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Work Flow Setup

The Lucity suite offers you a comprehensive solution for Work Management. The Work module allows
you to establish your work flow, track customer requests, create work orders, establish a preventative
maintenance plan, set priorities, provide timetables, track system rehabilitation, and perform budget
forecasting. In order for your employees to use these features, you as an administrator will need to
perform the one-time setup actions listed in this workbook. You’ll need to set up other aspects of your
work flow in order to fully utilize the Work module; however, this workbook will give you a basic
introduction. For additional information, consult the Lucity help guide.

First, we’ll begin by discussing the work flow setup. We’ll show you how to set up categories, create
resource records, create work crews, enter problems, and establish work tasks. Then, we’ll move on
to notifications. Notifications are used to inform customers of their request’s status as well as notify
employees when a work order has been assigned to them or has become overdue. In this workbook,
we’ll show you how to create notification templates, set default notifications, and override
notifications.

Finally, we’ll show you how to set up Work Options and General Options for Work Orders and Requests.
These options allow you to determine how your employees will enter various types of data into the
Work modules.
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Work Flow Setup

To get started using the Work module, you need to establish the work flow. This will help you
coordinate your agency or department’s unique terminology, functions, and procedures. You can
associate actions with resulting tasks, assign crews to specific resources (employees, equipment, and
materials), establish unit costs for resource expenses, document employees’ training and certifications,
and track resources.

The following modules are available to help you structure your work:

e (Categories e  Fluids

e Employees e Work Tasks

e Certifications e Problems

e Crews e Causes

e Contractors e Classification
e Equipment e Exclusion Days

e Materials

Notifications used to be part of the Work Flow Setup, but have now been moved to the general menu.
However, Notifications are still important to the Work Flow setup so they will be discussed here.

Getting Started

Before using the work flow setup modules listed above, we recommend creating an outline to help you
better organize your infrastructure.

1. Identify all main departments such as Water, Sewer, Street, Administrative, etc.

2. ldentify all employees, contractors, equipment, materials, and fluids and determine unit costs
per hour. If available, include the appropriate ID numbers.

Create a list of all tasks or actions performed by each department.
4. Create a list of all problems encountered that require work for each department.

e Problems refer to instances that generate work, such as potholes, sewer odor, etc.
5. Create a list of all causes that trigger work orders for each department.

e Causes refer to what created the problem, such as weather, vandalism, etc.

Upon compiling your lists you will need to eliminate any duplicates. For instance, one department may
label a cause ‘Storm’ while another department labels a cause ‘Severe Weather’. Both departments refer
to the same type of cause, but have given that cause different labels. You will need to decide which label
to use.
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Categories

First, you’ll need to define the main categories found in your infrastructure. We recommend making
each department a category. You may want to define more specific categories within your main
categories. For example, Street Department is a main category while Engineering, Street Maintenance,
and Traffic Services are all sub-categories of that main category. You may wish to go into even more
detail by defining the divisions within a sub-category. For example, Curbs, Sidewalks, and Pavements
are divisions of the Street Maintenance sub-category. You can add as many sub-categories as needed,
but be aware that the more you create, the more complicated your system will become

bain Category — Street Department
Engineering
Sub-Categories —p | Street Maintenance
Curbs
Divisions —P Sidewaliis
Favaments
Traffic Semices

Next, you can group your resources (employees, equipment, materials, etc.) under the appropriate
category or sub-category. For example, you may group street maintenance equipment, materials,
tasks, problems, possible causes, and Street Department employees under the Street Maintenance sub-
category.

Note that you can group assets under more than one category. For instance, you may have employees
who work for more than one department, or equipment that is used by every department.

Notes:
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Adding Categories or Sub-Categories

1. Open the Categories module by selecting Work>>Work Flow Setup>>Categories from the
desktop application main menu.

& Category Setup S=1E
slal Bx|el 5] =

| Categories ] b aterial ] Fluids ] Contractors ] Classifications ]
= &3 Categoiies l Prablems ] Cauzes ] Tasks ] Crewz ] Employess ]

% ﬁ;dministlative Category | |

;‘% E quipment Classification | j

B Facility Door

C N -

+)-[_]] Facility Maintenance smmen ame | J
oy Facility Site UOM Type || [
#, Facility Site Asset ]
& Fleet L0 Field |
C General Custom Unit of Measure || |
[C] Miscellaneous
([ Park Department Account # [
3 ROW .
(23 Sewsr Contracted Work ProiNo-Acct ||

(2 Sewer Department
(L3 Solidwaste

(2 Storm Department
(23 Street Department
E Steet Parking
{1 Sheet Ramp
+)-[_7] Tree Department
+-(_7] ‘w'ater Department

][] [ ] [ [

Wiew Mode  |Ready...

2. To add a Category, highlight the *Categories’ branch in
left-hand window. This folder appears at the top of the
list.

Categories

3}% E quipment
B Facilty Door

3. To add a Sub-Category, highlight the existing category you | Categories

wish to be associated with the new sub-category. -3
(L] Administrative
& d
5‘% Equipment

§ Facility Door

7] Facility Maintenance

aly TS
B, Facility Site Asset

= Flest

4. Click Add % on the module toolbar.

5. Create a Category name by entering a unique code and description. This will be used in the
Category pick list throughout the Work modules.

e In the example below, we’ve named the category “Facility Maintenance”

Cateqaory | |4EIEIEI |Fa|:ilit_l,l ki aintenance
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6. Select a Classification from the drop-down menu.

e If you select “Inventory Item”, the Common Name field will be enabled and you will be
required to populate it.

e |f you select “Classification”, the Common Name and the three Unit of Measure fields will
remain inaccessible.

7. Select a common name from the drop-down menu. This links an asset to the category and
enables work orders to pull quantity information from the module that houses that asset.

e Upon selecting a common name for an asset, an icon will appear next to that asset in the
category tree.

e For example, in the Facility Maintenance category below, we’ve included the following
common name assets:

o Facility Building, Facility Door, Facility Floor, Facility Furnishing, Facility Roof, Facility
Room, and Leased Building.
SE=] Cateqories
([ Administrative
;'ﬁ% Equipment

=1-[_] Facility Maintenance

&p Facility Buiding
Facility Door

5 Facility Floor
@ Facility Furnizhing
@A Facility Foof
B Facility Room
&0 Leazed Building

8. Select the UOM (Unit of Measure) Type from the pick list.

e |f you select “count”, the Quantity field in the Work Orders module will count the number
of like assets associated with that work order.

o If you select “sum”, the Quantity field will add the total measurements of the like assets.

9. Enter the field you want the system to sum in the UOM field. If you chose “count”, you can
leave this field vacant.

10. Select the unit of measure from the pick list.
e For example, these include hours, each, gallons, feet, etc.
11. Enter any default account or project numbers you want auto-populated in a work order when
this category is selected.

12. Save E your new category.
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Resources

As the next step in work flow setup, we’ll go over how to create resource records. Resources include
the employees, contractors, equipment, materials, and fluids needed to complete work orders. Each
time you add a resource record, the resource will be added to the appropriate pick list (Employees,
Fluids, Materials, etc.). These pick lists are available throughout the Work module. Individual work
flow setup modules are available for each resource type; however, the steps to add a record and the
functions in each module are similar. In this section, we’ll go over the Materials setup module as an
example.

1. Open the resource modules by selecting from the menu Work>>Work Flow Setup>>Employees,
Contractors, Equipment, Materials, or Fluids.
2. Click the Add button % on the toolbar to enter Add Mode.

3. While each resource module tracks information specific to the resource type, all of the
resource modules contain a header with identification information plus the following three
critical tabs:

e General - Containing general information about the resource.

e Categories - Indicating what Categories the resource is associated with.

e WO as Resource - Listing all work orders where the resource has been assigned.

. Material - No Filter,

B=1(E3

S@& -7 - B-oe Bxs s8] adrp] o s]B =
| MaterialID T [215 [101n PV SCH 40 Fipe

taterial Status |I| ’_ | Active Material |I| v

(GBnBlEﬂ ] Ealegories] W0 as Resource ]]:ustnm I Eomments]

Urit of Measwe | [ [FT [Feet Uit Cost | [J [ 5430
Make Ih Journal Entry Import| [I| T~
Model Ih

Special D | Il
sccount | [ |

Praoj Mo - Acct |I| |

Department |I| |1 Sewer Department

Record 5 of 5A Wiew Mode  Ready...
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4. Header Information

e Enter a Material ID. This is required; it allows you to identify the resource you’ll be
entering. This same ID type appears in the other resource modules.

o Inour example, we’ve created a Material ID of 215 for 10 inch PVC pipes.

e Indicate whether the resource is active using the check-box provided.

Note: If marked, the resource will be designated as active and will appear in the
Work Order’s pick list for this resource type. If this box is not marked, the
resource will not be available for selection.

... Material - No Filter, |Z||E|E|
S|Q|& - B @ Ex|e sk adriv] | 2|@E =

( tatenal D |I||215 |1DInPVE SCH 4DF'ipe]
M aterial Status |I||_ Active Material

General ] Categories] Wi as Hesource] Custom] Commentsl

5. First Tab: General

e This tab allows you to enter specific information about each resource. The Unit of
Measure and Unit Cost fields are present in each of the resource modules.

0 The data in the Unit of Measure and Unit Cost fields is automatically carried over to the
work order when the resource is selected.

o Below, we’ve entered Feet as the Unit of Measure and a Unit Cost of $5.43. This
means that each foot of 10 inch PVC pipe costs $5.43.

e The Department field is also present throughout the resource modules. This allows you to
track which department the resource is associated with.

o For our example, we’ve associated this material with the Sewer Department.

.. Material - No Filter |Z||E|fz|
sls - B -oe Bx(s[ss] adrp] ][s|@E =
| Materal D I [215 [10In FYC SCH 40 Pipe

I aterial Status |I| l_ Active Material |I| i
ategories] Wi as Flesource] Eustom] Eomments]

( Urit of Measure | [I| [FT [Feet ] ( Urit Cost mm]
Make | Joumal Erty Impor] [T

Model Il

special D | [If ]

tecount | I

Proj Mo - dect | |I| |

( Department |I| |‘I Sewer Department

Record 5 of 56 ‘igw Mode | Ready...
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6. Next Tab: Categories

e Use this tab to associate categories with the resource. When a Category is chosen in Work
Orders, the available resources are limited to those associated with that Category.

e To add a category, open the Categories tab. Then, right click in the grid and select Add
Record. A new form will open allowing you to enter a category.

B(=1/E3

& Category

Category . | Category Text | o
5 10000 Treatment Plant
3o Categn ry 200 Sevwver Department
E | x| | | | 2000 Park Department
2010 Park
2020 Park Court
li‘r 2030 Park Field
2040 Park Furniture
Press F9 for pop-up selection 2050 Park Irrigation Contral
2060 Park Irrigation Yalve 4
2070 Park Landscape
2080 Park Parking Lot "

e Click on the Category button to access the pick list. This list comes from the Work Flow
Setup, Categories module that we discussed earlier.

e Highlight a category in the list and click Select. Then, click E to save the record. The
new category will be added to the grid.

0 Asyou can see in the example below, we’ve associated our 10 inch PVC pipe with Lift
Stations, Pipe Maintenance, Collections Systems, Sewer Department, and Miscellaneous
Categories.

... Material - No Filter,

El N AER

& B[] /] 5] 4]« r]0]

Matzizl D | [I| [215
M aterial Status |I| l_

Generd ' 0 az Hesource] Custom] Comments]

|101n PYC SCH 40 Pipe

Aichive Material |I| v

1000

Mizcelaneous

Cat Code | Cat Description |
220 Lift Stations
214 Pipe Maintenance
210 Collection Svstems
200 Sewer Departrent

Record 5 of 56

Edit Moda

Ready...
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Note that the Categories tab in the Work Flow Setup, Employees module contains a unique
function allowing you to replicate employee’s category links. Many employees in a
department may need access to the same categories of work. While you can associate
categories to Employee resources in the same manner that you associated categories to the
Material resource above, this additional function helps to simplify the process of assigning
multiple categories to a single employee.

e In the Employees module, right click in the Categories grid and select “Replicate
Employee’s Category Links™.

e A window listing all employees in the Work Flow Setup, Employees module will appear:

S Existing Employees

Employee.a| Employee Hame Employee Status Text| Assigned Work | Select |
oooE29 DANID MARGLUET D
000741 ANGELA, DARMELL Clos=
o030 DAMID OS5k
ooz TIMIE HEFMER:
oof410 MARGARITA BOLL
oof159 RICHARD SALAIS
Qo390 MELECID CAMPOS
o393 PATRICH JOY
oofs3s JASOR FATER
001 esE LY MM THORAS
0o 7s0 JUAR R AR
o952 RAFAEL BERUMER
001955 JOSE LOFEZ M
S5 i

e Highlight an employee listing and click Select.

e All categories associated with the selected employee will now also be associated with the
current Employee record.

e You can repeat this process if an employee shares category assignments with more than
one other work employee. You can then add or delete individual categories as needed by
using the additional right click options in the grid.

Notes:
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7. Next Tab: WO as Resource

e This tab lists all of the work orders where the resource has been used. This includes
incomplete and completed work orders. At a glance, you can see the Work Order #, Main
Task, Category, Resource Start/End Dates, and Units Used.

.. Material - No Filter

SQ& -7 B -ce de s s aldr|r] > 2@ =
b aterial ID |I| |215 |1E|In F%/C SCH 40 Pipe
b4 aterial Status |I| l_ | Active b aterial |I| ™
General] Eategurieustnml Eommentsl
Rez End Date | Unit= | Tazk Text | Wwhork Order # | Cateqom Text
.00 Sanitary Stoppage 07000067 Lift Stations
.00 Backup-lnfiltration 07000068 Fipe Maintenance
L ¥
Record 5 of 56 Wiew Mode  |Ready...

Notes:
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Crews

The next Work Flow Setup module we’ll discuss is the Crew module. Crews are another type of work
resource. This module allows you to select a group of employees and include them as resources in a
crew. In addition, you’ll also be able to associate resources from the Equipment, Materials, and Fluids
setup modules. This expedites data entry when creating a work order as it allows you to enter the
crew numerical code instead of entering each individual employee, supervisor, and resource. When
the crew code is entered into a work order, all associated employee and resource information will be
automatically populated.

1. Open Work>>Work Flow Setup>>Crews from the desktop application main menu.

2. Click the Add button % to enter a new record.

3. You’ll generally include information in the following critical areas:
e Header - Includes crew numerical code and name, supervisor, and lead worker.
e Resources - Allows you to include resources from the Work Flow Setup modules.

e Categories - Allows you to associate your crew with multiple work categories. You’ll
associate Categories with your crew in the same manner as you associated Categories with
your Material record above.

4. Header Information

e Create a unique code and name to identify your work crew. This is required. Be certain
to pick something recognizable as you’ll select this crew from a pick list in the Work Order
module.

0 In our example below, we’ve created a Sewer Repair Crew.

e Select a Supervisor and Lead Work from the pick lists. These lists come from the Work
Flow Setup, Employees module.

e Indicate whether the crew is active using the check-box provided.

Note: If marked, the crew will be designated as active and will appear in the
Work Orders module pick lists. If this box is not marked, the crew will not be
available for selection.

. Crew - Mo Filter |Z||E|f'5__<|

SlEla -y e | =a alxis| /s adriv] s ¢Be | =|

( Crew | |I| |2DD |Sewer Repair Crew

Supervizor |I| |130.2 |F|0bert tarster
Lead ‘worker El |1 0& |Mike Muarris

Cremw Status |1| l_ |
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5. Next, in the Resources grid, you can associate multiple resources with your work crew. These
can include Employees, Equipment, Materials, Fluids, and Contractors

e Right click in the grid and select Add Record. The dialog shown below will appear.
e Select a Resource Type from the pick list. In our example, we’ve selected Materials.

e Select an individual Resource from the pick list. This list will be limited by the Resource
Type you selected in the previous field. For our example, we’ve selected the 10 inch PVC
pipe that we created in the previous example.

e Continue selecting additional resources as needed. Here, we’ve included two employees,
a flush truck, and the PVC pipe.

. Crew - No Filter

cen [l 200 [Sewer Fiepai Crew
supenvisor |[[[130.2 [Fiobert Monster
Leadwiorker | [ [106 [ike Moris
Crew Status | [[ [ | aciveCren [[] &

Resources |Categaories I

Resource Type / I Resource Type Text I Rezource I Rezource Text
1 Employee 185 Jirn Jester
1 Employes 130 Fobert Monster

2 Equipment 200 1930 IHC Fluzh Truck

. Resources

@ xa /5] 4[] >]»] =]

Resource Tppe ||]| 3 IMateriaI
Resouce | [101n PYC SCH 40 Pipe

Press FA for pop-up selection |Recnrd Oof 3 |.ﬁ.dd Mode |Ready. .

|Record 1 of 11 [Edit Mode  Ready... Y

Notes:
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6. After you’ve saved your Crew record, you’ll be able to select this crew in the Work Orders

module, Task grid.

& Work Orden Tasks

X

[ ¥[@[z]&] al<|r|r]| »|7] =|
— v ¥  Use Resource Infa
Tesk |220 |Backup-|nflltrat|0n Actual E stimated Difference
( Tazk Crew |20IJ |SewerHepail Crew J Labor Hours | 0.00 | 0.00 | 0.00
Task Supervisor |13D_2 |H0bertM0nster Labor Costs | 0.00 | 0.on | 0.00
Task Start Date | /¢ [ am Class Parts Cost | oo | oo | 0o
Task EndDate [/ / [ am Hawrs a Fluids Cost | ooo | 0o | .00
Status [ SeqMa |1 Equipment Costs | 0o | oo | 0.00
Account || Contractor Costs | oo | oo | 0.00
Proj Mo - Acct [ Misc. Costs | oo | 0o | 0.00
Urit of k4 Unit Ciost 0.000
riof Measue | | i Tatal Cost | oo | 0oo | 00
TaskUser1 || # of Units 0.00
Task User 2 Calc'd Unit Cast 0.00
Record 1 of 1 View Mode  |Ready...

e Asyou can see below, all of the resources (Employees, Equipment, and Material) that
were associated with our Sewer Repair Crew have been automatically entered by the
system into the Work Order module’s Resources grid.

&= Work Orders - Mo Filter

I [=a| Sx|e]/]5] 4[]
Work Order # | Category IIl |2DD |Sewer Department
Status [l |2 [Mewwark Order Protlem Il |
Statug Date | L ﬂ | BT M ain Task |I| |22U |Backup-lnfiltrati0n
Wil ] Location ] Azzets l Ligt/Events Tasks/Res l Fiouting l Costs ] Billing ] Fielated ] Requests Track ] Links l Custom ] Comments l
Wk Tasks
Mo | Task Text Task Start Date | Tazk End Date | Status Test | Lo | Calc'd Unit Cost |
1 Backup-nfilration 0.00
< >
Resources ]
Group Type Resource Fesource Text U0k | Units | Cost | Al
Employee 130 Fiobert bonster Hours 0.oa n0.oo
Ermployee 185 Jin Jester Hours 0.00 0.00
E quipment 200 1990 IHC Flush Truck Hours n.oo 0.oo
b aterial 215 101n PYC SCH 40 Pipe 000 oo
< ¥
Record 0 of O Add Mode  Ready...
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Associating Resources

Once you have created categories and sub-categories, you can begin associating resources from the
other setup modules (Equipment, Materials, Tasks, Employees, Crews etc.). Associating resources with
a category enables the Work module to automatically populate resource data when a category is
selected in a work order or request. To associate a resource with a category, complete the following
steps:

1. Select the appropriate resource tab. For example, if you want to associate a material with a
category, you would select the Material tab.

2. Click on the ‘Show All” button to reveal a list of all resources included in the Material setup
module.

3. Highlight a resource. Using your cursor, ‘drag’ the resource over to the left-hand window and
‘drop’ it into the category.

Note that the resource will be automatically associated with that category and all
sub-categories.

4. You can associate as many resources as needed with your categories. Also, each resource can
be associated with more than one category.

{3 Category Setup

&lB| Bx|e|s]4] =

| Categories Categories l Problem Cauzes ] Tazks l Crews ] Emplovees ]
=[] Categories E quipment @ Fluids ] Contractors ] Classifications ]

% fédm_lmstfahve €% Showall ) ¢ Show Vald for Categary
) quipment - -
#+[ Facity Mantenance AMFaéTﬂgll:luDssm | :|;teFr:ilTTEe;t -
& E?Et ' AFMAPAEIZS  AIR FILTER
[ Miscellaneous BOP-AET3585M  BRAKE PADS
+-(_7] Park Department F-002 FORD F-250 FEMDER
+-[] ROW FF-FG-386B FUEL FILTER
PUMP-| PUMP IMPELL&R
Sewet Deparment MY SPYw-34078 SPARK PLUG WIRES T
oy ol b TRAMNF-1-7588 TRAM FILTER
— - “WB-E0-018-2 wWFER BLADES
=@ Llr.t Stations 100 Postage Stamps
(B Misoslaneous 200 4 In P/C SCH 40 Pipe
£ Sewer Services 205 & In PYC SCH 40 Pipe
+-[7] SalidWaste 210 ol DV SO A0 D
+)-[_7] Starm Department ( 0ln PV H 40 Pipe
+-(_7] Steet Department =68 bttt il
+-(17] Tree Department 281 Bricks
+)-[_] " ater Department gg% g:;n:nt
300 Gazoline
R Cimn Fama !
< | =

View Mode  Ready...

In our example above, we’ve associated the material we created earlier, 10 Inch PVC Pipe, with the
Sewer Department category.
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Problems

In this next Work Flow Setup step, we’ll discuss how to create records for problems that result in work
orders. All of the records that you enter into the Problems module will be added to the pick list used
throughout the Work module. When you select a problem from the list in Work Orders, the default
information, scripts, and notifications will also be carried over.

It’s important to keep in mind that problems are different from causes in Work Flow Setup. A problem
is something that generates a work order. This includes sewer stoppage, sewer odor, pothole, missing
sign, etc. A cause is something that creates a problem, such as weather, flooding, vandalism, or
accident.

1. Open Work>>Work Flow Setup>>Problems from the desktop application main menu.

2. Click the Add button % to enter a new record.
3. You’ll generally include information in the following critical areas:
e Default Data - Data that will be carried over to the work order.

e Problem Scripts - Includes questions to be asked of the customer calling in a request.

e Categories tab - Associates a category with a problem. This limits the problems available
when a category is chosen in the Work Orders module.

¢ Problem - No Filter, |Z||E|fz|
SR & - B - Bxe(s]s] a4 r[p] | 7|F =
I | ES [Sewer Stoppage

Frablem Status |I| l_ Active Problem |I| Iv
Dtificatio 1' niowledge Baselnfo]

Default Taszk |I| |23IJ |F|ush Sewer Cust Thank *You |I| "
Department |I| |‘I |Sewer Cust Completed |I| v
Supervizar |I| |‘IDD |Dmer Matzen Owerdue Days |I| 2

Pricrity |I| 2 |Medium Overdue Motif |I| |SEWEF Supr
Prablem Scripts
Sequence | Question |

1 lsthere a sewer odar?
2 |z there any sewage material or standing water ..
3 Has the stoppage caused any damage?

Record 6 of 74 ‘Wiew Mode  |Ready...
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4. Header Information

e Enter a Problem ID. This is required; it allows you to identify the problem you’ll be
recording.

o Inour example, we’ve created a Problem ID of 205 for Sewer Stoppage.
e Indicate whether the problem is active using the check-box provided.

Note: If marked, the problem will be designated as active and will appear in the
Problem pick list for work orders. If this box is not marked, the problem will not be
available for selection.

¢ Problem - No Filter |Z||E|[g|
(8§ -2 -7 - 18] 6)x|9[s]4] 4| r|p] o] z|7] =)

|I| [205 |Sewer Stoppage ]

I —

Defaults ] Notifications] Categories] knowledge Base Infol

Problem Status

5. Defaults Tab

e This tab allows you to enter default information that will be carried over to a work order
anytime this problem is selected. This includes a default task, department, supervisor,
priority, overdue days, and overdue notifications.

o0 In our example below, we’ve entered the following default information:
= Default Task - Flush Sewer. This will be performed by the work crew.
=  Department - Sewer
= Supervisor - Omer Matzen
= Priority - Medium
= Overdue Days - 2

= Overdue Notification - Sewer Supervisor. An overdue notification will be sent to
the Sewer Supervisor two days after the request is submitted.

e You can also use the check-boxes at the right-hand side of the tab to indicate whether
customer email notifications will be sent.

o0 If the Cust Thank You box is marked, the customer submitting a request with this
problem will be sent an email when the request is saved.

o If the Cust Completed box is marked, the customer who submitted the request will
receive a completion email when the work order is closed.

% Problem, - No Filter,

Slals 2B xSz 4] aldrp] of2]E =

|I| |205 |Sewer Stoppage

Problem Status |I| Active Problem |I| v
Notifications] Categories] Krowledge Baselnfo]

Default Task | [J| [220 [Flush Sewer Cust Thank You | [
Department | []| [1 [sewmer Cust Completed | [[| @
Supervigor |I| |‘IDD |Dmer Matzen Overdue Days |I| ’—2
Priority |I| |_2 W Ovwerdue Matif |I| |Sewer Supr
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6. Problem Scripts

e The Problem Scripts grid allows you to create a list of questions to ask customers when
they call in to report a problem.

e To enter a script, right click in the grid and select Add Record. The Problem Scripts dialog
will appear.

¢ Problem Scripts

Eixel/]] aldv|p] =

Sequence 2]
Buestion |Is there any sewage material or standing water?

Record 0 of 3 Add Mode Ready...

e Enter a sequence number and type a question into the fields provided.
o For our sewer stoppage problem, we’ve entered the script “Is there any sewage
material or standing water?” This will help us determine the extent of the problem.

e Click E to save the record. Your problem scripts will appear in the grid.

Prablen Scripts

Sequence | Cuestion |
1 lzthere 3 sewer odor?
2 |z there any sewage material or standing water ..
3 Has the stoppage caused any damage?

e These scripts will be automatically carried over to the work order when this problem is
selected.

Notes:

Work Flow Setup 17



7. Next Tab: Categories

e Use this tab to associate categories with the problem. When a Category is chosen in Work
Orders, the available problems are limited to those associated with that Category.

e To add a category, open the Categories tab. Then, right click in the grid and select Add
Record. A new form will open allowing you to enter a category.

7l Category

Category & Category Text | ~ II

2050 Park Irrigation Control e
2080 Park Irvigation Walve Close
2070 Park Landscape

W - ark Lighting 3

E ‘ x| | | | | | | | 2090 Park Parking Lot
—f [210 Collection Systems
Category | 2100 Park Path
2110 Park Playground Equipment
Pricrity I_ 12 Manhole Maintenance
2120 Park Structure
2130 Park Meter
Pipe Maintenance

220 Lift Station=z
222 Purmp Station
224 Pumps b

e Click on the Category button to access the pick list. This list comes from the Work Flow
Setup, Categories module that we discussed earlier.

e Highlight a category in the list and click Select.

e If you choose, you can select a priority from the pick list (low, medium, high).

e Then, click E to save the record. The new category and priority will be added to the
grid.

0 Asyou can see in the example below, we’ve associated our Sewer Stoppage problem
with Lift Stations, Pipe Maintenance, Manhole Maintenance, Collection Systems, Sewer
Department, and Miscellaneous categories.

Categories
Cat Code Cat Dezcription Priority Text
230 Miscellaneous High
220 Lift Stations
214 Pipe Maintenance
212 M anhole Maintenance
210 Collection Systems
200 Sewer Department
1000 Mizcellaneousz
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Work Tasks

After establishing categories, creating resource records, and entering problems, you’ll want to create
records in the Work Tasks module for each task performed when completing a work order. Each task
record you create is added to pick lists used throughout the Work module. The task records consist of
default information for the task, such as unit cost, estimated completion time, resources used, and
associated work order categories. Whenever a task is selected as the main task in a work order, all

default information will automatically be carried over to that work order.

1. Open the tasks module by selecting from the menu Work>>Work Flow Setup>>Work

2. Click the Add button % on the toolbar to enter Add Mode.
3. You’ll generally include information in the following important areas:

e Default Data - Data that will be carried over to the work order.

e Resources tab - Associates resources with a task. This limits the resources available for

use on a work order when the task is selected as the Main Task.

e Categories tab - Associates a category with a task. This limits the tasks available when a

category is chosen in the Work Orders module.

Tasks.

4 Task - Ho Filter r:_IrF__lﬁl

SRR -7 -B- @ Bx& s s a v 2 s]BS - =

[ T&ﬂc_ |'$PC|:IH [$Irﬂ¢l Construchor - Install Disrags Class ﬂ
TaskStos [ [ Acive Tack | [ # ManTak |[II swiak |[|F
m Checkist Flesowces ) Tasks/Resuling Tasks | Rousing| Notihcations | Guidsine {Categories) Custom | Comments |

Estinates

Urd o Messwe [[I[LM [Linea Mides LockuoM |[f ™ EtLabortows [[f[
Uacest  |[I[20m0 Es LsbeeCost [
Crew [l [swc [§tommater Construchon EstEqupment Cost| [N
accomt s | [1] Est MaesaiCont ([N~
PraiMo-sect | [ EamadCont |[[N[
vawsonad [T EstConactor Con [ [
Life Span Increase l_ Est Misz. Cost [—
OveicueNott | [ [ Est TomtCot |[I[

Fecord 473 of 453 View Mode  Ready...

Notes:
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4. Header Information

e Enter a Task code and description. This is required; it allows you to identify the task

you’ll be recording. This code and description will appear in the Task pick lists throughout
the Work module.

o In our example, we’ve created a task entitled “Street Construction - Install Drainage”.
This is a good example of a task description as it is easy to identify its purpose.

e Mark the task check-boxes.

0 Active Task - Signifies whether this task is actively used. If active, it will appear in the
Main Task and/or Sub Task pick lists, depending on which buttons are selected.

0 Main Task - If marked, this task will appear in the Main Task pick list.

0 Sub Task - If marked, this task will appear in the Sub Task pick list.

 Task - No Filter EBEX
S| & -2 - B -oa B[] s 4 rp] 2 s]ES - =
( Task i m |SPEDH |Street Construction - Instal Dlainage] Clasz | |I|

Task Status |I| I_ | ( Active Task | |I| = b ain T ask | |I| r Sub Task | |I| |7]

Defaults IWU Defaultsl Ehecklist] Hesources] Tasks/Resulting Tasks] Flouting] Notifications] Guidelinel Ealegolies] Eustoml Eommenls]

5. Default Information

e Two tabs allow you to enter default information about a task: Defaults and WO Defaults.
This default information will automatically be carried over to a work order when the task
is selected. You can use these tabs to include default units of measure, cost, estimated
hours, and work crews, among other things.

o0 For example, in our Street Construction - Install Drainage task, we’ve set the UOM as
Linear Miles and the Unit Cost at 120. This means that for each linear mile of street
construction, the cost to install drains will be $120.00. We’ve also included
Stormwater Construction as the default work crew.

Note the presence of a “Lock UOM” checkbox. When this is marked, the specified
Unit of Measure will always be used with the Work Task in this record. When this
Task is added as a sub-task to Work Orders or PMs, the UOM will be automatically
populated and will not be editable by users.

Dduls! Checklst | Resouwces | Tasks/Resuling Tasks | Routing | Noliications | Guideine | Categosies | Custom | Comments |
Estmates

Unit of Meaeure | [ LM [Linear Hies Lock LIOM Jﬁr Est LaborHows |[H]
UriCost | [ 120000 Est mew_t_lﬁﬁ

Crew [i [swc [Stcmmater Construction EnEqupment Cost| [][
accomttt || Ed MatmisiCont [l
Proitto-dcel | [ | et PadCodt [
vausionad | [ EsConnactr Cotf [J[
LéeSpan Inciease | [l [ Es M Cost [N
“owamnar | RN —
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o In addition to the default data on the previous page, we’ve included a priority of 2 -
Medium, assigned a supervisor (Chuck Adams), a lead worker (Don Carroll), and
assigned this task to the Stormwater Management department.

o This information will also be carried over to the work order when this task is selected.

Defaults¢ W0 Defaults Checklist] Hesources] Tasks/Resulting Tasks] Houting] Motifications | Guideline Categories] Eu&tom] Comments

Priority W[ 2 [Medium
Classification | ]| | |
Supervisar | [ [1 [Chuck Adams
Lead'worker | ]| [10 [Don Caroll
Department |I| |1 0 |Stormwater M anagement
Division Ih |
SubDivision | ||| | |
wea I |
Sub-frea Il |
Est Task Duration |I| I—

6. Resources Tab

e This tab allows you to include all resources needed to complete the task. You can include
employees, materials, fluids, equipment, etc.

o In the example below, you can see that we’ve included a backhoe (equipment) as well
as concrete and sand (materials).

# Task - No Filter

slas -7 B -c(@ Bxes]s] aldr[v] 2]z @Be - =
f Task |I| |SF'CDH |Street Canstruction - Install Drainage Class |I|

Task Status |I| l_ | Active Task | |I| r Main Task | |I| r Sub Task |I| v
Defaults] Wi Defaults] ChecklistTasks.fFlesuIting Tasks] Flouting] Notifications] Guideline] Eategories] Euslom] Eomments]

Type | Rezource | Resource Desc | Unit of Measure Test | Units Est | Al

E quipment 4158 Backhoe

Matenial 5 Concrete

M aterial 283 Sand

< >

Record 473 of 483 ‘Wigw Mode  |Ready...
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e Since we already have all of the equipment and materials needed, we’ll demonstrate how
to add an employee. Keep in mind that the steps we’ll go over below are used for adding
all resource types.

0 Right click in the grid and select Add Record.
0 Choose ‘Employee’ as the Resource Type.

0 Select an employee name from the pick list. We’ve chosen Mark Stephens. The unit of
measure (hours) will be carried over from Work Flow Setup.

0 Enter other information in the fields provided. For example, we’ve entered ‘8’ in the
units field, meaning that Mark works 8 hours a day (by default).

o0 Save E the record. You can Add % another resource or Close E the form.

+ Task Resources

& Gx|e|7]x] af[r[v] >]7] =

Rezource Type |I| |_1 |Ern|:|ln_l,lee
Rezource |1 052 |Mark Stephens
Alt Dezcription |
Accaount # | Group Ho |I| ’—
Froj Mo - Acct |
Maorm  Regular 0T  Estimated

Unit of Measure m 1 |Hours Uitz |I| | 8| | |
TimeCost |l | 1 |REGUL2R TIME

Record 0 af 3 &dd Mode Ready...

Notes:

Work Flow Setup 22



7. Categories Tab

e This tab allows you to associate your work task with established categories. When a
category is chosen in Work Orders, the associated work tasks will be the only ones
available for selection as valid tasks; however, you can still add invalid work tasks—those
not associated with the category.

0 Right click in the grid and select Add Record.
0 Click on the Category button to access the Category pick list.

o Highlight the category you wish to be associated with your work task. For our work
task example, Street Construction - Install Drainage, we’ve selected “Street
Department” as our default category.

o Click El to save the record.

+ Task - Mo Filter
S8 & -2 - B -oa ez s a4 p] o 4B - =

Tazk | I] ISPCDH IStreet Construction - Install Drainage Class | I]I
Tazk Status ||]|_ | Active Task ||i|7 b ain T ask ”il_ Sub Task ”]IV

Defaultsl Wi Defaultsl Ehecklistl Hesourcesl Tasks/Resulting Tasksl Fh:uutingl Notificationsl Guideline Eustoml Eommenlsl

Caegoe 2 Category BX
Cat Code # I Cat Description .
Categorya | CategoryTewt [~ ([ sekct [
220 Lift Stations
222 Pump Station Clase |
. Categor 224 Pumps . |
sory 230 Mizcelaneaus Capilan

250 Sewver Services

xS 7] 5] o]« p|p] =
— Street Department
e . = 3000 Tree Department Add |
Muatificatiol 2010 Tree . |
Mot 0 Enginesring Edit | |
320 Street Maintenance
325 Street Super Segment

326 Pavemerts
< 1 327 Irtersections >
— 330 Tratfic Services -
332 Traffic Signs
334 Tratfic Signals 4
3343 Signal Cortraller hal —
Notes:
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Notification Templates

Now that you’ve established categories, created resource records, entered problems, and created a
series of work tasks, you can set up your notification templates. These templates are created in the
General > Notifications module. Notification templates can be used for several modules, throughout
Lucity. For Work the notifications are sent from the Work Order module, Work Requests module,
Master Project module, and Project PO module.

Notifications can be used in any of the following ways:

e To automatically alert employees and supervisors when a new work order is created and
assigned to them.

e To alert employees that the problem in a request or a task in an open work order has
changed or is past due.

e To thank customers for their requests (Thank You email).

e To inform customers that you have taken care of the problem reported (completion
email).

e To automatically alert supervisors when a work order is complete.
e To automatically alert supervisors when a work order’s priority is changed

Notifications can be formatted as emails, text messages, Lucity Messenger pop-ups, or reports.
Customer notifications and overdue task notifications are sent as emails by default. This section will
cover creating a notification template, then setting up a customer notification, or either type of
overdue notification. For more detailed information about creating notification templates, or about
setting up other types of notifications please read the Notifications guide also included in the ACT
material.

Note: For any email notifications to be sent, the Lucity Services must be installed on the
server.

Notes:
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Creating Email Notifications

1.

2.

3.

4.

Open the Notification Setup module by selecting General > Notification Setup from the
desktop application main menu.

Click ﬁl to add a new record.

R Notification Setup - No Filter

Motification Label ||F|equest Matice Motification Type ||i| 1 |Emai
Matification Mndulelﬁl 2 |W’mk Requests

General | Email Body | Email Options |

Recipient List | I]

Subject | ﬁ |F|equest Motice
Printer | I] | _I
Fequest Repart | ﬁ |
YWark Beport | ﬁ |
LastModiid By | [eemones Last Modiied Dats | [08/09/2012 = |

|Record 10 of 10 [EditMode  [Ready... 4

Enter a unique notification label. This allows you to easily identify your template.

e We’ve titled the example above, “Request Notice”. We’ll be using this sample template
to send a request notification back to the customer.

Select the Notification Type in the header. You’ll click on the caption button to choose from a
pick list.

e The Notification Types include Email, Report to Printer, Report to Default Printer, and
Messenger.

e The format you select will determine which fields need to be filled out on the screen
above.

e We’ve selected “Email” for our example.

e The majority of notification types only support Email notifications. General Problem and
Task notifications support the other types of notifications.

Select the Notification Module. This specifies which module this notification will be available
for. If a notification could be triggered by two separate modules, select either one of them
from the list.

e For our example we chose Work Request.

In order for the email message to be sent, you’ll need to include an email address. Some
notifications pull recipients from the modules the notification is sent from and don’t need
recipients added to the notification’s recipient list. However, any recipients that are specified
in the notification template will receive the notification every time it is used, no matter what.
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e You can choose to include multiple emails in the recipient list. Use a semi-colon to
separate the email addresses.

e For the example we aren’t going to add any email addresses to the recipient list. The
email address of the customer putting in the request will be supplied by each request.

7. Type what you would like to appear in the subject line of the email.
8. On the Email Body tab, type what you would like to appear in the email body text.

9. You can automatically insert field data from the work order or request into the subject line or
email body of a notification.

e Data can be auto-inserted from the main tables (WKREQ for Requests and WKORDER for
Work Orders) and Comment fields (i.e. WO_MEMO, RQ_MEMO1, etc.).

e To auto-insert data, enclose field names in brackets [].

e Field names can be found using the CTRL + Right Click option. The Field Name will be
listed in the Field Definition dialog box.

Prablemn NEE Prthnles B Field Definition rXI

Field Definition

Field Properties Cetim |th|em Text

— S
Field Caption ﬂield Mame: |RO_PROB_TY 3

Table Mame: |[WRED

Definition Lock: [

[ abats Der | | Close

Problem Text

e In our example below, we have included the following fields:
0 RQ_LINK1 - Affected Asset
0 RQ_PROB_TY - Problem Type
0 RQ_FLLW_ DT - Due Date

General Email Body ]

e The data in these fields will then be automatically inserted in the email notification. Thus, in
our example, the email notification body will read: “A request has been submitted on [this
affected asset, e.g. pavement] for a [problem, e.g. pothole]. The due date is [whatever date
has been set, e.g. 5/15/2009].”
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Customer Notifications

You can use an email template like the one you just created to set up customer notifications. These
are the ‘Thank You” and ‘Completed’ emails sent from Requests.

Who receives the notifications?

e The ‘Thank You’ email is sent to the original requester (listed in the Requester tab), as
well as any requesters that were added to the record at a later date.

e When the request or associated work order status is ‘Complete,’ the ‘Completed’ email
will be sent to all requesters listed.

e These notifications are also sent to anybody specifically included on the Recipient list on
the notification template. (For example, sometimes supervisors like to see the an email
of all requests that come in.)

When are the notifications sent?

e ‘Thank You’ emails are sent automatically when the request is saved, as well as anytime a
requester is added to the record.

e ‘Completed’ emails will be sent to all requesters when the request or work order status is
changed to ‘Complete’.

To start we will need to specify which notification templates will be used for the customer
notifications. This is done in the Work Options module.

1. Open Work > Administration > Work Options from the desktop application main menu.

2. Open the Advanced Options tab and click ﬂ to enter Edit Mode.

B Work Options

sl8| Qx| /| =

|Wnrk Orders ﬂ

Tracking Optionz GeneraletiDns] Partz Integration | Financial Integration, Advanced Options ]

[ Allow Data Enbry

HF_ID & HF_CODE | Close

Email everyone

Sewver Supr Caption

2
5 Fleet Service Thank Y ou
5

Cuztomer Responze Emailz

ustu:umer Request Thank ou Email Motificatio

Custormer Request Completion Motification

Overdue Notice
Request Matice
5] Fleet Request

E ach work station must be properly zet up for email. T]
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3. Using the field caption buttons to access the pick lists, select Notification Templates for the
‘Thank You’ and ‘Completed’ emails. Then, save your changes.

4. Now whenever a customer notification is triggered, these notification templates will be used.

The Customer Request notifications are control by the problem module. So the notifications are only
sent if a problem that has the notification turned on, is selected on the request.

1. To turn the Customer Notifications on for a problem go to the Work > Work Flow Setup >
Problems module. Find the problem(s) to turn this notification on for.

2. Click ﬂ to enter Edit Mode.
3. On the Defaults tab mark the Cust Thank You and/or Cust Completed fields.

Defaults l Notifications] Eategories] Knowledge Eaze Infol
Default Task |I| | | Cuszt Thank v'ou |I| v
Department |I| | | Cusgt Completed |I| ~
Supervizor |I| | | Owerdue Days |I|

Friarity |I| l_ Orverdue Motif |I| |

4. Save and close the record.

5. Now whenever this problem is selected on a request the corresponding notifications will be
sent.

To test the Customer notification go to the request module and create a new request. On the
Customer tab enter the customer information, making sure to include the email address. Select the
problem on the Request tab. Save the request. The notification will be sent.

Overdue Problem Notifications

Email notifications are also used to inform employees of overdue requests. You can create specific
email templates for overdue problems using the process we went over above.

What determines when a problem is overdue?
e The follow-up date in the Request (under the Department/Utility Locates tab).

e The system calculates the follow-up date based on the status date (when the request was
entered) and what you have set up as the overdue days in Work Flow
Setup.

Who receives overdue problem notifications?

e The overdue notification is always sent to the supervisor’s email, but can be sent to
additional recipients based on what you set up in the Notifications module.

When are overdue notifications sent?

e Overdue notifications are processed each night on the server. They are dispatched by the
Requests module.
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You’ll need to set up default overdue notifications in the Work Flow Setup, Problems module.

1. Open Work > Work Flow Setup > Problems from the desktop application main menu.

2. Find the problem for which you’d like to setup a default notification and then click ﬂ to
enter Edit Mode.

% Problem - No Filter |:||E|rz|
slels |9 2 -=e dixje| /s g driv] > 7@ =

Prablem |I| |205 |Sewel Stoppage
Problem Status |I| I_ Active Problem |I| [v

otifications] Categories] F.nowledge Baselnfol

Default Tazk |I| |23E| |F|ush Sewer Cust Thank “You |I| v
Department |I| |1 |Sewer Cust Completed |I| v
Supervizor |I| |1DD |Dmer M atzen Overdue Daps |I| 2

Pricirity |I| |_2 I edium Owerdue Mokif w
Prablem Scnp
Sequence | Huestion |

1 lsthere a sewer odor?
2 |z there any sewage material or standing water .
3 Has the stoppage cauzed any damage?

J|Press F9 For pop-up selection Record 6 of 74 Edit Mode  |Ready...

3. On the Defaults tab, click the Overdue Notif field caption button to access the pick list. Then,
select a notification template (like the one you created before).

4. For our example, we’re using the Sewer Stoppage problem.

5. After selecting the notification to be sent when a problem is overdue look at the Overdue Days
field. Enter the number of days between when the request is created and when it is
considered overdue. This number is used to calculate the follow-up date.

Notes:
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To make sure that the request supervisor receives an email they need to have their email address
specified on their employee record in the Work Flow Setup.

1. Go to Work Flow Setup > Employee Setup.
2. On the Contact Info tab fill out the Email field

General Contact Info IW'EI Lead] Wil Hesoulce] Certifications] Classesl Categoriesl .&vailabilit}ll Clazsifications | Equip Usage] Time .&dmin] Custom] Commentz

Address |I| | [ | Apartment
City Il Emal | [H]
State |I| | 55 Number IIl |
ZipCode | |If] Bithdate | [l /7 -

Home Phone |I| | Emergency Contact |nfo
M |I| | Emerg Contact 1 |I| |

_rehunber | [1] ]
MabieProne_| ] [ErmEmzz | ]
M |I| | Contact 2 Phone |I| |

To test the Overdue notification go to the request module and create a new request. Select the
problem on the Request tab. Save the request. Check the follow-up date on the Department/Utility
Locates tab. A notification should go out the day after the follow up date.

Overdue Task Notifications

Just like overdue problem notifications, email notifications can also be used to inform employees of
overdue work tasks. You can create specific email templates for overdue tasks using the process we
went over above.

What determines when a task is overdue?
e The projected completion date on the Costs tab of the Work Order.

e The system calculates the projected completion date based on the Work Order start date
+ the value (number of days) in the Estimated Task Duration field (on the WO defaults
tab).

Who receives overdue task notifications?

e The overdue notification is always sent to the supervisor’s email, but can be sent to
additional recipients based on what you set up in the Notifications module.

When are overdue notifications sent?

e Overdue notifications are processed each night on the server. They are dispatched by the
Work Orders module.
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You’ll need to set up default overdue notifications in the Work Flow Setup, Work Tasks module.
1. Open Work > Work Flow Setup > Work Tasks in Lucity desktop.
2. Find the task for which you’d like to setup an overdue notification and then click ﬂ to enter
Edit Mode.

Defaults] Wil Defaults] Ehecklist] Hesources] Tasks/Resulting Tasks] Routing Motifications ] Guidelinel Categories] Custom] Eomments]

Owerdue Motif IIl | W0 Complete Matif |I| |
Start Date Natif | ]| | Priarity Mot | ]| |

Tazk Motifications

Motification Label | Motification Type Text Recipient List

3. On the Notifications tab, click the Overdue Notif field caption button to access the pick list.
Then, select a notification template (like the one you created before).

e For our example, we’re using the Street Construction, Install Drainage task.

4. After choosing the notification to send, go to the WO Defaults tab and fill out the Est Task
Duration field. Enter the number of days before the Work Order should be considered overdue.
The system will use this number and the work orders start date to calculate the Project Compl
field. Then overdue notification will be sent out the day after the date stored in that field.

To make sure that the request supervisor receives an email they need to have their email address
specified on their employee record in the Work Flow Setup.

1. Go to Work Flow Setup > Employee Setup.
2. On the Contact Info tab fill out the Email field

General Contact Info IWD Lead] Wil Hesource] Eertifications] Elasses] Categories] Availability] Elassifications] Equip Usage | Time Admin] Custom] Comments

Address |I| | Apartrent
City [l Email il
State |I| | 55 Mumber |I| |
Zptode |[I] gitndate  [[[ 77 =

Home Phone |I| | Emergeticy Contact Ikfa
‘work Phone |I| | Ernerg Contact 1 |I| |

__rixunter|[]] [Exien | [
_ Mkierore ] _Ensigonet2 |
PogerNunber_ [ i

To test the Overdue notification go to the work order module and create a new work order. Select the
task in the header fields. Save the record. Check the project completion date on the Costs tab. A
notification should go out the day after the project completion date.
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Overriding Notifications

1. Supervisor, overdue problem, and customer notifications can be overridden using the
Department/Utility tab of the Work Requests module.

e Simply open the Department/Utility Locates tab and mark the checkboxes at the right-
hand side of the screen for whichever notifications you wish to be overridden. By marking
these boxes, the system will NOT send the corresponding emails; however, other
notifications may be sent if they are included in the Notification tab.

2. Supervisor, lead worker, overdue problem, and overdue task notifications can be overridden
using the WO tab of the Work Orders module.

e Open the WO tab and mark the checkboxes at the right-hand side of the screen for
whichever notifications you wish to be overridden. By marking these boxes, the system
will NOT send the corresponding emails.

il lLocation] Assets] Lista’Events] Tasks.-’F!es] Houting] Cozts ] Eilling ] Flelated] Hequestsx’Track] Linkz ] Custom1] Custom2] Eomments]

Commenit From Reguest |

Asget |

Location |

Cause |I| | |
Azsigned Crew |I| | |
Supervizor |I| | | Azsigned By |I| | |
Lead Warker |I| [ [ Agzigned Date |I|| S || M NnJDti\;iZgit‘?:ns
Pririty IIH_ Start Date |I|| S x| M Frablem [~
Account |I| | End Date |I|| s ﬂ| ©AM Overdue [

ProjNo-Acct | [I | Lead warker I~
Project Test |I| | Master Praject 1D Task [

Feason |I| l_ ’— Name | Supervisar [

Notes:
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Work Options

The Work Options module allows you to customize your Work Order and Request numbers, select
options to track in Work Orders and Requests, set up general options, select integration options, and
choose default email templates in the advanced options.

To access this module, select Work>>Administration>>Work Options from the desktop application
main menu.

B Work Options [ZHEWE
slB [|x][s] =

Nurnber Formnat ] Tracking Dption&] General Dption&] Parts Integrati-:-n] Financial Integration] Advanced (4| ¥
Chooze Once from Chooze Once fram Chooze Once from Chooze Uptathree  Chooze Once from

thiz group (Optional]  this group [Optional] — this group (Optional) — times from this group— this group [Required)
[Dptional)
Year tonth Day Special Sequence

HHE

05-00007

Wiew Mode  |[Ready...

Format

Within each tab you can select to focus on options for Work Orders or |W k Ord
Work Requests. Each tab’s available options will change depending _
on your selection from the drop-down box at the top of the Options wiork Requests
screen.

The tabs and their functions are listed below:

e Number Format - Use this tab to customize the number format for Work Orders or Work
Requests.

e Tracking Options - This tab allows you to select which actions are tracked in the Work
Orders and Work Requests Tracking tabs.

e General Options - Contains individual options for Work Orders and Work Requests.

e Parts Integration - This tab allows you to set options for integration of parts for Work
Orders and Work Requests.

e Financial Integration - This tab allows you to set financial integration options for Work
Orders and Work Requests.

e Advanced Options - This tab allows you to choose the default customer “Thank You” and
request completion emails that will be automatically sent to clients. These emails are
created in the Work Flow Setup, Notifications module. The Thank You email is sent upon
saving a new request, and the completion email is sent upon closing a request.
Remember, we discussed these notifications earlier in this workbook.
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Use the arrows at the right-hand side of the screen to access all of the tabs.

B Work Options

slB| Blx|s| =

|'W'|:urk Order Mumber ﬂ

E'Numl:uer Format l Tracking Dptinns] General Optiong | Parts Integratiu:un] Financial ntegration .ﬁ.dvanced@

Editing Work Options

Follow the steps below to turn on or off options in the tabs.

1. Click the Edit button ﬂ on the module toolbar to enter Edit Mode.

2. Select the tab with the options you wish to edit and chose Work Orders or Work Requests from the
dropdown menu.

3. Highlight the option you wish to turn on or off. Right click and select Edit. A dialog box will
appear.

B Work Options
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Reset Work Order Mumber To Edit: 1

Use Category Level Security g

Auta-Change W0 Dates to Match Task Dates

Populate Rezources From Crew

Populate Rezource Dates from Task Dates

Automatically Azzociate Sub-Categories

tdawimum # of Segments to Search 30

Populate Empty Task Supy with Main Supy

Populate Ernpty Task Crew with Main Crew

Integration with Platning Modules

Address Block Range for w0z

Populate W0 Acct # from Main Tazk #

Populate Emply w0 Tazk dcct # w/bain #

Populate Empty W0 Resource Acct # w/Task
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100
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Edit Mode  Ready...

e Type ‘Y’ or ‘N’ in the field provided to turn on or off ‘Yes’ or ‘No’ options.

e Type ‘P’ in the field provided for options with
the ‘Prompt’ feature. Eut sl

e Type a number (or other character) in fields o E:zﬁt[mjg'jrﬁe'“”mbef
where it is indicated. T

Cancel

4. Click OK to make your changes.

5. Click E to save your selections.
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New to /.0

e Employee Module
0 Added Starting and Ending Shift Times

0 Added Permission to hide the Contact tab, if desired making those fields invisible to
users

e Time Cost Setup - Added Filter, Browse and Locate to the module

New to /.6

e Problem Setup

o Default Category - This is a new field that specifies what category is a default for the
problem. When a Work Request is entered and no category is specified the system will
automatically assign a Category based on the Default Category field on the Problem
record.

e Employee Setup

0 Added new Issued Tab - Displays parts that are issued from a warehouse to the
employees for consumables - gloves, shovels, etc.

e Cost Markup Library - New module that allows users to establish typical cost markups that can
be applied to work resources - like sales tax, outside charges, etc.

Work Flow Setup 35



	Work Flow Setup_Cover
	Work Flow Setup
	Work Flow Setup
	Getting Started
	Adding Categories or Sub-Categories

	Resources
	Crews
	Associating Resources

	Problems
	Work Tasks

	Notification Templates
	Creating Email Notifications
	Customer Notifications
	Overdue Problem Notifications
	Overdue Task Notifications

	Overriding Notifications
	Work Options
	Format
	Editing Work Options

	New to 7.5
	New to 7.6


