser
GEAFleetviewsr
GBAGISAdmin
GBAGISUser
GEAlnventonddmin
GBEalrventomnllzer
GEAlrnventoniiewer LI

Lef Lef 1]

Refresh List |

Assign Groups | Group Properties... |

The left column shows all of the groups that have been assigned. On the right shows all of the
views/forms available. Since the Show All Views/Forms is not checked, then only the forms that are
available for the component (Bridge Inventory in this example) appears. Let’s change that to Structure
Inventory.

_.l'*_ Assign Groups To Yiews/Forms ;Iglil

Groups Available Yiews/Forms
Structure Inventary - Grid Only

GBAdcoidentddmin
GBAsccidentUser
GEABndgetdmin
GBABrdgelser
GBACustomédmin
GEACustamertdrmin I Structure [rventony j
GBACustomerlser

GBACustomlser

GBAD ashboardl ) ser ™ Show &l Views/Foms

EOAT n e Arcie

Now, you can highlight one or more Groups, highlight the Structure Inventory - Grid Only View and then
hit the Assign Groups button to allow those groups the rights to view the View. Let’s select the Groups
Administrators and SewerViewer as the groups and go ahead and assign it.

Here is what the view looks like in the web app.

3
- - "y
P~ ﬂ Y- @ i B E] @ Structure Inventory 4 ~ 20 1 of 24 GO = ==
Structure Bldg & | Dir Street Mame  Type Suffix Structure Type Component Type Surface | Dia (in) | Depth (ft)
113486 1564 E VALEMCIA 5T Standard Standard Asphalt 52.0 3.00
113487 165 E VALEMCIA 5T Standard Standard Asphalt 23.0 1.00
442 400 EZC44 c TALLADITYK T TramdAaed ThamdAned Arebald 47 N s at
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Importing Views/Forms/Crids

While creating one grid is pretty simple, it may take a long time to create each one exactly the way
that you want it. An alternative is to use some forms that Lucity has previously created for you. These
forms/views typically have all fields displayed but in a logical (at least for us) sequence. As an

example, let’s import a Park Court view.

From the main menu, select Forms > Import from XML.

o Open File
T | . v Ilmport Forms » Park v & | | Search Park pel |
Organize v  Mew folder i o~ [ @
' Favorites | ArtinspectionsView.aml | LightinglnventoryViewxml | PoolinspectionView.xm|
B Desktop | ArtworklnventoryView.xml | MeterConsumptionHistoryView.xml | PoollnventoryView.xml
4 Downloads | ControllerinspectionView.xml | MeterConsumptionLibraryView xml | PoolSitelnspectionView xml
 Recent places | ControllerinventoryView.xml || MeterlnventoryView.xml || PoolSitelnventoryView.xm|

| CourtinspectionView.xml || ParkingLotinspectionView xml || RefuselnventonyView.xml

18 This PC | CourtlnventoryView.xml | ParkingLotinventoryView.xm| || StructurelnspectionView.xml
| FencelnspectionView.xml || ParkinspectionChecklistSetupView.xml || StructurelnventoryView xml

&"“ Metwark | FencelnventoryView.xml || ParklnventoryView.xml || ValvelnspectionView.xml
|| FieldslnspectionView.xml || PathinspectionView.xm| | ValvelnventonyView.xml
|| FieldslnventoryView.xml || PathlnventoryView.xml
| FurniturelnspectionView.xml || PlaygroundEquipmentinspectionView.xml
| FurniturelnventoryView.xml | PlaygroundEquipmentinventonyView xml
| IrmigationModesView.xml || PlaygroundinspectionView.xml
| IrmigationPipesView.xml || PlaygroundinventoryView.xml
| LandscapelnspectionViewxml || PlaygroundModularEquipmentinventoryView.xm|
| LandscapelnventoryView.xml | PoolAppurtenancelnspectionView.xml
| LightingInspectionView.xml || PoolAppurtenancelnventonyView.xml

File name: v| [XMLfile *axmi) v|

| Open | | Cancel |

All of the views and forms that we have previously created and exported are available in a directory by

product type. Let’s select CourtinventoryView. Select it and hit open.

Notes:
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You will get the following dialog:

Import process retumed messages for each fom, in the import process:
Court Invertony VIEW - Saved

Import process finished successfully.

There were no errors in the import program and this dialog tells you that the Import is Complete. Hit
the Close button.

Notes:
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Now, let’s open the view. From the Main menu, select Forms, View/Form Manager. Switch the

Program to Parks, Module to Court Inventory (the module component always defaults to the parent
component). You will notice that there is one view now called Court Inventory and another record
called Court Inventory Form. While the Court Inventory record is highlighted go ahead and hit edit.

STEP 1: Select Program |Fark v||:|91nwfntms'r|pm1ﬂewmnde

STEP 2: Select Madule [Park Courts v | [¥] Forms
STEP 3: Select Module Component |F‘arkCourts v| [v] Views

2 Views/Forms

ls Default View  Assigned To Gro...  Assigned To Menu  Public Form|D
_ Court Invertory True Yes NG D | NOTA NED

View Name | Court Inventony

Altemate View Name |

Step 1: Select a Grid Type
= [ Park Courts Step 2: Select a Grid
..[w] Park Court Associations |Court Inventony
[ ]Park Court Inspections
[IWark Orders

; [IWork Requests
I:‘FMJ"WorkT&mplat&B Step 3: Select a Form for Grid (optional)

t..[ ] Park Comment Grid

[ewre | [ earca |

|Court Inventory Form

| NewFom || EditFom |

Help

A
v

This is the default view for the Park Courts
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The above screen shot shows that multiple grids and forms were imported for Court Inventory. It has a
Court Inventory Grid, a Court Inventory Form and at least a Park Court Association Grid. Let’s edit the
Court Inventory Grid (Step 2 - Select a Grid - Edit Grid)

Grid Name |SIEED]
Grid Type |Park Courts
Description

Column Editor
Awvailable Columns Selected Columns Properties

~ Alt Park 1D 4 Display

Address 2 Park Mame

Address? Direction IIl Akt Court ID ) :jdder Alt Park ID
Address? Name Court Name

Address2 Suffix |I| Pupose Text RelatedFiele PK_NUMBER
Address2 Type Status Text

Lrea Location
City Material Type Text

City Text Surface Coating Tead
Conseguence of Failure Last Inspection
Court Rec # Owerall Cond Text
Created By Mext Inspection
Creation Date Time
Default WO Cat
Default WO Cat Text
Dimensions
Document Available
Dollar Value Header

Dirawing Number Texd to display at the top of the

Elevation column in the grid.
Finance Codes

Help

You can see that many of the fields have been placed in the Selected Columns. Now, it is simply a
matter of moving fields into or out of the Selected Column and changing their properties (the names of
each column) if you wish and modifying the grid buttons.

You will now notice the Court Inventory Form in the list of views/forms. Go ahead and select it and hit
Edit.

A preview of the Form appears and shows how the imported form will basically look to the user. These
are detailed forms mostly, meaning that they show every field that Lucity stores regarding the item. In
this case they show Court Inventory. Later, we will be going over how to edit/modify the form. For
now, let’s accept it as is. So let’s close the form by hitting the X in the upper right hand corner or
Form > Close from the menu.

Now open the Court Inventory View and attach the form to the view and hit save. We will go over
editing the form in a later section. Remember that we must assign Groups to both the view and form.
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View/Form Manager

Let’s take a little closer look at the View/Form Manager. Since we just imported the Court Inventory
information, it automatically created one view and one form. Forms almost always work in
conjunction with Views except for Submittal Forms (think Request Submittals). Also, the program
always makes the first View of a module the Default View.

STEP 1: Select Program |F'ark v||:|91nwfmms'nprﬂiewmnde

STEP 2: Select Module |F‘arkCourts v||§Fmr|s
STEP 3: Select Module Componert |F'arkCourts v| [w] Views

2 Views/Forms
Mame ls Default Wiew .Pissugned To Gro... Asagned To Menu  Public FormID

_ Court Inventaory View True N S SIGN
T N S = =

|| Copy.. [ Delete | [Rename_| [ Assion Grow._. | |import Templates.. | [ ] Ensbe Exoring

1. The columns in the table contain the following identification information:
e The Name and Type (View or Form).

e Anindication that the form has been enabled. Only forms that have been enabled
can be assigned to menus.

e Anindication whether the item has been Assigned to Groups and Assigned to
Menus. (We’ll discuss how to complete these steps later in this workbook).

e The Public Form ID. This is used for Lucity Web Citizen forms.
e The last modified by and last modified date information.

2. You can use the buttons below the table to add new forms/views, Edit existing forms/views,
Copy existing forms/views, Delete existing forms/views, or Rename existing forms/views.

3. The Assign Group button can be very handy. This allows a user to quickly assign the forms for
the selected component to groups without having to do a search.
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View Builder

Remember, Views are used to designate the overall structure of your online forms. A View displays
data in grid format. You can have parent grids as well as child grids (these are like the parent modules
and child records in the Lucity Desktop application). You will use the View Builder to indicate which
Grids will appear in the Views, and then associate individual Forms with the Grids you select. Only
previously defined Grids and Forms can be added to your Views. When you copy a View, all of the
Grids and Forms contained therein will be copied as well. This allows you to quickly begin using forms
on the web.

A sample of the View Builder appears below. This particular sample displays the “Eval Work Order
Complete” form. As you can see, it contains a number of Grids, each with Forms attached.

View Name | Eval Work Order Complete

Altemate View Name |

Step 1: Select a Grid Type -
=84 Work Orders Step 2: Select a Grid

- [w|Work Order Locations | EVAL1 WO Complete Grid

=[] Work Order Assets

- [w]Wark Order Checklists
~[w|Woark Order Everts Step 3: Select a Form for Grid {optional)

=¥ Work Order Tasks | EVAL1 Work Order Detail Complets
=-[]Work Order Resources - Employees

: ..[_]Work Order Resources - Employees - Cost Mart | Mew Form | | Edit Form |
E||E Work Order Resources - Equipmert

EE Work Order Resources - Materals
[T]work Order Resources - Materials - Cost Marku
=I-{#]Work Order Resources - Fluids

[ Work Crder Tracking

[ Waork Order Comments

[ ]Waork Order Resutting Tasks
-[ ] Daily Inspections

[ ] Work Orders

[ ]Work Requests

[ ]PMWork Templates

[ ]Work Permits

[ ]Work Water Loss

[ Lhility Locates

<]
Emim Mobile
This is the default view for the Work Orders
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1. When you customize Views you can provide an alternate form name. This alternate name will
be the one seen by end-users on the website.

2. You may also designate one “Default” View per module (i.e. one for Work Orders and one for
Requests). The “Default” View will be opened when special tools are used on the web such
as Create Work Order from Request. Work Orders is a special case, for these a default
View for each group can be created.

To designate this example as the “Default” View for the Work Order module, simply mark
the checkbox located at the bottom of the View Builder.

[ ] This iz the default form for the Work Order Module

3. On the left-hand side of the dialog you can see a section titled “Step 1: Select a Grid Type”.
This section lists all grid types available for this View. The list of available types is
determined by the type of form you selected in the Form Manager.

Mark the checkboxes for each grid you would like to add to the View. This will create the
overall structure of the web form.

In the example below, we have included a Work Order Module grid, as well as Work Order
Locations, Work Order Assets, Work Order Checklist, Work Order Events, Work Order
Tasks, Employee Resources, Equipment Resources, Material Resources, Fluid Resources,
Contractor Resources, Work Order Tracking, and Work Order Comments grids.

Use the up or down arrows to the left of this section to change the order in which the Grids
will appear on the View.

Step 1: Select a Grid Type
=R ok Order Madule
‘work Order Lacations
Ywork Order Azsets
Ywork Order Checklist
‘work Order Events
=) [w] ‘whark Order Tasks
Work, Order Resources - Employees
Work, Order Besources - Equipment
‘Wwork Order Resources - Maternials
‘Work Order Resources - Fluids
Work Order Resources - Contractors
Ywork Order Tracking
Ywork Order Comments
[]'wark Order Associated Phs

(]

4. After selecting the types of grids, you can choose specific custom grids to add to the View.
Highlight a Grid Type in the left-hand section (Step 1: Select a Grid Type).

From the drop-down list under “Step 2: Select a Grid”, choose a pre-defined, custom grid
to add to your View. The grids listed will change depending on the grid type
highlighted.

Continue to add grids for each of the grid types marked in the first section.

If none of the grids in the list suit your needs, you can use the buttons below the list to
create a new grid or edit an existing grid using the Grid Manager.
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View Name |Eval Work Order Complete

Altemate View Name |

Step 1: Select a Grid Type )
= Vi O Step 2 Select a Grid
[ Work Order Locations EVAL1 WO Complete Grid

=[] Work Order Assets Please select a Grid
EVAL1 WO Complete Grid

[ Work Order Checklists EVAL3 WO Review Grid
[ Work Order Everts EVALZ WO Review Grd
Work Orders - Full

H"%‘E”&E:eé;f;mmes roloyess | EVALT Work Order Dtail Complste
i..[_]Work Crder Resources - Employees - Cost | New Form | | Edit Form |
=[] Work Order Resources - Equipment
E----|:|‘||"I.|'ork Order Resources - Equipment - Cost I
IE =[] Work Order Resources - Materials
li‘ i Work Order Resources - Materials - Cost Mz
=[] Work Order Resources - Fluids

.. ]Work Order Resources - Fluids - Cost Marke
[ Work Order Resources - Contractors

. L[]Work Order Resources - Contractors - Cost

£..[ | Work Order Assets
<] m | >

[w] Offline Mobile
This is the default view for the Work Orders

b

5. The final step in customizing Views is to add Forms to the selected Grids. In order for Forms to
be edited on the web, they must be assigned to a Grid in this step.

Highlight a Grid Type in the left-hand section (Step 1: Select a Grid Type).

Choose a custom Grid (Step 2: Select a Grid).
From the drop-down list under “Step 3: Select a Details Form for Grid”, choose a pre-
defined, custom Form to add to the Grid on your View. The forms listed will change
depending on the grid type highlighted.
Step 3: Select a Farm for Grid {optional)

| EVAL1 Work Order Detail Complete v]

Please select 2 Form
EVAL1 Wark Order Detail Complete

EVALI WOMF Review & Complete
EVALL WOMF Review & Complete

Waorc Orders - Full Form I

To see the forms as they would appear online, highlight a form name and click the Preview
button. The Control Preview window will open.

If none of the forms in the list suit your needs, you can use the buttons below the list to
create a new form or edit an existing form using the Detailed Form Editor.

Continue adding Forms to each of the Grids.

Save the View when you have completed this process.
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Crid Manager

The Grid Manager allows you to customize imported grids or create custom grids and indicate what
specifically will appear in each. As we just demonstrated, you can then associate Forms with the Grids

you define using the View Builder.

» Grid Manager

Step 1: Select Pragram

Step 2 Select Module

| Accident Manager

| Accident Data Management

Step 3: Select Module Component |.Qccident [rata b anagement

Grid Mame

# | Custom/Template

Custarm

Drescription

Last Modified On
1 0
11472011

Cusztom

141442011

YGibzon

1/4720M

“ictoria's Grid Cusztom

[ Hew ] [ E dit ] [ Delete ] [ Copy ] [ Rename [ Enable Exparting E=port

1. To use the Grid Manager, select a program from the first drop-down menu.

2. Then, select a module from the second drop-down menu. Available selections will change
depending on which program was selected in the previous step.

3. Next, select a module component from the third drop-down menu. This selection dictates the
type of grids you’ll be able to create. The available components are determined by the
module you selected in the previous step.

4. The grids displayed in the table will change depending on the selections you made above. In
our example, only Work Order Module grids are displayed. Had we made other selections,
different types of grids would appear in the table. The columns in the table contain the
following identification information:

e The grid name and description.
e The last modified by and last modified date information.

5. You can use the buttons below the table to add new grids, Edit existing grids, Copy existing
grids, Delete existing grids, or Rename existing grids.

Note that the Grid Manager already contains several copies of Imported Grids. These were
created when you copied Views earlier in this workbook. Copied Grids are easily
identified by the prefix that you assigned.

Deftining General Grid Information
At the top of the Grid Builder you’ll include general information about the grid:

1. The Grid Name field allows you to create a unique name for the grid. If the name is not
unique, you’ll receive an error when you attempt to save the grid. Be sure to create a
recognizable name as you’ll select grids from a list when creating Views.
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2. The Grid Type is pre-determined by the selections you made in the Grid Manager. For

Work Orders

example, the grid below is for the Work Order Module.
»% Grid Builden

LR w0 Complete Grid
Work Orders ]

Wil Grid focuzed on reviesing w0 information while allowing for grid sorting

Billed

Billing Arnaumnt
Billing Processed
Billing Required

Cauge Text
Clazszific-ation

Contact Mame
Contractor Cost
Contractor Cost Diff

whork Order #
Categom Text
Main Task Text
Problem Text
Reazon Text
Lead Worker Text
Agzigned Crew Text
Supervizar Text
Status

Status Text
Statuz Date

Start Date

End D ate

10

Comment From R

FielatedField | WO _MEMO1
B Misc

CommonldPa

CommonldPa

CommonldPa

UzerFriendlyl

Drate Bill Sent
Departrient
Department Text
Diivigion

Diivizion Text CommonldPart1
Document Available

End Time

E quiprnent Cost Diff

Marnage Buttong

3. You can edit the grid Caption. By default, this field will contain the Grid Type. This will be
displayed at the top of the grid on the website.

4. The Page Size field allows you to indicate the number of records that can be displayed on the
web page. The maximum number allowed is 999, but we recommend you keep numbers
low (around 10 records per page). For example, if you are creating a Work Order Module
grid (like the one displayed below), you can indicate whether you’d like to have 5, 10, or
15 Work Order records displayed at a time on the website.

5. The Description field allows you to explain the purpose of the grid. This description will
appear in the Grid Builder to help you identify the Grid in this record.

6. You can also control which toolbar buttons appear on screen along with each grid. Click on
“Manage Buttons” button, and uncheck the checkbox for buttons you want to exclude from
the grid.

Notes:
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Adding Columns

On the left-hand side of the dialog you’ll see a list of the columns available for use in the grid. This
list will change depending on the type of grid selected (i.e. Work Order Module, Work Resources, Fleet,
etc.). Each column may only be added once per grid. Columns that have already been added to the
grid appear in red text.

1. To add columns to the grid, double-click on a listing or highlight it and use the right arrow
button alongside the list. The selected columns will appear in the center “Selected
Columns” list.

2. To change the arrangement of the columns on the grid, use the up and down arrows beside the
center list.

3. To remove columns from the grid, use the left arrow button.

+ Grid Builder

‘whork Orders Whork, Orders

w0 Gind Focuzed on Reviewing w0 information quickly while allowing for gid sorting

bccountst —  _____[IN Wark Order # = Display

Actual Equip Cost
Actual Labor Cost
Actual Labor Hours
Actual Matenial Cost

Category Text
Main Task Text
Prablzm Text
Reason Text

Header Comment From R

RielatedField | w0O_MERMOT
Area Lead Wworker Text i

Anea Text Aszigned Crew T ext CommonldPa

Azzigned By Supervizor Text
Assighed By Text Status Lol a7
Agsigned Crew Status Text CommonldPa
Agsigned Date Status Date UzerFriendlyl
Azzigned Time Start Date
Bill Cell # End Date
Bill Cust &ddress C

Bill Cust City

Bill Cugt ID

Bill Cust Last Mame

Bill Cust Mame CommonldPart1
Bill Cust Mo

Bill Cust Phone

Bill Cugzt State

Manage Buttons

Notes:
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Selecting Column Froperties

The properties dialog appears on the right-hand side of the screen. It allows you to set the properties

for individual columns.

1. To make changes to a column’s properties, simply click on a property in the right-hand dialog.
The property name will be highlighted. The following properties are available:

Header - The text that will be displayed above the column in the grid.

Width - The width of the column in pixels. This is only used for Comment columns and will

serve to limit the Comment text displayed in the grid.

Related Field - The field in the Lucity database to which the column is mapped. This is a

read-only field.

2. Place your cursor in the field to the right of the property name. You can then type directly in

that field.

3. Save your changes.

v Grid Builder

SG W0 Complete Grid

Work Orders

W0 Grd Focused on Reviewing W0 information quickly while allowing for grid zorting

leccountst ]

Actual Equip Cost
Actual Labar Cost
Actual Labor Hours
Actual Materal Cost
Area

Area Text
Aszzigned By
Azzigned By Text
Azsigned Crew
Azsigned Date
Aszzigned Time

Bill Cell #

Bill Cust Address
Bill Cuist City

Bill Cuzt 1D

Bill Cust Last Hame
Bill Cust Mame

Bill Cusgt Wo

Bill Cust Phone

Bill Cuist State
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Work Orders

wiork, Order #
Categary Test

Lead Worker Text
Agzigrned Crew Text
Supervizar Text

Statuz

Statuz Text

Statuz Date

Start D ate

End Date

Carrnent From Request

10

E Dizplay

Header Problem Text
= Field

RelatedField | 'w0_PROB_TY
E Misc

CarmmaonldPa

Commonl dPs

ComrmonldFa

zerFriendiyl

CommonldPart1

tanage Buttons

Save Cancel
— A~
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Detailed Form Editor

As we mentioned earlier, Forms are used for adding new records, editing existing records, or viewing
details about a single object. When you have imported a form you can then customize it as needed. A
copy of the “Work Order Detail Complete” form appears below. This is the Form assigned to the Work
Order Module Grid in the “WO Complete” View.

Form Editor - Enter & Complete Form [ = =]
Form  Edit  View

=T I Y Y E®

- Category . -
- Problem Form Preview
- Main Task

._-

- Assigned Crew Category*®
i Lead Worker ‘ | ﬂ
i Reason Y
i Status Problem
‘.- Work Order ## [ =
.Main Task
Eall ° ' 8
—1= Assigned Crew
a o
ComponentType  Category ? @ | %I
FieldName WO_CAT_CD 3 Lead Worker
FeldsTablelD 25 — [ =
PropertyName CategoryCode .Rmsml
TableName WHKORDER
4 Data @ | .Wn %I
CamyOver True iR Status rk Order # L
2 |New Work Order = [

CamyOver
I True, show Camy Owver button.

Form Freview

This editor allows for complete customization and acts as a blank canvas for you to create as many
custom forms as needed. Each time you add a field, label, frame, behavior item, or alter a field
property, those changes will appear automatically in the editor. This allows you to make small
modifications, check your work, and see what else is needed to customize your form.

Notes:
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Viewing Fields on the Form

As we mentioned above, the Detailed Form Editor allows you to view fields as they will appear on the
website. You’re even able to type data into the fields, mark checkboxes, and access pick lists to see
how each field functions. Below, we’ve shown an example of the Problem pick list.

1. Click on the %I button beside the Problem field to access the pick list.

2. Locate a Problem in the list, highlight it, and click Select.

3. The Problem will now be identified on the form. At this time, you’ll be able to see if any other
fields were automatically populated by the system based on your Work Flow Setup.

Form Editor - SG Work Order Detail Complete

Form  Edit  Wiew

e - o BR[O

BS - Miscellaneous
Blue Stake Inquiry - Contractor
Blue Stake Inquiry - Engineering

Blue Stake Inquiry - Other

Blue Stake Inquiry - Residential
CSINFO001 INFO CALLS SOLID WASTE
CSINFOO10 TRANSFERED CALLS
CSINFOADM Info - Administrative
CSINFOBLD Info - Building Maintenance
CSINFOBS Info - Blue Stake
CSINFOENVY Info - Environmental
CSINFOFL Info - Vehicle Maintenance
CSINFOGAT Info - Gate Arrival
CSINFOINT Info - Internal Customer
CSINFOMSC Info - Miscellaneous
" Show All

Cancel |

4. Note that the field currently selected on the form is outlined in bright green. This helps you
quickly identify the field you are working with.

L} LU i Aavamnawerc

BSCON Blue Stake Inquiry - Contractor

Moving to Lucity Web 106



Locating Field Position on the Form

You can easily change the arrangement of fields on the form by clicking on the handle @ beside each
field and dragging it with your mouse. As you drag fields on the form, the field position will be
displayed. This allows you to verify proper field placement. Note that the form size will automatically
adjust to accommodate your fields.

FDI'I'II Preview
'ork Order # Category*

.| (298, 36) | - Document Available
Status Problem

2|New Workgrder = BSCON Blue Stake Inquiry - Contractor =
Status Date Status Time .Hiﬁl Task
|9/2/2008 |=ogs2am | E BSCON Blue Stake Inquiry from a Contractor =

Changing Screen Sizes

The View menu at the top of the Detailed Form Editor allows you to change your screen resolution to
800 x 600, 1024 x 768, or 1680 x 1050. This feature allows you to see how your custom forms will
appear to end users with different size computer monitors. When designing forms, you should take
into consideration that some users, particularly those in the field, may have lower resolution monitors
than those in the office.

Form Editor - SG Work Order Detail Complete

Form  Edit

H | & + Auto Refresh : ®

g00x600

1024x768

1680:1050

Deleting Fields on the Form
To remove a field from the form, select it by clicking with your mouse. Remember, selected items are

underlined in green. Then, click the button. Note that you cannot remove fields that are required
by the Lucity Desktop application. These fields are forced to remain on the form by the system; this
button will be disabled when one of these fields is selected. However, you can hide required fields so
they cannot be seen.

You can delete many fields at once if all of the fields are together in a Frame. Simply highlight the
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Frame and hit the delete button. You will be shown a dialog as follows:
Delete Contents? -

You are deleting a frame, Would you like to delete its contents as well?
Select YES will delete frame and all contents, NO will just delete the
frame,

By selecting Yes, it will all of the fields within the Frame will be automatically deleted.

Saving an Edited Form
You have three options when saving your changes to a form:
1. Select Form>>Save to save all modifications to the form and continue working.

2. Select Form>>Save and Close to save all modifications to the form and close the Detailed
Form Editor.

Detailed Form Editor - SG Work (

Form | Edit  Migw

Options.., | % |

| Save |

Save and Close

Close

3. Click the ﬂ in the corner of the Detailed Form Editor and select Save Changes from the
resulting dialog. This will save all modifications to the form and close the Detailed Form

Editor.

Confirm Close

Are you sure you want to close the form without sawving'?
All current changes will be lost

Save Changes l [ Abandon Changes ] [ Cancel ]

Now let’s start editing a form. First, after importing a form let’s make a copy of it so we can play with
it. Select Work Orders - Full Form and hit the Copy button at the bottom. Notice how you can only
copy Forms and not views. Give it a name of Work Orders ACT. Then select Edit Now.
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Form Details

The Form Details window lists all fields and components
currently included on the form and identifies each field
or component’s properties. You can use this window to
customize the properties as needed.

1.

In the following pages, we’ll go over specific examples of
some of the individual properties that you can configure.

Click the IEI button to show or hide the details
window.

The top half of the details window lists all fields
and components currently included on the form
in the order that they appear. As you move
fields and components in the Detailed Form
Editor, the list order will change automatically.

Select a field or component on the form by
either clicking on its name in the list or clicking
on its location on the form. The selected
component will be underlined in bright green.

The properties displayed will change depending
on which field or component is selected. These
properties allow you to make fields read-only or
required, include default values, re-label fields
and components, resize fields and components,
and much more.

Changes made to each field or component’s
properties will appear automatically in the
Detailed Form Editor. This allows you to make
small modifications, check your work, and see
what else is needed to customize your form.
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Form Editor - G Work Order Detail Complete

Form  Edit  Wiew
) e e o B % | 2
- Wiork Order #
- Category
- Dlocument Available
- Statuz
- Problem
- Statuz Date
- Statuz Time
- Main T ask
[+~ Frame - “ork. Order
[+~ Frame - Location
[+~ Frame - Cost
[+~ Frame - Billing
[+~ Frame - Cugtom
[+~ Frame - Recorded
ErN=E
E Component
ComporentTvpe | Problem
FigldM ame Wi_FPROE_CD
FigldsT ablelD 27
Fropertyt ame ProblemCode
TableM ame WEORDER
B Data
Carmyvwer Trie
Drefaulty alue
Forcefszociation | False
Hidden Falze
HiddenT™ Falze
LirnitLizt Falze
b azk, 10
FeadOnly Falze
Required Falze
E Design
Componentsfidth | 80
ComponentsidthT 350
ContralType Dual Textbox controls
Label Problem
EH Mizc
Location 298, 36
ComponentT ype
The twpe of component in this field.

it Lrst |
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Design

1. You can specify the Component Height and Component
Width (where applicable). These properties indicate the
field height/width in pixels as it appears on the screen.

2. The Control Type property is used to define how code-
description fields will be displayed on the screen. These
fields can be displayed as one of the following (note that
some of these options may not appear for certain
component types):

Combo Box - A series of boxes used to select assets.
Sewer Pipes and Storm Conduits have dual
combo boxes.

Drop Down List - Displays the text or description
field for selection.

Dual Drop Down List - Allows users to select the code
or description field.

Dual Textbox - Allows users to manually enter a
code, or select the code/type from a popup list.

Textbox Control - Allows users to manually enter
data which is then validated by the system when
the field is exited.

3. The Label property allows you to customize the text
header for a field.

You can also customize field labels by clicking on a
label in the Detailed Form Editor. A text box
will appear allowing you to type directly on
screen.

When you change a label here, it is not changed in
the list of fields in the Build-A-Filter dialog on
the website. Only the previous label will
appear.

.ijun-a.u:t

.F’rnject Text ]
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[=J- Frame - ‘Wwhark Order

Comment Fram Request

Azzigned By
Azzigned Date
Azzigned Time
Azzigned Crew
Superizor
Start Date
Start Tirne
Lead \Worker
End Date

End Time
Pricrity

o5

E Component

E Data
Defaulty alue
Forcedzzociation Falze
LirnitLizt Falze
ReadOrly Falze
Required Falze
EfDezign
Componentitfidth 80
Component®fidth Ty 350
ControlType Dual Textbo
Label Cause

E Mizc

/o

EN . T I |
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Miscellaneous

Earlier we discussed how a field’s position on the form is displayed as the field is moved. For precise
field positioning, you can change the values in the Location property.

E Component

E Data
Defaulty alue
FeadOnly Falze
Required Falze
E Design

ComponentH eight 16

Componentisfidth 180

Label
EH Misc

Project Text

Location 15, 503

Data

The Data section allows you to customize the following properties. The property list will change

depending on the type of field that is selected:
B Data

Carmver True

Drefaulty alue

Forcedszociation  Falze

Hidden Falze

HiddenT"' Falze

LirnitLizt Falze

b azk, 10x

FeadOnly Falze —

R equired Falze

Moving t

Carryover - True is the default. Set this to False if you do not want the user to be able to use
the Carry Over button with this field.

Default Value - Any value selected in this field will automatically appear when a new record is
created. It can be overwritten by the user before submittal unless the field is marked as read-
only.

If a default value is designated in your Lucity Desktop application, it will NOT appear in the
properties dialog; however, if no default value is entered here, the default value from
your Lucity Desktop application will appear on the web form when it is run. Default
values entered here will take precedence on the website over the ones from the Lucity
Desktop application.

Any default values entered here will not affect the Lucity Desktop application.
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3. Force Association - Work Flow popups such as Problem and Cause are “Force Associated” with
Categories. This means that only the Problems (or Causes, etc.) that are associated with the
Category will be available for selection; however, the presence of a “Show All” function allows
users to choose Problems or Causes that are not associated with the Category.

If Force Association is set to True, the “Show All” option will not be available; only the
forced association Categories will appear.

If Force Association is set to False, the “Show All” option will be available only for users
who have been granted the “Show All Enabled” permission in Security.exe.

= The “Show All” option is only available if the Control Type is set to “Dual Textbox”.

*= |f a Category does not have Problems, Causes, etc. associated with it, or if a
Problem identifies a default Supervisor who is not also associated with the
Category, users without “Show Enabled” permissions will be unable to complete
the web form if the Problem, Cause, or Supervisor field is required. These
associations and defaults are established in the Lucity Desktop application, Work
Flow Setup modules.

=  We recommend that you thoroughly test all forms before implementing their use.
4. Hidden - If this is set to True, users will not be able to see the field in the form.

HiddenTY - If this is set to True, users will not be able to see the Type portion of a code/type
popup but will be able to continue seeing the code portion

6. Mask - This provides the administrator with an understanding of what type of data can be
entered into the field. This data cannot be edited here and is read-only.

7. Read Only - If this is set to True, users will not be able to enter data in the field.

8. Required - If this is set to True, users must enter information in the field in order to submit the
form.

In Work Order forms, the Required property for the “Category” field will default to True.
All other fields’ Required properties will default to False.

If you make a field required on the web form it will not affect the Lucity Desktop
application; however, if a field is required in the Desktop application it will be forced
onto the form by the Admin Ul and will also be required on the web.

Required fields will be identified with an asterisk (*) and a different background color.

An error message will be displayed if users attempt to submit a form without data in these
required fields.

Form Preview

In the example above, the Category field is required.
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9. Limit List - When this is set to True, the Limit List button will be enabled, allowing you to
select the specific pick list items available to users on the web. To use the limit list, complete
the following steps: S Data

Add a field that can be limited to the form. Defaulty alue
Examples include Problem, Category,
Affected Asset, etc.

FeadOnly

In the Properties grid, click on the Limit List

property and select True. The Limit List = EEqL."rEd Fals=
button will be enabled. el .
Componentit/idth 50
Click on the Limit List button to access the Limit ComponentydidthTy | 200
List form. The Limit List selection grid will ContralTvpe Dual Textbox ci
display the code and description for each Label Category
item available. You can highlight one or B Misc
multiple selections in the left-hand grid and Laocation 2940

add them to the right-hand grid using the =
arrows in the center of the form. The items | LimitList

you add to the Limit List will be the only Wwhen e, the categary selected must be
ones available for selection to end-users

when running the form on the web. ‘ﬁ'
Lirnit Ligt

Save your changes.

fram the lizt defined far thiz farm.

s Limit List Form

Limit List Collection Added Limit List
Codet/alue Typetalue STSLPEINTLC - Hight Check PEID
STSLINSRPR SL - Install R epair ggtgr‘é:\;%'i;a;?;:\?al
STSLMNT 5L - Maintenanc. .

STSLMSC 5L - Miscellaneous

S5TSLMC 5L - Might Check E
STSLPEINTC Might Check PEID

STSLPMT 5L - Painting

> STSLREM SL - Remowval
STSLSLDIR SL - Light Shield ... E
STS5W00 Residential Swee...

STTLMOD Street Light Maint. .
SWRCOL SWH - Collections
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Adding Fields to the Form

You can select specific fields from those available in the Lucity Desktop application to add to the
Detailed Form Editor. Remember, fields that are required by the Lucity Desktop application will be
forced onto the form.

1. To add fields to the Detailed Form Editor, click the EI button on the toolbar at the top of the
form. The list of available fields will appear.

These fields differ depending on which program, module, and component you chose in the
Form Manager.

If you have changed the default field names in your Lucity Desktop application, your
custom names will appear in this list.

2. To select fields, click on the field names in the list.

You can choose as many or as few fields as you wish to be included on your custom form;
however, each individual field can only be added once per form.

As you highlight each field in the list, a brief description will appear at the bottom of the
dialog. This description displays the field name, component type, and default Lucity
caption.

3. Click the OK button to close the list of fields and add the selected fields to the form.

When you click the toolbar button again to add additional fields, only fields not currently
added to the form will appear in the list.

4. Alternatively, click the Cancel button to close the list of fields without making any changes to
the form.

Form Editor - Equipment Form

Form  Edit  View
E e e - o E % @@

Form Preview

Add Fields

Account

Actyal dnnual Cost

= - Actual Hourmeter
.Equlpment 1D* Equipment ID Text* Actual Other Mater

Building
o | Y T
Building Rec #
Contract Cost

Contbract Freq.

Cost Per Othermeter

Created By

Creation Drate Time

Lurrent [ ate

Current Hourmeter

Current Other beter

Date Inspected ;I

Add | LCloze |

Help | A
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5. The system will place fields on the form in the order in which you selected them in the Add
Fields dialog. Remember, you can easily change the arrangement of fields on the form by
clicking on the handle @ beside each field and dragging it with your mouse.

6. The tab order for fields in the Forms is automatically assigned by the system in a left-to-right,
top-to-bottom manner. Note that this automatic tab order takes into consideration the
placement of fields within frame, meaning that users can tab through all of the fields in
one frame before the tab order shifts to a second frame. If you’d like to manually select
the order in which users can tab through the fields on screen, complete the following
steps:

Select Edit>>Tab Order from the menu at the top of the Detailed Form Editor.
The following dialog will appear. It lists all fields currently included on the form.
Select the “Enable Manual Tab Order” checkbox.

Highlight individual fields in the list and click the Move Up or Move Down buttons to change
the tab order.

Click OK when you are finished making your changes.

Tab Order E'

Enable kanual Tab Order

Work Order # ~ tave Up
Status =

Statuz D ate

Status Time
Categary

Dacument Ayvailable

Froblerm

b ain T azk

Comment Fram Request

Cauze

Azzigned By

Azzigned D ate

Azzigned Time

Azzigned Crew

Supervizor

Lead "Worker

Pricrity

Account #

ProjMo - Acct

Project Test

R easzon b

ak. ] [ Cancel

Notes:
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Adding Special Items

The Detailed Form Editor Toolbar allows you to add additional features to customize your form’s look
and feel.

Label or Instructions - This button adds a label to the form, allowing you to add text or notes
directly to the form.

When you click this button, an item with the words “Change My Text” will be added to the
Detailed Form Editor.

Click on “Change My Text” to access a text box. This allows you to type your custom label
or instructions directly on the form.

EI Dividers - This button adds a horizontal line that visually breaks up the form.

IEI Frames - This button adds a frame to the form. This allows you to group similar fields.

You can change the size of your frame by placing your mouse over the triangular image ﬁ
at the lower-right corner of the frame. Your cursor shape will change allowing you to
resize the frame.

Place fields inside the frame by using each field’s handle @ to drag and drop them inside
the frame’s borders.

When you use the frame’s handle @ change its location, all fields with handles
contained inside the frame’s borders will be moved along with the frame. Frames can
be placed anywhere on the form; the form size will adjust automatically to
accommodate frame placement.

M Behavior Modifiers - This buttons adds a “Remember Me” or “Use Requestor’s Address” checkbox
to the Request Submittal forms.

To indicate which behavior item should appear on the form, access the Form Details window. Use
the drop down list beside the Behavior Item component to select one of the two options:

Save Requestor Cookie - This places the “Remember Me” checkbox on the form, saving the
user’s typed name, address, and contact information for future use.

Use Requestor Address - This places the “Use Requestor’s Address” checkbox on the form,
allowing users to carry the requestor address over to the location address fields.

Izl File Upload - This button adds a file upload field to the form. The fields only work on Request
Forms and allow requesters to attach a file to their request. The file is then uploaded to the
server and linked to the request.

Notes:
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Form Options

To access the form options, select Form > Options from the menu at the top of the Detailed Form
Editor. The available options are defined below.

Form Options

Altemate Menu Name

Enable Form
[] Mlow on Menu/Favarites

Client Version Number

-

E)

Option

Description

Alternate Menu Name

When a Form is created a unique name is required. By default, that name
appears at the top of the form, on the menu, and on the website. If the
form should have a different name or alias, add that here. If this field is
filled in only the Alternate Menu Name will be seen by the end-users.

Enable Form

This checkbox makes the form accessible to users in the web app. All
forms, whether they represent parent or child records, will need to be
enabled to be used on the web.

o Note: This is a very important step. If the form is not
enabled, it will be unavailable for use in the web app.

Allow on Menu/Favorites

Mark this box to make the form available for use on internal menus. Note
that this checkbox is only available on certain types of forms. Typically,
these are parent records (like Work Orders, Requests, or Inventory forms).
Child records will not be added to menus (i.e. Work Order Resources,
Fleet Components, etc.).

o Note: This is a very important step. If this box is not
checked, the form will not be available to add to a menu.
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Follow the link for additional information on adding forms to
menus.

Captcha enabled

Captcha is a way to reduce some of the spam requests that might
otherwise be submitted through a web form. Checking this box adds a
code similar to the following to the request web page. Users will be
required to type the code prior to submitting their request.

Enter the‘ code shown above:
306526|

Show Submit Button

This box allows administrators whether or not the Submit button will
appear on a web citizen form. Marking this box causes the button to
appear. This usually needs to be checked.

Show Create Work Order
Button

This adds a Create Work Order button to internal request forms. This
allows users to enter a request, then save and create a work order
quickly.

Show Additional Emails
Textbox

This provides additional email address fields to web citizen forms so that a
requester can have the request create email sent to more than one email
address.

Use Information From
Employee

Checking this option causes the form to pull information from the
employee's Lucity employee record (Work > Work Flow Setup > Employees)
to populate fields when they are filling out a request. This works for
internally submitted requests.

Citizen ID

The Citizen ID makes forms accessible to the Web Citizen product. This
field is used to link an external site to a form. In addition, this can be
used over an intranet site for an agency's users that do not have a Lucity
login ID.

Enter a unique, alphanumeric ID using uppercase letters and numbers only
(e.g. XYZ123, CITIZENT). Do not use any symbols (i.e. *, #, %).

The ID will then be used in an entry page from an external, non-web site.
You'll need to include a string similar to the following:

<"http://<servername>/LucityWebCitizen/?FUI=XYZ123">Click here to
report a problem </a>

o Note: For public web forms to be used by citizens, several
security permissions will need to be enabled. Consult the Group
Assignment topic for additional information. To make public
web forms available to internal users, mark the Allow on
Menu checkbox. Administrators can then add the form to menus
and assign groups to it. To make this only accessible to public

citizens, do not check Allow to Menu.
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http://help.lucity.com/webhelp/v760/admin/index.htm#26442.htm

Assigning Groups to Forms

In order for views and forms to be used online, you’ll need to assign groups to views and forms and
then assign them to menus. The Assign Groups to Forms option in the Ul Admin allows you to rapidly
assign different user groups to various forms. These groups are established in the Lucity Security.exe.
You’ll need to assign users to groups in the Security program in order for them to access your custom
forms.

1. Click on one or multiple groups on the left-hand side of the screen. Your selections will be
highlighted.

For our example, select the “Default” group.

2. Click on one or multiple forms on the right-hand side of the screen. Your selections will be
highlighted.

Select the forms you just copied, i.e. “WO Complete”, “Request”, “Employee Request”,
“Fleet” and “Equipment”.

3. Click the Assign Groups to Forms button. All highlighted groups will be assigned to the
highlighted forms.

o Assign Groups To Views/Forms =[]

Groups Available Views/Forms

Eval Work Order Complete

Dashboard Users EVAL3 GBAMS WOGF Review Flest
EquipmentReadOnty |W0rk Order Manager W | EVAL4A GBAMS WOGF Review Equipmant
Facility ‘Worlkc Orders - Full

Fleet Mechanic |W0rk Orders w |
Fleet Supervisor
GIS Administrator |Work Crders W |
GI5 User

PublicWebGroup
Request Basic Show Only Views, Not Forms
Ez%ﬁﬁpﬁfolzf; [] Show Al Views/Forms

Sewer\i
,',\?a\'::rr I.Iee:;‘r.‘\i'oﬂ(er [ Show Program Views/Forms

Water Supervisor
Work Lead Workeer

Work Supervisor
Assign Groups

oo Properton ‘ ‘ T Select default view for selected group Refresh List
View/Forms... |Gr0u|: for Defaulting Rules... v |
| Assign default view to group |

As can be seen from above, you can have multiple views set up for any one specific module. One view
can be assigned to many groups and one group can be assigned to many views.

The above form can do a lot. Let’s first tackle the Groups side.

The list on the left displays all of the groups that have been created. You cannot create groups in this
dialog. To create a group you must use the Security program.
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If you select a Group and then hit the Group Properties button a new screen appears which shows you
the Users Assigned to the Group (and the Group Name) and the forms that this group has access to use.
You can also remove group access to any and all selected forms. Below shows an example where
earlier we created the Structure Inventory - Grid Only form and assigned it to the SewerViewer group.

Users Assigned to Group:
Sewer\iewer Formsﬂ"lsg’m.p has access to:

Don Pinkston

Remove access to selected formis)

The Group Assigned to Views/Forms works the other way. Taking the list that is displayed in the
Available Views/Forms grid, it displays all of the records in this list. Then the administrator can select
any of the forms to see what groups have rights to use the view/form.

Assigned Groups
Crdey Administrator
E‘u"ALS GEAMS WOGF Hemew Flest GIS Administrator
EVAL4 GBAMS WOGF Review Equipme GIS User
Wark Orders - Full PublicWebGroup

The middle section of the Assign Groups to Views/Forms allows the user to change what information is
displayed in the Available Views/Forms grid as well Assigning Views/Forms to Groups.
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Available Views/Forms

|‘."'.|'|:|rk Crder Manager

Waork Orders - Full
| Work Orders vl
| Work Orders vl

Show Only Views, Mot Forms
[ | Show All Views.,/Forms
[ ] Show Program Views./Forms

Assign Groups

Eval Wors Order Complete
EVAL3 GBAMS WOGF Review Feet
W | EVALL GBAMS WOGF Review Equipment

e None Checked - Shows all Views and Forms for the selected module component.

Show Only Views, Not Forms - Only shows the Views for the selected module component. This

can be also used in conjunction with Show Program Views/Forms

e Show All Views/Forms - Shows every View and Form in your system

Show Program Views/Forms - Shows all Views and Forms for the program - in the above

example, everything within the Work Order Manager Program. If the Show Only Views, Not
Forms is also checked, then it will show all Views but no Forms for the program

The Select default view for selected Group is something that only appears for Work Orders (a few other
modules have been added starting with 16R2). This allows you to select a default work order view for
each group. To do this you first select the group for which you want to assign a default View. Then,
using the drop-down arrow which shows you the available views, you select the appropriate view and

then select the then you select the View

SewverViewer
Water Supervisor
Worlk Lead Worler
Work Supervisor

Groups Assigned To
View/Foms...

Group Properties...

[] Show Program Views/Forms

Assign Groups

Select default view for selected group

| Work Orders - Ful v]

Group for Defaulting Rules...
Eval Work Order Complete
EVAL3 GBAMS WOGF Review Fleet

EVAL4 GBAMS WOGF Review Eiuiimerrt [
Work Orders - Full

Finally after the view is selected, hit the “Assign default view to group” button to assign that view as

that groups default view. You can tell if any group has a default view by highlighting it. If the edit box
shows “Group for Defaulting Rules...” then no view has been defined for that group.
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Menus

The Navigation Menu option allows you to define root menus for use on your internal website. You can
then include your custom forms under each menu item. Since the menus are fully dynamic, you can
define the names of the menu items, the order in which menu root items are displayed, and the order
of forms within each menu group. For ease of use, we’ve provided arrows to move your menu items.

Note that users will only be able to see the menu items for which they have group permissions.

Timesheet forms will also appear in this list.

Create New Menu Group

The menu groups appear on the left-hand side of the Menu Manager. To add a menu group listing,
complete the steps below:

Here, we’ve created a new menu group called “Lucity”.

1. Click the Start Edit button.
2.
will appear in the left-hand grid.
3.
website’s menu.
4,

Click Save when you are finished making your changes.

Click the Create New Menu Group button at the bottom of the screen. A “New Group” listing

Right click on the “New Group” listing and type a new name. This name will appear on your

S,Z-._ Menu Manager

Menus

=-Eval Forms

- Eval Equipment

- Eval Fleet

- Eval Request Complete
Eval Work Order Complete
val Basic Citizen Reguest

Click on a menu to rename. Views,/Forms on menus cannot be renamed.

Bridge
Street Bridges (227)
Street Bridge:

Show Program Views/Forms

Show only Timesheet forms

Delete Menu Group ] [Creﬂeﬂewlleru&nm

Start Folf

(=[O

Views/Forms not assigned to menus

Euilding Assessment
EBuilding Asset Inspection r
EBuilding Asset Inventory
EBuilding Inspection
Building Imventory
EBuilding Observations e
EBuilding Warranty

Dioor Inspection

Dioor Inventory

Eguipment

Equipment Component Library

Equipment Inspections

Equipment Thresheld Library

Equipment \Warranty

EVAL3 GBAMS Fleet Component \Warranty General

EVAL3 GBAMS Fleet Fueling General Link

EVAL3 GBAMS Fleet Request

EVAL3 GBAMS Fleet SubComponent ‘Warranty

EVAL3 GBAMS Fleet Travel Log General Link

EVAL3 GBAMS Fleet Warranty General Link

EVAL3 GBAMS PM/Template for Assets

EVAL3 GBAMS WOGF Review Fleet

EVAL4 GBAMS Eguipment Inspection General Link

»

m

EVALA GEAMS Eguipment Read Generzl Link &
“Names italicized in RED are disabled

Assigning Forms to Menu Group

The forms appear on the right-hand side of the Menu Manager. There are four ways that views/forms
can be displayed on the left hand side:

1.

Views/Forms for the Program selected

If none of the checkboxes in the middle are checked on, then the program will display the

If the Show All Views/Forms is checked on, then the program will list all programs and forms

that have been defined in the system. This is why it is very important to use a good naming

Moving to Lucity Web

122




convention when saving your views and forms. If this is selected, it must be unselected before
using the other two check boxes.

If the Show Program Views/Forms is checked on then it will show the views/forms for child
records. These do not show typically in the menu since they need to be connected to a parent

If the Show Only Timesheet Forms checkbox is selected, then only timesheet forms will be

Note that form names in red italics are disabled. In order to add forms to the menu, you must
select the Enable Forms checkbox on Detailed Form Editor (the forms that you copied in the

First, highlight a menu group in the left-hand grid. Forms will be added to the highlighted

Next, highlight a form in the right-hand grid and use the left arrow button to move the form to

For this example, move the “Timesheet”, “Equipment forms under your new menu group.

3.

record.
4,

displayed.

above examples will already be enabled).
1. Click the Start Edit button.
2.

menu group only.

We’ve highlighted the “Lucity” group.

3.

the selected menu group.
4. Repeat this process for all of the forms you’d like to add to the menu.
5. Use the up and down arrows to rearrange the forms in the menu.
6. Toremove a form from the menu, highlight it and click the right arrow button
7. Click Save when you are finished making your changes.

S,Z-._ Menu Manager

Menus

=-Eval Forms

- Eval Equipment

- Eval Fleet

- Eval Reguest Complete

- Bval Work Order Complete
- Eval Basic Citizen Request

Click on a menu to rename. Views,/Forms on menus cannot be renamed.

Work Order Manager
Worle Orders (48)

Work Order Events (18)

Show All ViewsForms
Show Program Views/Forms

Show only Timesheet forms

Fy

Delete Menu Group | | Create New Menu Group |

[E=%(ECR =3

Views/Forms not assigned to menus

Permit Inventory -
Person

Fipe Air Testing

Fipe Inventory

Fipe Mandrel Testing
Plant

Flant Process

Property Tax Inventory
Pump Inspection

Pump Inventory

Pump Station

Pump Station Inspection
Readings

Foof Asset Inspection

m

Foof Asset Inventory B
Foof Inspection

Roof Inventory

Roof \Warranty

Foom Asset Inspection

Foom Asset Inventory

Room Inventory

Room Warranty View

Service Connections

Service Lateral Inspection i

“Names italicized in RED are disabled

Start EdE

save | [ Cancel |
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Practice Problems

In the following pages, we’ve included a series of practice problems to help you set up your web forms.
Follow the instructions below to enhance your understanding of the Lucity Web application.

Practice #1 - Request Submittal for Building Maintenance

1. In the Form Manager, create a Form for “Internal Building Maintenance Request” so it looks like
the screen below

Detailed Form Editor - Internal Building Maintenance Request |Z||E|r>__<|

Form  Edit  Wiew

P i A — [ o | % |2 |

Form Preview

[] Remember Me

A

First Name* .Lastllame‘ .|Department |
I |
.Email‘ .Wurk Phone #
I
.|Bu'|I|Iing |
.Pmblem i
I 55

.I’Ie.ase Describe the Problem in some Detail

Notes:
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2. For the Category field: B ehavior Modifier
M ame

Click the IEI button to access the Form Details. Mame [2]
Busi
Select the Category field in the top portion of the E:;HESS
dialog. ik Phoe §
Click on the Default Value property and select
“53000” from the drop down list. Problem

Request to Work, Order

Click on the Hidden property and select “True”

from the drop down list. =,
EES

F

E Component

Bl Data

l Default/slue 53000

{ Hidden True
LN Falze
ReadOnly Falze
Required Falze

E Design
Comporentisfi 80
Comporentisfi 380
ControlTepe  Dual Texthox control
Label Category

EH Mizc

Location 0,103

-

3. Set the following properties for the Asset Rec # field:
Set the Default Type to “Facility Building”.
Set the Hidden Type to “True”.
Change the Label for Asset to “Building”.
4. Set the following properties for the Problem field:
Set the Force Association property is “True”.
Do you want to use any Scripts? The E.- button beside the Problem field is used to display

scripts for users. Remember that script answers do not get carried over to the work
order but information in the Comments field does.

5. Save and Close the form.
6. To finalize the form, complete the following steps:
Assign Groups to the Form.

Add the Form to a new Menu Group titled “Internal Requests”. Refer back to the
instructions earlier in this workbook if you have any questions.

View the form on the web and add one or two records to practice using it.
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Practice #2 - Internal Facility Maintenance Request

1. In the Form Manager, copy the “Internal Building Maintenance Request” form and rename it
“Internal Facility Maintenance Request”. Select Edit Now.

2. Use the handles to move the Comment, Problem, and Building fields down.

3. Open the Form Details dialog and select “Category”. Make the following changes to the
Category’s field properties:

Set the Hidden property to “False”.
Set the Limit List property to “True”.

Click on the Limit List button and select all Facility Categories:

s Limit List Form |Z| |E| g|
Limit List Collection Added Limit List
Codey'alue T_lrlpe'\,falue 51000 - Fac E;_:.
— 52000 - Site Azzet
50000 Facilities 53000 - Facility Building
R4000 - Facility Roof
51000 55000 - Facility Flaor
52000 56000 - Facility Room
[I] 57000 - Facility Daar
R3000 RB000 - Facility Furnizhing
54000
55000
56000
57000 E]
b 58000
BO000 E quipment
0000 Fleet Maintenance

4. Select the “Asset Rec #” field and make the following changes to the field properties:
o Clear out the Default Type.
e Set the Hidden Type property to “False”.

o Set the Control Type equal to “A series of comboboxes that narrow a final combobox’s
asset list”.

e Set the Facility Option equal to “Building Driven List”.
e Change the Label for Asset to “Asset”.

5. You’ll need to move the Asset Type, Problem, and Comment fields to improve the appearance
of the form. Use the handles to drag them to their new locations.

6. Save and Close the form.
7. Finalize the form.
Add Groups to the Form.
Assign the Form to the “Internal Requests” Menu Group.

8. View the form on the web and add one or two records.

Moving to Lucity Web 126



Practice #3 - Internal Facility Maintenance Request 2

1. Copy “Internal Facility Maintenance Request” and rename it “Internal Facility Maintenance
Request 2”. Select Edit Now.

Open the Form Details dialog and select the Asset Rec # field.
Change the Control Type to “Textbox control that allows manual entry. . . “

Save and Close the form.

oo W N

Finalize the form.
Assign Groups to the Form.
Assign the Form to the “Internal Requests” Menu Group.

6. View the form in the web and add one or two records. Notice how the method of selecting
Rooms in both forms varies for the end user.

Practice #4 - Fleet WO Form
1. Copy “Work Orders - Full Form” and rename it “Fleet WO Detail”.
2. Remove the Location, Billing, and User Defined Fields (and Frames);

o Note: When removing multiple fields, you may find it useful to turn off the “Auto
Refresh”. This option is enabled by default. When turned on, the form will refresh
automatically each time a change is made. If this option is turned off, you will not see the
visual impact of your form changes until you turn the Auto Refresh back on, or click the

Refresh button IEI on the toolbar.

Detailed Form Editor - Fleet WO Detail

Form  Edit | Yiew
=] J + | _EL Aubo Refresh |
E S00x600 [

1024768

16501050

Add the System ID 1 field onto the form
4. Use the handle to move the System ID 1 field to the header section at the top of the form.
Change the field label from “System ID 1” to “Vehicle”.
Click on the label in the Detailed Form Editor and type “Vehicle” in the text box.
6. Use the handles to move the Recorded and Cost Frames higher up in the form.
Notice that when you move a Frame, all fields included in the Frame move as well.

7. Save and Close the form.
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Practice #5 - Create Fleet Asset WO Form
1. In Work Order Manager, Work Order Assets, Copy “Assets Form” and call it “Fleet WO Asset”.

2. Select the “Asset Rec #” field and open the Form Details dialog.

a.
b.
C.
d.

e.

Set the Hidden Type “True”.

Set the Default Type to “Fleet”.

Set the field to “Required”.

Change the Label for Asset to “Fleet ID”.

Set the Control Type equal to “Textbox Control”.

3. Add the following fields:

a.

WO Cost

b. Asset Comment

N o v oA

Change the Width of the Asset Comment field to 550.
Change the Label of the Asset Comment field to “Fleet Comment”.
Change the Tab Order, if desired.

Save and Close the form.

Practice #6 - Create New Fleet WO View

1. In the Form Manager, select the following from the drop down lists at the top of the screen:

Select Program - Work Order Manager
Select Module - Work Orders

Select Module Component - Work Orders

2. Click the New button at the bottom of the screen.
In the Form Name field, type “Fleet WO”.

Select the “View” radio button.

s+ Enter Information

x]

Name | Fleet w0 |

Click OK. ) View ) Form

Cancel

Help

& view dizplays data in grid farmat, and can
have a parent arid as well a child grids. Each
of thoze gridz may have a form aszociated to
it.
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3.

In the View Builder, create the following:

In Step 1, select the “Work Order Module” grid type.

In Step 2, create a new Grid called “Fleet WOs”.

Grid Name |Flest WOs

Grid Type |Work Orders

De=scription

Column Editor
Available Columns

Bill Cust Last Name
Bill Cust Name

Bill Cust No

Bill Cust Phone
Bill Cust State

Bill Cust Zip

Bill E-mail

Bill Fax #

Billed

Billing Amount
Billing Processed
Billing Required
Categary
Category Text
Cause

Cause Text
Classification
Classification Text
C t to Crew

[ » ]
[« ]

Selected Columns

Properties

Waorl Order #
Main Task Text
Problem Text
Reason Text
Supervisor Text
Lead Worker Text
Status

Status Text
Status Date

Start Date

End Date
Comment From Request

4 Display
[FETE30 Aeet 1D)
MobileWidth

4 Feld
RelatedFisle WO_LINK1

Header
Text to display at the top of the
column in the grid.

4. Click on the Edit Grid button to access the Grid Builder. Then, make the following changes:

From the Available Columns grid, select “System ID 1”. Use the right arrow button to add
it to the Selected Columns list.

Highlight “System ID 1” in the Selected Columns list and use the up arrow button to move it
directly underneath “Work Order #”.

Change the “System ID 1” Header to “Fleet ID” and change the names of the “Text” fields.
Save your changes.Flee

Notes:
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5. In the View Builder, select the “Work Order Assets” grid type.
In Step 1, move the Work Order Assets grid directly underneath Work Order Module.

In Step 2, create a new Grid for “Fleet WO Asset” and add the following columns and then
save it

Grid Name |Fleet WOs

Grid Type | Work Order Assets
Description

Column Editar
Awailable Columns Selected Columns Properties

Asset Comment A 4 Display

Asset Rec # Desc 1 Heade Heet ID
Lsset Type Desc 2

Asset Type Text Odometer Mabile/ickt

Category Hourmeter 4 Held

Category Text Completion Date RelatedFiele AS_LINK1
Completion Time General Comment
Created By

Creation Date Time
Defect

Diefect Description
Defect Distance

Defect Estimated GPM
Defect Loc 2

Diefect Loc 2 Description
Defect Loc Description Header

Defect Location Tent to display at the top of the
DEfEMObSBWEdGPM column in the grid.

[efect Rating

In Step 3, select the “Fleet WO Asset” form.
6. Select the “Work Order Checklist” grid type.
In Step 1, move the Checklist grid directly underneath the Work Order Asset grid.
In Step 2, select the “Checklist”.
In Step 3, select the “Checklist Form”.

7. Select the “Work Order Tasks” grid type.
In Step 1, move the Tasks grid directly underneath the Work Order Checklist grid.
In Step 2, select the “WO Tasks”.
In Step 3, select the “WO Tasks Form”.

8. Click on the plus sign [+] beside the Work Order Tasks grid.

Select all of the resources you’d like to add to your View.
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Select the corresponding Grids and Forms for each resource type.
Organize each item up or down according to your preference.

9. Your View should resemble the following when you are finished.

View Name |Flest WO

Altemate View Name |

Step 1: Select a Grid Type
(SRS Work Orders Step 2: Select a Grid

+l-{/| Work Order Assets | Flest WOs

- [ Work Order Checklists

= [¥ Work Order Tasks | NewGrd || EdGrd

#-[w] Work Order Resources - Materials

[#-[w] Work Order Resources - Employees Step 3: Select a Form for Grid (optional)

{ [ ]Wars Order Resources - Fluids | Fleet WO Detail

[JwWork Order Resources - Equipment

[JWork Order Resources - Contractors | Mew Form | | Edit Form |

[ JWork Order Assets

[ |Wark Order Locations

-[Work Order Events

- []Work Order Comments

[ |Wark Order Resulting Tasks

-] Daily Inspections

-[]Work Order Tracking

- |Woark Orders

- Work Reguests

- [IPM/Warks Templates

[] Offline Mobile
[] This is the default view for the Work Orders

10. Save your changes.

Notes:
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Additional Practice

For additional hands-on practice, build the following forms:
1. Request Complete (for review)
2. Request Submittal

Employee Fleet Requests - This should be a simple Detail Submittal form allowing
employees to enter maintenance requests for their vehicles.

Employee Building Maintenance Requests - This should be a simple Detail Submittal form
allowing employees to enter building or room maintenance requests.

Constituent Requests Taken by Employees - This should be a simple Detail Submittal form
allowing call center employees to record phone requests from citizens.

Constituent Requests Made by Constituents - These should be a simple Detail Submittal
forms that are pushed out to your external web site for citizen use.

= General Request - A very basic request containing contact information and a
comment field.

= Tree Maintenance Request - This could be the same as the General Request form
but with the addition of scripts based on the problem selected and Problem Limit
Lists specific to Trees.

= Parks Requests - This could be the same as the General Request but with the
addition of Problem Limit Lists specific to Parks.

=  Solid Waste Pickup Request - This could be the same as the General Request but
with the addition of Problem Limit Lists specific to Solid Waste.

= Pothole Issues - This could be the same as the General Request but with the
addition of Problem Limit Lists specific to Pavements.

Work Order Complete (for review)
4. Lead Worker Forms (no costs displayed, limited information)
Fleet Maintenance
Sewer Maintenance
Solid Waste Pickups
Facility Maintenance
5. Supervisor Forms (more information available)
Equipment Complete (for review)
7. Create a new form from scratch - WO for Fleet (View)
Add a new Grid - Fleet WO
Add a new Form - Fleet WO

Notes:
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Converting fo Lucity Web from the Deskiop

In order to gain more experience in moving users from the Desktop into the web, several scenarios below have
been developed. These examples do not include the web map.

Water Supervisors
105 - Corey Cola
266 - Edwin Gene

Water Lead Workers
47 - Paul Black
41 - Sergio Sigoa
17 - Earl Green - Add in Security

Fleet Supervisors - Add Permissions
6 - Phillip Alexander
359 - Waylon Pierce

Fleet Lead Workers - Add Permissions
184 - Art Stern
111 - Kelly Carlson

43 - Tom Jones
Director - Tom Knight

Security
1. Add Permissions to yourself so that you can make changes to Dashboards
2. Add Earl Green into Security and change his login ID in Employees
3. Add permissions to Fleet Lead Workers and then Fleet Supervisors
4

Add Permissions to Director Tom Knight
Dashboard
1. Create Dashboard for Water Lead Workers that are shared

2. Open WOs where they are the lead worker (logged in user ID)

Show
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1.

Show

1.

Create Individual Dashboard for Paul Black
a. Hydrants that need inspection

b. Next week and all previous

Modify Shared Dashboard - Open Requests

Views/Forms

o oA W=

Create WO View/form for Water Lead Workers

Attach view/forms to Water Lead Worker group

Create Water Hydrant View/form (import from Lucity)

Create Water Hydrant Inspection View/form (import from Lucity)

Log in as Paul Black. Show Dashboard, then launch the Hydrant records needing inspection,
then create the work order for all hydrants, then create an inspection record for each, then
filling in the inspection record and then closing the work order.

Setup Dashboards for Supervisors

1.

o U1 AW N

Shared Open WO & Requests
Open WOs

Open Requests

Shared Water Assets

Shared QA Tab

Shared Summary Report Tab

Review Fontana Summary Report (Power Point)

Create New Views and Forms for Supervisors that have more data

Link new Views and Forms to Water Supervisor Group

Show how Timesheet works and setup Timesheet on the fly

Setup some Internal and External Request Submit Forms

Setup Dashboards, Views and Forms for Fleet Maintenance
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% Hydrant Inventory - No Filter

o) o s

=

@& -2 B -o@ el o] s BEEEE - =S - =

{ Hydrant Hec # I‘I Hudrant Mumber ||544 Yalve Rec # ||28

Address ||i| ?54“ |s 135TH PL Valve Mumber ||2?32

Attributes I Locationl Eonslructionl Flen Testsl InspectionSa’Associations| Flushingl WD!F‘M!Heql Cusloml Eommenlsl

M anufacturer | I] |_1 IEIow Medalion Operating Status | I] |_2 IGood
todel Mumber | ﬁ |1 212 [vir bo Open | ﬁ |_2 ICounter Clockwize
Serial Mumber | I] |85‘I Turhs to Open | I] m
Hydrant Type | ﬁ |_1 IDr_l,l-BaneI Traffic b odel | ﬁ l_'l IYes
Connection Type | I] |_1 |MJ Freeze Proof | I] l_‘l |Yes
Mozzles | [I[ ¢ [2m [em [ a00 Coler Code | [l [ 2 [rellow 1500-1000gpm)

Pressue Zone | [[[[ 1 [Pressure Zone Fed Diam [[[ 500
Supstern | I] |_2 |Distribution Feed M aterial | I] l_‘l |Ductile Irah
owner [ [Cy Project Nurber | [If 45078
Managed By | i1 Pipe Mumbsr | I [123423

Inlet Size ||]| B0 HydValve Size ||]| 200 Feed Lenath ||]| 400 Fived Asset ID ||]|

Installation Date |ﬂ|usmx1 390 | Main Dia ||]| 11.00 Active ||]I'
Account Mumber |ﬂ|85485 Flow Rate [ogpm) ||]| Operable Flag ||] I

|Record 1 of 209 [View Mode |Ready...

Vi

Attributes  Location | Eonstructionl Flow Tests InspectionsfﬂssociationsI Flushingl WEI;"F'M.-’FquI Eustoml I:Dmmentsl

Facility | Iil_1 |Ynur Town

General Location | I] |northwest corner of city

— Hydrant Field Ties

Field tie text |

start

4] 1 |

Map Mumber ||]| Elewation [ft) || GPS Located ||_

Alt tap Mumber ||]| At Elervation [f) || 4.28 GPS Date ||[|5,J11,Jggn? vl

In Eazement ||]|_ ¥ Coordinate ||?5?222.38582 GPS Source || 1 IW’aterDepartment

GI5 SubType Tthl I ' Coordinate ||84EU29_55413 Estensions ||
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.f-\ttributesl Locationl Constructionl Flow Tests  Inspections/Association: | Flushingl WD;"F’M.-’FEqu Eustoml Commentsl

Overall Cond ||i| 2 |Good Inzpection D ate ||i|u5;31,-'20[|,‘.-‘ vl Mext Inzp D ate ||i||35;31;2[|09 vI

— Inspections — Azzociation
Inspection Date ™ | Inspected By | Overall Cond Text | Operating Cond T Agzet Tert v I Record Mo | Unigue 1D |
05431 /2007 Mike Giood Good Flowy Meter Lo... 111 00110
4 I 3 “ I
4F* Hydrant Inspection - Unnamed Filter Set EIE

o \|Ga| & -2 B -2 B s8] ] o #]BEE e -] =

Ui e  nspection Date | [ [os/72007 <[+ 4 Mast Riecent nspecton| [~

Hudrant Mumber ||544 Address || 754 |S 135TH PL

Inspection | Eustoml Eommentsl

Inzpected By | I] |Mike
Inzpection By | I]l | Stem Condition | I]I_2 Iﬁood
OverallCond | [ [ 2 [Good PackingCond | [ [ 2 [Geod
Opsrating Cord | [ [ 2 [Goad valve Cond | [ 2 [Good
Damsgs Typs | [0 [wia ahve Seat Cond [ [~ 2 [Good
Paint Condion | [ [ 2 [Good Nozzle Condton | [ |1 [Excelent
Dirain Condition | I] |_2 IGond Grade to Mozzle | I] I—
Dper Mut Cand | I] |_2 IGond Hydrant Flushed | I] 'l
Cap Chain Cand | ﬂ [2 [Good Time Flushed (] | |] [
Cap Condition | I] |_2 IGood Mest Inzp Date | I] m

|Record 1ofl |‘u’iew Made |Ready...

A
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E4y Work Orders - Mo Filter

E=N(ECR X5

T \|g|& e -B e Bl 2] a4 r] 2 z]wE0E0Emd @ - =

| Work Oirder ¥ " [2014-00004

Status |ﬁ |—2 INew “whark Order
Status Dats ||u?x25;2m4 x| |ozo7Pu

Categary | I] |21 200 |Sewer Fipe

Problem | ﬁl |

Main Task ||]|WE:PPE:T\, [CCTY Inspections Mains

Wi ILocationl Assetsl ListhvenlsI TasksfHesI FIoutingI Costs | Billing I Helatedl Flequestsf’TrackI Lirks I Custom 1| Custam 2| Eommentsl

C From R e
Azzet I'I 0001713495 - 1424 5 PROJECT DR 1134597 - E LESLIECT cmment "iom Heques
Location I
Cause |ﬂ| |
Azzigned Crew | I]l | e
Supervisar | ﬂ [e7 |SHIELE KaMDON Assigned By | |I| | Noﬂti\;ii'a'itci'gm
Lead Worker ||]|13? |DaviD BEAR Assigned Date ||]| I = am Problem [~
Pricrity ||]|_| Start Date ||]| I L” AM Overdue [
Account # ||]| End Date ||]| i L” - AM Lead Worker [
Praoj Mo - Acct ||]| Task [
Project Text ||]| Master Praject ID || Supervisor [
MHame |
ﬂlﬂl_| ! Hard Lack wi [~

|Record 3237 of 3237

[View Mode |Ready...

A

Wi Location |Assets| Lista’Eventsl Tasks.f'F!esI Houtingl Costs I Biling I Flelatedl Hequestsx’TrackI Linkz I Custarn 1 CustomEI Eommentsl

Comment o Crew

I_

Department | I] |41 Q7000 IW’aste Water Collection

-~

pivisin |1

subDivision | [ |

|
Area | I] I I
Sub-Area | I] I I

Owrer ||]|_|

Locatian | I] I_ I

Classification | I] I I

Wwork, Order Location

Mo f! Address I Addrezs2

I Lao: 3¢ Coord. I Loz v Coard. I

Moving to Lucity Web

137




WO | Location Assets | List/Events Tasks.f'F!esI Houtingl Costs I Billing I Helatedl Hequestsx’TlackI Links I Custom 1 | Custom 2 | Comments

Seq/ Syztem 101 Carnpletion Date Dezc 1 Desc 2 Odometer Hourmeter

1 Sew 1000 113 L PRO.... ] - E LESLIECT
2 SewerPipe 1am 112486 - 1664 E WALE.. 127237 -2741E WalE..
3 SewerPipe 102 112487 - 165 E VALEM... 113486 - 1564 E VaLE..
4 Sewer Pipe o0z 112493 - 5 TATUM LW 113494 - 5 QUINN CT
4 1 | r
Azzociated Tazks *l "l
Task Test I Cost | Tazk Start Date I Tazk End Date I Status Text I Task Supervizor Text I I

Wil I Locationl fszety  List/Events Tasks.-"F!esI Houtingl Costz I Billing I Helatedl Hequestsx’TlackI Linksz I Custam 1 I CustomZI Comments
— Checklizt
Mo I Checklizt [tem I Campleted | Condition T ext I Cornpletion D ate I Carnpletic

o g
t|3

~ Events
Ewent Text / I Event Date I Ewent Time I Mote I I
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W0 I Locationl .-’-‘«ssetsl List/Events Tasks/Res |F|0uting| Costs I Eilling I Helatedl Flequestsﬂlackl Links I Cusztom 1 I CustanI Comments

whork T asks
’7 Mo | Task Text | TaskStatDate®™ | TaskEndDate | StatusTest |  UOM | Cale'd Uit Cos
1 CCTY Inspections b ains Each 0.00
" By Work Order Tasks L= ]|
=@ B[S s> %] 4l r]p] 2] #] =

Task |[WAW/CPPCT [ECTV Inspections Mains A-:I:m Esnmpate duse H;;;f;i;”m
Task Crew || | Labor Howrs | 000 | oo | 0.00
Task Supervisor |[57 |SHIELA KAMDON Labor Costs | 0o | oo | 0.00
Task Start Date | 7 = A Oass ™ FatsCost | 0.00 | oo [ 000
Task EndDate [/ = am Hows [0 FhidsCost | 000 | 000 [ 000
sttus || seqlo [T Equipment Costs | 0.00 | oo [ 000
Account || Cortractor Costs | 0on | 000 | 0.00
PiciNo - Acct | Misc. Costs | 0o | oon | 0.0

Lkt ofeoeure [ [Each —lunitEDSt [ oo Total Cost | 000 | 0.00 | 0.00
Accomp Code "_ | # of Units |IW _
TaskUser 7 [ | CalodUnitCost [~ 000 W Lock Task Unis Linis Cale [
Task Uszer 8 "_l Task User 2 "— User Date 1 || A >l aM
Task User 9 ||_| User 4 ||— UserDate2 |77 = am
User 5 ||— User Date 3 || ] >l e
| User & ||— User Date 4 || 2 L” - AM
Task User 3 || |
l Addess || | 0|
|
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ﬁ] Work Order Resources

e . T T N NN )

=@ @@/ %[ x] a[«]r[p] »]¢] =]

WORK TASE |I:I:T'\-’ Inzpections kains

Fezource Type | I] |_| |

Procezsed by Financialz

r

IJPC Code | |

Rezource | I I

Alt Description | |

Departrient | I] | |
Clazs | I] I—
Group Mo | I] I—

Unit of Measure | I]I I
Drefault Unit Cozt ||]| 0.000

Account # | I

Units ||
Tirne Cost ||_|
Urit Cost || 0.000 | 0000 | 0.000
Total Cost || 000 | 000 000f 000f o000

Marm

Regular

o7

Tatal

—

Froj Mo - Acct | |

Res Start Date || A

=l aM

Fies End Date || fd

usert |

1] am

Cozt Markup | I

user2 |l

Usger 3 ||]|
User 4 Date ||]| I VI

Press F9 for pop-up selection

Cozt Markup
Order I Percentage I Flat Rate I Calculate On Text
1 1 |
- | #|9]
Odameter Hour Meter Other Meter

Ending Aot |

Starting Ammout I

- Amoint Uzed |

|Record 0of0

\Add Mode |Ready...

Wi I Locationl .ﬁ.ssetsl List;’EventsI Tasks.f'F!esI Fouting Costs |Bi||ing I Helatedl Hequestsx’TlackI Links I Cusztom 1 I Custom2| Eommentsl

Actual Estimated Difference

Proiected Compl [ [ [/ <[ am Lock I \opwaton [ 000 [ oo [ om

Repai [[I[ | LaborHows | 000 | om0 [ 000

Subcontractor | [f | Labor Costs | oo | 000 | 0.00

PuoftCerter [ | Material Cost | oo | ooo | 0.00

Fluid Cost | oo | oo | 0.00

Equipment Costs | oo | oo | 0.00

ouanty  |[I[ 103330 Lock ™ Contractor Costs | 000 | 000 | 0.00

Unit of Messure ||]|LF |Linear Feet Misc. Costs | oo | oo | 0.00

&lm o Total Cost | oo | oo | 0.00
_ wotess [ oo UseTasklnfo W ~
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