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Web Applications - End User Training

In this booklet, 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.
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Lucity Web Definitions

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

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

o0 Grids are individual components within the Views. They allow you to create parent and child
grids. Each grid can then have a Detail form associated with it. For example, there may be
parent Request grids that contain child grids such as Requestors, Comments, or Tracking
information. There may also be parent Work Order grids that contain child Resources, Tasks,
and Tracking information. Other inventory forms can be arranged in a similar manner.

o Forms are used for adding new records, editing existing records, or viewing details about a
single object. Data in forms is not displayed in a Grid. Forms are launched in a separate
browser window. These forms may be tied to a Grid, or used alone as Request Submittal
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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 the same or a specialized web experience
for each group or users. The examples shown in this guide will cover some of that experience, but your
agency’s web setup might be very different. For questions about your specific web setup please talk to
your administrator.

Sample Work Order View

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

Work Orders X
p=3
D - @ V- @ o a Work Orders 4.~ 0 - 1 of 1114 G0 = ==
Work Order # Category Text Main Task Text Problem Text Reason Text Lead Worker Text Assigned Crew Text Supervisor Text Status | Status Text Status Date !
-
gF P 0110934 Admin 2 New Work Order  7/12/2011 | —

[

New Work Order  7/12/2011

gh PP 201109363 Admin
b PP 0110932 Admin
gF PP 01103361 Admin
db PP 01109360 Admin

gF PP 201109359 Admin WO.TST3 2. TST TEST CREW TEST

[

Hew Work Order  7/12/2011

[}

New Work Order  7/12/2011

[N}

Hew Work Order  7/12/2011 ¢

ra

New Work Order  7/12/2011

[

Iﬂ:l E 2011-09258  Admin WO.TSTO 2.T5T TEST CREW TEST Mew Work Order  7/12/20711

gF P® 201109357  Admin

.
L

[

New Work Order  7/12/2011

3
Total Filter Records: 11138 Total Module Records: 11138

Notes:
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Using the View

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

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

Work Orders %
=2
3 o :
D - @ vV-Aar g h Work Orders 4/~ 0 - 1 of 111460 > »»
Work Order # | Category Text | Main Task Text  Problem Text |Reason Text | Lead Worker Text  Assigned Crew Text | Supervisor Text Status | Status Text  Status Date !
b BP 0110932 Admin 2 NewWorkOrder 7/12/2011

2011-09361 __ Admin
(Lucan‘uns(n) Assets (0) | Checklist (0)| Events (0)| Tasks (1)| Tracking (1)| Comments (0) Requests (0} Wurl(Drders(ﬂJ]

db PP 201109360 Admin

gF PP 01109359  Admin WO.TST3 2_TST TEST CREW TEST

~

New Work Order  7/12/2011

~

New Work Order  7/12/2011 ¢

~

New Work Order  7/12/2011

~

I:ﬂ:l ﬁ 2011-09358 Admin WQ.TSTO 2.T5T TEST CREW/ TEST New Work Order  7/12/2011

gk PP 01109357 Admin
:ﬂ: PP 2011-09356  Sewer Pipe

4

N

New Work Order  7/12/2011

N

New Work Order  7/12/2011

*
Total Filter Records: 11138 Total Medule Recorde: 11138

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

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

_ Hone
entire text of a cell.

0-9 Mo Requery
3-0 Mo Reguery
Hone Mo Requery
Clear All Sorts

Notes:
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Using the Grids

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

Work Requests X || Work Orders

==
0 & .
D 3~ ﬁ Yv-a®o h Work Orders 4~ 0 - 1 of 1146 GO = »»
Work Order #  Category Text  Main Task Text Problem Text Reason Text Lead Worker Text Assigned Crew Text Supervisor Text Status Status Text Status Date ' Start Date End Date Comr
b PP 20110995  Admin 2 Hew Work Order  7/12/2011 =
= ﬁ 2011-09694 Admin 2 HNew Work Order  7/12/2011
Locations (0)|  Assets (2)] Checklist (0)| Events (0) Tasks (0)| Tracking (1)/ Comments (0)| Requests (0)) Work Orders (0)
Assets
Sequence | System ID 1 System ID 2 Completion Date Desc 1 Desc 2
ﬁ 1 TEST1 TEST2 9/9/2008 102 MAIN ST 5002 MAIN ST
ﬁ 2 TESTZ TEST3 9/9/2008 5002 MAIN ST 5008 MAIN ST
A |
b P 2011-09%33  Admin 2 Hew Work Order  7/12/2011

<

| »
Total Filter Records: 11455 Tetal Module Records: 11455

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

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

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

Using the Forms

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

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

Notes:

Web Applications - End-User Training 5



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 InFleet Travel Log, from the Start Date to the End Date.

< Edit- Work Order Assets - Google Chrome

[ let-w2008r2-01/LUCITYWEBT6/QuickSubmit.aspx?PID=6158&isEdit=trueRisChild=true&RID=115705 &MID=14 &refreshKey=Refresh_PE158_AFalse_CTrue_R115705&submitt

-

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

[Water Hydrant [~]j1122 = 0.0

Inspection Source Module

Desc1

m

Attributes

Desc 2

OO

Completion Date

Units Unassigned Cost

0.00
User 1 User 11 User 21

[ g

User 2 User 12 User 22

. -

User3 User 13 User 23

[ g

User 18

B &

B

[[user 24 [user 25
PM Description

Using the Toolbar Buttons

The Web toolbar contains buttons that access or perform a variety of standard program functions.
Many of these functions are similar to those found in your desktop application. Place your mouse over
each icon to see the name/function of that particular toolbar button. The following list contains a
brief description of each button.

Icon Name Function

B Add Adds a new record. Launches a new window with the Detail Form for the
highlighted record type on the web page.

Reports Opens the Reports dialog. These include your organization’s custom
reports as well as the standard Lucity reports.

1SF
<
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Show in Map

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

Filter

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

Create Work
Order

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

Create Request

Generates a work request for the highlighted inventory records.

(s

Create
PM/Template

Generates a work pm/template for the highlighted inventory records.

e Launch in Opens the selected record(s) in the Desktop application.
; Desktop
Refresh Refreshes the display.

Export Current
View

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

Delete

Deletes all selected records.

Toolkit

Opens the Toolkit dialog. Toolkit functions vary by form. i.e. Populate
Completion Dates, Create Work Order with Selected Assets, etc.

Attach an Existing

Record

Attaches a existing inventory record to the selected inventory record.

Detach Selected
Records

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

Open in another
View

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

B PP DO

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

then to view those attached documents,

(D

Editable Grids

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

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

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

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

request will still be created in the database but will not appear on screen.

Instead, a

notation will appear above the grid indicating that the operation succeeded.

Web Applications - End-User Training 7




Column Filter

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

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

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

201

201

Mo filter currently set

—

Clear |Clear All Filters| Apply

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

etc.

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

Mo filter currently set

L

M

Clea

r |[Clear All Filters| Apply

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

Starts With

Does Not Start With
Ends With

Does Not End With
Contains

Does Not Contain
Equal

Not Equal

Is Empty

Is Not Empty

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

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

Using the example above, you could set a column filter on Category Text Starting With “C” and
Main Task Starting With “RE”. This would return only those records that meet both criteria.

Web Applications - End-User Training 8



6. After you have defined column filter criteria for a column, the column filter icon will be

highlighted?v. Hover your mouse over the icon to display the current settings.

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

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

Y

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

Existing | Applied

User Name Filter Name Is Advanced

GBA 2006 b |

GBA A Services

GBA All Open WOs

GBA COREY C OPEN WO

GBA donnac test

GBA Emergency Response - Open Work Orders

GBA Eugene Open WOs

GBA Fire Department - Hydrant Reflector

GBA Fleet - Open Work Orders 1

GBA FLEET COMPLETE

GBA Hydrant Maintenance - Open W0s

GBA Hydrant Repair - Open Work Orders

GBA Leisure Services - Open Work Orders

GBA Leisure Services - Open Work Orders

GBA News Street Maintenance W0s L
|__| My Filters Only # j a b— b. +

Cancel

1. The "My Filters Only" box is marked by default. This means that only filters created by the
logged in user will be displayed. To display filters created by other users, uncheck this box.

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

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

# -

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

then click the Count button
dialog.

The number of records will be displayed in a separate

Web Applications - End-User Training 9



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

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

7. To edit a filter, highlight a filter and click the Edit button , . The Edit Filter Dialog will
open.

8. To add a filter, click the add button + .

Fmd Filter P

Filter Hame: |Jimm;..fs Sener Work Orders

Build-A-Filter | Advanced

== | Work Orders « | Category Text - | Starts With ~ |
|5ewer Pipe |

== | Work Orders = | Lead Worker Text » | Equal = |
l.limm;..r Washington - ]

i
1]

L Camcel Count Saw Run

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

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

(o}

O O O O O o

(0]

Starts With

Does Not Start With
Ends With

Does Not End With
Contains

Does Not Contain
Equal

Not Equal

0O O O o o o o

(0}

Is Empty

Is Not Empty

Greater Than

Greater Than or Equal
Less Than

Less Than or Equal
True

False

This list contains

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

If you’d like to add an additional field to the filter, click the big plus sign button. You’ll then
repeat the above process with additional drop-down lists, allowing you to select a new field

and define filter criteria. Each added field creates an “And” statement and serves to further
limit the filterset.

If you add the same field multiple times to the filter, it creates an “Or” statement.

(0]

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

either “xyz” or “abc”.

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

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

1. If you’d like to save the filter, enter a unique filter name and click the Save button. This filter will

then be available for use at a later time.

Notes:

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

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

Fmd Filter P

Filter Hame: |Jimm;-.fs Seneer Work Orders

Build-A-Filter | Advanced

Lelect * from

WHORDER WHERE WKORDER.WO_CAT_T LIKE 'Sewer Pipe¥' AND WEKORDER, WO_EMP_TY = "Jimmy
Washington'

| Select Reserved Word = |

L Cancel Count Lave Fun

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

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

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

Notes:
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Reports

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

1$F

-

1. Click the Reports button to open the Reports dialog. The following window will be displayed:

(Ilepnr:

Report Mame

Aging Work Order Report

aging Work Orders Graph

Closed "Work Orders with Open Associated FMs
Completed Work Order summary

Contractor Usage Detail Report

Contractor Usage Summary Rsport

Crew assignment Report

Employes Hours by Eguipment Summary Report
Employes Usage Detail

Employes Usage Summary Repart

Equipment Hours by Employee Summary Report
Eguipment Usage Detail Report

Equipment Usage Summary Report

Fluid Uzage Detail Report

Fluid U=zags summary Repart

Grand Junction Test Report

wain Task Detail Report

Main Task Summary Regort

material Usage Detail Regort

material Usage summary Report

monthly open work Orders Chart by Status/Cat

Mnnthly Dnen Wnrk firders Chart by Status/Cat/Prof Dashbnard rennet showing all nnen wnrk ardars for the merraat month by cateonre then nrblam

4
(=) &ll Records

Filt=red Set | ) Current Record Only

Report Description

Lists work orders, age, and key data for work orders that hawve not been closed. Based on date created. *
Dashboard report showing an aging work order report.

Closed Work Orders with associated open PMs summary report

Lists Completed Wark Orders summarizing Costs and Labor Houwrs.

Lists Start and End Dates, Cost and Quantity of Contractor along with Task and Work Order Informatian.
surmmarizes Cost and Quantity information of Contractor used in ‘Waork Orders.

Displays Work Order Mumber, Supendsar, Start Date, Main Task, and Location grouped by Crew.

Lists employes usage (in hours) by equipment. Thiz report will ealy evaluate employess and eguipment
Details all work Order Information =ach employss has been assaciated with

Surmmarizes Total Cost, Units, and Average Rate per Employee.

Lists equipment usage (in haurs) by employes. This report will oaly evaluate employess and eguipment
Lists Start and End Dates, Cost and Quantity of Equipment along with Task and work Order Information.
summarizes Cost and Quantity information of Equipment used in ‘work Grders.

Lists Start and End Dates, Cost and Quantity of Fluid along with Task and Work Order Information.
summarizes Cost and Quantity information of Fluid wsed in Work Orders.

Test range report for Grand Junction

Detail of Work Orders and Costs by Main Task

Count and Total Cost of Work Orders by Main Task

Lists Start and End Dates, Cost and Quantity of Materials along with Task and Work Order Information.
summarizes Cost and Quantity information of Materials used in Work Orders.

Dashboard report showing all open work orders for the ourrent month by category
-

F

+/ R

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

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

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

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

3. Toview a report, highlight a report name and click View PDF or View HTML. The report will be
displayed in a separate window. Note that PDF reports will be limited to 10 pages.
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4. To add a new report, click Add. The following dialog will appear:

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

#&dd Repaort

Report Hame:

Report Description:

Report Filename:

») Standard Report ) Quick Report - All Records |
_ ‘Quick Report - Filtered Set | Quick Report - Current Recard Only
Cancel save

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

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

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

Add Report

Report Name: |,'—“g1'ng ‘Work Order Report |

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

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

Report Filename: |‘r‘a'Os.-‘\g|'ngWeb.rpt |

(») Standard Report () Quick Report - All Records
() Quick Report - Filkered Set () Quick Report - Current Record Only
Cancel Save

e Click Save when you have finished making your selections.

e Quick Reports are displayed in the drop-down menu. beside the Reports button. To access a
Quick Report, simply click on the report

name and it will immediately open in a separate
window. Quick Reports are generated as PDF

reports and are limited to 10 pages.
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Launch Desktop Records

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

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

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

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

Documents 23

Description Fath

MUNIT TEST1 | NotConfiguredtemp.jpg

<> % B B

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

Notes:
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e To add a document click the add button + . The following dialog will open:
Documents 25

Description Path

NUNIT TEST1  MotConfiguredtemp.jpg

>4+ B B

I_J) File Path(_J) Web Page
Fath: | I_J |__| Add Multiple

Description: | |

Cancel | Save

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

e |t is important to remember when adding documents that the document is only linked to the
asset in Lucity. If the document is deleted it will no longer be accessible. If the document is
on your computer and not available to the network, other users will see that it is attached, but
will not be able to view it.

Notes:
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Editable Grids

The editable grid is only for Work Order Task, and allows users to add resources to a work order
task, and edit multiple resources at once. To use this tool go to a work order view and click the

button. The editable grid page will open. There will be a grid for each type of work order
resource that was available for that task.

2012-07-01177 - Sewer Overflow ( - )

E Equipment Resources

Equipment Equipment Text Alt Description Start Date End Date Uom Units Unit Cost  Total Cost | Group Num

WWPO658 | WWP0658 CHEVROLET SILVERADO Hours  2.000 2.79%6 5.59
4 3

E h Material Resources

Material Material Text | Alt Description  Start Date End Date UOM  Units Unit Cost  Total Cost Resource Comme

13414 - Pipe, DI, 4" ~ 0.000 0.000 0.00

4 3

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

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

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

Notes:
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Toolkit

Some Views and Forms will contain Toolkits. These Toolkits i
provide you with special functions designed specifically for Change Crew for Filterset
each type of form.

Change Lead Worker for Filterset

] o ] ] Change Supervizor for Filterset
1. To access the Toolkit, highlight one or multiple records in .

the grid and click the dropdown arrow beside the Toolkit Change Work Order Status for Filterset
icon. Select the tool you’d like to execute and the Toolkit Clase Work Order for Filterset
dialog will appear.

Create Work Order and associate to it

A

o Different Toolkit options will be displayed based on the ' Create Work Order from Template

type of records highlighted.
o o o ) Locate Work Order from an Address
¢ When the Toolkit dialog is displayed, it will contain

different editable fields based on the selected tool. _ L‘:":a_te Work Order from an Asset

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”.

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

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

Populate Completion Date ZE
1
Complete Date:
Cancel Ok

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

Notes:
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Create Work Order

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

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

2. Click the button on the toolbar.
3. The following popup will appear:

Select options for create Work Order b
Create Work Order(s) for...

(=) Selected Records /) Filtered Records
Where
*) ALL share a single Work Order (' EACH Record has its own Work Order
| Cancel || OK |

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

o If there is more than one selected or filtered record the Where section will be visible.
5. Select whether all the records will share one work order or each record will get its own work order.

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

Notes:
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Export Current View

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

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

1. Find the module to pull data from.

2. Create a filter that displays the records to export

3. Click the E putton. The following pop-up will appear:

Data Export 25
Number of Records to be Exported: 10

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

use semicolon or comma between emails -
i.e. smith@company.com;jones@oompany.com

Lubject Line on Email:
| Lucity Export for Work Orders

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

jsemones_| WorkOrders |.c5\.-' {default)

Extension for the compressed exported File: . zip

[ Cancel || 0K

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

~N o o b~

The data will be exported and emailed.

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