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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 — similar

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
Executive Directors
Managers
Office Workers
Field Workers
Co-ops/Temporary Employees

Examples of Knowledge Level
Power users

Editors
Viewers
Experts
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.

Users Web Server Administration
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Lucity Authentication Dashboard
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Standard Users
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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.

The Dashboard is edited directly in the web application. The Dashboard/Preferencesallows you to create
Dashboard settings for individual users as well as create Shared Tabs and Tab Groups that can be applied to

multiple users.

An example of a Dashboard:

'{g} B e cg g @ Don Pinkston

k'l- Open WOs (514)

LAII WOs (1670)

Work'Orders| I

‘. Leawood
Town Cat

Pam
W1 st

Work Order

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.
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Dashboard Layout

Application Tabs App Toolbar: ser Pane
|- _| j ® ; Jonathan Stmonn—sl
O
‘.tb_'.;; I Sl Conign Mt
I ] || ' @

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.

ﬁ Home Tab Displays the current user's Dashboard. This tab cannot be closed.

+ 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.

=== Module View Appears for all module views.

I

|

,‘ Form Appears for all module forms.

G_) Timesheet Appears when using or editing a timesheet.

Dashboards, Shared Appears for admins when reviewing and editing other users' dashboards.
Tabs, Shared Tab
Groups

Notes:
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Application Toolbar

The Application Toolbar, located in the upper-right corner of the Lucity Web interface, gives users quick access to
several Lucity tools and resources. It remains visible no matter what dashboard or view a user has open.

This toolbar cannot be customized; instead, a tool appears only when an agency chooses to implement it and gives
a user access to it.

Icon [Tool Description Setup

Admin Portal Enables administrators to access general admin information for the
entire Lucity program including Licenses, System Settings, etc...

Work Enables users to view and manage Work Orders using a calendar view.
Scheduler

Launches in a new browser window.

Web Map Generates a map that displays Lucity data geographically.
Launches in a new browser window.

Time Sheet Enables users to track the time they spend on various work tasks. If
multiple time sheets are available to a user, a drop-down list appears.

Links Displays a list of links to web content outside Lucity Web. An
administrator can customize the list for an individual or a group.

© © e 6

Notifications  Shows all of the notifications the user has received from the system
during the current session. Most often, these notifications advise the
user of completed Tasks or Toolkit processes.

>R O LD

The number displayed over the icon indicates how many notifications
exist. Click the X next to a notification to dismiss it.

Help The icon provides access to several help options, including:

®

Lucity Help - Opens the Lucity Web Help Guide.

=  Lucity Help Portal and Search - Launches the Lucity Help
Portal, which allows users to view/search all of the Help
Guides.

=  About Lucity - Displays the current product version and
service pack.

=  Email Support - Initiates an email to Lucity Support.
=  Lucity on the Web - Choose (drop-down) among, including:

e the Lucity Support Center
e a WebEx support session, or

e  Lucity.com.
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http://help.lucity.com/webhelp/latest/web/index.htm#35013.htm
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http://help.lucity.com/webhelp/latest/web/index.htm#35342.htm
http://help.lucity.com/webhelp/latest/web/index.htm#35017.htm
http://help.lucity.com/webhelp/latest/web/index.htm#35018.htm
http://help.lucity.com/webhelp/latest/web/index.htm#35015.htm

User Pane
. o , [ x) Semones, Jonathan
The User Pane provides user and admin options and tool. It is example@Iucity.con

opened by clicking on the user's name in the top right corner of
the screen.

Creale New

Power Tools

Change Password

Notes:
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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 -

[}
[(i'?This tool requires the Lucity Apps > Lucity Web > Email Rolling
Log permission.

Closes the user pane.

Admin Controls
@+ &0

EE

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.

iThese tools require the Admin > Lucity App Admin > Run permission.

Fa
o

194

User Controls

Ls]
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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.

L1
fril?This tool requires the Lucity Apps > Lucity Web > Change
Default Application Colors permission.

Disconnects the user from the application and ends the session.



Creating Custom Dashboard Pages

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

Modules View | Pemissions View

Maodules:

[ Admin

Pemissions:

Allow Access to Beta Features
Change Default Application Colors
Email Rolling Log

Run

View Maodule Tab

2 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

Edit Own Record (this gives them permissions to modify their own dashboard)

General Edit (this gives them permissions to modify other’s dashboards)

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 they will have the

y . ” . . Enter Design Mode
Enter Design Mode” button in the upper right.

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

2 @ @ A @ /UANHERNANDEZ

Manage Tab Group § Exit Design Mode

~

[(Zf" ¢ Requests

Add Tab

& 4+ Open Requests by Problem then Asset (7331) & @+ 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) & @+ Open WOs by Status then Main Task (76416)

& 4+ Open Requests by Request # (7331) & 4+ Open WOs by Status then Problem (76416)

& 4+ Open Requests by Asset then Problem (7331) & 4+ Open WOs by Lead Worker then Reason (76416)

W & 4+ Open Work Orders by WO # (76416)
L
£ Y
© Quick Lookup
G %+ () Facility Buildings (31) & 4 Work Orders
& 4 Requests
L
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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 Add Frame
- Allows users to add additional Plugins to the selected frame. -

Add Tab
Allows users to add additional Frames to the selected Dashboard tab. - Allows

users to add additional Dashboard Tabs.

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

Exit Design Mode . . o .
- 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.

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

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

) JUAN HERNANDEZ

test@lucity.com
38
jhernandez

m Open...

2. Select the User’s Dashboard icon

Shared Tab Group

8 User's Dashboard ﬁﬁ Shared Tab

5
o Timesheet
| N
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3. Select Nick Roland from the list

g %% Shared Tab

. Timesheet

Select a User

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

WORTH, NICK ROLAND, NICK
60 nroland

4.  You will see Nick’s Dashboard appear as an Application Tab.

'Jr- |UC|1y 2a . Aa @ JUAN HERNANDEZ

[MECUEH| ROLAND, Nick () B3

Shared Tab Group

Emer Design Mode

5. Openthat Tab and Enter Design Mode
. JUAN HERNANDEZ
L IUCIfy SR N W?)

ECEN| ROLAND, NicK () g

Exit Design Mode

Add a new Tab

1. Usethe button.

2. Select Create a New Tab

Add Tab

Elfl Create a New Tab F%‘ti Copy Another Tab ﬁﬁ Add a Shared Tab
== &= =

=

3. Callthe Tab “Open WOs for Nick”

Add Tab

Name:

Open WOs for Nick

Auto Refresh Rate (in minutes):

M Is Shared

Cancel
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Add a new Frame

1. Usethe button

2. Select Create a New Frame

Add Frame

E Create a New Frame “ Copy Another Frame
x

3. Namethe Frame: “Nick Roland’s Open Work Orders”

-

Add Frame

Name:

Nick Roland's Open Work Orders

B Span Frame

B Open in Desktop instead of Web
H Visible on Web

¥ Visible on Mobile

B Mobile Offline Support

Cancel Save

= Span Frame — Leave blank (for No)

= Open in Desktop instead of Web — leave blank

= Visible on Web — leave checked (for Yes) — You can tell in the frame if this is active if the symbol
appears next to the frame’s title.

= 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 E] appears next to the frame’s
title.
e Mobile Offline Support — not an option if it is not visible for Mobile.

= Hit Save (this closes the dialog)
A RN Roland, Nick () B
(% % Nick Roland's Open Work Orders @ [

Add Frame

Notes:
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Add a new Plugin

1. Usethe e button.

2. Select Create a New Plugin

Create a New Copy Another
Plugin @ Plugin
o]

3. Select Plugin Type.

Copy Another
Plugin

2B ©

Data Drill @ Quick Lookup Eﬁ] Crystal Report
Asset Hierarchy
Tree “ RSS Feed @ URL

. N

o]

Data Drills

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

L

Add Data Drill

Name:

Open Work Orders by Status then Problem

Filter:

Drill Downs:

S I
M

Cancel
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2. Acquire Filter

Acquire Filter

Work Orders (48) m ~

Use Existing Filter

Filter Author: I CAVETEE Nick Roland Open Work Orders ¢

Current Filter: Select * from
WKORDER WHERE WKORDER WO_STAT_CD < 950 AND WKORDERWO_EMP_CD ="77"

Select Reserved Word:|Select a Word hd
Select Table Name: |\WKORDER hd
Select Column Name: |Selected a Column Name hd

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
5. Add Drill Downs

-
Add Drill Down
Select Table Name: W
f;:ri[: Column [Status Text (WO_STAT_TY) ]

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

Moving to Lucity Web 14



7. Save the Data Drill

(Z %> Open WOs for Nick

L
G®

& 4+ Open Work Orders by Status then Problem

(7)

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. ASSET HIERARCHY TREE

1. AddFrame named “Site Tree”

2. Add a new Plugin and Create New Asset Hierarchy Tree

3. Add Asset Tree

+~

Add Asset Tree

Selected Module:

Filter:

Select Display Option

Show Code Only ﬂ

4. Select Module

‘Search ‘l

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

EN =

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

Moving to Lucity Web 15



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

QUICK LOOKUP

1. AddFrame 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 (48) Select Module

3. Add as many lookups as you want.

Notes:
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CRYSTAL REPORT
1. Add Frame named Crystal Report

-

Add Report

Selected Module:

Work Orders _

Report Name:

Monthly Open Work Orders Chart by Status/Task v

Filter:

@ 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

2. Add a new Plugin to create new Crystal Report Plugins
WKORDER WHERE (WKORDER.WQ_STAT_CD <
951) AND (WKORDER.WQO_SUPR_CD ='77")

3. Select the module and the Report that you wish to have displayed
4. Acquire the filter, if desired
5. 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.

6. 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
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RSS FEED

NOTE - STARTING DECEMBER 15, 2016 Google dropped support of the RSS Feed JavaScript APl which Lucity as
using for RSS feeds. This stopped RSS Feeds from working on all releases. Therefore, starting with Version
2017R2 we have removed RSS feeds as a plugin type.

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. RSSis 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. AddFrame named “RSS Feed”
2. Add a new Plugin to create new RSS Plugins

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

<+

Edit RSS Feed
URL:

http:/fwww.npr.org/rssirss.php?id=1001

¥ Display Title
¥ Link Title

¥ Display Description

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.

Notes:
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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.

1. Add Frame named “URL” -
2. Add a new Plugin to create new URL Plugins
; _ - - Add URL
e Display Text — The text that will appear as a hyperlink to
the specified URL. Display Text:
e  Url Address — The URL for the web content to link to or

display Url Address:

e 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. Cancel -

Render URL as Web Page

Map Plug-in

The Map plug-in allows users to display a map on the dashboard and view the location of data found within other
plug-ins. A video of showing details of this plug-in can be found here:
https://youtu.be/T iR7ZQMHCeE?list=PL6gNKzCUXalgmEkZmOX23UmuvXwDzoDcZ

| S

Zoom In-
Zoom Out -

Reorient =

Return to
Default Zoom-

Find My _
Location

o=

e The map can be pointed to previously setup GIS maps.

e The Basemap allows the user to select a basemap from the drop- Edit Map
down list, which displays the standard Esri basemaps. i
e The Map Name enables the user to select which web maps to display.
e The Height controls the vertical space that the map takes up on the Map Name:
dashboard.
Height:
The Initial search context allows the user to select another plug-in from the
dashboard tab. Then, when the tab is open, the map automatically displays _

data from that plug-in. Initial search context

Moving to Lucity Web 19
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Shared Tabs & Shared Tab Groups

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. Usingthe User Pane, click Create New and then select “Shared Tab”
o7

8 User's Dashboard ﬁﬁ Shared Tab

i
e Timesheet
] ]

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

Shared Tab Group

2. Giveit 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

Name:

Quick Lookups

Auto Refresh Rate (in minutes):

3. After hitting OK you see this:

%é_j @ @ A JUAN HERNANDEZ

G el Lyl Exit Design Mode

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

Add Frame
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4. Assign it to users.

e Select the Manage Users button .

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

Manage Users for: Quick Lookups

Users Currently Assigned ) Users Not Currently Assigned

v Name  Initials Department
o Records found.

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

Manage Users for: Quick Lookups

O Users Currently Assigned [®] Users Not Currently Assigned

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

Notes:
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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.

Create a new Shared Tab

1.
2.

Go into Design Mode
Select Add Tab

Select Create a New Tab
Name the Tab — Open WOs Lead Worker, check the “Is Shared” box

Add Frame into the Open WOs tab

Select Add Frame
Select Create a New Frame
Name the new frame “Open WOs”

Add drilldown to Open WOs frame

Select Add Plugin button

Select Create a New Plugin

Select Data Dirill

Name the new Data Drill “Open WOs”

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.

Selected Module: Work Orders (48) \  select Moduie | “

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

Cancel | ‘ v

This filter can easily be changed to use Supervisor instead (WO_SUPR_CD).

Add drill downs that make sense to you
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.

Moving to Lucity Web 22



Filter Reserve Word list and Definitions

The following are a list of special reserved words that you can use to make you filters. These allow a filter to be
dynamic. For example you can use the %CURRENTWEEK% to pull in the date range for the current week. This
allows you to create a filter of work scheduled this week. This filter will return work for the week it is run
without modification.

'%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.

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

'%NEXT(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.
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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

e  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)

Add Shared Tab

ﬁ Create a New Shared ﬁﬁ Add an Existing = B
Tab Shared Tab = i Copy an Existing Tab
=& =5 =

L

=

e Add Open WOs Lead Worker
e Add Quick Lookup
e  Make sure that they are listed in the order that you want them

. @ @ A @ ‘UANHERNANDEZ
slucity, 80
| Home |XaRSIEICLRICTION +

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

G 4 Quick Lookups

. Open WOs G0o

G 4+ Open WOs (0)

Add Plugin

Add Frame

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

hfanage Users for: ACT Shared Group

@ Users Currently Assigned O Users Not Currently Assigned

Name | Initials | Department
No Records found
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4. Select the button for Users Not Currently Assigned to show a list of all users.

Manage Users for: Quick Lookups

O Users Currently Assigned [®l Users Not Currently Assigned

Initials Department
[ a aa a
[] Baisden, Assunta abaisden Fleet
[] Carroway, Amado acarroway Parks Maintenance
[] Culligan, Alonso aculligan Water Plant
[ Davis, Adam adavis
[ Lorenzen2, Aaron ADL
[ Forristal, Alex aforristal Streets
[ Fowles, Andrea afowles
[] 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
1 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.

Notes:
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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.

VIBWS, GriAS, NG FOIMIS ...eiiiiiiiii ettt ettt e e ee et e e e e e e e e se bt aareeeeeesesabbaaeeseeesessbasaaeeeessessatsaseeeeeesssbasseeeeeesanstanaeeeens 27
USING CUSEOM FOMMS QN0 GIIS ...eutiiiitieiieeitte ettt ettt ettt et e st sa e e et e st e e st e esab e e sabeesabeeeaneesabeeeabeesabeeeneenane 28
SAMPIE WOTK OFAEE VIBW ....eeiieeeitiee ettt e sttt e ettt e e ettt e e e sttt e e e ette e e s abaaeesatsaeeassaeesanssaaesnsssaeassseesansaseesssnaeesssanesansns 28

USING TNE VIBW ..ttt ettt et e sttt e e et e e e et e e e sttt e e e esatee e e ssaeeesssaeeaanssaeesansaaeeanssaeeasssaeesanssseeansssaeaansseeeannns 29
L6 [a = o <l € g o T OO P TP P PO PTTOPPPOPPPP 29
GENEIAI VIBW TOOIS ..ttt ettt ht e e bt e sh et e b et e s bt e e b et e sh bt e bt e e sateeeat e e sabeesseeesateesaneesabeesnteesn 30
(8T g Yo d o T 2l o 4 TSP URRR PSRNt 31
USING the TOOIDAr BUTLONS ....uveiitieiiieeite ettt ettt ettt e at e e bt e sbe e s bt e sate s bt e e s abe e bt e e saneebeeensneennees 32
AAVANCEA FIlEEI EQITOF 1ottt ettt sttt st e et s s bt e et e st e e e st e e sabeeeabeesabeesnteesabeesaneenn 43
FOIM BUETEONS .ottt e e e s a e e s e b e s s e e e s b e e e sbb e e e s s ba e e s aanes 58
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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.

e 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).

e  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.

e  Forms are used for adding new records, editing existing records, or viewing details about a single
object. Datain 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 forms.

View
1
I r | Yy - - o |
REAL®F- cOoTEaKRiBx B Q200
Equoment 0 Y Equgment D Tedt Y Oparating Sans Taxt Y Equipmart Type Text Assgnec To Y acsigned To Emal Y| Deganmant Tast Y
¢ P MBACDIOD AR COND AFD 1004 CABINET Oparstiors AR COMDITION Midde Basin bV ;
s P weaco0s AR COND. AFD1005 CABINET Cvaraora: AR CONDITION Mae Bain HVAL —Grid
+ P MBACDN0 AR CONDITION UNIT Cparanory va sin WVAC
Record—dl p® wusacown AIR CONDITION UNIT Opar 3 o Bain WVAC
MB-ACO7001 AR CONDITIONER A CONDIMION | | | MO0 Banin VAL
Qe
L
(—
PMTampiate PMTampiate Tedt T Categery Y camgory Tant ¥ van Tan Y Main Taok Text —Gl'id
MB-A ¥ DAY AR CONDITIONER - 30 DAY /500 D0 HOUR SERVICE UsPs Middle Basen Equpment FWPTES 30 DAY /500 TO 1000 HOUR SERWCE *
* 385 DAY AR CONDITONER - 385 DAY / 50/ 0 HOUR SERVICE users Middie Basin Equpment SWPTet 365 DAY /6201 TO 10000 HOUR SERN
% p—
‘l ‘ 100 of 2798 ’ l’ Fauipment_Investory Form
Equipesent 10" Equipment 10 Text Equip Rec 8
MB-ACD7001 AIR CONDITIONER [ 12 < vl
Operating Status Exquipiment Type
1|Opsrational M aco | conDImon ey Pleet 4
} ’
General 91- 900 of 2794 tems
DA H Asgaed To Priorty | &
I =
(S Assigned To tmad
@ Woek s-.u[.« Hake
o Manufacturer Owtsion
1980 JMARVAIR AIRCEL INC [ ] WWTP -
i Model Account
v AVPA2ACDUSNU-1000G5
= Sertal Muber PM Accowt @
o FT.FO00108131-000.001
Year Assrt Mundier
Form
- Plent 10 —
104]Middle Basin HVAC - E Misde Basn =
Goom Process
lF\'aswlM - MBLS -
Plate Reet 1D
Area
Location Desc
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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.

3 @ ﬁ o é A e Don Pinkston
A H & Work Orders (x) 3
= = - o
BE® ¥ =% LR E: Q=200
Work Order # Category Text Asset Desc 1 Main Task Text Problem Text Status Date Status Text Cause Text Lead Worker Text
r{} P 17142473 Gravity Mains 2763 0209022 - 9904 JUNIPER LN TV Inspection Prevemative Maintenance DB/29/2017  New Work Order
P s ycrants oos11 Muer Gompany Fusning 08200017 | New Work Orter
% ﬁ 17-128843 Fieet Maintenance 17-006 Patrol Sedan 17-002 PM-A 08092017 New Work Order
% 8 17-127230 Gravity Mains byl 0208177 - 9631 LINDEN ST TV Inspection Preventative Maintenance 08/09/2017  New Work Order
& B Graviy Hans Locate Locate Reques 08072017 | Mew work O sser reer
PP s Feetaenance 170008 ol socan 17.002 Fua 08082017 | New Work Orter
gk PP 7z Middle Basin Buiings Fiush & Clean 08/06/2017  New Work Order
dk P& 17273 Equipment Lubricate 08/06/2017  New Work Order
& P e senvce wete NP0520.00013 08022017 | Wevw Work Ot
% ﬁ 17-122782 Gravity Mains. 2332 1810140 - 9531 MEADOW LN TV Inspection Preventative Maintenance 0772672017 New Work Order
< >
. o 2 3 4 5 68 7 B 9 10 i 10+  items per page 1- 100 4198 ftems
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.

3 ‘ . ﬁm.é;enunﬁnkshn
Flucity.
+
RRhE- @Y =S RERE-* b QRO
Work Order # Category Text Asset Desc 1 Main Task Text Problem Text Status Date Status Text Cause Text Lead Warker Text
+ B 17-142473 Gravity Mains 2763 0209022 - 3904 JUNIPER LN TV Inspection Preveniative Maintenance 08/29/2017  New Work Order
e S S B -
Location No General Location Bidg # Or Y StreetName Type T Bidg#2 Dir2 Y| SteetName2 Type2 Y| XCoord ¥ Coord
B 1 V-6'E FH-03-03-68 10250 CONSER ST 2257961.92992306 239131.12436648
B 2 V-4 1/2'W FH~09-03-68 10247 FOSTER ST 2258385 77028272 239154 05903189
8 3 V-3 /2N FH~07-10-70 7308 w 102ND ST 2258959.92661472 239593.29831089
B 4 V-2'S & 1 W/2'W FH-02-11-69 7500 w 102ND 8T 2258232 08522263 239683 75414673
* B 17-128843 Fleet Maintenance 17-006 Patrol Sedan 17-002 PM-A 0B/09/2017  New Work Order
* B 17-127330 Gravity Mains 2770 0208177 - 9631 LINDEN ST TV Inspection Preventative Maintenance 08/09/2017  New Work Order
dh P& 1z Gravity Mains Locats Locate Request DBIOT/2017  New Work Order Joset Greer
+ 3 17-127326 Fleet Maintenance 17-D005 Palrol Sedan 17-002 PM-A OB/D6/2017  New Work Order
e p— —— Pl . lean 0682017 | New Work Orter
g B iz Equipment Lubricate DB/DG/2017  New Work Order
b P 172800 Service Meter NPOB40-00013 DB0272017  New Work Order
d B 7z Gravity Mains 2332 1810140 - 9531 MEADOW LN TV Inspection Preventalive Maintenance 07262017 New Work Order
< >
w @23 4 5 6 7 8 90 . (siw |10 v temsperpae 1-10 of 4198 Rems

You can sort information in the View by clicking on a column heading. The first click will
sort the column in ascending order, the second click in descending order and the third
click will remove the order. The System will support multiple column sorts at a time.
You can also stretch column widths to see the entire text of a cell.

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 Asset child grid contains four child
records. These child records each display an individual WO Asset record.

|UC| y GO @ & A @ ponpinkston
#
abE .Y Eﬁ a@@[ﬂ -] Y Y K

Work Order # Category Text Asset Desc 1 Main Task Text Froblem Text Status Date Status Text Cause Text Lead Worker Text
+ P 17142473 Gravily Mains 2763 0209022 - 9904 JUNIPER LN TV Inspection Preventalive Maintenance D8/29/2017  New Waork Order

=T T e o e —

) | Resuiting Tasks (0 ) | PMAwork

Tempiate:

1) jork Permits (0) | Utilty Locates (0)

Q@ﬂ

Sequence Category Text Fieet ID Completion Date Completion Time Desc 1 Desc 2 Odometer Hourmeter Other Meter PM Description Asset Rec
qp B 1 Hydrants 00511 Mueller Company Ory-Barrel Mueller Company 11
ah P 2 Hydrants 00779 Mueller Company  Dry-Barrel Muelier Company 79
qp B 3 Hydranis 00508 Mueller Company Dry-Barrel Mueller Company 608
:{‘g (=) Hydrants 00810 Muelier Company Dry-Barel Muelier Company 810
< >
dp PP 17a2msa Fleet Mainienance 17-006 Pairol Sedan 17-002 PM-A 08092017 New Waork Order
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Next to each record in a grid, two buttons may appear:

Click the plus sign E[TEI 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.

General View Tools

These tools appear in the upper right corner of the view.

Q Search Opens a search box that allows you to search the grid. This automatically searches
Y the current filter set looking for matches to what you typed in through all columns in

the grid.
@ Refresh Re-queries the database and refreshes the data on the page.
Grid

! Share with Enables the user to send a link to the current View to other Lucity users, allowing
Others them to see the same dataset.
More information on sharing Views

Information Provides information about the Grid, View, and Module you are currently looking at.

Mark as Allows users to mark a specific view (and its current filter) as a favorite. When a view
Favorite is marked as a favorite, the star turns yellow.

] To access Favorites, click the + button next to the application tabs.

Notes:
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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).

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:

e In Requests, from the Phone field to Home Phone, Phone 1 or 2, or Work Phone.
e In Work Orders, from the Start Date to the End Date.
e In Work Orders, from the Total Cost to the Billing Amount.

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

[ - Edit- Work Order Assets - Google Chrome

D let-w2008r2-01/LUCITYWEBT6,/QuickSubmit.aspx?PID=6158 &lisEdit=truefisChild=true&RID=1157058MID=14 BirefreshKey=Refresh_P6158_AFalse_CTrue_R115705&submitt

-

Category Odometer Other Meter
41200 |Hydrants g
Asset Type* Asset Rec g+ Hourmeter WO Cost

[Water Hydrant [~]1122 = 0.0

Inspection Source Module

Desc 1

m

Attributes

Desc 2

SR U o)+

Completion Date

Units Unassigned Cost
I 0.00

User 1 User 11 User 21

| 2 =
User 2 User 12 User 22

| = =
User 3 User 13 User 23

| L =
User 18

[Cuser 24 [Cuser2s

PM Description
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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.

These tools appear to the upper left hand corner of the view

Ilcon Name

B =
Edit in Grid
Fd

||-['—‘
X
&)
’g
B

Show in Map

Filter

< ©

Create Work Order

Create Request

Create PM/Template

Toolkit

Property Viewer

Subsets

Documents

Export CSV

External Document
Link

Relationships

Lo (s P= O

Moving to Lucity Web

Function

Adds a new record to the current module by launching a new Form window.

Enables the edits within the grid. While editing in the grid the standard toolbar is
disabled and you cannot expand records.

e  Shortcut:
Provides access to the reports available for the current module.

The drop-down arrow next to this tool displays a list of Quick Reports—a user-defined
list of frequently used reports.

Launches the Lucity Web Map (or a third-party product), then, zooms in and selects all
assets, X/Y coordinates, and/or addresses found in the selected record.

Allows users to narrow the list of records based on criteria they define.

Generates Work Orders for the selected records or the chosen filterset. Users may be
required to select a Default WO Category if more than one applicable category exists.

Generates a Work Request for the selected Inventory record.

When users create a new Request, the system opens a Request view, if one
exists. If a default view does not exist, the system still creates the Request in the
database; however, it does not appear on screen. Instead, a notation appears above
the grid indicating that the operation succeeded.

Produces a new PM/Template for the selected records or the chosen filterset.

Provides a range of functions, depending on the module. Such functions could include
anything from sending notifications to recalculating fields.

Shows relationships between the selected record and records in other modules based
on the address.

Enables users to create, save and load Subsets, which are specific groups of records.

Allows users attach documents to a record or view attached documents. The button
appears orange if the selected record has an attached document; it appears white if
no documents are attached.

Exports the data in the current grid (not child grids) into a .csv file and sends it to the
user via email.

Displays a list of documents that are linked to Lucity from an external document
system (e.g., Falcon).

Displays a list of modules with records related to the selected record in the grid.

32


http://help.lucity.com/webhelp/latest/web/index.htm#26146.htm
http://help.lucity.com/webhelp/latest/web/index.htm#26325.htm
http://help.lucity.com/webhelp/latest/web/index.htm#26198.htm
http://help.lucity.com/webhelp/latest/web/index.htm#26268.htm
http://help.lucity.com/webhelp/latest/web/index.htm#26212.htm
http://help.lucity.com/webhelp/latest/web/index.htm#28450.htm
http://help.lucity.com/webhelp/latest/web/index.htm#38189.htm
http://help.lucity.com/webhelp/latest/web/index.htm#28453.htm
http://help.lucity.com/webhelp/latest/web/index.htm#26276.htm
http://help.lucity.com/webhelp/latest/web/index.htm#34033.htm
http://help.lucity.com/webhelp/latest/web/index.htm#26285.htm
http://help.lucity.com/webhelp/latest/web/index.htm#26305.htm
http://help.lucity.com/webhelp/latest/web/index.htm#28440.htm
http://help.lucity.com/webhelp/latest/web/index.htm#37266.htm
http://help.lucity.com/webhelp/latest/web/index.htm#37266.htm
http://help.lucity.com/webhelp/latest/web/index.htm#39606.htm

Open in another Opens the selected record(s) in a different view. This function is normally available in
= View child tables for Work Order assets or for assets from other modules that are
associated with the selected asset.

el k Reorder Displays a grid that enables users to change the order that records appear in the grid.

e T This only appears in grids where the order of the records is important to how the
module works and the order is controlled by a specific attribute field.

--E Delete Erases all selected records.

Module-Specific Tools

These tools have special functionality for specific modules and only appear relevant grids.

Icon Name Function Available In
@ Inspection Displays observations generated during a sewer or storm pipe e Sewer Pipe
Graph inspection. e TV Inspection
This button is available only in the listed inspection modules and e Pipe Assessment
in relevant grids. e Storm Conduit

e Inspections
e  Conduit Assessment
| Tire Tools Provides tools that enable users to manage the tires on a vehicle. e Fleet Inventory

This button is available only in the Fleet Inventory

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.

Notes:
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Editable Grids (only available pre-2017R2)
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. This
feature requires Silverlight and has not yet been redesigned using HTML.

2014-14537 - Repair ( - )

E 15 valid Employees exist for this category. Employees

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

E a 114 valid Materials exist for this category. Materials
Resource Resource Text  Processed by Financials  UPC Code  Alt Description  Department Text  Class  Group Number  Unit of Measure Text  Default Unit Cost  Res Account #  Res Proj N
13411 Pipe, DI, 21" Waste Water Collection Foot 28.000 ..5332
0.000
0.000

11 valid Fluids exist for this category. Fluids

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

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
) »

e Toadd a resource find the grid it should go in and click the add record button.
e To edit a resource click in the field to edit and make changes.
e You can use the arrow keys or Tab key to move through the fields in the grid.

e Todeletearesource select it in the grid and click the delete record h button.

e  After making changes click the save button E 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 button to make the necessary changes.
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Edit in Grid (2017R2)

Added starting in Version 2017R2, the Edit in Grid button () allows users to edit information in the view in a
spreadsheet format. While editing in the grid, the standard toolbar is disabled and you cannot expand or view child
records. All grids have the ability to open in the Edit in Grid mode. This allows users to add and edit records directly
in the grid and navigate fields using the keyboard. This feature streamlines the process of creating and editing
multiple records. Requires the Lucity Apps > Lucity Web > Allow Inline Editing permission, and the General - Add,
and General - Edit permissions for the modules.

3 | . #o go Lucity User
Flucity. -
(RS0l = Open Work Orders (X) Rg
Work Order # Category Text Asset Desc1 Main Task Text Problem Text Status Date
- 17-001631 ‘Water Valves v E| cs-00001 CS-00001 Ball Hydrant Valve Maintenance _ -
17-001630 Custodial Parking Facility Security 08/29/20
17-001629 Custodial Daily Custodial Care 08/29/20
17-001628 Custodial Heavy Cleaning 08/29/20
17-001627 Custodial Heavy Cleaning 08/29/20
17-001623 Middie Basin GENERATOR 2 (EAST) 365 DAY / 6001 TO 10000 HOUR SERVICE Preventative Maintenance 073120
17-001622 Middle Basin Electrical/lnstrumentation MB-GENS001 MB-GEN8001 GENERATOR 1 (WEST) 365 DAY / 6001 TO 10000 HOUR SERVICE Preventative Maintenance 0713120
17-001621 Middie Basin GENERATOR 2 (EAST) 730 DAY / 10001 TO 20,000 HOUR SERVICE Preventative Maintenance 073120
17-001620 Middle Basin Electrical/lnstrumentation MB-GENS001 MB-GEN8001 GENERATOR 1 (WEST) 730 DAY / 10001 TO 20,000 HOUR SERVICE Preventative Maintenance 0713120
17-001619 Fleet Maintenance 0046 0046 Dump Truck, 5 yd, 2 axle, automatic, International Preventative Service Preventative Maintenance o72120
Seq No Task Text Task Start Date Tazk End Date Status Text

Hydrant Valve Maintenance -

Employees (2)

1= <]

Resource Resource Text Regular Time Hours Overfime Hours

W= woe [ -

0192 Mariglla Serna 0 0

Grid Elements
The Edit in Grid mode includes the following tools.
Icon [Tool Description Hotkey

Add Record |Adds an empty Resource to the associated Resource grid. CTRL + Insert

oy Requires the General - Add permission for the module.

Note: This button is disabled if something in the grid requires
underlying functions that the grids do not yet support.

Cancel Cancels all edits made to all grids on the page and closes the page. |CTRL+E

Save Saves all edits made to all grids on the page and closes the page. CTRL+S
Edits can also be saved by pressing CTRL+SHIFT+S.

Undo Undoes the previous edit. CTRL+2Z
Redo Re completes the last undone edit. CTRL+Y
Delete Deletes the Resource selected in the associated Resource grid. CTRL+D

iy
-4J Requires the General - Delete permission for the module.

@ m)) DO

Information Displays info about the Grid and a list of hotkey shortcuts that can be used in the grid.
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Using the Editable Grid

=  Sorting - Sorting is disabled in edit mode however; the grid retains the sorting that was done before entering
edit mode.

=  Filtering - Filtering is disabled in edit mode however; the grid retains the filtering that was done before
entering edit mode.

=  Navigation - Use arrow keys to move from cell to cell or tab to jump to the next editable cell.

Hot Keys

Use the for a complete list of hotkeys to help with navigating the grid and entering information.
Ja ™

Key

Left, Right, Up, Down
Tab, Shift + Tab

Enter, Shift + Enter
Home, End

Ctrl + Home, Ctrl + End
Cil+E

Ctrl + Insert

Cirl+S

Ctrl+D

Cil+Z

Ctrl + Shift + Z, Ctrl + Y
F9

Function
Navigate All Cells
Navigate Editable Cells
Navigate Vertically
Start or End of Row
Start or End of Data Set
Begin/Cancel Edit Session
Add New Record
Save
Delete
Undo
Redo
Open Popup
+ Esc-Close
+ Up/Down - Navigate Grid Vertically
« Enter - Select

Space Set Current Date/Time or Expand Drop Down List
Ctrl+C Copy
Ctrl +V Paste
h vy

Editable Grid Fields
=  Picklist fields - Click in the field for a filterable drop down list of valid records. Or click the =l for a picklist
pop-up.
= Date fields - Click the B field for a calendar to select from.
=  Required fields - These are highlighted in light orange.
=  Read Only fields - These fields are greyed out.

=  Restricted fields - If a user does not have permission to edit restricted fields, they will be able to edit such
fields in the editable grid; however, their edits to those fields will not be saved.

Review Grid Edits

While editing icons will appear to the left of each record that is added or edited to indicate which records were
edited.

E Appears next to a record that was added during this edit session.
. Appears next to a record that was edited during this edit session. Click on this icon to display
4 the review screen and allow you to view the edits made to the record.
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Edit Review Screen

Click the button next to an edited record to see the edit review screen. This screen will show all Original state of
the record compared to the Current state.

-,
Original Current
Work Order #:  1103-071 1103071
Category Text: Fleet Maintenance Fleet Maintenance
Asset: 0021 0021
Desc 1: 0021 Groomer, Bearcat LMC 0021 Groomer, Bearcat LMC
q Main Task Text: Diagnostics Cooling System
Problem Text: Electrical Electrical
Status Date: 04/08/2012 04/08/2012
Status Text: Complete Complete
Cause Text:
Lead Worker Text: Assunta Baisden Assunta Baisden
s

.

= Edits are highlighted in green.
»  Click the ) next to an edited field to undo the edit.
= (Click Revert All to undo all changes.

= (Click OK to close the edit review window.

The Web Report tool is well documented on the Lucity YouTube channel and can be found here:
https://www.youtube.com/watch?v=rgRkghapwUQ

Reports

1. The Report Button is divided into two portions. The left portion opens up the report dialog. The right portion
opens the list of the user’s Quick Reports.

FCATE
2
. . - . . . .
2. (Click the left portion of the Reports button to open the Reports dialog. The following window will be
displayed:
; .|
Reports For Work Orders

Aging Work Order Report Lists w
Aging Work Order Report - New Work Orders Listor ™
Aging Work Orders by Category with Problem Summary Alistc
Aging Work Orders Graph Dashb
Aging Work Orders with Linked Work Orders Aging’
Asset Summary Report Summ

Q | Asset With Work Orders Report Repor
Average Open Time for Work Orders Select:
Closed Work Orders with Open Associated PMs Closet
Completed Work Order Report - Count by Status Repor

@Q | Completed Work Order Summary Lists C
Coniractor Usage Detail Report Lists Sy,
Contractor Usage Summary Report Summ

< >
B[ [ e | [oowmom | oo ]
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e This dialog displays each report by name. Farther to the right, it also lists a brief description of
each report, the Quick Report Type, the Group Name and the report file name. The first column
indicates if the report is a Quick Report for the current user.

e Inthe upper left, a drop down for Report Group was added for Work Orders only. 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 the first time the dialog is
open. Thereafter, if the Report Group is changed, then the last used Report Group will be the
default the next time it is open. Report Groups are managed by the Manage Report Group button
in the upper right.

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

3. Tolimit the record selection included in the report, use the radio buttons as follows:
o All Records — The report will include all records in the module.

o  Current Record Only — The report will only include the information on the current record.
o 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.

4. Toview a report, highlight a report name and click View PDF or View HTML. The report will be
displayed in a separate window. The default number of pages that a .pdf report can show by default is

10. This value can be modified in the Web Performance tab of the System Settings option in the Lucity
Admin program.

5. Aslong as the user has rights, they can Add, Edit, Update, Download, or Delete a report or add reports to
the Quick Report list.

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:

| = 3

Report Name:

Average Open Time for Work Orders

Report Description:

Selects WO records with Status=>950 and calculates days open by the difference in WO End Date and WO
Start Date.

Report Location and Filename: Reports\Work\WOAvg TmOpenWeb.rpt

Optional Report Group: [Monthly hd

=

A

e  (Click Save when you have finished making your edits.
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

Filtering enables Lucity users to quickly extract certain records from a grid. Unlike sorting, filtering doesn't just
reorder the records; it actually hides the rows or columns containing data that do not meet the filter criteria the user
defines.

A filter button appears in every column header to allow users to filter the data in the grid based on that column.
Users may filter the grid on multiple columns at the same time to quickly filter records, rather than using the more
robust Filter Builder.

Equipment Type Text

How To Use the Column Filter Function
1. Select a column tofilter.

2. Click on the column's filter button. The following pop-up appears:

v

3. Click the drop-down and select the desired filter option.

v
.
Equal
Not Equal
15 Empty
15 Not Empty
Starts With
Does Not Start With
Ends With
Does Not End With
Contains
Does Not Contain
In List
Mot In List

4. A box appears below the filter option. Enter the criteria to filter on in that box and click Apply. The tool
displays only the records that match the criteria for that filter AND all other filters set for other columns.

5. After filter criteria is defined for a column, the filter icon is highlighted in orange in that column. Click the
orange filter icon to display the current settings.

Notes:
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Filters

A Filter helps you narrow your search for a specific record or set of records. A movie exists on the Lucity YouTube
video channel that documents how the filter works: https://www.youtube.com/watch?v=WmpSQJccyC8

When you click the Filter button T the Filter dialog will appear. Each filter lists the person who created it,
the name of the filter, and whether the filter is Basic (True) or Advanced (False). Basic filters are created with the
Lucity Filter Builder and can be produced by most users. Advanced filters are written as SQL statements, and
therefore require knowledge of SQL and the Lucity database structure.

-

W
Applied Filter: Work Orders  Edit current Fter |
=t
Name Owner Is Basic
All Work Orders since 1995 Don Pinkston true A
Brian Perkins Open WOs Don Pinkston true
Closed in Field and No WO Quantity Don Pinkston false
Closed in Field but End Date is Empty Don Pinkston false
Closed in Field without End Date Don Pinkston true
Closed in Field without Task Units Don Pinkston true
Closed in Field without Task Units Test Don Pinkston false
Completed - Don Pinkston Don Pinkston false
Completed WOs with No End Date Don Pinkston true
Completed WOs with No Units Don Pinkston true
Don OHRV Don Pinkston true
Don OHRV 1 Don Pinkston false
General Filter for All Lead Workers Don Pinkston false
NE General Open WOs Don Pinkston false
New Fleet WOs - Don Pinkston Don Pinkston false
New Leadworker WO for KC Don Pinkston true
New WOs for Blake Johns Don Pinkston true
One Week ahead and Loggedin open Don Pinkston true
Open Catch Basin WOs Don Pinkston true
Open Fleet WOs - Don Pinkston Don Pinkston false v
I My Filters only I | I ‘ I | I ‘ I

Applied Filter  Displays the name of the filter currently applied to the module. If the filter has yet to be saved, it
will say "New Module Filter."

Edit Current Opens the Applied Filter in edit mode.
Filter

Enter Edit Mode Opens the Filters grid in edit mode, which enables a user to edit the filter names.

-
e 1 Users that do not have the Filter/Browse - Edit Others permission can only edit the
names of filters that they created.

Filters grid Lists the filters created and saved in this module. Each record lists the name of the filter, the
person who created it, and whether the filter is Basic (True) or Advanced (False).

. [E Click on a column header to sort the records. This icon indicates the column by which
the data is sorted.

My Filters Only When checked, displays only those filters created by the current user. Uncheck the box to show all
saved filters for this module.

Add New Opens a blank Filters Editor screen.

Moving to Lucity Web 40


https://www.youtube.com/watch?v=WmpSQJccyC8

Opens the currently selected filter in the Edit screen and lets the user modify the filter.

Provides a way to duplicate a filter.

e 1 |fthe user has the Lucity App Admin permission, this tool allows him or her to copy a
filter to multiple users.

Provides a pop-up that shows the number of records the selected filter will load.

Deletes the selected filter.

How to add a filter and using the Basic Filter Builder

The Basic Filter Builder enables users to create a filter one step at a time. The process begins by selecting the
module or child module on which to base the filter. Then, the user chooses the field to apply the filter to and the
condition the filter should use to base its results (ie =, >, <, etc...). Finally, the user enters the factor he or she wants
the filter to identify. Multiple fields can be filtered at once.

r )

x| Work Orders Status GreaterTrﬂ 950
)

Work Orders Supervisor Te Equal v hd
)
=

+

I T T T T

] I

Displays the number of records found by the filter the user is building.

Displays the SQL statement represented by the selections in the Filter Builder.

Converts the filter to an Advanced filter and opens the Advanced Filter Editor.

Stores the filter for future use. (This button appears only when editing a previously saved filter.)
Stores the filter for future use while setting the name of the filter.

Executes the filter.
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How to use the Filter Builder

l—ll—lml—ll
I I:IJ 8

.

e Click or Select a Filter and click

e The Filter Builder will appear:

e Click the to add filter criteria. In the first drop-down box, select the module component upon which to
base the filter. (This component could either be the module or a child module.)

=  Example: In a Work Order, filter on the Work Order Assets.
e Use the second drop-down box to select the field in the selected module upon which to filter. Another drop-
down box appears.

=  Example: Filter on the Asset Type Text field.

e Use the third drop-down box to select a filter operator. A blank field appears on the next line.
=  Example: Operators are parameters like: Starts With, Ends With, Equal, etc.

¢ Intheblank field, enter the filter criteria; that is, the term or value that you wish to include in, or exclude
from, the results.
=  Number and Text fields - a drop-down list is provided if the filter operator is Equals, Not Equals.

= Date fields - An additional drop-down appears if the filter operator is Equals. This allows you to indicate
that you would like to enter a specific value, or select a reserved word from the list.
—

= In List/Not In List - After selecting this operator you must click the ™= hytton to select a list of values.
e To filter on an additional field, click the button. Repeat steps 1-4 with the new drop-down fields.

e Toremove the filtering on one field, click the @ next to that row.

e To save the filter, click . The following pop-up appears:
I

e  Enter a name for the filter. Click . New Module Filter

e Click to immediately run the filter.
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Additional Information
1. Each added field creates an "And" statement and serves to further limit the filterset.
2. Ifthe same field is added to the filter multiple times, it creates an "Or" statement.

= Example: Users can use something like Problem Contains "xyz", Problem Contains "abc". The resulting
filterset will include all Problems that contain either "xyz" or "abc".
=  Example 2: Users should not use something like: Problem Does Not Contain "xyz", Problem Does Not

Contain "abc". The resulting filterset will contain all possible Problems (all Problems that do not have
"xyz" or all Problems that do not have "abc").

3. Any filter created using this Filter Builder dialog are designated as a "Web Filter." These filters are only
available for use in the Lucity Web application; they are not added to the filters in Lucity Desktop.

Advanced Filter Editor

Users should have a working knowledge of SQL (Structured Query Language) before attempting to
use Advanced filters. For most users, the Filter Builder is sufficient.
e R

WKORDER LEFT JOIN WKWOASSET ON WKORDER.WQ_ID = WKWOASSET AS_WO_ID WHERE WKWOASSET.AS_CAT_TY ='Park
Meter' AND WKORDER.WO_STRT_DT ="12/30/201%'

Select Table Name:  [Select A Table v
Select Column Name:  Select A Field v
Select Reserved Word‘Se\ecl Reserved Word v‘

=

Displays the number of records found by the filter currently being created/edited.
Stores the filter for future use while setting the name of the filter.

Executes the filter.
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How to convert a Basic Filter into an Advanced Filter
1. Select a Basic filter from the filter list.
2. Click the Edit button.

3. Inthe Filter Builder, click the Advanced button. The following warning appears:

You are about to enter advanced mode with unsaved changes. These
changes will be discarded should you close advanced mode without

saving. Once saved in advanced mode this filter will no longer be
considered a basic filter.

Cancel Continue

4. Click Continue. The Advanced Filter Editor opens.
5. Modify the filter as needed.

6. Click Save As. The following pop-up appears:
I ™

MNew Module Filter

7. Enter a name for the filter.

8. Click Save.

Notes:
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How to use the Advanced Filter Editor

e Enter a SQL statement into the text box, starting with the table from which to select records. The statement
will always include Select * from at the beginning.

= Use the Select Table Name drop-down to select a table related to the desired module.

= Use the Select Column Name drop-down to select a field from that table. Doing so will
insert tablename.fieldname into the SQL statement.

= Use the Select Reserved Word drop-down to insert a reserved word into the SQL statement.

e To save the filter, click
Filters saved from the Advanced tab will be saved as Advanced filters. Advanced filters cannot be
edited using the Basic Filter Builder.

e Toimmediately run the filter, click
( ™

WKORDER LEFT JOIN WKWOASSET ON WKORDER.WO_ID = WKWOASSET AS_WO_ID WHERE WKWOASSET.AS_CAT_TY ='Park
Meter' AND WKORDER.WO_STRT_DT ="12/30/2015"

Select Table Name:  [Select A Table v
Select Column Name:  Select A Field v
Select Reserved Word] Select Reserved Word v|

I ]

|

Reserved Words

Reserved words are used to add data to a filter based on when, and by whom, the filter is run.

Example: A user wants a filter of all the work that was completed in the last week. He creates a filter that
says:

SELECT * FROM WKORDER WHERE WKORDER.WO_END_DT >= '6/18/2012' AND WKORDER.WO_END_DT
<='6/22/2012'

However, this query statement would be out of date the next week, requiring the user to adjust the dates.
So, the user rewrites the statement using the %PREVIOUSWEEK% reserved word:

SELECT * FROM WKORDER WHERE WKORDER.WO_END_DT = %PREVIOUSWEEK%

The new filter displays all work orders with an end date that falls within the seven days previous to it being
run.

When using reserved words, enter them in all uppercase letters and enclose them in percent symbols (%)
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Available Reserved Words
The following is a list of all the reserved words available in Lucity Web.
'%LOGGEDINUSERID%' - Returns the currently logged in user's Login ID.

e  Example — When Josh runs the filter: SELECT * FROM WKORDER WHERE WKORDER.WO_EMP_TY =
'%LOGGEDINUSERID%'

e It becomes - SELECT * FROM WKORDER WHERE WKORDER.WO_EMP_TY ='JOSH'

'%LOGGEDINEMPCODE%' - Returns the currently logged in user's Employee ID, which is found in
the EM_EMPL_CD field in the WKUEMP table. When used in a filter, the system replaces the reserved word with
the Work Employee Code of the currently logged in user.

Requirements - An agency must own the Work module to use this string. Also, the logged in employee must
have his or her Login ID associated with an Employee record in the Work Flow Setup > Employees module.

e  Example — When user Josh (login ID —Josh, Employee Code = JoshL) runs the filter: SELECT * FROM WKORDER
WHERE WKORDER.WO_EMP_CD = '%LOGGEDINEMPCODE%'

e |t becomes: SELECT * FROM WKORDER WHERE WKORDER.WO_EMP_CD = "JoshL'

'%FISCALYEAR%' - Returns the Current Fiscal Year from the Desktop application's Planning and Budgeting, Fiscal
Year module.

Requirements - An agency must own the Work module to use this string.

e  Example —On 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%FISCALYEAR%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='01/01/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '01/01/2015 12:00 AM'

'%CURRENTYEAR%' - Inserts the current calendar year.

° Example — On 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id =
EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '"%CURRENTYEAR%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='2014-01-01' and EFEQUIP.GE_CUR_DT < '2015-01-01"

'%CURRENTQUARTER%' - Inserts the current quarter.

e  Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%CURRENTQUARTER%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.GE_FL_ID = EFFLEET.FL_ID WHERE
EFEQUIP.ge_cur_dt >='04/01/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/01/2014 12:00 AM'

'%CURRENTMONTH%' - Inserts the current month.

° Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%CURRENTMONTH%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/01/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/01/2014 12:00 AM'
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'%CURRENTWEEK%' - Looks at the current date and inserts the dates for the Sundays before and after the current

date.

Example - On Monday, 6/30/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON
EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%CURRENTWEEK%'

It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/29/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/06/2014 12:00 AM'

'%CURRENTWEEK1%' - Looks at the current date and inserts the dates for the Sundays before and after the current
date. (Results are identical to those using the previous reserve word.)

Example - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt
="%CURRENTWEEK1%'

It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/29/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/06/2014 12:00 AM'

'%CURRENTWEEK2%' - Looks at the current date and inserts the dates for the Monday in the same calendar week
and the next Monday.

Example - On Monday, 6/30/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON
EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%CURRENTWEEK2%'

It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/30/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/07/2014 12:00 AM' - In this example, the
user runs the filter on a Monday; so, the system returns records from the ‘previous’ Monday (12 a.m. that same day,
06/30) to 12 a.m. the following Tuesday, 07/07 (which catches all of Monday, 7/6)

'%CURRENTWEEK3%' - Looks at the current date and inserts the dates for the Tuesday in the same calendar week
and the next Tuesday.

Example - On Monday, 6/30/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON
EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%CURRENTWEEK3%'

It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='07/01/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/08/2014 12:00 AM'

'%CURRENTWEEKA4%' - Looks at the current date and inserts the dates for the Wednesday in the same calendar week
and the next Wednesday.

Example - On Monday, 6/30/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON
EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%CURRENTWEEK4%'

It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='07/02/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/09/2014 12:00 AM'

'%CURRENTWEEK5%' - Looks at the current date and inserts the dates for the Thursday in the same calendar week
and the next Thursday.

Example - On Monday, 6/30/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON
EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%CURRENTWEEK5%'

It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='07/03/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/10/2014 12:00 AM'
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'%CURRENTWEEK6%' - Looks at the current date and inserts the dates for the Friday in the same calendar week and
the next Friday.

° Example - On Monday, 6/30/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON
EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%CURRENTWEEK6%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='07/04/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/11/2014 12:00 AM'

'%CURRENTWEEK7%' - Looks at the current date and inserts the dates for the Saturday in the same calendar week
and the next Saturday.

. Example - On Monday, 6/30/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON
EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%CURRENTWEEK7%'

° It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='07/05/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/12/2014 12:00 AM'

'%CURRENTDAY%' - Inserts the current 24-hour period. This is a range from 12:00 AM of the current day to 12:00 AM
of the next day.

e  Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%CURRENTDAY%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/27/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '06/28/2014 12:00 AM'

'%PREVIOUSYEAR%' - Looks at the current date and inserts January 1 of the previous year to January 1 of the current
year.

e  Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%PREVIOUSYEAR%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='01/01/2013 12:00 AM' AND EFEQUIP.ge_cur_dt < '01/01/2014 12:00 AM'

'%PREVIOUSMONTH%' - Looks at the current date and inserts the first date of the previous month and the first date
of the current month.

e  Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%PREVIOUSMONTH%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='05/01/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '06/01/2014 12:00 AM'

'%PREVIOUSWEEK%' - Looks at the current date and inserts the dates of the previous week, Sunday to Sunday.

° Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%PREVIOUSWEEK%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/15/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '06/22/2014 12:00 AM'
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'%PREVIOUSDAY%' - Inserts the day previous to the current day.

° Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%PREVIOUSDAY%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/26/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '06/27/2014 12:00 AM'

'%FIRSTHALFOFTHEMONTH%' - Inserts the first half of the month (days 1-15).

° Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%FIRSTHALFOFTHEMONTH%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/01/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '06/16/2014 12:00 AM'

'%SECONDHALFOFTHEMONTH%' - Inserts the second half of the month (days 16-31).

e  Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%SECONDHALFOFTHEMONTH%'

° It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/16/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/01/2014 12:00 AM'

'%ONEWEEKAHEAD%' - Inserts the current day, plus seven future days.

e  Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%ONEWEEKAHEAD%'

° It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/27/2014 12:00 AM' AND EFEQUIP.ge_cur_dt < '07/05/2014 12:00 AM'

'%TWOWEEKSAHEAD%' - Inserts the plus 14 future days.

° Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = "% TWOWEEKSAHEAD%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt >='06/27/2014 12:00 AM" AND EFEQUIP.ge_cur_dt <''07/12/2014 12:00 AM'

'%ONEWEEKAHEADANDBEFORE%' - Inserts code to encompass all previous time, plus one week in the future. For
example, this string could be used to query for all existing open Work Orders, as well as those that are open/due in
the next week.

e  Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = '%ONEWEEKAHEADANDBEFORE%'

e It becomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt <= '07/05/2014 12:00 AM'

"% TWOWEEKSAHEADANDBEFORE%' - Inserts code to encompass all previous time, plus two weeks in the future.

° Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id
= EFFLEET.fl_id WHERE EFEQUIP.ge_cur_dt = "% TWOWEEKSAHEADANDBEFORE%'

e |tbecomes - SELECT * FROM EFEQUIP LEFT JOIN EFFLEET ON EFEQUIP.ge_fl_id = EFFLEET.fl_id WHERE
EFEQUIP.ge_cur_dt <='07/15/2014 12:00 AM'
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'%LAST(X,Y)%' - Inserts a range of dates where the Last Date is calculated as the Current Date - X days and the First
Date is calculated as the Last Date - Y days.

e  Example - On Friday 6/27/2014, a user runs the filter: SELECT * FROM WKORDER WHERE WKORDER.wo_mod_dt =
'%LAST(1,5)%'

o It becomes - SELECT * FROM WKORDER WHERE WKORDER.wo_mod_dt >='6/21/2014' AND WKORDER.wo_mod_dt <=
'6/26/2014' The current date is 6/27. The reserve word goes back 1 day to 6/26 to find the end of the date range. It
then goes back 5 days to find the beginning of the date range, 6/21.

'%NEXT(X,Y)%" - Inserts a range of dates where the First Date is calculated as the Current Date + X days and the Last
Date is calculated as the Current Date + Y days.

e  Example - On Monday, 6/30/2014, a user runs the filter: SELECT * FROM WKORDER WHERE WKORDER.wo_mod_dt =
'%NEXT(0,10)%'

e It becomes - SELECT * FROM WKORDER WHERE WKORDER.wo_mod_dt >='6/30/2014' AND WKORDER.wo_mod_dt <=
'7/10/2014' The current date is 6/30. The reserve word goes forward 0 days to find a beginning date of 6/30. It then
goes forward 10 days to find the end date of 7/10.

'%TODAY%' - Inserts today's date.

° Example — On Monday, 6/30/2014, a user runs the filter: SELECT * FROM WKORDER WHERE WKORDER.wo_mod_dt =
'%TODAY%'

e |t becomes - SELECT * FROM WKORDER WHERE WKORDER.wo_mod_dt = '6/30/2014'

Toolkit

General ...
Calculate Per Asset WO Cost for Filterset
Calculate Per Asset WO Cost for Selected Records
Create Work Order and associate to it

Some Views and Forms will contain Toolkits. These
Toolkits provide you with special functions designed
specifically for each type of form. For Work Orders since
we have so many tools, we now group the Tools by
General, Request and Change related.

Create Work Order from Template
1. To accessthe Toolkit, highlight one or multiple Locate Work Order from an Address
records in the grid and click the dropdown arrow Locate Work Order from an Asset
beside the Toolkit icon. Select the tool you’d like to Request ...

execute and the Toolkit dialog will appear. Change ...

o Different Toolkit options will be displayed
based on the type of records highlighted.

e  When the Toolkit dialog is displayed, it will contain different editable fields based on the
selected tool.

e 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”.
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2. 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 Asset Grid. Here, we’ve selected the
tool to Populate Completion Date. Users can then enter the completion Date.

Completion Date Completion Time

i
— R

| Lo |

3. 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
If an arrow disappears and a section doesn't expand, there are no related records under that section

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.

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

1. Click the Property Viewer button @
The tool will take the address entered on the current module and the following pop-up will appear with
the address.
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.
4. Alist of the related records will appear.
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5. Click on a record to open that module

10746 LEE BLVD

+ Recents
= General (1)
= Customer Addresses (1)
HF2513-15417
=+ Environmental
+ Sewer
+ Storm
+ Environmental Compliance
+ Transportation
+ water
+ Electric
+ Tree and Park
+ Plant and Equipment
+ Facility
+ Refuse and Recycle
+ Work

Launch Desktop Records —

As of Version 2017, a user can no longer launch the Desktop application from the web.
An additional feature in the web application allows you to highlight one or more rows in the grid and then click

e
the View Selected Record(s) in Desktop w button to open those records in the Desktop application. This allows
you to quickly access records from the web interface.

Notes:
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Subsets OB

This tool allows users to either create or load subsets. A subset is simply a list of Asset IDs that the user creates via a
filtered data set or by highlighting one or more assets from the map. A video explaining how the subset works can
be viewed from here: https://youtu.be/xacPfKSpvzQ

Loading a subset can be performed to either filter a record set (or loading it into a filter set to further reduce that
filter set). It can also be used to load a list of records into a grid of assets.
[

@® Inventory Subsets O Address Subsets
Category Code

- —
PB2 Bridge Engineering =
/. Name Count ExpirationDate LastModified By | Last Modified Date Q

No Records found

[IMy Subsets only

Inventory/Address Subsets |Allows the user to display only Inventory Subsets (sets of Asset records) or Address
Subsets (sets of Address records).

Note: Address Subsets work only with modules that support addresses.

Change Selected Category Enables users to view only those subsets for the Asset Inventory whose Work category
is selected.
Note: This option appears only in Work modules. Subsets from any Asset Inventory can
be loaded into a Work Order.

My Subsets Only Displays only the subsets created by the current user.

Load Loads an existing subset (clears out any filters currently being used and displays all
records in the subset).

Filter Loads the subset into the current filter. Any records that are part of the subset but are
not also part of the filter are excluded.

Add Creates a new subset.

Edit Record Allows users to edit the subset's Name and Expiration Date.
Replace Replaces the selected subset with a new one.

Modify List Allows users to sort and change the contents of the subset.
Delete Deletes the selected subset.

Moving to Lucity Web 53


https://youtu.be/xacPfKSpvzQ

As an example, say you did a filter on water hydrants painted between 1/1/2015 and 12/31/2015 and it returned
15 work orders. You could then create a subset of hydrants off of that filter set which would include a list of all
unique hydrants included in that filter set. You can name this subset or it will automatically provide it a unique
name. Also, this subset can last forever (until you delete it) or you can set it up so that the subset only lasts a set
period of time (say 10 days) and then it automatically gets deleted. Once created, the subset can be loaded into
the map, another module (say in Hydrants to get this unique list of hydrants) or in an asset grid (like in work orders
or PM/Templates).

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.

Document Control

This tool allows users to view documents that are attached to an asset and attach new documents — more
information in video format can be accessed here:
https://youtu.be/jk8 G3TODXVw?list=PL6gNKzCUXalgmEkZm0X23UmuvXwDzoDcZ. To use this tool, select an

asset in the grid and then click the document button El The following window will appear:
ar a |

Links (1)

A Description 12 File Name
Simons Duplex Crane Truck Picture Simons Duplex Crane Truck.jpg 27

‘ | ‘ Open | ‘ Information | ‘ Edit | ‘ Delete

Notes:
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Documents grid

Document Properties
Path
Description

Carry Over to Work Order

Always Open Document
Directly

Notes:

Lists the documents attached to the selected record.

()
. Q Allows the user to search for a Document.

= '.H Click on a column header to sort the records. This icon indicates the
column by which the data is sorted.

Attaches a document to the selected Lucity record.

Uploads a copy of one or more documents to the web server and attaches them to the
selected Lucity record.

Opens the selected document using the computer's default program for that type of
document.

Displays information about the connection to the document.

Edits the connection between the Lucity record and the selected document. (This tool
does not edit the document itself.)

Removes the connection between the Lucity record and the selected document.

e |f a document was attached from a network location, the file remains
there. Although the document's connection to the Lucity record is
removed, the file is not deleted from the network.

e If a document was uploaded to the web server and attached to the
record, the document will be deleted from the web server.

Displays the network path to the document's location.
Explains the nature of the document.

When enabled, tells the system to link the document to any Work Orders created for
the record associated with the document.

When disabled, tells the system should display a link to the document location, rather
than automatically opening the document. This option is useful for large documents.
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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. Clickthe button on the toolbar.

3. The following popup will appear:

| 4 |
Create WO for: ® Selected Record(s) () Filtered Records
Where: @® ALL share a single WO () EACH record has its own WO
Category Code
UwDn1 Hydrants

~ Template Code Template Type Q)

MNo Records found.

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

o

e |fthereis more than one selected or filtered record the Where section will be visible.

e 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. If alist of templates is available for selection, then the user can select a template to use with the work
order. Then, to create the work order the user clicks 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 afilter that displays the records to export

3. Clickthe & button. The following pop-up will appear:

Number of Records to be Exported: 2000
Email Account(s) the files will be sent to

dpinkston@Iucity.com m

add |

Subject Line on Email:

[Lucity Export for Water Hydranis |
Name of Attachment File for Email - (user name concatenated)

Den Pinkston_|waterHydrants lesv
Extension for the compressed exported File: . |zip

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

The data will be exported and emailed.

Nouks

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 ’ |>

At the top of each form exists navigation controls allowing the user to (from left to right)

e Go to thefirst record in the filter set
e Togo 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

A nd W oare 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

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

S
© 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
K; low Basin
D&22512

» Dwner

1|Public

F
The carry over button provides an empty circle for every 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 programis 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!

Table of Contents

ADMINISErAtIVE USEI INTEITAGE ...ce ettt et b et e at e s bt e s bt e e bt e e s bt e e bt e e eaeeebeeesaneenneees 61
(6 ()= G U1 (o g I T 4TS P TP PPPROP 62
Creating @VIEW WIth GIil .......eei ittt e e et e e et e e e st e e e e etbeeeeabeeeesabaeeeasssaeesssaaeeantaeaesnsteeeennsens 62
IMPOtING VIEWS/FOIMS/GIIUS ...eveeuieeieieiesiistesteettete e te st ste st e e eete e e e saeetesseeseessensensesaeesesseeseensensensessessesseeneensensensessens 90
VIEW/FOTM IVIANAZE ... vt eteeeeteeetetestestesteeteeseeseessense st estesaeeseeseeseeneensensesseeseeseaseensensensesaeabeaseaseeneensensessensesaeaseeneensensensensesaeas 93
VIEW BUIET ...ttt et ettt e a e s bt s b e b e e bt et e e st e e ae e eh e e b e et e ea b e e abeeabesbeesbeenbeenbeenteeneeenaenbeenbeens 94
(G0 Y YT =T PRSP 96
Defining General Grid INfOrMEtioN ........icuiiei ittt e e e e e e e st e e e sata e e e sateeessaeeeessteeesansseeesnnseeeennseeenanes 97

P o 1 oY= @] [T a1 o T3S PPPRRN 98
Y] (Yo ALY O] [V Vo I e o 1= o 1= PP 99
Detailed FOrM BIIOT ..co.viiii e sttt et b e b e r e et n e s s st sreen e 100
FOPM PrOVIBW ...ttt b e b e b e e b b e s b e e s b e s b e e saa e e sab e e saaeesaneesanee e 100

AV AL o T S T=T Lo oY T o o T o T o 4 PO PP U PP 100
Locating Field POSItioN 0N the FOIMM .. .....eii sttt s e e st e e e aae e e st e e e e sstaeeesnnaeeesnseaeennseeeeanns 101

(01 T FodT o F= Yol T Y LSS 102
Deleting FIelds 0N The FOIM ... i e e e et e e e e e e st a e e e e e e e s sbaaeeeeeeesestasaeeaeeesannsnraneeas 102
YT a Y= [ I =t =T oo o' [ U UUPRPPN 102
FOPM DBTAIIS ...ttt s s e s et e et et e a et e et e e b e e b e et e n e ee s e san e seeenreenreenreenneeanesnnenneens 103

PN [o 11 oY= S T= [ [ o I d a Y=T ST o o o P UU PP 107

PN [o [T Y=Y o T = | I L E=Y £ 1 E PR PPPPT 108
(o180 I @] 4 To] o 1= USSP 109
ASSIZNING GIOUPS 10 FOTMNIS..ieeiiiiiieeeeeieiiiteee e e e e sttt ee e e e e ss bttt e eeeeessstateeeeeessasssstaaeeeessassssbaaeeaessassssesneaessanssssnneeeesennnnnes 111
V1= 0T LSO P PP 113
Create NEW IMIEINU GIOUD .eviiiieiiiittrttertreterererererererererererereeeeee et aeeeee et eeaeseeeeeaeeaeeeeeeeeeseeeeeeseaeeeeeaeeeeseeaeesesesnnennns 114
ASSIZNING FOIMS TO IMENU GIOUP.cciiiiiiiiiiiiiteeeieiiiieeeeeeseesiteeeeeessssaeraeeeeseesssstaaeeeeesesssteseeeessesasssssseeeesssssnnsseesesesns 114

Moving to Lucity Web 59



2 Yot o S > (o] o] 1] 4 LT 115

Practice #1 — Request Submittal for Building Maint@NanCe..........ccecuiieiiiiie et e e e e e s aae e 116
Practice #2 — Internal Facility Maint@nanCe REQUEST .......coviiiiiiiiiieiieetee ettt 118
Practice #3 — Internal Facility MaintenanCe@ REQUEST 2 ....c...eiiiiiiiiiiiiieiiecee ettt 118
Practice #4 — FIEET WO FOIM ..oiiiiiieie ettt sttt ettt b e bbbt sa e s e sbeenbeenneene e eneeemeesbeenneens 119
Practice #5 — Create FIEet ASSEt WO FOIM .....ooiiiiiiiiienieniie sttt ettt s st sreesne ettt esaeenneens 119
Practice #6 — Create NeW FIEEE WO VIBW ....couiiiiiiiiii ettt ettt sttt s e s ae e b s 120
Je o [ d Lo o & - o1 A« ST TO PSP P PR TR PP 122
Corverting to Lucity WED from the DESKIOP ......vviiiiiiie e cieie ettt et e e e e e e e tee e e st e e e e sataeeeenstaeesnsaeeesnsaeaeanes 123

Moving to Lucity Web 60



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

Application Authentication

Lucity

————

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

e  System —Settings, Connection Strings, Manage Web and Public Web Caches, Object Lock Manager, User
License Manager, Active User Manager
e Dashboard — Dashboard Setup (Dashboard Manager) [This is gone in 15r2/16/16r2]

Navigation — Menus

e Forms—Form Manager, Grid Manager

e  Reports—Report Manager

e  GIS—Connection Strings, Map Services, Map Setup

e  Security — Assign Groups to Forms

e  Windows — (standard Windows options: Tile, Cascade)

e Help—About, Help Topics

System  Dashboard Navigation Forms Reports 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:

e 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).

e  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.

e Forms are used for adding new records, editing existing records, or viewing details about a single
object. Datain 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.

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:

4 Yiew /Form Manager - ol x|

STEFP 1: Select Program w| I Show forms in preview mode

STEP 2: Select Moduls Iwo,k Fequests j ¥ Custom IV Views
STEP 3: Select Module Component IWork Fiequests j V' Templates ' Foms
22 Yiews/Forms
Mame 2 Type | Enabled | Custom/Template | i ... | Assigned ToMe... | Public FormiD = |
Farm Custom MO MED | NOT GMED
ACT2012 GBAMS Fleet Request Wigw True Custamn In Group NOT ASSIGNED
ALCT2012 Web Request Formn True Custom In Group NOT ASSIGMED ACT2009
LUCITY Building Requests Wiew True Template MOT ASSIGMED | MOT ASSIGMED
LUCITY Equipment Fequests iew True Template WOT ASSIGWED | NOT ASSIGNED
LUCITY Fleet Req Form False Template MOT A5SIGMED | NOT ASSIGNED
LUCITY Fleet Request Wigw True Template MOT ASSIGHED | MOT ASSIGNED ||
LUCITY Redq fram Customer Farm Fake Template WOT ASSIGWED | NOT ASSIGNED
LUCITY Req from Employes Farm Fake Template WOT ASSIGWED | NOT ASSIGNED
LUCITY Request Detail Complete Farm True Template MOT ASSIGMNED | MOT ASSIGNED
LUCITY Request from Customer Wi True Template MOT ASSIGHED | MOT ASSIGNED
LUCITY Request from Employes iew True Template WOT ASSIGWED | NOT ASSIGNED
( LHICITY Remuest General Comnlebe Wiew T | Template MOT A5SIGMED | NOT ASSIGNED Llﬂ
Mew | Edit. | Copy.. | Delote | Rename..| Assign Group.. I EnsbleEspoting __ Esport |
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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.

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.

yi Yiew,/Form Manager o [=[ -3
STEP 1: Select Program ISewer j I™" Show forms in preview mode
STEP 2 Select Madule [ Structure Inventory |
STEP 2 Select Module Companent CHructure Inventon

0 Views/Forms

| CustoméTemplate | Assigned To Gr.. | Assigned ToMe.. | Public FormiD

Marne | Type | Enabled

New Edit.... Copy.... Dalafe Aename... Aswigr Group.. ™ Enable Exparting Export |

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

»= Enter Information X|| 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 this up for departments or
groups, make sure that you include the name of the
department/groupin the title. This is a good practice and will

X make it easier to link grids and forms to views. Once this

* View " Form information is entered, hit OK.

Name IStructure Inventary - Grid Only

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

»2 Yiew Builder 1O =]
View Mame Stiucture [rventary - Grid Oy

Alternate Yiew Mame |

Step 1: Select a Grid Type

= Structure Irventarg DL T s
] Mamhole Wacuum Testing Flease select a Grid =l
-] MACP Inspections : —

- O Stucture Inspection New Grid Edit Grid

[ Sewer Overflaws

L[] PMAwark Template i Step 3: Select a Farm for Grid [optional]

o[ 'work Requests j

[ \work Orders
Mew Form Edit Farm Fresiem |

— Help
_+_| Urique name faor this view.
v
¥ This is the default view for the Stiucture 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. Thisis
important because whenever Lucity is not explicitly notified which View to open; it always opens this default view.

Notes:
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So now let’s hit the New Grid button:

v Grid Builder

|—z Stucture Inventory

# of Out Pipes
Address

At ¥ Offset [ft]

Aty Offset [ft]
Attribute Size

Attribute Type

Bench

Bench Text

Cleaning Freg

Cleaning Freg Units
Cleaning Freq Urnits Tex
Callected By
Caomponent Type
Component Tepe Text
Condition

Condition Text
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.
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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, Stucture
Address

Street Direction
Street Mame

Street Type

Street Suffix
Structure Type Test
Component Type Text
Surface Text
DiasLength [in]
Structure Depth [ft]

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 Display

Metwork Structure

B Field
RelatedField | Ma_MANHOLE

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

Properhies

E Displapy
Structure
E Field
FelatedField | 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. Now you are ready to Manage Buttons so hit the button so labeled right over
the Save button!

Manage Buttons
Hep || Save |  Concel
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And you get the following screen.

Button Rules Form

Buttons selected are included over the grid.

Mote: Some features are unavailable in child gridz, and won't appear regardlezz of the
option selected here.

v Dpen In Desktop Button v Report Button v Open In Another View

¥ Create New WorkOrder Button ¥ Tools Button ¥ Show In Map Button

¥ Create MNew Request Button ¥ Delete Button v

¥ Add Mew Record Button ¥ Subset Button ¥ Documents Button

i Carry Over Button

Ok LCancel

4

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.

=F
View Name 5 - Gnid Only
Alternate View Mame ISewer Structure |nyventony
Step 1: Select a Gnd Type _
& [V Shucture Inventaory Step 2 Select 3 Grid
O Manhale Yacuum Testing Seveer Stouchure Inventory - Simpls j
[ MACP Inspections : —
[ Stucture Inspection New Grid Edit Girid
[ Sewer Owerflams
] PMAwork Template — Step 3: Select & Form for Grid [optional]
O wark Requests j
[ wark Orders
Mews Form Edit Farm Preview |
— Help
_+_| Urique narne for this wigw.
|
15 15 the default view for the Structure Inventory 2
¥ This is the default view for the S I Save Cancel |
4

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.

s Assign Groups To Yiews /Forms

Available Yiews/Forms

=10l x|

GBAAccidentAdmin
GBAAccidentllser
GBABridgeddmin
GBABridgeUser
GBACustomAdmin
GEACustomerdmin
GBACustomerllser
GBACustomlser
GEBAD ashboardUzer
GBAE quipddmin
GBAE quipllser
GBAE quipViewer
GEBAF acilitya.dmin
GBAF acilityl eer
GBAF acilityigwer
GBAFleettdmin
GEAFleat lzer
GBAFleetyiewer
GBAGISAdmin
GEAGISUser
GBalrventorddmin
GBAlInventarylser
GBAlnventory\iewer

I Bridge

I Bridge Inventory

Ll L] L

I Bridge Inventory

™ Show &l Views/Foms

Aigzign Groups |

Refresh List |

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.

iy Assign Groups To Yiews/Forms

Available Views/Forms

8 (=3

atars
GBAAccidentadmin
GBasccidentUser
GBABridgesdmin
GBABridgel] ser
GBACustomédmin
GBACustomerddmin
GBACustomerl)ser
GBACustomU ser
GBADashboardUser

ROAL st Arise,

Structure [rventory - Grid Only

I Structure [nventory

™ Show &Il Views/Forms

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.

P
=0 &% 7o8 » =
i~ a - @ e S ‘B D @ Structure Inventory 4 ~ 20 ~ 1 lof 24 GO > >>
Structure Bldg#  Dir Street Name Type Suffix Structure Type Component Type Surface Dia (in) Depth (ft)
113486 1564 E VALENCIA ST Standard Standard Asphatt 52.0 3.00
113487 165 E VALENCIA ST Standard Standard Asphalt 23.0 1.00
142400 ecae © TauapICE o Chmmddnent ChmmrAment Armbanth PR 2 a0
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Importing Views/Forms/Grids

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.

& Open File
L ‘ . v Import Forms » Park v O | | Search Park » |
Organize =  Mew folder o~ [ @
11 Favorites _ ArtlnspectiensView.xml __|LightinglnventoryViewxml __ PoolinspectionView.xml
B Desktop || ArtworklnventoryView.xml || MeterConsumptionHistoryView.xml | PoolinventoryView.xml
& Downloads _ ControllerinspectionViewxml || MeterConsumptionLibraryView.xml | PoolSitelnspectionView.xml
| Recent places | ControllerdnventoryView.xml  MeterlnventoryView.xml | PoolSitelnventoryView.xml
_ CourtnspectionView.xml || ParkingLotinspectionView.xml | RefuselnventoryView.xml
8 This pC [ CourtlnventoryView.xml || ParkingLatinventoryView.xml [ Structurelnspection\View.sml
__ FencelnspectionView.xml || ParkinspectionChecklistSetupView.ml _ StructurelnventoryView.xml
€l Network | FencelnventonyView xml || ParklnventoryView.xml | ValvelnspectionView.xml
| FieldsInspectionView.xml || PathinspectionView.xml | ValvelnventonyView.xml
__ FieldslnventoryView.xml || PathinventonyView.xml
| FumiturelnspectionViewsanl || PlaygroundEquipmentinspectionView.xml
__ FurniturelnventoryView.xml || PlaygroundEquipmentinventoryViewxml
_ IrigationNedesView.xml || PlaygroundinspectionView.xml
| IrrigationPipesView.xml || PlaygroundinventoryView.xml
| LandscapelnspectionView.xml | PlaygreundModularEquipmentinventenyView.xml
| LandscapelnventoryView.xml || PoclAppurtenancelnspectionView.xml
[ LightingInspectionView.xml || PoolAppurtenancelnventoryView.xml
File name: v [xMLtile ¢ami v]

Cancel

| Open

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.

You will get the following dialog:

£,

Import Complete Dialog

e

Court Invertory 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.
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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 [Tree/Park +] [ Showfomms in preview mode
STEP 2: Select Module [Park Courts +] [¥] Foms

STEP 3: Select Module Component | Fark Couts <] [ Views

2 Views/Forms

Public FormID

Mame Type Enabled ls Default View Assigned To Gr...  Assigned To Me...
E Court Inverttory v True Yes In Group NOT ED

I
e B S R R ==

4 LIS

[Now ) (Bt ]| Copy... | [ Doiste ] Remame...) (Ao G| (impont Tompists...] ) Ensle Evaring

his is the default view for-the Park Courts

£, View Builder

View Name Court Inventary|

| Atemate View Name

Step 1: Select a Grid Type . T
ep 2: Selecta

[ Court Invertory

Step 3: Select a Form for Grid {optional)

PMWork Templates
Park Comment Grid [Cout In Fom
Park Construction Assets [ New Form I [ Edit Form ]

["] Offline Mobile
This is the default view for the Park Courls
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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
Grid Type |Park Courts
Description

Column Editor

Available Columns Selected Columns Properties

~ 4 Display

Address 2 Park MName

e )|, i A=
Address2 Name = Court Name

Address2 Suffix |I| Purpose Text |I| RelatedFiclc PK_NUMBER
Address2 Type Status Text

Area Location

City Material Type Text
City Text Surface Coating Text
Conseguence of Failure Last Inspection
Court Rec # Overall Cond Text
Created By Nead Inspection
Creation Date Time
Default WO Cat
Default WO Cat Text
Cimensions
Document Available
Dollar Value Header

Drawing Mumber Text to display at the top of the
Elevation column in the grid.
Finance Codes

Help

| [ cancel

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 acceptit asis. 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
formin a later section. Remember that we must assign Groups to both the view and form.

Notes:
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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||:|91n'«fmnsilplmiwmnde

STEP 2: Select Module |F‘arkCourts V|EFnrms
STEP 3: Select Module Componert |F‘arkCourts v| [+ Views

2 Views/Forms

Name ls Default View  Assigned To Gro...  Assigned To Menu  Public FormlD
_ Court Inventory View True Yes NOT A ED [ ED

Co e Fom I T N = = A

1. The columnsin 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.

Notes:
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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. Asyou can seeg, 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
=8 Work Orders

Step 2: Select a Grid
[EVAL1 WO Complete Grid v]

.| Work Order Checklists
..[o#| Wark Order Everts Step 3: Select a Form for Grid (optional)

- Work Ordor Tasks [EVALT Work Order Detail Complete v]
E--EWork Order Resources - Employees

[ NewFomn | | EdtFom | [ Preview |

Rlild

----- [(IWoark Order Assets
[ Work Order Tracking
.| Work Order Comments
[ Work Order Resutting Tasks
[ Daily Inspections

[ Work Orders

-~ []Work Requests

- ]PM/Work Templates

[ Work Pemits

[ Work Water Loss

[ Utility Locates

(<] m [
[¥] Offline Mobile
This is the default view for the Work Orders save || Cameel |

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
e Views can be created for each group.

e 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.

3. Inthe 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.
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= Mark the checkboxes for each grid you would like to add to the View. This will create the overall

structure of the web form.
= |nthe 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.

whark, Order Maodule
- [w] Work Order Locations
o [w] hark, Order Azsets
- [w] "Whark Order Checklist
- [w] Work Order Events
= [w] Work Order Tazks
' Wwhork, Order Besources - Employess

Wwork, Order Besources - Equipment
Wwoork Order Resources - Maternials
Work, Order Resources - Fluids
8 Work, Order Resources - Contractors
- [#] Wwhork Order Tracking
- [#] whork Order Comments
- []'whork 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.
= |f 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.

View Name [Eval Work Order Complete

Altemate View Name |

Step 1: Select a Grid Type .
EIEWorkDrders Step 2: Select a Grid

-~
[ Work Order Locations EVAL1 WO Complete Grid

EI EWork Order Assets Flease select a Grid

o[ |Work Order Task to Asset Links EVALT WO Complete Grid
EVAL3 WO Review Grid

[V Work Order Checklts EVAL4 WO Review Grid
[ Work Order Events Wark Orders - Ful
[ Work Ordor Tasks | EVALT Work Order Detail Complete
[=E E‘Nork Crder Resources - Employees
.. Work Order Resources - Employees - Cost | New Form | | Edit Form |
E| @Work Crder Resources - Equipment
i [JWoerk Order Resources - Equipment - Cost
EWork Order Resources - Materials
: [ Work Order Resources - Materials - Cost Mz
E| [w]Work Order Resources - Fluids
; [“IWork Order Resources - Fluids - Cost Mark
EI EWoﬂc Order Resources - Contractors
¢ [ ]Work Order Resources - Contractors - Cost
[ IWork Order Assets
<] mn [ >

[v] Offline Mobile
This is the default view for the Work Orders
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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 Fom for Grid (optional)

| EVAL1 Work Order Detail Complete vl
Please select a Form

EVALT Wark Order Detail Complete

EVALI WOMF Review & Complete

EVALL WOMF Review & Complete

Waork 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.

Grid 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 3 Select Module Component |Accident D ata banagement

Step 1: Select Program | Accident Manager M |
Step 2 Select Module |Accident Data bManagement hd |
v|

[_new

Edit

] [ Delete ] [ Copy

l

[ Rename ]

| CustomdTemplate Description Modified By Last Maodified On
Rob 1 2010
il Cugtorn Raob 141420M
r4t Cugtamn Raob 1A114/2011
Victoria's Grid Cugtom WGibzon 14442011

[] Enable Exporting

Export

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.

e 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

Moving to Lucity Web

89



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.
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.
e 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.

Defining General Grid Information

1.

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

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.

The Grid Type is pre-determined by the selections you made in the Grid Manager. For example, the
grid below is for the Work Order Module.

»3 Grid Builder,

Grid Name |LR w0 Complete Grid |

Grid Type Caption “Work Orders Page Size 10 vl

Description

Wil Grid focuzed on reviewing WO infarmation while allawing for grid sorting

LCalumn E ditar

Available Columns Selected Columns Properties
Billed Y whork, Order # E Digplay
Billing Amount 3 Category Text

Biling Proceszed Ij Mair T ask Text E = E:;dde[ Comment From R
Biling Required Froblern Text

Category E Feason Text

Cauze - Lead Worker Text B Misc
Cause Text Aasigned Crew Text

Clazzification Supervizor Text

Classification Test Status

Comment ta Crev Status Text

Cantact Mame Status Date

Cantractor Cost Start D ate

Contractar Cast Diff End D ate

Date Bill Sert Comrent From Heguest

Department

Department Test

Divizion

Divizion Text CommonldPart1
Document Available

End Time

Equipment Cast Diff b

Help

Mouse aver a control to see itz description.

[ Manage Buttons ]
[ Help ] [ Save ] [ Cancel ]

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.

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.

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.

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.
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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. Toremove columns from the grid, use the left arrow button.

& Grid Builder,

Wark, Orders Work Orders

W Gnd Focused on Reviewing W0 information quickly while allowing for grid gorting

Notes:

Actual Equip Cost
Actual Labor Cost
Actual Labor Hours
Actual Material Cost
Area

Area Test
Aszzigned By
Aszzigned By Text
Aszzighed Crew
Azgigned Date
Azzigned Time

Bill Cell

Bill Cust Phone
Bill Cust State

Work Order #
Category Test
b ain T ask Text
Problem Text
Feason Text
Lead Worker Text
Azzighed Crew Test
Supervizor Test
Statuz
Status Text
Status Date
Start D ate
End D at

2t From

E Display

Header Comment From R
B Field

RelatedField | *w0_MEMO1
E Misc

CaommanldPa

CommonldPa

ComrmanldPa

| zerFriendlyl

CommonldPart1

Manage Buttans

Save Cancel
S R ) S ) W — |
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Selecting Column Properties

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 changesto 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:
e Header — The text that will be displayed above the column in the grid.
e  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.
e 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. Saveyour changes.

» Grid Builder |Z| |§| |X|

SG W0 Complete Grid
whork Orders whark Orders 10

W0 Grid Focuzed on Revigwing W0 information quick while allawing for grid zorting

[ L i . Wwhork Order # = Display
Actual Equip Cost

Actual Labor Cost
Actual Labor Hourg
Actual Material Cost

Azzigned By Text
Azsigned Crew
Aszsigned Date
Azzigned Time
Bill Cell #

Bill Cuzt Address
Bill Cuist Ciky

Bill Cust ID

Bill Cust Last Mame
Bill Cust Name
Bill Cuzt Mo

Bill Cuzt Phone
Bill Cust State
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Lategory Text Header Problem Text
: 2 = Field

FielatedField | 0_PROE_TY
Lead Worker Test B Mizc

Azzigned Crew Text CorarmonldPa

Supervizor Text ComranldPa
Status

Statuz Text CammonldP 3
Statuz Date LlzerFriendlyl
Start Date

End Drate

Coarmment Fram Fequest

CommonldPart1

Manage Buttons

Save Cancel
S S ) A Stk |
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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 E]@

Form  Edit  View

EE =Y YEN-IC

- Category - —
‘... Problem Form Preview
Main Task
_ ._ |

Assigned Crew
Lead Worker r’w i 9
i+ Reason @
i Status Problem
"~ Work Order # [ =
.Main Task
34| | =] e
e @, cigned crew
4 Component B | %I
ComponentType  Category L 2
FieldName WO_CAT CD ‘: ‘ Lead Worker
FieldsTablelD 25 b [ =|
PropertyMName CategoryCode .R!asnn
TableMame WKORDER | %I
4 Data
CamyOver True o .Siil‘l'.lls .Wnrk Order # B
2 |New Work Order % ‘

CamyOwver
If True, show Camy Over button.

Form Preview

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.

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. Clickonthe %I button beside the Problem field to access the pick list.
2. Locate a Problemin the list, highlight it, and click Select.

Notes:
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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 A - 0o B (R[E@

[ | < |1 of 21 > | 3| | Reset Filter FiIterl

B! BS - Miscellaneous

BSCON Blue Stake Inquiry - Contractor
BSENG Blue Stake Inquiry - Engineering
BSOTH Blue Stake Inquiry - Other
BSRES Blue Stake Inquiry - Residential
CSINFOO01 INFO CALLS SOLID WASTE
CSINFOO10 TRANSFERED CALLS
CSINFOADM Info - Administrative
CSINFOBLD Info - Building Maintenance
CSINFOBS Info - Blue Stake

CSINFOENV Info - Environmental
CSINFOFL Info - Vehicle Maintenance
CSINFOGAT Info - Gate Arrival

CSINFOINT Info - Internal Customer
CSINFOMSC Info - Miscellaneous

I~ 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 Aavamnaurs

BSCOMN Blue Stake Inquiry - Contractor

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.

Form Preview

ork Order # Category*
o | @ Document Available
Status Proble;
2|NewWolk£lldel = ° BSCON |Blue Stake Inquiry - Contractor =
Status Date Status Time Main:Task
[3/2/2009 |Hogs2am @ BSCON  |Blue Stake Inquiry from a Contractor ==|
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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 - 5G YWork Order Detail Complete

Form  Edit
H & + &uto Refresh : ®.
S00xa00
10245765
1680:x 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 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 Waork (]
Form | Edit Wiew

Cptions.., | & |

| Save |

Save and Close

Close
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3. Clickthe 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.

Confinm Close

Are ywou sure wou want to close the form without sawving?
All current changes will be lost

Save Changes ] [ Abandon Changes ] [ Cancel ]

4. 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.

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. Clickthe button to show or hide the details window.

2. 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 componentsin
the Detailed Form Editor, the list order will change
automatically.

3. 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.

4. 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.

5. 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.

In the following pages, we’ll go over specific examples of
some of the individual properties that you can configure.

Moving to Lucity Web

Form Editor - 5G Work Order Detail Complete

Form  Edit  Wiew

B e e - O B % | 7
- wfork, Order #
- Categony
- Document Available
- Statug
- Problem
- Status Date
- Statug Time
- Main Task
[#- Frame - W ork Order
[#- Frame - Location
[#- Frame - Cost
[+ Frame - Billing
[#- Frame - Custom
[#- Frame - Recorded
B=4l |3
El Component
ComponentTepe | Problem
Fieldr ame wWO_PROE_CD
Field=T ablelr 27
Propertyh ame ProbleriCode
TableMame W ORDER
E Data
Carryer True
Defaulty alue
Forcedssociation | Falze
Hidden Falze
Hidden T Falze
LirnitList Falze
b azk. 104
Read0nly Falze
Required Falze
El Design
Componentwidth 80
ComponentywidthT 350
ControlTppe Dual Texthox controls b
Label Problem
E Misc
Laocation 298, 36
ComponentT ppe
The type of component in this field.
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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.

o

.Project Text ]

Miscellaneous

[=)- Frame - Work Order

Aszigned By
Agzigned O ate
Azzigned Time
Aszzigned Crew
Supervizor
Start Date
Start Tirme
Lead worker
End Date

End Time
Pricrity

o=)4l

E Component

Carmment From Request

= Data
Defaultyalue
Forcedssociation Falze
LimnitList Falze
FeadOnly Falze
Fequired Falze
E{Design
Componentwidth 80
CormponenffidthTy 350
CaontralTppe Dual Textbo
Label Cause

E Misc

[~ I

A _naa

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.

H Component

B Data
Defaulty alue
ReadOnly Falze
R equired Falze
BH Design

CaomponentHeight 16
Compotientwidth 180

Label
B Misc

Location

Project Text

15, 503
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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:

E Data
CarrpQwver True
Defaulty alue
Forcefizzociation  Falze
Hidden Falze
HiddenT"' Falze
LirrutLizt Falze
b azk, 10x
ReadOnly Falze —
Required Falze

1. 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.

2. 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.

e 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.

e Anydefault values entered here will not affect the Lucity Desktop application.

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.

e If Force Association is set to True, the “Show All” option will not be available; only the forced association
Categories will appear.

e 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.

o The “Show All” option is only available if the Control Type is set to “Dual Textbox”.

o If 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.

o 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.

5. 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.
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8. Required - If this is set to True, users must enter information in the field in order to submit the form.
e In Work Order forms, the Required property for the “Category” field will default to True. All other fields’

Required properties will default to False.

e 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.

e Required fields will be identified with an asterisk (*) and a different background color.
e Anerror message will be displayed if users attempt to submit a form without data in these required fields.

Form Preview

a I

e Inthe example above, the Category field is required.

9. Limit List — When this is set to True, the Limit List button will be
allowing you to select the specific pick list items available to users
web. To use the limit list, complete the following steps:

e Add afield that can be limited to the form. Examples include
Problem, Category, Affected Asset, etc.

e In the Properties grid, click on the Limit List property
and select True. The Limit List button will be enabled.

e Click on the Limit List button to access the Limit List
form. The Limit List selection grid will display the code
and description for each item available. You can
highlight one or multiple selections in the left-hand grid
and add them to the right-hand grid using the arrows in
the center of the form. The items you add to the Limit
List will be the only ones available for selection to end-
users when running the form on the web.

10. Save your changes.

s Limit List Form

E Data
enabled,
Readlnly Falze on the
Required Falze
El Design

Camponentwidth 50
CompornentwidthTy 200

ContralType Dual Textbox c1
Label Category

B Misc

Location 294. 0

LimitList

When tiue, the categorny selected must be
from the ligt defined far this form.

e

Limit List Collection Added Limit List
Codelalue Tupealue STSLPEINTL - Might [
STSLPNT - 5L - Painting
STSLINSRPR 5L - Install Repair STSLREM - 5L - Removal
STSLMWT 5L - Maintenanc...
STSLMSC 5L - Mizcellaneous
STSLNC 5L - Might Check E
STSLPKINTC Might Check PKID
STSLPNT 5L - Painting
» STSLREM 5L - Remaval
STSLSLDIR SL - Light Shield ... E]
STS5S5w00 Residential Swee...
STTLMOD Street Light Maint...
SwRCOL SWwH - 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 E button on the toolbar at the top of the form. The list of
available fields will appear.
e These fields differ depending on which program, module, and component you chose in the Form Manager.
e 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.
e 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.
e Asyou 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.
e  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  Wiew
e B %2 @

Form Preview

Add Fields

Accout
Actual Snnual Cost

= - Actual Hourmeter
.Equlpment ID* Equipment ID Text® Actual Other Meter

Book Yalue

Building
Y | Euiing Mo
Building Fec #
Contract Cozt

Contract Freqg.

Cost Per Othermater

Created By

Creation D ate Time

‘Current Diate

Curent Hourmeter

Cument Other beter

Date Inspected ;I

Add | Cloge |

Help |A

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.
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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:

Tab Order r5__<|
e Select Edit>>Tab Order from the menu at the top of the

Enable b anual Tab Order
Detailed Form Editor. The following dialog will appear. It lists wiork Order # | [ MoveUp

Statuz
. . Statug Date
all fields currently included on the form. Select the “Enable Status Time

Document Available
Manual Tab Order” checkbox. Prablem
Main Tazk
. . . .. . . . . Comment From Fequest
e Highlight individual fields in the list and click the Move Up or Cause
Aszzigned By
Aszzigned Dat
Move Down buttons to change the tab order. tsianed Time
Aszzigned Crew
. . . Supervisor
e Click OK when you are finished making your changes. Lead worker
Pricrity
Account #
Froj Mo - Acct
Project Test
Feason b

(] 8 ] [ Cancel

Adding Special Items

The Detailed Form Editor Toolbar allows you to add additional features to customize your form’s look and feel.

Abe . . . .
I_I Label or Instructions — This button adds a label to the form, allowing you to add text or notes directly to

the form.
e  When you click this button, an item with the words “Change My Text” will be added to the Detailed Form
Editor.

e 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.

e  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.

o  Place fields inside the frame by using each field’s handle @ to drag and drop them inside the frame’s
borders.

e When you use the frame’s handle @0 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.

B | Behavior Modifiers — This buttons adds a “Remember Me” or “Use Requestor’s Address” checkbox
to the Request Submittal forms.

e Toindicate 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:

e 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.

e 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.

|£| 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.
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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

Altemnate Menu Name

Enable Form
[] Allow on Menu/Favorites

Client Version Number

=

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

IThis 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.
Follow the link for additional information on adding forms to menus.
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Captcha enabled

Captchais 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 shé\m above:
306526|

IShow Submit Button

IThis box Wministrators 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.

IShow 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.

IShow Additional Emails
Textbox

IThis provides additional email address fields to web citizen forms so that a

Use Information From
Employee

Checking this option causes the form to pull information from the employee's

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, CITIZEN1). Do not use any symbols (i.e. *, #, %).

IThe 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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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.
e  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.
e 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
Equipment ReadOnly |Work Crder Manager w | EVAL4 GBAMS WOGF Review Equipment
Facility Work Orders - Full

Fleet Mechanic |Work Orders w |
Fleet Supervisor
GIS Administrator |Work Crders w |
GIS User

PublicWebGroup
Fequest Basic Show Only Views, Not Forms
E'Eqsl'%—e;tpﬂgfﬂ [ Show All Views./Forms
\SN?;::\E::de‘riVoH(er [ Show Program Views,/Forms
Water Supervisar
Work Lead Worker

Work Supervisor
Assign Groups

Groups Assigned To
View/Foms...

Select default wiew for selected group

|Group for Defaulting Rules. .. W |

Group Properties... ‘ |

| Asgsign 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.

Notes:
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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 mesﬂugmphasmsstﬂ

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
] Administrator
E‘u’.P«LS GE.P«MS WDGF F{ewew Fleet GIS Administrator
EVAL4 GEAMS WOGF Review Equipmer GIS User

Wark Orders - Full PublicWebGroup
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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.

Available Views/Forms

Eval Wark Order Complete
EVALI GBAMS WOGF Review Fleet

| Work Order Manager v | | EVAL4 GBAMS WOGF Review Equipment
Wik Orders - Full

| Work Orders v

| Work Orders v

Show Onby Views, Mot Forms
[] Show Al Views/Forms
[ | Show Program Views./Forms

Assign Groups

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

e [] Show Program Views/Forms
Water Supervisor
Work Lead Worker
Work Supervisor

Assign Groups

: Select default view for selected group
Group P _ Groups Assigned To

View/Foms... [Work Orders - Full v I

Group for Defaulting Rules...
Eval Work Order Complete
EVAL3 GBAMS WOGF Review Fleet

- EVAL4 GBAMS WOGF Review Equipment ——
&_ 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 groups.
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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:

1. Click the Start Edit button.

2. Click the Create New Menu Group button at the bottom of the screen. A “New Group” listing will appear in the
left-hand grid.

3. Rightclick on the “New Group” listing and type a new name. This name will appear on your website’s menu.
e Here, we’ve created a new menu group called “Lucity”.

4. Click Save when you are finished making your changes.

£ Menu Manager E‘
M Views/Forms not assigned to menus
=)-Eval Forms Bndge Building Assessment -
Eval Equipment Building Asset Inspection
Eval Fleet Street Bridges (227) Building Asset Inventory ‘ ‘

Building Inspection |=
Eval Reguest Complete Building Inventory ‘ ‘

Eval Work Order Complete Building Observations
Eval Basic Citizen Request Building Warranty

7 - : Door Inspection
Shiow Proceein Views/Fosars e

Street Bridges

Door Inventory
Equipment

Show orly Timesheet forms Equipment Component Library

Equipment Inspections
E Equipment Threshold Library

Equipment Warranty
EVAL3 GBAMS Fleet Component Warranty General
| > EVAL3 GBAMS Fleet Fueling General Link
EVAL3 GBAMS Fleet Reguest
v 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 Equipment Inspection General Link
EVAL4 GBAMS Equij Readings General Link i

Click on a menu to rename. Views/Forms on menus cannot be renamed. “Names italicized in RED are disabled

Delete Menu Group | [ Create New Menu Group | Satcde | [_Save | [ Cancel |

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. If none of the checkboxes in the middle are checked on, then the program will display the Views/Forms for the
Program selected

2. 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 convention when saving your views
and forms. If this is selected, it must be unselected before using the other two check boxes.

3. 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 record.

4. If the Show Only Timesheet Forms checkbox is selected, then only timesheet forms will be displayed.

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 above examples will
already be enabled).
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1. Click the Start Edit button.

2. First, highlight a menu group in the left-hand grid. Forms will be added to the highlighted menu group only.
e We've highlighted the “Lucity” group.
3. Next, highlight a form in the right-hand grid and use the left arrow button to move the form to the selected

menu group.

4. Repeat this process for all of the forms you’d like to add to the menu.
e  For this example, move the “Timesheet”, “Equipment forms under your new menu group.
5. Use the up and down arrows to rearrange the forms in the menu.

o

7. Click Save when you are finished making your changes.

To remove a form from the menu, highlight it and click the right arrow button

A Menu Manager

=-Eval Forms

i i-Eval Equipment

val Fleet

val Request Complete
val Work Order Complete
val Basic Citizen Reguest
(=8 Lucity

i Timesheet

... Equipment

Click on a menu to rename. Views/Forms on menus cannot be renamed.

Work Order Manager
Work Orders (48)
Work Order Events (18)
Show All Views/Forms

Show Program Views/Forms
Show only Timesheet forms

A

Delete Menu Group | | Create New Menu Group | Start Edit

o] o]

Views/Forms not assigned to menus

Permit Inventory
Person

Pipe Air Testing

Pipe Inventory

Pipe Mandrel Testing
Plant

Plant Process

Property Tax Inventory
Pump Inspection

Pump Inventory

Pump Station

Pump Station Inspection
Readings

Roof Asset Inspection
Roof Asset Inventory
Roof Inspection

Roof Inventory

Roof Warranty

Room Asset Inspection
Room Asset Inventory
Room Inventory

Room Warranty View
Service Connections
Service Lateral Inspection

m

“Names italicized in RED are disabled
Refresh List

Notes:

Practice Problems
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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. Inthe 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  Yiew

DELJi o e — Qe % |2

Form Preview

[]Remember Me

-

First Name* .Last Mame* .Depa rtment

| | | |
.Email‘ .Wnrk Phone #

| |
.Building
.Pmblem

] == b=

.I’Ie.ase Describe the Problem in some Detail

Notes:

2. For the Category field:
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e Clickthe (=] button to access the Form Details. Select the
Category field in the top portion of the dialog.

e  Click on the Default Value property and select “53000” from
the drop down list.

e Click on the Hidden property and select “True” from the
drop down list.

3. Set the following properties for the Asset Rec # field:

e Set the Default Type to “Facility Building”. Set the

Hidden Type to “True”.

e Change the Label for Asset to “Building”.

4. Set the following properties for the Problem field: Set the

Force Association property is “True”.

e Do you want to use any Scripts? The Elbutton 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.

e Save and Close the form.
5. Tofinalize the form, complete the following steps: Assign

Groups to the Form.

e Addthe Form to a new Menu Group titled “Internal
Requests”. Refer back to the instructions earlier in this
workbook if you have any questions.

B ehavwior Modifier
Mame

Mame [2]
Buzinesz

Ernail

Request to 'Wwiark Order

o=

B Component

B Data

{ Default/alue 53000

(ﬁ?ﬁn True
IyTiNER Fale
FeadOnly Falze
Fequired Falze

B Design
Componentisi S0
Componentisi 380
ControlType  Dual Textbox control
Label Category

B Misc

Location 0,103

e

e View the form on the web and add one or two records to practice using it.

Notes:
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Practice #2 — Internal Facility Maintenance Request

1. Inthe 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. Openthe Form Details dialog and select “Category”. Make the following changes to the
e Category’sfield properties:
e Setthe Hidden property to “False”. Set the Limit List property to “True”.
e  Click on the Limit List button and select all Facility Categories:

s Limit List Form

Limit List Collection
CodeValue Typealue
50000 Facilities 53000 - Facility Building
51000 25000 Faciy Fot
o s
53000 58000 - Facility Furrizhing
54000
55000
5E000
57000 E

» 58000
BO000 Equipment
700aa Flest Maintenance

4. Select the “Asset Rec #” field and make the following changes to the field properties:

e Clear out the Default Type.

e Setthe Hidden Type property to “False”.

e Set the Control Type equal to “A series of combo boxes that narrow a final combo box’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.
e  Add Groups to the Form.
e  Assign the Form to the “Internal Requests” Menu Group.

8. View the form on the web and add one or two records.

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.

Finalize the form.

e Assign Groups to the Form.

e  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.

vk wnN
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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);

e 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 [2] on the toolbar.

Detailed Form Editor, - Fleet WO Detail

Form  Edit | Wiew

= A H + |ﬁ Auko Refresh |

[ B00x600 [
1024x768

1680x1050

w

Add the System ID 1 field onto the form
Use the handle to move the System ID 1 field to the header section at the top of the form.
5. Change the field label from “System ID 1” to “Vehicle”.
e 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.
e Notice that when you move a Frame, all fields included in the Frame move as well.
7. Save and Close the form.

E

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. Selectthe “Asset Rec #” field and open the Form Details dialog.
e Setthe Hidden Type “True”.
e Setthe Default Type to “Fleet”.
e Setthe field to “Required”.
e Change the Label for Asset to “Fleet ID”.
e Setthe Control Type equal to “Textbox Control”.
3. Add the following fields:
e WO Cost
e Asset Comment
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.

No vk
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Practice #6 — Create New Fleet WO View 5\ Enter Information

1. Inthe Form Manager, select the following from the drop down lists at
the top of the screen: Select Program — Work Order Manager Flet Wi
e Select Module —Work Orders
e Select Module Component — Work Orders

2. Click the New button at the bottom of the screen. ' Cancel
e Inthe Form Name field, type “Fleet WO”. Select

the “View” radio button.

e (Click OK.

3. Inthe View Builder, create the following:
e InStep 1, select the “Work Order Module” grid type.
e InStep 2, create a new Grid called “Fleet WOs”.

Grid Name: [Fleet WOs |

Grid Type | Work Orders | Caption | | Page Size [10 v]
a—
Column Editor
Available Col Py Eaa—r Properties
Bill Cust Last Name [ Work Order # A 4 Display
Bill Cust Hame = | g T
Eill Cust llo [ > ] [ManTaskTee v ] ol
Bill Cust Phone Problem Text S
Bill Cust State m |I| Reason Text 4 Field
BEill Cust Zip Supervisor Text RelatedFiele WO _LINK1
Bill E-mail Lead Worker Text
Eill Fax # Status
Eilled Status Text
Eilling Amount Status Date
Billing Processed Start Date
Billing Reguired End Date
Category Comment From Request
Category Text
Cause
Cause Text Header
Classification Text to display at the top of the
Classification Text — column in the grid.

L Ot Mobie

4. Click on the Edit Grid button to access the Grid Builder. Then, make the following changes:
e  From the Available Columns grid, select “System ID 1”. Use the right arrow button to add it to the
Selected Columns list.
e Highlight “System ID 1” in the Selected Columns list and use the up arrow button to move it directly
underneath “Work Order #”.
e Changethe “System ID 1” Header to “Fleet ID” and change the names of the “Text” fields.
e  Saveyour changes.

Moving to Lucity Web 89



5. Inthe View Builder, select the “Work Order Assets” grid type.

e InStep 1, move the Work Order Assets grid directly underneath Work Order Module.

e InStep 2, create a new Grid for “Fleet WO Asset” and add the following columns and then save it

Grid Name |Flest WOs

Moving to Lucity Web

Grid Type | Work Order Asssts | Caption | | Page Size [10
Degrinti
Column Editor
Awvailable Col Selected Columns Properties
Asset Comment ~ A 4 Display
Asset Rec # Desc 1 Heet ID
BasetType s> g2 v | wetiar
Asset Type Text Odometer
Category III Houmeter 4 Feld
Category Text Completion Date RelatedFiele AS_LINK1
Completion Time General Comment
Created By
Creation Date Time
Defect
Defect Description
Defect Distance
Defect Estimated GPM
Defect Loc 2
Defect Loc 2 Description
Defect Loc Description Header
Defect Location Text to display at the top of the
Defect Observed GPM column in the grid.
Defect Rating e
Help

[] Offline Mobile |

e In Step 3, select the “Fleet WO Asset” form.

Select the “Work Order Checklist” grid type.

e InStep 1, move the Checklist grid directly underneath the Work Order Asset grid.
e InStep 2, select the “Checklist”.

e In Step 3, select the “Checklist Form”.

Select the “Work Order Tasks” grid type.

e InStep 1, move the Tasks grid directly underneath the Work Order Checklist grid.
e InStep 2, select the “WO Tasks”.

e InStep 3, select the “WO Tasks Form”.

Click on the plus sign [+] beside the Work Order Tasks grid.

e Select all of the resources you’d like to add to your View.

e Select the corresponding Grids and Forms for each resource type. Organize each item up or down
according to your preference.
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9. Your View should resemble the following when you are finished.

View Name

Altemnate View Name |

[Feet wo

Step 1: Select a Grid Type

Step 2: Select a Grid

[+1-w] Work Order Assets | Fleet WOs
[ Wark Order Checklists
=[] Work Order Tasks | MewGnd | [ EdiGed |
--EWork Order Resounces - Materials
--EWork Order Resounces - Employees Step 3: Select a Form for Grid (optional)
: [Iwork Order Resources - Fluids
[IWork Order Resounces - Equipment —
[]Work Order Resounces - Contractors | Mew Form | | Edit Form |

[ Fleet WO Dtai

[ |Wark Order Locations Hel
[ |Wark Order Events

[ Wark Order Comments
-.[_]Work Order Resulting Tasks
-.[] Daily Inspections

-.[_]Work Order Tracking

.| Work Orders

..[_|Work Reguests

[ |PM/Work Templates

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

10. Save your changes.

Additional Practice

For additional hands-on practice, build the following forms:

1. Request Complete (for review)
2. Request Submittal
e Employee Fleet Requests — This should be a simple Detail Submittal form allowing employees
to enter maintenance requests for their vehicles.
e Employee Building Maintenance Requests — This should be a simple Detail Submittal form
allowing employees to enter building or room maintenance requests.
e Constituent Requests Taken by Employees — This should be a simple Detail Submittal form
allowing call center employees to record phone requests from citizens.
e 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.

o

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.

3.  Work Order Complete (for review)

Moving to Lucity Web
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o

Lead Worker Forms (no costs displayed, limited information) Fleet Maintenance
e Sewer Maintenance

e  Solid Waste Pickups
e  Facility Maintenance

Supervisor Forms (more information available)

Equipment Complete (for review)

Create a new form from scratch — WO for Fleet (View) Add a new Grid — Fleet WO
e AddanewForm—Fleet WO

Converting to Lucity Web from the Desktop

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. If time allows, we can use these examples at the
end of our session.

Water Supervisors

e 105-Corey Cola
e 266 - Edwin Gene

Water Lead Workers

e 47 —Paul Black
e 41 -Sergio Sigoa
e 17 —Earl Green — Add in Security

Fleet Supervisors — Add Permissions

e  6— Phillip Alexander
e 359 - Waylon Pierce

Fleet Lead Workers — Add Permissions

e 184 —ArtStern
e 111 -—Kelly Carlson
e 43 -Tom Jones

Director — Tom Knight

Security

1.

2.
3.
4

Add Permissions to yourself so that you can make changes to Dashboards
Add Earl Green into Security and change his login ID in Employees

Add permissions to Fleet Lead Workers and then Fleet Supervisors

Add Permissions to Director Tom Knight

Dashboard

1.

Create Dashboard for Water Lead Workers that are shared

Open WOs where they are the lead worker (logged in user ID) Show

Create Individual Dashboard for Paul Black a. Hydrants that need inspection
Next week and all previous

Show

Modify Shared Dashboard — Open Requests

Views/Forms

Create WO View/form for Water Lead Workers
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e  Attach view/formsto Water Lead Worker group

e (Create Water Hydrant View/form (import from Lucity)

e Create Water Hydrant Inspection View/form (import from Lucity)

e Login 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

Shared Open WO & Requests
Open WOs

Open Requests

Shared Water Assets

Shared QA Tab

Shared Summary Report Tab

ok wNE

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

Notes:
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