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Creating Work Orders

The Work Orders module allows you to schedule and track work tasks, personnel, equipment, and
material usage. There are three versions of work orders offered in the desktop: Standard, Lite, and Daily
Work. The Lucity Web work module interface will also display a different, customized interface into the
work order module.

All these interfaces integrate with the same data set. The Standard module is the most comprehensive
of the three, offering additional functions such as cost, billing, and tracking. Work Order Lite contains
only the basic functions of the Work Order Standard module. This allows for quick and easy data entry.
The Daily Work module is the most basic of the three designed for quick data entry without your fingers
ever having to leave the keyboard. The web interface allows an administrator at your organization to
completely customize the views, fields, and available selections for a specific user or group. Each group
might see a completely different customized interface.
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Creating a Work Order in the Web

The Lucity Web interface allows you to create work orders through a completely customized web
interface on a browser from a computer without having Lucity Desktop software installed. The interface
of the dashboard you see when you log in, the grids and child records displayed for specific modules,
and even the fields and selectable options in editable forms are all customized for you. These
customizations may be based on the user logged in, or perhaps by department, or maybe used
throughout an organization. Keep in mind that the custom interface seen in the below example may
differ in other environments.

1. Open the Work Order view by selecting from the menu Modules>> Work>> Work Orders or opening
a WO plugin view from the dashboard.

Ilﬁuﬁ@ﬁ Bme 8

Work Order# V| Category Text Y| Ass Desc 1 Y’r
gk PS 18000013 Fleet Maintenance
gk P& 18000012 Fleet Maintenance

2. Click Add a Record button & . on the toolbar to open your default work order form.
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3. The Work Order form is customized to match your workflow. We can start out by filling out:

e (Category, Problem and Main Task
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e Supervisor, Lead Worker, Start/End Dates
| Dave Dreivitz H s
oo |rowopnen =] foews (8] | o)
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e Comments

P

e Once all necessary information is filled in, hit save & or save and close ﬁ’.

Child Relationship Records

e To view or enter child records, hit the view button+. This will display all available views of
related records .

DBMB2018 | New Work Order
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e First, let’s add a location. We can add a location from the Work order under address and

street or by adding a location under the location tab by using the add a record &1 button.

BEEA” RO

e Next, we can add an asset. While under the assets tab, click add , which opens an Asset
form. From here you can select the asset type (defaulted to match your Work Order
category), and then from the asset list.

Category
21200 [Sewer Pipe ™

Asset Type™ *
Inspection Source Module

We used the filter button to find the specific pipe in the asset list.

.

AssetRec#~
Id Number Manuf Type Bldg Dir
1 00001 3401
2 00002 11221
3 00003 11208

o You can also add assets through the Toolkit. The toolkit option allows you to add
multiple assets in numerous ways:

Resulting Task

mORcl=% @O

Equipment

General

Add Multiple Asseis

Add Multiple Facility Building Assets

Add Multiple Facility Building Assets Where Default Category Is
Building

ol
o Oryou can use the subset tool BB ;



e Next, we want to populate the main task. This is done with the toolkit item in the tasks grid.

Everts {0 Resulting Tasks {i

=B

sqNo ] Add Main Task

Add Multiple Contractors | Selected Record(s)

[1:]

ecord(s)

A

Multiple Employees | Selected

W

e

lecord(s

Multiple Equipment | Selected

Multiple Fluids | Selected Record
Add Multiple Matenals | Selected Record
Add Multiple Tasks

e We now have a few ways to interact with the task so that we can add in our resources. You
can use the add B button in the child grids under task to select tasks individually and
resources individually. You can also add multiple resources using the toolkit B= button. The
third option We are going to use the edit resources grid LN function, so that we can view
and add employees, materials, equipment, etc. all at once.

e Simply type in the employee code or employee name, and the filter will search through all
the valid options for the category. You can also type a space to pull up the entire list of valid
employees. We can also add additional workers to this grid. We will be using 8 feet of Pipe
and going out to
do the work in a
Chevy Silverado.

Fin a | |y we can Fesource Fesource et At Description Department Tat Class Groun Number Unit of Measu
’

dit Resources for Exterior Siding R/R - ( - )

populate the labor
and equipment

No records available.

with 8 hours of ‘ :
Materials
work done. B
Resourca Resource Taxt Frocessad by Financials UPC Code Alt Description Department Text
.
Mo records available.
.
4 »
Fluids
Resource Resource Text UPC Code At Description Department Text Class Group Mumber
.
Na records available.
.
1 3

Equipment

Equipmant Equipmant Text At Description Start Date End Date UoM Override Unit Cost

No records available.
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e Once we've entered the resources, we can go back and open the work order form to view
the total calculated costs. Note: Keep in mind these field may not be on your WO form.

COSTS
WO Duration Actual WO Duration Estimate WO Duration Difference
0.00 0.00 0.00
Use Task Est. Actual Labor Hours  Est Labor Hours Labor Hour Diff
16.00 0.00 0.00
Use Task Actual Costs Actual Labor Cost Est Labor Cost Labor Cost Diff
330.35 0.00 0.00
Actual Material Cost ~ Est Material Cost Material Cost Diff
120.00 0.00 0.00
Total Fluid Cost Est. Fluid Cost Fluid Cost Diff
0.00 0.00 0.00
Actual Equip Cost Est Equipment Cost  Equipment Cost Diff
0.00 0.00 0.00
Contractor Cost Est. Contractor Cost  Contractor Cost Diff
0.00 0.00 0.00
Misc. Cost Est. Misc. Cost Misc. Cost Diff

[ om [ 6w [ o0

Total Cost Est Total Cost Total Cost Diff
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Creating a Work Order or from the Asset in the Web
1. We are going to create a work order Against a Hydrant. Open the Hydrants Asset Module from a
PIugln or the Menu > Water > Hydrants.

)| = Hydrants (X)) B3

=

hI@D@Df’-@‘T‘Qﬁ Sl Tx B
Hydrant Murnber Y | Building No Y| Sireat Name Y | Inspection Date Y| Overall Cond Text Y| MNextinspDate T

s e | s e

11221 ROE AVE 03242015 | Evwelent 03242017
+ r? 00003 11208 GRAMADA LN 03262015 | Foor 0322017
gk P2 ocone 4600 W 115TH 5T 03252015 Good 032E201T
gk P | oooos 10624 MOHANK LN 03182015 | Fair 0312017
gk P2 oooos 3400 COLLEGE BLVD 03252015 Good 032E2017
ok P | ocooo7 3400 COLLEGE BLVD 03/26/2015 | Exellent 0322017
gk P2 | ocooe 3651 COLLEGE BLVD 03252015 Foor 032E201T
gk P | oooos 11268 TOMAHAWK CREEK PKWY 03252015 | Good 0322017
gk 2 oooio 11300 TOMAHAWK CREEK PHWY 03252015 Good 032E2017

2. We may want to filter for Hydrants the are in Poor condition and create a WO for one or many

lalle
of them, we can also bring in a subset using the subset ™® button, and then load our subset into
the existing filter if we have one set up.



Notes:

Next we will use the create work order < button. If we only need to do work on some of the
hydrants, we can also select specific records in the current view on top of the filter and subset
we’ve loaded.(Hint use the CNTL key) This time we will create it on the 2 Selected Records. We
can also choose a PM Template to use from here, as well as having the option to create one
single work order, or a separate work order for each record selected. Let’s use this to create 2
separate Work Orders. We have options for selected records or filtered as well as All on the
same work order or each asset getting its own work order.

e y = Hydrants (X) G
— ===
hl-f’ﬂ@‘T‘.’;D‘ = 0
Hydrant Murnber Y| Building No Street Name Inspection Date + Y Overall Cond Text V| Mext Insp Date

-u_-
dp P2 | ooo W BETH FL 03/02/2015  Foor 03/02/2017
+ S | ootz 11080 W OETH FL 030212015 | Foor 03/02/2017
I T ) e =

db P2 | oosss 10812 W BSTH FL 03022015 | Foor 03022017
+ P2 | ocsas 11004 W 100TH ST 03/02/2015  Foor 030212017

Select options for creating a Work Order

Create Work Order for: i® Selected Record(s) (2) i) Fittered Records
Where: (") ALL share a single Work Order (®) EACH record has its own Work Order
Category Code
Only show Templates related to selected Cai
UWD1 Hydrants ) Onty - =

® Use this category for records without a default category
2 Use this category for ALL Work Crders.

#» Template Code  Template Type

o Records found.




4. Once again you will be prompted if these assets are already on existing Open Work Orders.
Confirmation &

One or more of the selected assets are already attached to an open
Work Order. Would you like to include the assets on the new work

order anyway? (Assets not already on an open Work Order will be
added either way.)

fer =

-

5. You may have access to multiple views in the web. If so, the next step will be to select which
view you want to create the work order in. This may be important to be able to include the
proper information for this specific work order. Click ok and the work order will be created.

Bloomington Facilities WO-View
Bloomington Streets WO-View
Work Order_Full

Work Order_Full with Asset
Work Order_Full with test

"4

6. Once the work order(s) have been created, they will open in your selected view.

----- ! ETTEL L < B = Work Order_Full (X) kg

BAGEI&Y =@Boe D

Work Order# 1| System D1 T | Status Text Y| Lead Worker Text Y| Desc2 V| Desct Y| StatusDate T | Category Text Y
+ B 15-000025 0o182 Mew Work Order Musller Company 08172018 | Hydrants
+ = | 12000024 00178 MNew Wori Order Mueller Company 081772018 | Hydrants

7. Once the Work order has been created now you can fill in the important information on the WO
or child grids tasks, location, etc.



Create a Work Order from the GIS Web map

1.

2.

Open the GIS Web map .

You can select an individual asset clicking on the asset, you can select multiple assets using the
select tool in the & GIS Web map toolbar.

CELRNE L @

Make sure there is an orange box around any tool otherwise it is not active.

From the identify window, select Create Work Order@'. This immediately creates a work order
including the selected asset, you may have to choose category, template or view depending on
your options and permission.

You can also use the select tool [ﬁ’sto highlight multiple assets. This opens up a toolbar, where
you can select which type of selected assets(if there are multiple types). Here you have the
same Create and Add to Work Order options.

e | FEEREARROST v 2

If you aren’t sure what assets need to be included, you can always use the map to drop a pin‘!
to give it a location. Then, you can come back and add assets around the location at a later
date.

From the work order itself you can use the add asset/xy from map button
= =
X)) £
how Selected in Map
how Filtered in Map
dd Asset XY from Map |

nTa TRl

This will carry the work order number to the map and allow you to select assets you wish to add
using the select tool. When you open and select an item the WO toolbar will show up with the
WO number filled in.

[ E %E@@ 2 T £ 18-000025 '(59 ]

When you have selected the assets you want to add click “go” next to the WO number, this adds
the assets to the WO. Note: Be careful to select the proper layer or it will add all layers selected
to the WO.




Completing the Work Order in the Web

1.

Notes:

In the web, you can change the status in a couple of ways. One is to open the work order form

a

nd select the 999 — Complete code from the picklist.

Work Order # Category™ ~
ﬁ? [2014-00297 [21200  |Sewer Pipe >
Status Problem
EEE |Complete = WWCPPBLK |Blockage =2
Status Date Status Time Main Task
8192014 ™ 1129 AM ® WWEPPFLS |Pipe Flushing =

You can also use the Work Order toolkit to change the status to Complete, Cancelled, or select

a

nother status for either the selected records or for a whole filter set at once.

6 = Work Order_Full () | @ Water DEmo ﬁ_“ = Work C
]

@ 0 e o T B
L

o

Change

Cancel Work Order | Current Filter

Cancel Work Crder | Selected Recordis)
Change Assigned By | Current Filtar
Change Assigned By | Selecled Record(s)
Change Category | Current Filter

Change Category | Selected Record(s)
Change Crew | Current Filter

Change Crew | Selected Record(s)
Change Lead Worker | Current Filier
Change Lead Worker | Selected Record(s)
Change Supervisor | Current Filter
Change Supervisor | Selected Record(s)
Change Work Order Status | Current Filter
Change Work Order Status | Selected Record(s)
Close Work Order | Current Filter

Cloze Work Order | Selecied Record(s)




Creating a Work Request in the Web
1. Open the Work Request module by opening a Request view or selecting
Modules>>Work>>Work Requests from the dashboard.

2. Like the Work Orders, we can see that the views and grids displayed are customized for our
organization.

3. Click Add a Record button £ on the toolbar to open your default request form.
4, Here we can see all the fields that we filled out in the desktop application are condensed into a
single form.
AR RBO
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First, we will enter in the Requestor’s Information in the first section. The caller gives his address
as 1098 S Wanda Dr. Type this into the Requestor’s address field.

Req Address Req Street Name

1098 Wanda !l p &
hone [ 1
mene® | S WANDA DR

ne #

Note: This field will autocomplete based on partial searches (i.e., just typing

“Wanda”) seen above, or you can open the picklist = ¢ filter and select from the
entire street list, seen below.

% < - 1of 7 Reset Filter
i i fi Type

S 'WADE DR

S WADE CcT

N WADE DR

W WAGNER DR

\} WAGNER cT

E WAGON CcT

E WAGON CIR s
E WAGON CIR N
E WAITE LN

S WALLRADE LN

E WALNUT CcT

E WARBLER RD

E WARBLER cT

4 »

We can use the search functionality on fields like the phone number, e-mail, name or address,

or any field with a look-up button.”3 . If there is only a single matching option, it will
automatically populate all known fields with the customer’s information.

REQUESTOR'S INFORMATION

First Name Last Name

R Mills RO

Req Address Req Street Name How did request come in?**

1058 S WANDA DR !l [s) 1|Call In Request !
Phone # Home Phone #

P O Gsz-0144

Email

Comment from Cust 5
Calling in about sewage smell in front of his house | .




7. Next fill in all relevant Problem Information fields.

PROBLEM INFORMATION
Inventory Type ID Asset Rec #
Mo Inventary ltem [=]

Loc Address Loc Street Name

1088 S WANDA DR !l Jelrs?

General Location™

|Sme|| is coming from the sewer lines in front of the neighbor's house.

Category Emergency Level
/02000 | Call Center 1 Immediate Priority s
Problem
| &)
Assigned Crew
| &
Supervisor®
1 [RICK HONAS ]
Request to Work Order
Please investigate the address t. -~
8. Save and close M this record. Notice that some fields displayed were automatically populated

even without being included in the form (Status, Status Date, Request #).

Notes:




Creating a Work Order from a Work Request

You can generate a work order directly from a request. This will allow you to carry over data to a new
work order from the request you just entered.

1. Click the Create Work Order button £ at the top of the Requests view after selecting a request
or requests. You may need to choose the category or view you wish to create the WO for, this is
dependent on your organizations settings.

2. The new work order will contain all the Request information (but not Customer information)
and will have an automatically assigned Work Order number. It will include the Request to
Work Order comments, the location address, the affected asset, and the link back to the request
record. Notice the request record’s status has been automatically updated to “Assigned to
wWo”.

3. If we have additional requests, we could link them individually or use toolkit options to associate
potentially related requests to this work order.

D T e T T e T e

=@ a s & B
1'4 Change £
- General
I Regquest

Associate Any Work Request | Selected Record

Associate Work Regquest that is not complets | Selected Record
Aszocigte Work Regquest with Same Infrastructure | Selected Record |
Associate Work Request with Same Preblem and Infrastructure | F
Selected Record

Associgte Work Request with Same Problemn | Selected Record
Associgte Work Request with Same Street Block | Selected Record

Sewer

Water

4. This begins our work order workflow all over again. Once we have done the work, entered in
resource information, and completed the work, our request record’s status will automatically
change from “Assigned to WO” to “WO Completed”.

Notes:




Creation of a Work Order in Mobile

Work order creation in Mobile is virtually identical to web. However, depending on the type of Mobile
device you use the child grids are a little different. Android and iOS Mobile also access toolkits
somewhat differently. By long tapping(holding down your finger one an item) you can access toolkits

and additional buttons.

1. Usethe E button to create a new work order once in a work order view. This will bring up the

work order form.
2. Fillin the Category, and any required fields. In mobile there is no “save and close” so just use

the save icon. This will allow the child grids to be seen. Before we save none of the child grids

are present.

¢ _18-000003 A 8 & E @& A

Work Orders > 18-000003
Tasks (0) Checklist (0) Assets (1) Locations (0) Comments (0)
VEOPEANCEEN _| Water On
18-000003
Current Status Status Date Status Time
2 - New Work Order 01/01/2018 3:36 PM

Appointment Time  Start Date

WTD3 Service Meter

Problem End Date
Main Task Labor Hours
QL 0
1st Asset ID _ Blue Tagged
test
Asset Description Blue Tag Date Blue Tag Time
Assignment Comment

Enter your comment here

3. In mobile android we can now add the main task or any additional tasks to the WO. We can add
locations or any other items in the child grids, by simply clicking the child grid name and then

using the B to add a new item.



Notes:

Child Grids
In mobile all the child grids available to a view are also available. Depending on your tablet operating

“ ”n

system they will however be accessed differently. In iOS they will be available using the “...” next to the

WO in Android you will need to open the work order to view the child grids.

Android after opening the work order

B & a = @ R
> 18-000003
Tasks (0) Checklist (0) Assets (1) Locations(0) Comments (0)

Work Ocder # wﬂ“ m
18-000003
Current Status Status Date Status Time
2 - New Work Order 01/01/2018 3:36 PM

iOS Clicking the ... will open the child views.

Work Orders Child Views

Tasks (1)

Assets (1)

Filling in the child grids is similar to web but there is no edit resources icon for filling in task resources.

The toolkits for web are available in mobile as long as you are not in offline mode.

Creating Work Orders from the Map in Mobile
1. Open the map in Mobile by using the Map Icon

2. Taponthe at the top of the screen this will allow you to select an asset.

3. Once an asset is selected tap the @ This will bring up the attributes and additional tools

-
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| 151 W)
| sanitary Pipes- Gravity Mains - 1998 _ @ 6]

1 = F ke I=i !

T A/ —

4. To create a work order, click the hard hat Icon. £ you could also create a request by clicking

the request Icon. o

5. This will open the work order form if a default category has been set for the item. If not select
the category and click OK. The asset is automatically added to the work order.

6. From here fill out the work order form as you normally would using the child grids.

Creating a Work Order in the Desktop

As explained above, three work order modules are available in the desktop. In this section, we’ll discuss
the Standard Work Order module, the most comprehensive of the three. To create a work order:

1. Open the Work Order module by selecting from the menu Work>>Work Orders>>Standard.

2. Click Add button @l on the toolbar to enter Add Mode.
3. You'll typically enter information into following critical tabs:
e WO - Containing general information about the Work Order.

e Tasks and Resources — Indicating what the job is, who it’s assigned to, and what materials
will be used.

e Location AND/OR Asset — Indicating where the job is or what specific asset will be worked
on.

e Costs — Stores cost information, such as quantity used, cost of materials, cost of labor, total
duration of project, contractor costs, etc.



B4 Waork Orders - No Filker E=N|EcE =

Blalala e -2 - [=a Qe[ 7]x] ] 4[dr]p] +|z]|AH B m@ - -| =
‘whork Order # || Categony ﬂ |21 200 ISewer Fipe
s [0 2 [Newwor Oider Poblem | [ [wwCPPBLE [Bisckage
StatusDate || 7/ ] am Wi T ask, éll]|WEPPFLS |Pipe Flusting
I Wil ILocation Assetsl Listz’EventsI TasksJHasl Hnuting Biling I F\elated' Haquests/TraCkI Links I Custom 1 | Custom 2| Commentsl
Comment From Reguest —
Assatl
anat\onl
Cause ||]| |
Azzigned Crew | ﬂl | e
S i Aszigned B Overridh
veeniser [ [ fi [RICK HONaS ssignedBy [ [ e
Lead \warker |ﬂ| | Aszigned Date ﬁl 4 L” o AM Problem [~
Emergency Level |ﬂ|_1 IImmadiale Priarity Start Date ﬁl Iy L” T AM Overdus [~
Account # |ﬂ| End Date ﬁl i L” © AN Lead Wworker [~
ProjMo - Acct |ﬂ| Task [
Project Text |ﬂ| Master Project (D I Supervisor [~
MName
_ Rewon [[I]] I Hard Lock w0 [~
|Record 0 of 0 |Add Mode [Readly... Y.

Header Information
e Enter a Category. This is required; it indicates which problems, causes, assets, and tasks are

available in the rest of the work order.

o For our example, we've selected the Sewer Pipe Category

e Select a Problem if necessary.
o Here, we’ve chosen the Blockage problem.

o Note that any default data associated with the problem in Work Flow Setup will be
carried over when you make your selection.

e Select a Main Task.

o We've selected the associated main task, Pipe Flushing.

| ﬁl Work Orders - No Filter EI@ |
m|@l@|& -9 -2 -=(a] Blel2]x 5] alr|n] +]¢[|@EEn@ & -] =

—
‘wiork, Order # || Categorny | I] |21 200 ISewer Pipe
Status ||] ["2 [Newwork Drder Froblem | [ [wAwTPPBLK. [Blockage
StatusDate |77 = am Main Task |E|WWEPPFLS [Pipe Flushing

WO Tab

e Select a Supervisor.

o Inour example below, the Supervisor, Rick Honas and Immediate Priority, was
carried over automatically when we selected the Blockage problem in the header.



For additional information on setting up your work flow, please consult the related
workbook, Work Flow Setup.

e You may select an Assigned Date, Start Date, and End Date, if known.

e You may select a Lead Worker, if known.

B Work Orders - No Filter E=N EolEx=
m|al@|a - -2 -|=e Qe /7]x| 2] 4 r[r] 2] ¢[AE B @ - - =
“work Order # || Categary | I] |21 200 ISewer Fipe
saus [ Poblen | [[ FwwCPPBLE [Biackage
StatusDate || // | aM Main Task ||i|WWEPPFLS [Pipe Flushing
Wwo |Location| Assetsl List.-’EventsI Tasks!ﬂasl Houtingl Costs | Eilling I He\atedl HequeslszrackI Links I Custormn 1 I CustomZI Commantsl
Comment From Fequest —
Asset I
-
Locationl
Cauze Iil I
Aszigned Crew Ii | | -
S i Assigned B Ovverid
wperisor | [ i [RiCK HOMAS ssigned By ||]| I Notfcations
Lead ‘worker IilSUBDZ |CaseyW’U|kar Assigned Date ||]| I L” A Froblem [~
Emergency Level I]I_1 [immediate Priority Start Date |ﬂ|nsf15£2n14 = am Overdue [
Account # Iil End Date |ﬁ|03,-'15j2014L” © A LeadWorker [
Proj No - Acct lil Task [
Project Text Iil Ml SEERET (W
1 o Mame |
Reason Iil_ I Haid Lock w0 [~
Press F9 for pep-up selection |Record 3271 of 3271 [Edit Mede Ready... A

Location OR Asset Tabs
e Anasset is any individual item your organization maintains. For example, it could be a
vehicle, a stretch of roadway, or a sewer manhole. Typically, you will either include an asset
OR a location on a work order. Either will indicate where the job is located but adding an
asset will also have the benefit of keeping a history of work against that asset.

e Open the Location tab. Enter Comments for crew: “Standing water and sewage material
present. Clean and then flush sewer.”

e You'll see the locations listed in the Work Order Location grid at the bottom of the screen.



Notes:

|slals - B -=a) Q(a[/]x| 5] ddr[r] 2] s[BE @ | -] =

‘whork Order # || Cateqgory ||] |21 200 ISewer Fipe

Statug |ﬁ l_l Problem ||] |WWEIF'F'BLK IBIockage

Statuz Date || I LII o AM Main Tazk ||]|W'W’EPF'FLS IF'ipe Fluzhing

Wil Location |Assets| List.-"EventsI Tasks.-"F!esI Houtingl Costs I Billing I Helatedl Hequests:’TrackI Links | Custom 1 I Eust0m2| Eommentsl

pivsion | [II] [ and then flush sewer
subDivision | | [
s ||
Sub-drea | I]l |

Owner | I] I_ I—

Location | I] l_ l—

Classification | I] I I =

Department II I‘11 L7200 IWaste wiater Collection Standing water and sewage materials present. Clean  »

“work Order Location

No I Address I Address2 I Loc 4 Coord. / Loc v Coord.
Add Record
Add XY Point From Map
L] 1 3
Create Linked WO
Show In Map |Record 3271 of 3271 |Edit Mode  [Ready...

y

e To add a location to the grid, right click in the grid and select Add Record.

e A new form will open allowing you to enter one or more locations.




Work Locations I
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Location Mo | |1_

Address | I]l

165 [J [5 wanDA DR

Address 2 | I] I

Wl

Loc Apart/Suite | I

General Location | ﬂl

Lac City | ﬂl

Loc State | ﬂl

Loz Zip Code | ﬂl

Loc ¥ Coard. ||]|
Start Date |ﬁ| I vl

Loc Parcel Numberll

Loc Courtry | I]I

swowon [

Loy Coond. | I]I
Completion D ate ||]| I ‘I

|Rec0rd 0ofd

|Add Mode  |Ready...

e Enter the address, general location, and any other details needed.

o Asyou can see in the example above, this problem is located 1065 S. Wanda Dr.

e Save ﬁl the record. You can now add ﬁl another address or Close ﬁl the Work Locations

form.

e Any addresses you entered will appear in the Work Order Location grid.

e Open the Assets tab. The assets are listed in the grid. To add an asset, right click in the grid
and select Add Record. A new form will open.
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Assets o

& ||| 2] ]«
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Category

| [} 21200

ISawer Pipe

Spstem 101 ||

Aszet
Record MNo.
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Select I
Close

e On the Assets form, note that the Object Type (the type of asset you can add to your work
order) is dictated by the Category chosen in the Header.



Notes:

o Inthis example, we have selected Pipe Maintenance as the category. This allows us
to include sewer pipe assets in the work order.

o You can select a different category, which allows you to add assets of different
types.

Click the System ID 1 button. These System IDs identify our assets.
Based on your Category, an Asset listing will pop up. Highlight an asset and click select.

o Inour example, the pick list contains sewer pipes in our network. We've selected
structure number 19571 for the sewer pipe located on S. Wanda Dr., our work
location.

Save ﬁl the Asset record and the Asset will now be listed in your Work Order. You can add
as many assets as you like.

-

ﬁ] Work Orders - No Filter EI@
zlslgls v -|B -|=e] Ble(/(x| 5] alr[r] +]s|BlHEn® S -| =
work, Order # " Category ||]|212DD ISewerF’ipe

sws ([ Problern | [I fWwCPPBLK [Blockage
StatusDate || / / = am Main Task ||]|WEPPFLS [Pipe Flushing

Wil I Location | Assets |List.-"Events| Tasks.-"F!esI Houtingl Costs I Eilling I Helatedl Hequests.-"Trac:kI Links I Custom 1 | Custom 2 | Comments

Odomete

System [D 1 Completion Date| Completion Time

Cateqgory Text
1  SewerPipe

You can also create or load Subsets in the Assets tab. Subsets are groups of filtered records
from one module that can be viewed in related modules.

o For example, you can create a subset of sewer pipes in the Pipe Inventory module
and then load that subset into the Work Order Asset grid.

o You can also create a subset from a GIS map by selecting a set of features and saving
them as a subset. You can then view the subset in Lucity GIS or another related
module. These too can be added into the Work Order.




e Toload a subset into the Assets grid, right click in the grid and select Subsets>>Load Subset
for Sewer Pipe. The Subset Manager will appear:

Wl I Location  Assets I List.-"EventsI Tasks.-"F!esI Houtingl Costs I Biling I Helatedl Hequests.-"Trac:kI Links I Custorn 1| Custom 2 | Comments

Odomete

Add Record I

Subsets 3 Create Subset

View Asset Inventory Record Load Subset

View Asset in Map Load Subset for Sewer Pipe

View Asset Inspection Record

4 Create Asset Inspection Record >
—
|8 Subset Manager [E=mEEE |
I Mill Crek. 5 ewer Pipes Load I 1
Sewer Pipes B

Load inta Filker

= |
Delete |
Close |

e This dialog displays all available subsets of the asset type indicated by your selections in the
header. Since the Category we chose in this example is for Pipe Maintenance, only sewer
pipe subsets will be displayed.

o Inour example above, we can see the Upstream of 1068 S. Wanda Dr. subset,
created specifically for this work order in the GIS Desktop. We have chosen to load
the subset, containing three pipe records.

Wi I Location  Assets I Listx’EvenlsI Tasks.-’F!esI Houtingl Costs I Billing I Helatedl Hequests.-’Trackl Links | Cusztom 1 | Eustom2| Eommentsl

Seq/ | Categom Text | Swztern 101 | Completion Datel Cormpletion Timel Desc 1 I Desc 2 I Odomete
1 Sewer Pipe 19571 117031 - 1068 5 WwWaND... 117032 - 1058 5 wiahD...
2 Sewer Pipe 13563 117027 - 2085 E CATH... 117023 - 1108 5 wakD..
Sewer Pipe - 2007 E WwWARM




Tasks & Resources Tab

Notes:

This tab contains two grids: Tasks and Resources. In the first, you’ll include the task (the job
to be completed). In the second, you’ll name the resources used (employees, equipment,
materials, fluids, contractors).

An individual Task has the resources listed against it. You can name more than one task on a
Work Order if necessary, but it is recommended to keep it simple by including only one.

Resource entries contain details including the dates worked, hours worked for employees,
units used for other resource types (materials, fluids, etc.), and the Project Number the
work is assigned to. This is very important because it feeds information back to Project
Management, Timesheets (labor hours), or Inventory Control (amount of parts used). These
details might also be feeding information about the job back into another integrated
financial system that helps manage project costing and budgeting, or payroll.

To add a Task, right click in the Work Tasks grid and select Populate Main Task.

To add a different Task, right click in the Work Tasks grid and select Add Record. The Work
Order Tasks form will open.

o Click the Task button to pop-up the task list. Select a Task from the list.

o Click Save ﬁl and Close EI the Work Order Tasks form. The task you selected will
now appear on the work order.

To add Resources, right click in the resources grid and select Add Record. The Work Order
Resources form will appear.

o Select a Resource Type (1 = Employee, 2 = Equipment, 3 = Materials, 4=Fluid,
5=Contractor).




o Click the Resource button to see a list of available resources of the type you
selected; then, select a resource.

= |nour example below, we’ve selected the equipment “WWX0152 FORD Vac

”
Con Je”.
P —
@] @@ 2] 5] a4 r][n] »] ] =]
| WORK, TASE. [Fipe Flushing Processed by
Resouice Tupe 2 |Equipment UPC Code I
Resource - - ||
| U} Branch Name to Equipment E 20
Al Description
— 1 — Equipment
i _ Depament [[Ml |~ snal @ Showvaids
I
(s | r Equip! it | Equipment Text I -
Giroup Mo W\ |wweozss WWP0386 DODGE CARAVAN
WWP0482 WWP0482 CHEVROLET SILVERADO
uom W\ [vweosas VWPDS43 CHEVROLET SILVERADD
Defaut Uit cost | [ \[ vePoses WWP0S5 CHEVROLET VAN
WINPOBSE WWPOBSE CHEVROLET SILVERADO
Account # WWX0152 WWX0152 FORD Vac Con Je
oo B WWX0196 WWX0196 STEVENS MF Trailer
f M-z WWX0377 WWX0377 FORD NEW H Backhoe
WIWX04TE WWX04T STERLING Vac Con L7
WINX0496 WWX0496 CHEVROLET SILVERADO
User 1 Wil | wewncosia WWX0514 PERKINS Trailer Mn
T il | vrooxosts WWX0515 WHISPER WA Trailer
—I WWX0534 WWX0534 CHEVROLET SILVERADO
User 3 M| [ wwcose WWX0547 ATLASCOPCO Trailr Mn
WINX0548 WWX0S48 ISUZU 1.5 ton Tr
UserdDate | [MIN | wvocosss WWX0555 PACE AMER Trailer il
........................................ |
Caption | Cancel |

Once you select the resource, the default data from the Work Flow Setup, Resources module
will be carried over.

o Asyou can see in our example, the default department (Waste Water Collection),
unit of measure (Hours), and unit cost ($3.06) has all been carried over from the
Work Flow Setup - Equipment module.

You can then enter the resource units used for this job. For employees and equipment, the
units are hours. For materials, the units may be measured by feet, gallons, etc.

o For this example, enter 4, representing the number of hours of use.

For employee resources, a Time Cost of Regular Time is entered automatically; however, this
can be changed.

Enter the dates the resource worked on the job. The Start Date and End Date must be the
same. This means that an INDIVIDUAL RESOURCE ENTRY is required for each resource on
each job for each day.



Click Save El and Close El the Work Order Resources form. The resource you selected
will now appear on the work order.

Order
|| B[22 %] 4] >|r] »]2] =
WORK T45K [Pipe Flushing Pracessed by Financials [~
| ﬁ|_2|Equ||:|ment— UFT: Code ||
| Resource | [wwikmE2 w0152 FORD Vac Can Je
Al Description | |
Department ||]|41nmzun [w/aste W ater Collection
Class ||]|— Nom FReguar 0T  Total Estinated
Group No ”]I— Urits || 400 | 000 000 400f 000
won__|[iF s Tine Cost | [ 1 [REGLLAR TIME
DefaultUnitEostlﬂlm Unit Cost || 3060 | 3080 | 4590 |
pro— | | Tatal Cost || 1224 [ ooof oo 1224 000

Proj Mo - cct | [ Res Start Date ||nsx15;2014;|| o AM
Res End Date ||ua;15x2m4:|| o AM

Adding Multiple Resources to Work Orders

To save time when entering several resources of the same type (for instance several
employees); you can work with multiple records. First, Add Multiple lets you select several
employees rather than using Add Records to add one at a time. Just right click in the
Resources grid, highlight Add Multiple, then select Employees. This will open the Multiple
Resources form.

The Multiple Resources form lists all the resources of a given type. You can select more
than one record by pressing and holding the Control key (Ctrl) and clicking each entry you
wish to select. (This is a standard Windows function.)

Highlight each resource that belongs on the Work Order. Once you’ve selected the records
you want, enter the number of units (In this case we are entering 4 hours), press Select, and
they’ll be placed on the Work Order.

oo nkabdty I St ek Do




e Now that you have several resources listed in the Resources grid, you can add information
to them in groups. Using the Ctrl key, highlight several records, right click on them, and
select Populate Dates. A form with Start and End Dates will appear and the dates you enter
will be applied to all resources you had highlighted. Of course, you can go back and change
dates on individual resource records if needed.

R esoLinc:

Resource Text

Resource
p LL HIMKLEY

Hours

- IR i at SR T S T Hours
Add Record

Delete Record

T — T E— .

Populate Hours

Populate Units |Record 3271 of 3271 |View Mode |Ready... Y

Notes:




Costs Tab

This tab allows you to store cost information, such as quantity used, hours of
equipment/vehicle use, cost of materials, cost of labor, and total project duration.

The three columns on the right-hand side of the screen allow you to compare your Actual
work order costs with your estimated work order costs. You can use these columns in two
ways: You can manually enter cost data into the fields provided, or have this data carried
over from the Task information on the Tasks/Resources tab.

o Asyou can see below, we’ve marked the “Use Task Info” checkbox below the Actual
column. Thus, the system has carried over the actual labor hours, material cost,
equipment costs, etc. based on what we entered in the Tasks/Resources tab.

o Alternatively, we have not marked the “Use Task Info” checkbox below the
Estimated column. Instead, we’ve manually typed estimated labor hours and costs
into these fields.

o The system has then automatically calculated the difference between the Actual
cost information on the Task/Resources tab and the Estimated values we entered.
As you can see below, the work order cost $19.80 less than we estimated.

Y Work Orders - No Filter =5 EoR )
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Several other fields on the Costs tab have special functions. Many of these fields are calculated by the
system. These special functions are described below:

Notes:

Projected Completion Date — This is a calculated field. It represents Start Date + Estimated
Duration.

Quantity Field — This field may be automatically populated depending on how you defined
the selected category in the Work Flow Setup, Categories module. If you assigned an
inventory item to that category, UOM field would have been enabled.

o The UOM field in the Categories module provides two options: Count and Sum.
These options determine how this Quantity field will calculate assets. The “Count”
option will count the number of assets in the Assets grid of the work order.

o The “Sum” option will add the total measurements of the Assets listed. If you select
“Sum”, you’ll need to include a UOM field to be summed. For instance, if you have
linear assets such as pipes, you would probably want to add the length of the pipes;
therefore, you would list the NT_LENGTH field in the UOM field. This commands the
system to add the total length of all pipe assets in the Assets grid.

o For additional information on setting up your Category to sum or count assets,
consult the related workbook, Work Flow Setup Training.

Lock Checkbox — When marked, the Lock checkbox allows you to enter the Quantity
manually instead of having it automatically populated by the system. It also locks the
guantity entered so that any changes made in the Assets grid will not affect this field.

Unit Cost — This field provides the unit cost for the entire work order. It is automatically
populated based on the Total Cost field and the Quantity field (Total Cost/Quantity = Unit
Cost).

Total Cost — These fields automatically sum the Estimated column, Actual Column, and the
Difference column to show you the total cost for each. Remember, we discussed how these
three columns are used on the previous page.




Saving the Work Order

Notes:

When you are done entering in all the necessary information, you will want to click Save

El. This automatically generates a work order number for the record. Depending on your
organization’s workflow, this work order may now be “assigned” based on department,
supervisor, task, etc. The way these get assigned may be based on a specific filter for “New
Work Order” statuses and other fields. You can also set up notifications to trigger an e-mail
to be sent out based on these fields.

In this case, when we went to save our work order, it jumped to our “Custom 1” tab,
because there was an additional required field that needed to be populated. All colored
fields need to be filled in prior to saving the record.

Wil I Locationl Assetsl List.-"EventsI Tasks.-"F!esI Houtingl Costs I Biling I Helatedl Hequests.-"Trac:kI Links ~ Custom 1 IEust0m2| Eommentsl

Sounce of Call | I] l_ I Miles | I] l— Billed | Iil_
Cusztom Text | E I_ I Hours | EI— WO Uger 7 | EI_

The Status field will automatically be populated with 2—New Work Order. The Status Date,
Time, and Work Order # will be populated when the record is saved.
2 Work Orders - No Filter |
) - Gl 2] x| al|>]P] =]~ @0 EHw & - & -| =
e ||]|21200 [Sewer Fipe

status || |2 [New Work Order Problem | [I| fwwCPPBLK [Blockage
Status Date || 08/15/2014 | [02:10 PM Main Task | [ FWAWEPPFLS [Fips Flushing




