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Accessing Data Yourself 
In this workbook, we’ll show you how easy it is to retrieve data from the Lucity suite.  We’ll 
demonstrate how to use Filters and Queries in the desktop and the web, use the Locate feature, create 
a Browse, Export, use Subsets and run Reports by going over a series of step-by-step examples.  This 
should help new users easily find the data they are looking for as well as provide existing users with a 
quick refresher course. 
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Desktop 

Example 1: 
How many open work orders do we currently have?   

Filter 
First, we’ll determine how many open work orders we have by filtering based on the Status Code.   

 

• On Pg. 3 of the Work Order Filter screen you’ll see a field titled ‘Status’.  This field is used for 
the status code while the Status Text field is used for the description.  Since we know that all 
open Work Orders have a Status Code of less than 950, we’ll set up our filter in the following 
manner: 

o Select ‘Less Than’ from the drop-down menu beside the Status field. 

o Enter 950 in the white dialog box. 

o Your filter statement reads something like this:  “I want all Work Orders with a STATUS 
of LESS THAN 950.” 
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• Once you’ve set up your filter statement, click Go to access the open Work Orders. 

 

As you can see above, this dataset contains a total of 1382 open work orders (those with a status value 
less than 950).  Since 1382 work orders are still a lot to search through, we’ll discuss how to use the 
Locate feature next.  This feature will help you further narrow down the record set. 

 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 
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Locate 
The Locate feature allows you to quickly find records within the current dataset.  For example, you can 
use Locate to find out how many work orders have a particular status (New WO, On-Hold, etc.), are 
part of a certain category, have the same task, etc. 

• Click  on the module toolbar to access the Locate feature. 

 

We’ll use the Locate feature to find out how many open work orders have a status of ‘On-Going’.   

• Click the Header for the field you want to search by.  Since we’re looking for a particular 
status, we’ll click the ‘Status Text’ header.  The selected Header, ‘Status Text’, will now be 
identified in red italics. 

• Type the status text, ‘On-Going,’ into the text-box at the top of the screen.  The Locate 
feature will automatically jump to the first record with a Status Text of ‘On-Going’ and 
highlight that record in red. 

• You can then count the listings to see that there are eleven records with a status of ‘On-
Going’. 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________  
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These same steps are used for all types of Locate searches.  For example, if you need to find out how 
many open work orders involve Facility Doors, you can use Locate in the following manner. 

• This time, click on the ‘Category Text’ header.  It will be identified in red italics. 

• Type ‘Facility Door’ into the text-box.  The Locate feature will jump to the first record 
involving Facility Doors as a Category. 

• As you can see below, there are two open work orders concerning Facility Doors. 

 

You can use a Locate search to find anything listed in the headers (Work Order #, Status, Task, 
Problem, Crew, etc.).  To view more of the header search options, use the scroll bar at the bottom of 
the Locate screen. 

 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________  
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Browse 
You can also use the Browse feature to search for specific records within your dataset.  This feature is 
useful for reporting on-demand.  It allows you to quickly generate a report in table format.  

For example, let’s use the Browse feature to sort your open work orders based on a start date. 

 

• Click  to access the 
Browse feature. 

• Scroll down to find the ‘Start 
Date’ field. 

• Click Add to select Start 
Date. 

• Add other fields to identify 
the records in your browse.  
For example, we’ve chosen 
Work Order #, Category Text, 
Status Text, Supervisor Text, 
and Main Task Text. 

 

 

 

 

 

 

 

• If this is a Browse you’d like to use 
again, click the Save button.  A 
new window will pop-up allowing 
you to name your browse. 

• The Browse name will appear in 
the grid at the bottom left-hand 
corner of the screen.  Next time 
you open the Browse screen, you 
can select this browse again. 
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1. Click Go to view the Browse. 

2. As you can see, this Browse report lists only the data from the fields you selected.  To access 
an individual work order, double-click on a listing.  The Work Orders module will open directly 
to that record.   

 

 
 

 

 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 
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You can use the Browse feature to search for many different things.  For example, if you are a 
supervisor, you can use the Browse feature to find open work orders assigned to you. 

• Click  to access the Browse feature. 

• Since you already have a saved Browse, you 
can use it as a template and alter it as 
needed.  This way, your Browse will show the 
same basic information without requiring you 
to select the fields again. 

• Click on the saved Browse, Start Date, in the 
bottom-left grid.  The selected fields will 
appear in the upper-right grid. 

• Add additional fields or remove fields if 
needed.  You can then save your changes. 

• Click Go to view the Browse. 

• Scroll down in the Browse report to find your 
name.  Double-click on an individual record to 
access that work order. 

 

Hint: Because Browse does not change the sort order of the record set, the records assigned to you will 
be scattered throughout the report.  To change this, alter the filter settings to either sort by supervisor 
(to see all supervisors in order) or filter for your own supervisor name. 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________  
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Export 

Within the browse window, there is a button for exporting .  This tool allows you to take your 
browse results and export it into a basic delimited text file.  There is also an option for including 
field names as the first row of data.     

 

Once you’ve exported this .txt file, you can then easily convert into another format (i.e. Excel 
spreadsheet or Word document). 

 

 

 

Relationship Button 

To find additional information about your open work orders, you can use the relationship button .  
For example, let’s go over how to access a linked request. 

 

• After you’ve found the work 
order you’re looking for, click 

 to access the Relationship 
screen. 

• In this example, there is one 
related request. 

• Highlight the request; then click 
OK to view that record in the 
Work Requests module. 
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Reports 
Reports are a convenient way to view and distribute data.  Lucity™ contains a set of pre-defined 
reports in each module.  You can use the reports to view information on your filtered records (all open 
work orders), or a particular record (e.g. one assigned to you as a supervisor). 

For example, you can use the pre-defined reports to look at all of your open work orders and their ages 
in an easy-to-read format.  This should give you additional information as to why the work orders are 
still open and if anything needs to be done to close them. 

 

 

• Click  to access Reports. 

• Scroll through the report names to find what you’re looking for.  You can read the report 
description at the bottom of the screen. 

• The Aging Work Order Report contains the information you need.   

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

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

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

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

• Make your selection (in this example, we’ve chosen to view an Aging Work Order Report on all 
open work orders in the current filter). 

• Click View Report. 

• When prompted, enter a report Subtitle (not required). 
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Here, you can see that the Aging Work Order Report lists all Work Order Numbers, their Statuses, 
Categories, Problems, Actions, and other useful information.  You can print the report or export it to 
email using the toolbar at the top of the report window. 

 

The report we just discussed dealt with detailed information about multiple work orders; however, 
that’s just one of the features of our pre-defined reports.  For the work orders, we also offer 
standardized forms that can be submitted to the work crew for completion.   

• To access these forms, click  to open the Report window. 

• Scroll down to find the form you’re looking for.  A description of the form appears at the 
bottom of the screen 

o Individual forms are available for various assets.  Since the record we’re currently 
looking at deals with a sewer pipe stoppage, we’ve chosen the Work Order Form Report 
with Sewer Assets. 
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• Select This Record Only in the Report Filter. 

• Click View Report. 

 

 
This particular form includes information about the Work Order, Requester information, comments for 
the crew, checklist items, and a recording log.  You can use the log to track employee hours along with 
materials and fluids used. 
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Example 2: 
How many work orders were created in July 2006 and assigned to Jesus Hernandez as a Supervisor?   

Filter 
To determine how many work orders were created in July 2006 and assigned to Don Lancaster, we’ll 
need to set up a filter using two fields. 

• First, on Pg. 3 we’ll filter for the Status Date.  For new work orders, the status date will be the 
day the work order was created.   

o Select ‘Between’ from the drop-down menu by the Status Date field. 

o Enter the first and last day of the month (November 1, 2006 and November 30, 2006) in 
the fields provided. 

o Your filter statement reads something like this:  “I want all Work Orders with a STATUS 
DATE BETWEEN NOVEMBER 1ST AND NOVEMBER 30TH, 2006.” 

 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 
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• Next, on Pg. 5 we’ll filter for the Supervisor Text (supervisor name). 

o Select ‘Equal’ from the drop-down menu beside the Supervisor Text field. 

o Scroll down in the list provided and highlight Don Lancaster’s name. 

o Your filter statement reads something like this:  “I want all records with SUPERVISOR 
EQUAL to JESUS HERNANDEZ.” 

 
 

• The two combined filter statements will search for all records created in November 2006 AND 
assigned to Jesus Hernandez.  To determine how many records are in the current filter, click 

 and the following screen will appear: 

 

• Click Go to access the records in your newly filtered set.  The Work Orders module will display 
only 48 records. 
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Locate 
Now that you’ve filtered through the work orders to find those created in July 2006 and assigned to 

Don Lancaster, you can use the Locate feature to see a list of only those records.  Click  to access 
the Locate screen. 

 

 
Double-click on an individual record to access that work order. 

 

 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 
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Browse 

To create a Browse report for your filtered records, click .  This time, we’ll use the previously 
saved browse, but alter it to suit our purposes.   

 

• Click on the saved Browse, Start Date.  
The Browse fields will appear in the box 
at the upper-right corner of the screen.   

• Highlight ‘Supervisor Text’ and click the 
Remove button.  We’ll no longer need this 
field in our Browse report since all of our 
filtered records are for Jesus Hernandez. 

 

 

 

 

 

 

 

• Click Save and enter a new name for the Browse.  
We’ve titled this Browse, Jesus Hernandez.  

• As you can see below, we now have two saved 
Browse reports. 

 

• Click Go to view the Browse.   
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Reports 
Our pre-defined reports have many useful functions.  For example, a bi-weekly payroll report is 
included in our system.  Now that Jesus Hernandez has access to all work orders created in November 
2006 and assigned to him, he may want to see how many payroll hours he has towards those work 
orders.  To find the payroll report, complete the following steps: 

• Click  on the module 
toolbar to access Reports. 

• Scroll down to find the 
Payroll – Bi-weekly report.  
The report description is 
found at the bottom of the 
screen.  This report 
summarizes the daily hours 
for each employee and totals 
those hours for a two-week 
pay period. 

• Remember to select which 
records will be included in 
the report using the Report 
Filter. 

• Click View Report. 

 

 

 

• You’ll need to enter a start 
date for the report.  You can 
type a date in the white field 
using the ‘yyyy-mm-dd’ 
format, or you can click on 

the calendar icon  to select 
a date.  
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Printing Reports 

• Click  on the module toolbar to access reports. 

• Scroll down in the Reports dialog box to 
find the report you need. 

• Click Print Report and the Page Setup 
window will appear: 

• Select your paper size, source, and 
orientation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Click the Printer button to change 
your default printer. 

• Click OK to print. 
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Example 3: 
How many work orders involve Hydrant Maintenance or Hydrant Repair? 

Filter 
We’ll determine how many work orders required Hydrant Maintenance or Hydrant Repair by filtering 
for the Main Task Text. 

 
Also 

 

• On Pg. 4 of the Work Order Filter screen, you’ll see a field titled Main Task Text.  The Main 
Task field contains the code while the Main Task Text field contains the description. 

o Since we are seeking multiple tasks, to get a full record set, we’ll filter for all 
applicable tasks.   

o Select ‘In List’ from the drop-down menu.   

o Highlight Hydrant Maintenance, and Hydrant Repair. 

o Your filter statement reads something like this: “I want all records where the MAIN 
TASK TEXT is HYDRANT MAINTENANCE, and HYDRANT REPAIR.” 
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• Once you’ve set up your filter statement, click Go to access your Hydrant records. 

 

 
 

As you can see, this filter found seven records where the main task involved Hydrant Repair or Hydrant 

Maintenance.  By clicking on the Locate button , you can see a list of those seven records.  Double-
click on a record to jump to that work order. 

 

 

 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 
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Browse 
Let’s use the Browse feature to view detailed information in a report format.  For this report, we’ve 
selected Work Order #, Status Text, Status Date, Category Text, Problem Text, Cause Text, and Main 
Task Text. 

 

Save the Browse and then click Go to view the Browse report. 
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Reports 
Once again, let’s look at the pre-defined reports.  You can use these to view information about our 
hydrant work orders in a clear and concise format.   

• Click  to access the Reports list. 

• Remember, the Report Description appears at the bottom of the screen. 

o For this example, we’ve selected the ‘Task Detail by Crew Report’.  This report lists 
the work order #, task start and end dates, UOM, units, task cost, average cost, and 
summary information for the crew. 

• Make your selection in the Report Filter box. 

o For this example, we’ve chosen Current Filter.  Our report will include data on all 
seven work orders involving hydrant maintenance. 

• You can click View Report to preview the report as before. 

• You can also email the report.  Let’s go over this function now. 

 

Emailing Reports 
• Click Export to open the Export window. 

• Select the format for the report.  Here, 
we’ve chosen Adobe Acrobat (PDF). 

• Select the report destination.  We’ve 
chosen Microsoft Mail (MAPI). 

 

 

• Click OK when complete.  The Export Options window 
will appear. 

• Select the page range and click OK. 

 

 

 

 

• On the Send Mail screen, enter the 
address of the recipient and a message 
if needed.  Click the Send button 
when you are finished. 
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Example 4: 
What work has been done on pipes from the Mill Creek benefit district?  

Subsets 
One of the ways to see the work done on multiple sewer pipes is to create a subset of pipes. You may 
create a subset from the map (based on spatial location).  You can also create subsets based on assets 
loaded into a filterset. 

• First filter for a set of pipes. 

 

 

 

• You can see, our filter gives us 74 pipes that are located in the Mill Creek benefit district. 

• Select the Subset tool from the toolbar . 

o Select New. 

o Name the subset. 

• Open up the work order module.  Hit the subset tool from there.  Select Load Inventory Subset, 
then select the type of asset inventory you are selecting.  In this case, it is a Sewer Pipe 
inventory subset: 
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• Click “Ok.”  A list of available inventory subsets will display.  Select the subset Mill Creek 
Sewer Pipes, then hit “Load.” 

• The resulting filterset of work orders will display any work orders that include any asset within 
the created subset. 

 

NOTE: It is possible to have work orders that include assets that are not included in the 
subset.  Only one of the assets needs to be in the subset for that work order to be selected. 

 

NOTE: Subsets are not dynamic.  If you add or remove a pipe from that benefit district by 
changing the attribute, the pipe will remain in the subset.  You must recreate the subset 
after changes are made. 

 

 

 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Example 5: 
What work orders has Aggie Witowski been a resource on?  

Advanced Queries 
Sometimes the field you are trying to filter on is not available through the provided filter fields.  It is 
possible to write advanced queries to query on child or linked tables.  In this example, we will look at a 
child table (Work Order Resources) to determine what work orders a certain employee has been added 
to as a resource. 

If you go to any child table, you can use the CTRL+Right-click function to get more information on a 
certain field.  This allows you to see what the “behind-the-scenes” name is for each field.  In the work 
order resource table, the resource name field is “WR_RSRC_TY”.  You can see this module is pulling 
information from a table called WKRESRCE. 

 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 
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After selecting the Filter button in a module, you can switch between “Standard” and “Advanced” 
filter views using the button on the right.  This will display a field where you can create and customize 
advanced queries.  The windows in the bottom display available table and field names, as well as SQL 
keywords and operators. 

 

 
 

You can save these queries just as you would a standard query. 

 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 
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Web 

Example 6: 
How many open work orders do we currently have?  How many are from a specific month?  

Web Filters 
First, we’ll determine how many open work orders we have by filtering based on the Status Code field.   

 

• Select the filter button from the toolbar  and then   to add a new filter: 

o Give the filter a name. 

o Select which module you want to create the filter against. 

o Select the field you want to filter on, the parameters, and a value. 

o Repeat this to continue to add more filter criteria. 
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• Once you’ve set up your filter statement, click Run to access the open Work Orders. 

 

 

 

Grid Filters & Sorting 

 

Each field within the grid has its own sort and filter functions to find records quickly.  You can use 
these to sort the values numerically or alphabetically, or filter for a specific value or criteria.  We will 
use these to narrow down our Open Work Order filterset for the work orders that have a status date 
from May 2013. 

• Click  on any field in the grid you want to filter on.  We will filter on the Status Date field. 
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• Click “Apply”.  You can see that the filterset is now displaying only 13 results from the original 
filterset. 

 

• You can apply filters against multiple fields.  If you want to remove individual field filters, you 
can click the filter button again and select “Clear” or “Clear All Filters”. 

• You can also use the sort function on each individual field. 

 

Notes:_______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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• Click  on the header of any column you wish to sort.   

• Select a sorting option from the list.  We will sort by the Status Date field in order to show the 
oldest work orders first. 

 

 

 
 

You can always see which fields currently have sorts/filters applied to them by the highlighted buttons 
on the column headers. 
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