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Work Orders

The Lucity suite offers you a comprehensive solution for Work Management. The Work modules allow
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 this booklet, we’ll begin by discussing how to create Work Orders using the Work module, asset
modules, and the GIS system. Then, we’ll explain how to complete and close a work order. We’ll also
discuss the Requests module, and show you how to create a Work Order from a Request.
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Work Orders

The Work Orders module allows you to schedule and track work tasks, personnel, equipment, and
material usage. There are three versions of work orders offered: Standard, Lite, and Daily Work. All
three modules integrate with the same data set. The Standard module is the most comprehensive of
the three, offering additional functions such as cost, billing, and tracking. Work Order Lite contains
only the basic functions of the Work Order Standard module. This allows for quick and easy data
entry. The Daily Work module is the most basic of the three designed for quick data entry without
your fingers ever having to leave the keyboard.

Creating a Work Order

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

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

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

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

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

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

ﬁ] Work Orders - Unnamed Filter Set EI@
|slgls -9 o -[=|a) Gix|$[/[5] alr|v] 2]|s]m00 e e | =
work, Order # | Category |I| |21 200 ‘Sewer Pipe

Status [l [ 2 [New'work Order Problem |I| [wWCFPBLK [Blackage
StatusDate || / / R Main Task | [I| [wAwEPPFLS [Pipe Fiushing
ist/Events F!outing Billing ] Helated] F!equestszrack] Links ] Custorn 1 | Customn 2] Commants]
Comment From R equest |
Asset |
Location |
Cause m | |
Azzigned Crew m | | bl
Supervisar m |=7 |SHIELE KAMDON Aszighed By |I| [ [
Lead " orker m | | Aszsigned Date |I| | 44 jl © AN NUDti\Fiigit?:ns
Priority m ’_1 Immediate Priority Start Date |I| | 4 ﬂl ©AM Problem [~
Account m [ End Date |I|| Iy | aM Overdug [
Froj No - icct m | Lead worker [
Project Test m | M Task [
E— m ’7 ,7 %l Supervisor [
Press F9 for Popup, F7 for Filtered Popup Record 0 of 0 Add Mode |Ready...
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Header Information

e Enter a Category. This is required; it indicates which problems, causes, assets, and tasks
are available in the rest of the work order.

o For our example, we’ve selected the Sewer Pipe Category
e Select a Problem if necessary.
0 Here, we’ve chosen the Blockage problem.

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

e Select a Main Task.
0 We’ve selected the associated main task, Pipe Flushing.

0 Note: The Status field will automatically be populated with 2—New Work Order. The

Status Date, Time, and Work Order # will be populated when the record is saved.

& Work Orders - Unnamed Filter Set E@
|2 -|=e] @ix|S]s]5] al«]r]v] 2]|s]|@80 n® & -| =
otk Order # || Category m |21200 |5 evver Fipe o
Status m ’_ e Work Order Problem m |W’WCF‘F‘ELK |Blockage

Main Task \ [}l [wWEPFFLE [Pipe Flushing

Status Date Hi

WO Tab
e Select a Supervisor.

o0 In our example below, the Supervisor, Sheila Kamdon and Immediate Priority, was
carried over automatically when we selected the Blockage problem in the header.
additional information on setting up your work flow, please consult the related
workbook, Work Flow Setup.

For

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

e You may select a Lead Worker, if known.

ﬁl Work Orders - Unnamed Filter Set E@
|S8l& [ B =@ BIx|$| /] aldr(p] 2]s[@EHE e & -| =
‘wiork Order # | Category |I| |21 200 |Sawer Fipe
Status m ’_2 New “Wark Order Prablem |I||W'W’CF'PBLK |B\ockage
Status D ate | I ﬂ | 1AM Hain Task |I||W'W'EPPFLS |F'\pa Flushing

@ Location] Assets] Lislx’Events] Tasks.-’Fles} Houting] Costs ] Biling ] Helated] Hequestsf’Track] Links ] Custom 1 Custom2] Comments]

- | Comment From R eguest |
Location | I
Cause m [ [
Assigned Craw m [ [ i
Supervisor m |e7 |SHIELA KAMDON Asgsighed By |I| | [
[ Lot |[H] | _tssinedtde |[§[77 <1 ot
Pricrity E||_1 [Immediate Priodty Start Date |I| [ozm1aso01 <[ am Problem [~
Account # m" End Date |I| [oaraz2om = || - aM Overdue [~
ProjMNo-Acct | ] | Lead warker [
et Tezk EI | Master Project |0 ’7 Task
R | e— e | Supei -
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Location OR Asset Tabs

e An asset is any individual item your organization maintains. For example, it could be a
vehicle, a stretch of roadway, or a sewer manhole. Typically you will either include an
asset OR a location on a work order. Either will indicate where the job is located, but

adding an asset will also have the benefit of keeping a history of work against that asset.

e Open the Location tab. Enter Comments for crew: “Standing water and sewage material

present. Clean and then flush sewer.”

e You’ll see the locations listed in the Work Order Location grid at the bottom of the

screen.

4 Work Orders - Unnamed Filter Set

[E=5 Ncl /=<

Slala - -|B -[=e] @x|s] /1] aldrv] 2] s[AHEm e -] =

Wwork Order # ||

Statuz |ﬁ |_2|New ‘work Order
Status Date || I ;II o AM

Category | II | 21200 ISewer Pipe

Problem ”]IW'W'CF‘F'BLK IBIockage

Main Task ||]|wWEPPFLs |Fipe Flushing

Department | ﬁ |4'| 070200 IWaste Wwiater Collection

Cam

Wil Assetsl List;"Eventsl Tasks.f’F!esl Fioutingl Costs I Billing I Helatedl Hequestsx’Trackl Links I Cusztom 1 I Eust0m2| Eommentsl

—

pivisin || |

and then flush sewer.

subDivision | [I |

|
Area | Ii I I
Sub-drea | I] I I

Standing water and sewage material present. Clean -«

Owiner | Ii I I
Location | I] I I
Classification | Ii I I =
Work Order Location
MNo !! Address I Address2 I Loe ¢ Coord. I Loc v Coord. I General Location Star

< 1

Press F9 for pep-up selection

|Record 0 of 0 |Add Mode |Ready... Y
e To add a location to the grid, right click in the grid and select Add Record.
Wwork Order Location
Mo z! Addrezs I Addrezz2 I Loc ¥ Coord. I Loc ' Coord. General Location Star
Add Record
4 m b
Show In Map
|Record 0 of 0 |Add Mode [Ready... 4
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e A new form will open allowing you to enter one or more locations.

-
£y Work Locations

Sl@| @ix(&[/] 4] a[«[r[r] *[#] =

Location Mo | I'I_
addess  |[I] 343 [|| [ GALvESTON 8T Lo Apar/Suite ||
Address 2 | Ii I ﬂ I
General Location | Iil
Lac City | Iil Loc Parcel Numberll
Loc State | Iil Loz Countmy | Iil
LocZip Code ] | subDivision | [[ [ |

Lo ¥ Coard. |ﬁ| Lac Y Coord. ||]|
Start Date |ﬁ| I vI Completion D ate ||i| I vl

|Record 0of0

|Add Mode  |Ready...

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

0 Asyou can see in the example above, this problem is located 343 W. Galveston St.

e Save El the record. You can now add @l another address, or Close El the Work
Locations form.

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

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

f Assets = - - | By

s(@] [x[a]/] 5] a <[ »[p] »]¢] =]

Category 21200 S e = —
ﬂ| I Sewer Pipe ._; - — [_lm
I Sypstem D1 — -

Spstem D 2 | US Structurea PipeRec# | DS Structure | Alt Pipe ID | - |
: 113483 15603 113484 6549 622 a3
Attibutes | Custom | ‘wialgr Meter | Comnf | | 113404 23323 113495 Close |
113485 15587 113497 955224

Desc 1 ||] 113498 13832 127238 113498
113497 21420 113498 113497
Desc 2 ||i 113408 21424 113499 113408
T ||] I | 113489 21422 113500 113489
113500 25398 113501
Units | ] AJ| | 11301 18833 127235 113501
113818 27390 113818
User 1 [T
L“i Ny 113817 15629 113818 834121
User 2 ||i| I
|| 113818 15630 113818 282585
User3 ||]|—|_ 113820 25420 113438
— ﬁ| 113821 21458 113820 113821
4| 113822 27886 113821
PM Description |ﬁ| 113823 27887 113500 &7

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

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

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

Click the System ID 1 button. These System IDs identify our assets.

Based on your Category, an Asset listing will pop up. Highlight an asset and click select.

o In our example, the pick list contains sewer pipes in our network. We’ve selected
structure number 113618 for the sewer pipe located on W Galveston Street, our work
location.

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

@ ‘Work Orders - Unnamed Filter Set EI@

slgls % -8 -=a Fx|s[/(4] «[driv] s[s[BHB e -S| =

‘work Order # | Category |I| |21 200 |Sewer Fipe

Status [l [ 2 [New work Order Problem ||| [whwCPPBLK [Blockage

StatusDate || / / x| am Main Task | (|| fWWEPPFLS [Pipe Flushing

Wi ] Location List.-"Events] Tasks.-"Hes] Houting] Costs ] Billing ] Helated] Hequests.-"Trac:k] Lirks ] Custom 1 | Custom 2 Comments]
Category Text Spgtem 1D 1 Sustem 1D 2 Completion Date Desc 1 Desc 2 Odaome
er Fipe 3618 343/ GALVESTON § E LESLIE CT

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

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

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

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

-
:tE Subset Manager

ER-549

Cloze

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

o In our example above, there is only one sewer pipe subset available, created in either
the Sewer Pipe Inventory module or GIS map. We have chosen to load the subset titled
“BR-549”, containing three pipe records.

Highlight a subset name and click Load. All assets in that subset will be added to the grid.

wio ] Location  Assets |Lista’Events| Tasks.fF!es] Houting] Costs ] Billing ] Helated] Hequests#Track] Links ] Custaom 1 ] Custom2] Comments]

Seq | Category Test | System (D1 | Swstem 1D 2 | Completion Date| Desc 1 | Desc 2 | Odome
Sewer Pipe 113618 113497 343w GALVESTOM 5T ELESLIECT
2 Sewer Pipe 113495 113497 1424 5 PROJECT DR E LESLIE CT
3 Sewer Pipe 113497 113438 E LESLIE CT 4BZEE SEAGULL 5T

4 Sewer Pipe 4626 E SEAGULL ST E DONATO DR

4

1 | r

Tasks & Resources Tab

Notes:

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

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

Resource entries contain details including the dates worked, hours worked for employees,
units used for other resource types (materials, fluids, etc.), and the Project Number the
work is assigned to. This is very important because it feeds information about the job
back into a financial system that helps manage project costing and budgeting.

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

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

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

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

Work Orders and Requests



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

0 Select a Resource Type (1 = Employee, 2 = Equipment, 3 = Materials, 4=Fluid,

5=Contractor).

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

= In our example below, we’ve selected the material ‘Pipe, STR35 10 “.

Qﬁj Work Order Resources

¥ .=

=] |x[&[/] %] al<«[»[p] »[#] =

Rezource Tupe

| Resource

At Description

Departrment | ﬂ
Class | I]
Group Mo | I]
Unit of Meazure | I] |2—
Default Unit Cost ||]|W
Account # |
Proj Mo - Acct | I—

zer1 ||]|—|_

I] |_3 IMateriaI
7

WORK TASK |Pie Flushing

[T} Branch Mame to Material ID

| ) |

Press F9, F8 (linked), F7 (filtered) for Popup

— b aterial
£ Show Al % Show Valids
Material IDa | Material Text -
13408 Pipe, DI, 16
13410 Pipe, DI, 18"
13411 Pipe, DI, 21°
13412 Pips, DI, 22°
13413 Pipe, DI, 24"
13414 Pipe, DI, 4" T
13415 Pips, DI, 5°
\ 13416 Pipe, DI, 8

STR3S, 107

13427 Pipe, STR35, 12"

13428 Pipe, STR35, 168"
13429 Pipe, STR35, 18"
13420 Pipe, STR3S, 21"
13431 Pipe, STR35, 22"
13432 Pipe, STR35, 24"

m

=

Cancel

module will be carried over.

Once you select the resource, the default data from the Work Flow Setup, Resources

0 Asyou can see in our example, the default department (Waste Water Collection), unit
of measure (Foot), and unit cost ($7.00) has all been carried over from the inventory

module.

You can then enter the resource units used for this job. For employees and equipment,

the units are hours. For materials, the units may be measured by feet, gallons, etc.

o For this example, enter 32, representing the number of feet of pipe used.

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

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

each job for each

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

&y Work Order Resources
||| /7% 3] 4] r]|r] »]|#] =]
WORK Task [NUNITTESTS Fracessed by Financials [
Resource Type ||]|_||— UPE Code ||
Aesace | | |
Al Description | |
Departmert ||]| |
Class ||]|— Reguar 0T  Total Estimated
Group Mo ||]|— I I I I
Urit of Measure | [ | M it
Default UnitCost | [ [~ 0.000 _untCos |00 ["0s000 [ oo00 |
Account # | | ﬂ“ ooo | o000 o000 o000 000
Proj No - Acct | [ Res Start Date || i = am
Res End Date || i = am

Adding Multiple Resources to Work Orders

— Resources

Pine ST

3 K Foot
Add Record

Delete Record

Populate Dates Employees
4 Equipment = 0

Populate Hours

Materials
Populate Units Fluids
Group Selected Resources Contractors
Add Multiple » Crews

e To save time when entering several resources of the same type (for instance several
employees); you can work with multiple records. First, Add Multiple lets you select
several employees rather than using

Add Records to add one at a time. & Wit Resoures S NI L L e ey
Just right click in the Resources % G (@ S
grid, highlight Add Mu_ltip!e, then Engope | Ervloe ene = | _Cand |
select Employees. This will open 12 YOLANDAFRESTONE .

the Multiple Resources form.

e The Multiple Resources form lists all |

the resources of a given type. You AU IoH =0
can select more than one record by z .

pressing and holding the Control key
(Ctrl) and clicking each entry you
wish to select. (This is a standard
Windows function.)

=
ils
o |&
g
I@
a
3
2 o
gl |3
&
o | =
] -]
=
&
o
E]
m
A
=l
g
Z

‘work Orders I

Availabillty (i

Status/wO #/ | Resson/Task |  Star Date Start Time | EndDate | End Tin

e Highlight each resource that belongs
on the Work Order. Once you’ve I
selected the records you want, enter
the number of units (In this case we are entering 2 hours), press Select and they’ll be
placed on the Work Order.

Work Orders and Requests



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

Resource:

Alt Description

Add Record

Delete Record

Populate Dates

Populate Hours 2

Populate Units

Group Selected Resources

Add Multiple 3

Costs Tab

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

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

0 Asyou can see below, we’ve marked the “Use Task Info” checkbox below the Actual

column. Thus, the system has carried over the actual labor hours, material cost,
equipment costs, etc. based on what we entered in the Tasks/Resources tab.

o Alternatively, we have not marked the “Use Task Info” checkbox below the Estimated

column. Instead, we’ve manually typed estimated labor hours and costs into these
fields.

0 The system has then automatically calculated the difference between the Actual cost

information on the Task/Resources tab and the Estimated values we entered. As you
can see below, the work order cost $16.07 less than we estimated.

24 Work Orders - No Filter =N o =
& -2 B e Blx|e|s]] 44]r[p] ¢z /@8-S -] =
Category | I] |21 200 ISewer Fipe
Problem ||i| |
StatusDate  |[0819/2011 ~ | [09:16 aM Main T ask ||]|wwc5M03 |Sewer Line Cleaning
Wil I Locationl Assetsl L\stx‘Eventsl Tasksfﬂasl Houting Billing I Helatedl Haquestsﬂrackl Links I Cuztam 1 I CustomZI Commantsl
- Actual E stimated Difference:
MI III 4 ;” AM WO Duration I 0.00 I I 000
Fiepair ||]|_ l— Labor Hours I 6.00 I 0.00 I 0.00
SRR ||]| LaborCosts | 15983 | 17500 | 1507
Profit Center ||i|_| Material Cost | 22400 | 22500 | 1.00
Fluid Cost | oo | oon | 0.00
Equipment Casts I 0.00 I 0.00 I 0.00
Quantity ||]|m Lock [ Cantractor Costs I 0.00 I 0.00 I aog
Uit of Measure ||]|lt Iant Misc. Coste | 0.00 | 0.00 I 0.oo
Unit Cost | I 0.45
== ﬂ TotelCost | 38393 | 40000 | 16.07
—IWD Hours III 000 Use Task Info iIrd r
[Record 3243 0f 3243 View Mode Ready.. 4
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Several other fields on the Costs tab have special functions. Many of these fields are calculated by the
system. These special functions are described below:

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

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

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

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

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

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

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

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

Creating a Work Order from Within another Work Order

The Work Order Standard and Lite modules allow you to manually create a new work order from within
an existing work order. This will automatically link the two work orders together. There are three
ways to achieve this, and each serves a different purpose. In the step-by-step examples below, we’ll
demonstrate each of these three methods.

Creating a Work Order from the Asset Grid

When you create a work order from the Asset grid, the Category you selected in the header and any
assets listed in the grid will be carried over to the new work order record. These two records will then
be linked in the Related Work Orders grid.

You may use this function if some of the assets in one work order need additional work done that is not
covered by the tasks and resources selected in the current work order. For example, if you have a TV
Inspection work order involving seven sewer pipes and three of those pipes also need to be cleaned,
you can create another work order from the Asset grid for those three pipes. Follow the steps below:

1. Select the asset(s) you want included in the new work order. You can use the <Shift> or <Ctrl>
keys to select multiple assets.

Work Orders and Requests 11



2. Right click and select Create New Work Order. You will be prompted to view the work order at
this time. Click “Yes” and it will open immediately. Click “No”” and it will not open, although it
will still be created.

[y Work Orders - No Filter =8 EoN == 1
|ala|s -2 - 1B -oe Ex(S[2] 3] 4[] o] 2[EoEEm@ @ - =

Wwork Order # | (201100378 | Categary ﬁ|21 200 |Sewer Pipe _J
Status ﬁ |_2|New ‘whork Order Problem .ﬂ I I
Status Date  |[08/19/2011 ] [09:16 &M Main Task | |]|wwcsw3 [Sewer Lire Cleaning

Wi I LocationList.-"EventsI Tasks.-"F!esl Houtingl Costs I Billng I Helatedl Hequests#TrackI Lirks I Cusztaom 1 Eust0m2| Eommentsl

| Seq!l Category Test I Syztem (D 1 I Syztem D 2 I Completion Datel Desc 1 I Desc 2 I Odome
1 Sewer Pipe 113435 113437 1424 5 FROJECT DR E LESLIE CT
2 Sewer Fipe E LESLIE CT 4626 E SEAGULL ST

3 Sewer Fipe 113433 113433 4626 E SEAGLILL 5T E DOMATO DR
5 i STOM ST ELESLIECT

4 Sewer Fi

Add Record

Delete Record

Subsets 2
4 r
View Asset Inventory Record
Aszociated Tasks View Asset in Map _l_” b4
Task| zk End Date I Status Test I Task Supervisor Text I I

Create New Work Order

Add Multiple
Add Multiple Sewer Pipe
Add Assets from Map

Populate Complete Date |Record 3243 0f 3244 |View Mode |Ready... 4
Change Status to Operational

Change 5Status to Out of Service

Sewer 3

Storm 3

3. Asyou can see below, the new work order contains the same Category as the previous work order
(Pipe Maintenance) as well as the three assets you selected on the Assets tab.

4 Work Orders - No Filter =l === 1
o gl| & -~ B - ExS 4] 4] o] 7|0 E @ @ - =

work Onder # |[20171-00377 | Categoy | [ 27200 [Sever Pipe ]
Status Ii |_2 INew wiork Order Problem .ﬂ | |
Status Date  ||08/21/2011 = | |09:40 P Main Task ||]| [

Wi | LocationList.-"Eventsl Tasks.-"Hesl Houtingl Costs | Billing | Helatedl Hequests!Trackl Links | Cusztarn 1 Custole Eommentsl

I Seq’ | Categon Test | System D1 | Syztem [D 2 |E0mpletion Dalel Desc 1 | Desc 2 | Odome

1 Sewer Pipe 113497 113498 E LESLIECT 426 E SEAGULL ST
2 g 3 TOWMST  ELESLIE CT

Notes:
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4. The Related tab of both work orders will identify the related work order in the bottom grid.
There, you’ll see the related work order number, creation date, main task text, and additional

information.

2y Work Orders - No Filter

E=NEo

S@l& - - B -

| B2 8] a4 ][] 2| 2|50 - - - =

work Order # ||2m1-003??
Status |ﬁ| 2 INew “whork Order

Status Date  |[08/21/2011 ~ | |03:40 PM

—Agzociated PM s

Category | I] |2‘I 200

IS ewer Fipe

Prablem | I] |

Main Task |ﬁ|

Wi I Locationl Assetsl Lista’Eventsl Tasks.:’F!esI Houtingl Costs I Billing Hequests.-’TrackI Links I Custam 1| Custom 2 Commentsl

Azgociated P/ I

Agsociated PM Text

| ClosedPM |

—Resulting Tasks

“wiork Order # / I Initiating T ask Type

Fiesulting Task Type I

Auto Create /0 I

Link talnit. W0 |

Start D ate

4

mn

— Related Work Orders

Main Task Text

er Line Cleaning

Assigned Crew Texst

Status Text

Start D ate Er
972011 (=

L

|Record 3245 of 3245

|‘u’ie‘w Maode |Ready... v

Notes:
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Creating a Work Order from a Resulting Task

When you create a new work order from the Resulting Tasks grid of an existing work order, the
Category, all listed assets, start date, and task will all be carried over into the new work order record.
Like before, the two work orders will be linked in the Related Work Orders grid.

To create a resulting task work order, complete the following steps:
1. Select the task in the Resulting Tasks grid.

2. Right click on the task and select Create Resulting WO. You will again be prompted to view the
new work order.

4y Work Orders - No Filter (= (e ™|
o\ g&& -7 B e (2] 8] adr]r] o] 2B E e @ 7| =
‘whork Order # ||2D1 1-00377 Category | I] |21 200 ISewer Pipe
Statusz |ﬁ |_2 INew Wwork Order Problem | I]l |
StatusDate _|[08/21/2011 v | |05:40 F Main Task ||]| |

Wi I Locationl Assetsl List#’EventsI Tasks:’F!esI Houtingl Costs I Billing |_Related Hequests.-"TrackI Linkz I Cusztarn 1| Custormn 2 Eommentsl
— Agsociated PM
Aggociated P 4 I Azsociated P Text I Clozed P I I

— Resulting Task:

‘work Order # / Initiating Task Type Fezuling Task Type Auto Create w0 Link. to |rit. ‘w0 I Start D ate
Fipe Repairz View Record
Add Record
1 [ I .
Edit Record
i Related work Order
Delete Record
Work Order # / W0 Creation D ate ain Task Text Assigned Crew Text Stah
Create Resulting WO
Go To Work Order
] I | ¥ | |
|Record 3245 0f 3246 [View Mode |Ready... 4

e Note that this option will be disabled if a work order already exists for the task. Only one
work order can be generated per task.

Creating a Work Order from the Toolbar Button
A third way in which you can create a work order from within another work order is by using the Create
New Work Order button in the module toolbar. This will create a new, empty work order that is linked
to the current work order in the Related Work Orders grid. This is useful when you want the current
work order linked to a new one, but you don’t want any data carried over into the new record.

1. Click the button on the module toolbar in the current work order.

2. Like before, you will be prompted to view the new work order.

Notes:
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3. Asyou can see below, the Category, Problem, and Main Task in the new work order’s header
are blank, but the related work order is identified on the Related tab.

B4y Work Orders - No Filter [E= Ecl 5
ogs -2 -E - Bxs(s] s ol dr[r] o] 2|8 E @ - & - =

otk ticer | 207700379 (" caeaw I [
Status Ii |—2 Mew Wark Order Prablem | Iil |
Status Dete  |[02/22/2011 = [10:41 &M \_ Main Task |E| |

Wil | Lm:alinnl Assatsl Lisl/EvEnIsI Tasks/ﬂesl Fluulingl Costs I Biling  Felated |F\Equesls.r‘TraEk| Links I Custom 1 | Custom 2 Enmmenlsl

— Asgociated P
Associated P /4 I Associated PM Text | Closed P | I

i Resulting Task:

“wiork, Order # # I Initiating Tazk Type Resulting Task Type I Auto Create w0 I Link. to [nit. WO I Start Date
< [ | +
e trret ST oTF. U1
“wiork Order # / tdain Tazk Text Assighed Crew Test
2011-00375 08/19/% Sewer Line Cleaning o
2011-00377 Mew Wtk Order
< 1l | +
|Record 1 of 1 |View Mode [Ready... A

Creating a Work Order from an Asset Module

-
Our asset inventory modules also contain a Create New Work Order button. This feature allows you

to create a work order directly from an asset record. The system will then include the asset and

location information in the new work order. Let’s look at an example using the Pipe Inventory module.

1. Click on the Create New Work Order button.

::P'lpe]lwentmnymatelthanSinpips EI@ “
clsle& - -1 - |@ wlelsls] [r]w] o] |BEE e e - =

[UE Sincii | [iz74m [2285 E STOTTLER DR APipslD | [iFam
D3 Stuctwrs | [127439 [2280 € STOTTLER DR 4 Mewls | & MewDs |

Attributes | Cunslructl Elevatwunsl T I PACP I Lamp\ngl Smukel Lalelalsl Dvellluwsl Hehabl WDJPM/F\BE]' Instrucll Custuml Cummsnlsl

Pipe Rec # Im Map Page No. lﬁ Review Commentsl Iil-
Statuz Iil_ | Length [ft) ﬁlﬁ
Collected By IilEamey Length Status Iil_Z |As—BuwIt Drawings
FlowBasin | [ [Cateea2 Fipe Ses Length [n] [ o3 Esotdoims [
Oner ﬁ|—1 IPuh\ic aterizl Iil_?. IEnnmele
Lacation EI—Z IAI\e_I,I Liner Iil_Z IFﬂId & Form
Line Type ﬁ|—1 IGlavity Line Lining Date ﬁlﬁ
Flow Type: ﬁ|—1 ISamlary Slope % Iilw [ Slope Lock
Pipe Shape ﬁ|—1 IF!ound Mannings ﬁlﬁ
Cleaning Freq ﬁl— I Capacity [cfs) m
T4 Frequency ﬁl— I DM l_
DiasHeight [in] ﬁm
Pipe ‘Width [in] ﬁl_

|Record 1 of 101 |View Mode |Readly... y
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2. You’ll need to select which records are included in the work order.

e If you select “‘Current Record’, the new work order will include information on the current
asset record only.

Create Work Order - . Iﬁ

Based On

" Entire Filtered Recordset

Select Template

P/ Template P/ Template Text
WAWHOTSPOT  Hot Spot

ok | conce J

e By selecting ‘Entire Filtered Recordset’, the new work order will contain all assets
included in the current filterset.

3. Next, you can choose a PM Template for the work order from the list. This is not required.

e For our example, we’ll be creating a work order based on the current record, without
using a PM Template.

4. Click OK to create the work order.

Notes:
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5. Next, choose a category for your work order from the work flow category tree. For our pipe
asset, we’ve chosen Sewer Pipe as the work flow category.

e |f you used a PM Template, you’ll skip this step.

e Note that assets are associated with categories in Work Flow Setup. If you select a
category that has not been associated with your asset, you’ll receive a message asking you
to select a new category

e Note: The program will attempt to choose a Category on its own.

2, Category - e 51
|21200 |Sever Fipe | | |
=7 Categories Cancel

(2] Admin

-+(_] Call Center

[ Enwironmental

5&% Equipment

-] Faciliies

= Fleet Maintenance
Fl-Z7] Public Warks Department
B0 Sewer Department

E| [:| Sewer Collection

m

I @ Sewer Pump Stations B
- (] Wastewater Treatment
-2 Solid wWaste

-[771 Technoloaw Services

6. If there is an open work order for the asset the following pop-up will appear:

Lucity (=53]

0K Cancel

7. Click OK to create the work order or cancel to stop the process.

Notes:
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8. When the work order is generated, the asset information will be entered into the WO tab and
Asset tab. The category you chose will appear in the header. Default information associated
with the category will be entered by the system. For additional information on setting up this
default data, please consult the related workbook, Work Flow Setup.

[ Work Orders - Unnamed Filter Set =n ERE=<T
m|s|@ls -9 -2 =@ Bx|$[ /%] 4] r|p] »]¢ |00 & | =|

work Drder # | [2077-00381 [ cacsoy [[[[120  [cewerPre —]
Status |ﬁ |_2 INew Work Order Prablem ﬂ | |
Status Date _||08/22/2011 = | [04:34 P Main Task | |]| |

wo |Lucaliun| Asselsl Lisl/EvenlsI Tasks.r‘F!esl Huulingl Costs I Billing I Helaladl Hequesls/TrackI Links I Custom 1 | Custom 2 | Comments

Comment From Request

| Agset |12?438 1274332285 E STOTTLER DR J

Location I

cae |[H] [
Azzigned Crew ||]| | il
|
|

Supervisor | I]' Assigned By | I]' |

Lead Worker ||]| Assigned Date ||]| I, =1 e Nth;Fiigit‘ij:ns
Eifarly ||]|_ e Start Date ||]| Iy, =1 e Problem [~

Account # ||]| End Date ||i| I [ aM Owerdue [

Proj Mo - Acct ||]| Lead worker [
Project Text ||]| Master Project 1D || Task I

Reasan ||]|— l— Hame || Supervisor [

|Record 1 of 1 [Edit Mode  [Ready... 4

Notes:
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Creating a Work Order from an Inspection Module

Our inspection modules also contain a Create New Work Order button. This feature allows you to
create a work order for an asset directly from one of the assets inspection records. The system will
then include the related asset and location information in the new work order and link the work order
back to the inspection. Let’s look at an example using the Hydrant Inspection module.

1. Click on the Create New Work Order button.

& Hydrant Inspection - No Filter
Sla& - -|B -=|8) @je|2|x| b r[p] »|#|E
Hydrant Rec # '2— Inspection Date |I| |U4;1 DKZDU?j | - AN Mozt Recent Inspection| [~
Hydrant Number l&ﬁi Address I| 643 |E CHEYEMME ST
Inspection | Custom | Comments |
Inspected By |I| |Mike
Inzpectian By |I| ,7 ’— Stem Condition m ’73 ,Fair—
Overall Cond |I| |_2 ’Good— Facking Cond m |_2 ’Gmd—
Operating Cond |I| ’_1 W alve Cond m ’_2 'GDUEI—
Darmage Type |I| ’_D 'N.-’A— Walve Seat Cond m ’_2 'GDod—
Paint Condition |I| |_2 ’Good— Nozzle Condition m |_2 ’Gmd—
Drrain Condition |1| ’_2 'Good— Grade to Mozzle m ,—
Oper Mut Cond |I| |_2 ’Good— Hydrant Flushed m I
Cap Chain Cond | [ [ 1 [Exeolen Time Flushed ) [ [
Cap Condition |I| ’_2 'Good— Mext Inzp Date m ’W
Record 1 of 79 View Mode Ready...

2. You’ll need to select which records are included in the work order.

e |f you select “‘Current Record’, the new work order will include information on the asset
related to the current inspection record.

Create Work Order [==2]
Bazed On
* Current Recard " Entire Filtered Recaordset

Select Template

F/Template P /Template Text | -
WwTDHYFT Hydrant Flow Test
WwTDHYRFR Hydrant Repair =
W TOHYM Hydrant Maintenance
W TDHYF Hydrant Fainting —

w'TDHYRPL Hydrant Feplace

W TOHYIMS Hydrant [natall

544 TOHYRPL  Hydrant Replace

1204-EMGTROE  -Road Closures

1205-EMGTROE  -Road Closures

1206-EMGTROE  -Road Closures

1207-ENGTROE  -Road Closures

1208-ENGTROE  -Road Closures ¥

ak Cancel
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e By selecting “Entire Filtered Recordset’, the new work order will contain all assets related
to the inspections included in the current filterset.

3. Next, you can choose a PM Template for the work order from the list. This is not required.

e For our example, we’ll be creating a work order based on the current record, without
using a PM Template.

4. Click OK to create the work order.

Next, choose a category for your work order from the work flow category tree. For our pipe
asset, we’ve chosen Sewer Pipe as the work flow category.

o If you used a PM Template, you’ll skip this step.

o Note that assets are associated with categories in Work Flow Setup. If you select a
category that has not been associated with your asset, you’ll receive a message asking you
to select a new category

o Note: The program will attempt to choose a Category on its own.

[ category o =]

|4'I 200 |H_I,J|:|rants oK

B[] Facilties ~ Cancel
g Flzet Maintenance

(] Public ‘wWoarks Department

B-(C]) Sewer Department

B[] Solid'wWaste

----- ([ Technolagy Services
-] W ater Department

m

{i@] FPotable Pump Stations
71-[[] Potable Services

il Potable Storage Facilities
.g_ Potable Supply Sources
{a' “water Fluzhing Routes
o Water Main Breaks
f;l Water Sampling Station

L T o IR S DT

6. If there is an open work order for the asset the following pop-up will appear:

Lucity @

‘-.I An open Work Order currently exists for the asset(s) in the work order
' asset list,

(0] 4 Cancel

7. Click OK to create the work order or cancel to stop the process.
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8. When the work order is generated, the asset information will be entered into the WO tab and
Asset tab. The category you chose will appear in the header. Default information associated
with the category will be entered by the system. For additional information on setting up this

default data, please consult the related workbook, Work Flow Setup.

@Work Orders - Unnamed Filter Set |E||EHE\
lslgla |7 -2 = @@k afdriv] 2]z @@ e (& -| =
Work Order # | [2013-00013 1 41200 Hydrants
Status Il [ 2 [Wew work Order Fiociem 1| !
Status Date  |[08/22/2013 > | [02:15 PM Main Task | [ | [
Wil | Location | Assets | List/Events | Tasks/Res | Routing | Costs | Biling | Related | Requests/Track | Links | Custom 1| Custom 2 | Comments |
. Comment From Request |
l Agset ]544 Clow Medalion Diy-Barrel I
-
Location | 754 § 135TH PL Your Town
Cauze M [
Assigned Crew |]| | | e
8 i Aszigned B Ovenide
bl |I| | | ssanen By |I| | | Matifications
Lead Worker |]| [ [ Agssigned Date |I| | +¢ | am Prablem [~
Pricrity m’i Start Date |I|| I jl o AN Overdue [
Account 3 |I| [ End Date |I| | +2 il oaM Lead Worker [
ProjMa - Acct |]| | Task ¥
pre——— |I|| Master Praject |0 ! Supervisor [~
Hame [
_ Resen [[IT Hard Lack w0 [

Record 1 of 1

Edit Mode |Ready...

9. To view the inspection that is related to the work order, go to the Asset tab.

10. Right-click on the fire hydrant record and select View Asset Inspection Record.

Creating a Work Order from ArcGIS

In addition to creating work orders from within the desktop, we also provide a tool to create work
orders directly from ArcMap.

1. Open your map project.

2. Click on the Open Module tool |:| on the Lucity GIS toolbar.

3. |jﬂ o BB ® e Ludty Views- 0§ £ &

4. Right click on a feature in the map. You’ll see the menu pictured below.

Notes:
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5. Select Create Work Order and then select which asset or X/Y coordinate you would like
associated with the new work order. All available asset types will appear in the list.

e You have the ability to create work orders for a single asset, all assets (a single work order
with all selected assets on it), or each asset (separate work orders for each asset
selected).

e In the example below, we’ve chosen to create a new work order for the sewer structure
asset number 113490.
113480
View Feature Relationships

E JAMES q 51
44 E JAMES
Create Work Orders 3 XY .
MES | 50 E JAMES {

Create Requests

Create PM/Work Templates * | Forsingle asset  » | 4 Sanitary Structure Inventory (113490) |
Create Inspections > For all assets P | E=  Segrnent Network (8757)
_ | View Associated Document(s)  » For each asset 4
. E JAMES
Associate New Document 3 E HOBART ST

2704 E HOBART ST 2752 EHOBART ST

AT An e T e n—unn\-nn—r-r C IARICT

6. The work order dialog shows the fields required to create a work order. You may need to
select a category of work or Supervisor using the buttons to the right. As you can see below,
the Sewer Manhole category has already been selected for our work order.

- —
' Required Fields for Work Order — =
WorkOrder#  Asset(s) Category (Required) Supervisor (Required) p—
Vol Sty S iy 100 | T S () (R )

Export the current map display and attach it
| Submit and View in Lucity ] [ ‘Submit and View in Lucity \wieb ] [ Submit Only ] I Cancel o the work order(s)

Notes:
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7. Select the supervisor using the dialog box.

Supervisor [tems

DALE VERDON
Don Pinkston
George Butler

Micole Schmidt

[] Show All
Select ||  Cancel

8. After meeting all of the Work Order requirements, select one of the three available submit
buttons.

Crmooorowt @ 0 SRR TR s

Category (Required) Supervisor (Required)
Sewer Manhole +| ||mario vince

Submit and View in Lucity

Submit and View in Lucity Web Submit Only Cancel

Export the current map display and attach it
ta the work order(s)

Notes:
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9. The new work order will contain the category and asset you selected.

e Asyou can see below, the Sewer Manhole category appears in the header. The sewer
structure asset we selected in the map, number 113490, appears on both the WO and
Assets tabs, and work order was assigned to Mario Vince.

| ﬁ]Work Orders - Mo Filter EI@
Clgl|la - B e ExS k] 4l dr|p] o]z |EEEE @ ¢ - =

“whork. Order # ||2D1 1-00382 | Cateqgory ﬁ |21 100 ISewer anhaole _J
Status |ﬁ |_2 INew “whark Order Problem .ﬂ | |

Status Date || 08/23/2011 > | Ju:12am Main Task ||]| [

W0 |Locati0n| Assetsl List.-"EventsI Tasks.-"F!esI Houtingl Costs I Billing I Helatedl F!equests.-"TrackI Links I Custom 1| Custom 2 | Comments

Comment From Fequest
| Azzet |1134SD Standard I

Location  |E LESLIE DR

case |[] [

Azzigned Crew

Ii] [
| Supervisor Ii |85 iMAF!ID VINCE I Aszsigned By | ﬁl |
Lead Warker .ﬂl | Assigned D ate ||i| I L” - AM Nth?;izglt‘?oens
Pricrity ||]|_| Start D ate |ﬁ| I L” - AM Problem [~
Account 3 ||]| End Date |ﬁ| I L” - AN Overdue [

Proj Mo - Acct ||]| Lead Worker [
Project Text ||]| Master Praoject 1D || Task

Ew— ||]|— I— MName || Supervisor [
|Record 3250 0f 3251 |View Mode |Ready... y
4 Work Orders - No Filter =n =R
o |s|s -2~ B e Bxels] s 4] > z]BEEEEe @ - =

“whork Order # ||2D1 1-00332 Categaory | I] |21 100 ISewer Manhole
Status |ﬁ |_2 INew ‘whark Order Problem | ﬂl |
Status Date  |[08/23/2011 v | |08:12.4M Main Task | |]| [

Wil | Location Lista’Eventsl Tasks.”Hesl Houtingl Costs | Billing | Helatedl Hequests#Trackl Links | Custom 1 | Custom & | Comments

System ID 2 | Completion Date

Standard 0OE LESLIE DR

Completing the Work Order

Now that you’ve created the work order, selected a category, problem, and main task, entered a work
location, assets, tasks, and resources, you’re ready to complete your work and close the work order.

1. First, double check all of the information in the work order (especially the resource
information) and then return to the first tab, WO.

2. Check the information on this tab. The Start and End Dates are important.
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3. Finally, change the Work Order Status in the header to Complete (code 999) and Save E the
record. That’s it! This completes the Work Order.

£y Work Orders - No Filter EI@
Sl8|& -9 B (@ Bx|e[s]s] ald[r[p] >|#[FE0EH - -S| =
Work Order # | [2011-00376 Catenory | [J [21200 |Sewer Pipe
| Statuz |I| ’@ Complete I Prablem | |I| |W'W’EIMHDD |Dd0r Cantrol
Status D ate |ES.-"23.-"2D11 j |DS:5? A Main Task |I| |W'W’EIMHDF| |Dd0r Contral Repair

Wi ]Location] Assets] List.-"Events] Tasks.-"F!es] Houting] Costs ] Billing ] Helated] Hequests.-"Trac:k] Links ] Cusgtom 1 Cust0m2] Eomments]

Comment Fram Request |

Azzet |11349? 113433 E LESLIECT

-

Location |

Cause |I| | |
Azzigned Crew |I| | | *
Supervisor |I| |&7 |SHIELA KAMDON Assigned By |I| [ [

Lead ‘Worker |I| | | Azzigned Date |I|| ] ﬂ| © AW NDDti\;iigit?:ns
Priority |I||_2 Same Day Priority Start Date |I| |DS.-"23.-"2D11ﬂ| cAM Problem [~

_ ocantt [[f] EndDate | [} [osrzzr2om <[ am | Overdue [~
Proj Ma - Acct |I| | Lead wWoarker [
Fraject Text |I| | M aster Project ID Task T

FReason w—r— Hame [ Supervisar [

Record 3244 of 3251 View Mode |Ready...

Work Requests

This module lets you log customer requests. Requests store contact data about the requester as well
as information about the problem being reported. Since these requests are designed to be carried over
to work orders, much of the data you enter into this module is similar to that entered into Work

Orders.

Creating a Work Request

1. Open the Work Request module by selecting Work>>Requests from the desktop application
main menu.

2. There are three critical tabs you’ll use to enter information:
e Customer - Used to record information about the caller.
e Request - Used to record details about the complaint or problem.

e Scripts - Used to record what was said in the call.

3. Click the Add button ﬁl on the toolbar to enter Add Mode.
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4. The information at top in the Header is automatically populated when you save the record.

'@ Waork Requests - Unnamed Filter Set

|sl@s |9 E -G8 Bix|$| /(5] aldriv] ][00

= =]

|l || =

Request # | Status

| Customer  Request ISDles WIDepartmentHUllht}l Locales] Wi Eustoml Not\h:at\on} Hequestels} Tracklng] Eusloml Eommenls}

Infarmation for Work Order

“_1 MNew Request Status Date I hatl | -1

Categary |I| ‘1 2320

[N[STROPH [Pothole Frepai
Cause T [
R || E—
Loc Addess | [ | T
LocStreet2 | [ | T

|Pavememls

o bToblem

Publically Available [~

Loc Apait/Suite

General Location m |

Lo City m Loc Parcel Mumber |
Loc State m Loc Country m
Loc Zip Code m Sub Divigion m l_

Supervisor m |T 29

[ 50N wRIGHT

Affected Asset ‘

Lo Coord m ,7
Loc' Coord m ,7
TE Year m ,7
TE Coordinates m ,7

TE Page m li

Record 0 of 0

Add Mode |Ready...

5. On the Customer tab, enter information about the caller:
e Add the phone number.

o When your cursor is in the Phone # field, the Status Bar at the bottom of the screen
will contain shortcut information. Press F4 to copy the customer information from the
last Request entered, press F8 to search for customers with the same phone number, or
press F7 to look up previously recorded Requests with the same phone number. If you
find a matching customer using any of these shortcuts, the name, address, and contact
information will be automatically entered by the system.

e Add the Customer’s Name.
0 Note the shortcut; you can search for address by Name (F8).
e Add the Customer’s address.

o0 Note the shortcuts; you can search for customer by address (F8). The F9 shortcut will
pop-up the street name list. This F9 shortcut is used throughout the desktop
application.

Notes:
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e At bottom is a comments box. Enter any comments about the caller here. We’ll enter
comments about the issue being called about on a later tab.

] ‘@ Work Requests - Unnamed Filter Set EI@
|slgls -9 -B -|=|a) |lx|e]s]] a«r[p] >]#|@cEE|e® = - 5 =
Request # ’7 Status ’_1 New Request Status Date I hal Il IR

Hequest] Scnpts} Department/Ltility Locatesl w0 Custom] Nntificat\on] Heuuestars] Trackingl Custnm] Comments]

r_ Phare # W vaeeett
Hame m |George N |I| | Thomas Business |I| |
Req Addiess | []] | 2765 ||| [E HOBART ST Aparmert/Suite |[
Feq Address 2 |I| | m |
Fieq City |I| W Fieq State |I| ,)(57 FegZip Code |I| ,W

Fieq Country m '7 Parcel Mumber |I| |
Sub Division |I| ’_ '7 Ernail |I| |
HomeProne# [ [sos7rs1 wakPronett ([
Phane 1 |I| '7 Phore 2 |I| '7

Eﬁllfmm previous Requests. F& - search for Customer. F7 - search for Requests. I Record 0 of 0 Add Mode |Ready...
e In our example above, we’ve begun to enter a request from George N. Thomas. Using his

phone number and the F8 shortcut, we searched for matching address and contact
information. This allowed us to easily enter details about the caller.

Notes:
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6.

Notes:

Now, open the Request tab. We’ll use this tab to enter information about the reason for the
call.

e Click the Category button and a list of categories will appear.

e Click the plus [+] sign beside a folder to open a category group; then select the
appropriate category for the caller’s concern.

-
E Work Requests - Unnamed Filter Set \EI@
B|a|| & -|1¥ - e dx|S 2] 8] aldr]r] >z @k @ = -E =
Request i || Status "_1 Mew Request Status Date s -~ aM
Customer  Fequest | Scmptsl Department/Utility Locatesl Wi Cusloml Not\licalionl Hequestersl Track\ngl Customl Eommentsl
’ L e Clecl
[T Category E@g
r Categony ﬁl J i
Problem ﬁl [1z320 [Pavements [ oK ]
Cause | I] (L7 Parks and Landscape Division - Cancel
R (L1 Recreation Division - 1N
_ ey [T N (3 Roask Divkion Cantin_ |
Lo Address ||]l—ﬁ|_ N (23] Storm Division uite: l—
EI-(1] Shests Division
Loc Street2 | I] ﬂ I_ : 2 Bridge Maintenance il
i (L2 Engineering
_Genera Locaton | [f \ 5 2 Aow
Loc City | I] H (L0 Shreet Maintenance
Intersections
Loc State | I] li = Loc ¥ Coord. I] l—
Loc Zip Cod l— - treet Subsegments LocY Caord. l—
&I Ii ; 10L Street Super Segment i Ii
- Stueture: avea [
R l— l_ (Z3 Traffic Division .
ﬂl Ii (1] Sewer Department ) Gomiteels Ii
Affected Asset || -] SolidWaste TB Page I]l—
(771 Technoloou Services ke
e
|Record 0 of 0 |Add Mode |Ready... 4

o0 In the example above, our customer, George N. Thomas has called in to report a
pothole. Thus, we’ve selected the Pavements category.

o Tip: Remember to select a category with an icon 2= instead of a folder. This will
allow you to associate individual assets with your request and work order.

e Next, select a Problem and Cause (if known) in the same manner you chose a Category.
{E Work Requests - Unnamed Filter Set E=REcE == |
el =] e P e i = - WA A T A W A e - [ S

Request # || Status "_1 Mew Request Status Date Il A ;” A

Customer Fequest I Scriptsl Departrnent/Utility Localesl Wil Custnml Nolilicationl Hequeslersl Tlackingl Customl Commenlsl

Infarmation for ‘Work Order

Category Iil] 2320 IF‘avements [
: Problem IIISTHDF‘H IF‘othnle FRepair

Cause ! | |

o0 In our example, we’ve chosen STRDPH - Pothole Repair as the problem being reported.
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7. Enter the address OF THE ISSUE (not the caller’s address).

e Note the shortcut; if the Request address is the same as the caller’s address on the
previous tab, you can press F4 to carry it forward.

] E ‘Work Requests - Mo Filter EI@
|@l8|& -|® |8 -[Ee Bix|S|/]] aldv[p] »>]s]|BEE @ = -/ =
Requestt [ Status [ 1 [NewRequest Status Date  |[7// [ am
Customer  Fequest ]Scnpts} Department/Ltility anatesl Wil Custom] Notificat\on] F\equestars] Trackingl Custom] Comments]
/- Infarmation fior \Work Order N
= |1| Pz v— Caller has noticed potholes on Hobart between the 2500 and 2800 -
Probiem [[[ETROPH [Pathole Repai
Cause m | |
Priarity 0 PublicalyAvaiable \ T
[ Locaddess [[i] 2765 || [E HOB&RT ST | Lechpatisie [T
Loc Street? m | m |
General Location | [] |
Loc City m ’W Loc Parcel Mumber |
Loc State m ’KS— Loc Cauntry m ’7 Loc % Coord. |I| ’7
LocZipCode | [J [e529689m subivison ([N [ evoood I
TE *ear |j| '7
supervisor ||| [B [WILSON BEAN TBCoodinates |
Alferted daset || [ TE Page |I| ,7
F3 - Duplicates. F7 - All Requests. F8 - search Owner. F9 - Address popup. j Record 0 of 1 Add Mode |Ready...

e In our example, George N. Thomas has called in to report a pothole in front of his home
residence. Thus, we have used the F4 function to carry his address forward to this tab.

e To enter additional comments to be carried over to the work order, simply place your
cursor in the bottom grid and begin typing.

o In the example above, we have noted that the potholes have been found between the
2500 and 2800 blocks of Hobart.

Notes:
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10. Now, open the Scripts tab. You’ll see two grids. The top grid contains problem scripts and
allows you to enter responses. The bottom grid allows you to enter additional comments that

will be carried over to the work order.
e Scripts are associated with the problem in the Work Flow Setup, Problems module. When
you select a problem in the Request tab, any scripts associated with that problem will be
carried over automatically.

] {5 Work Requests - Unnamed Filter Set =N R~ \
zlgd s -|[F -2 -w|a |x|e 25 4] e r] >z @ nla = | =
Request # || Status "—1 Mew Request Status Date || I LII AN

Eustomerl Request Departrnent/Utility Localesl Wil Eustoml Nollhcatlonl Hequestersl Tlack\ngl Eustnml Eommentsl

Sequence | Question I Response | I

1 ‘'what size are the potholes?
2 ‘'when did you notice the potholes?

3 Has any damage been caused to your vehicle ...

Press F9 for pop-up selection |Record 0ofl |Add Mode |Ready... v
|

11. To enter a response to a script, complete the following steps:

e Double click on a question in the grid. The Problem Script dialog will appear.

e Click the Edit button / |and type the caller’s response in the field provided.

e Save E the record and the response will be added to the grid.

@Problem Script uw
|| x[a) 7] %] 4[] r]p] =]

Sequence ||
[uestion ||What zize are the potholes?
Responge ||

Recordl of 3 Edit Mode | Ready...
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& Work Requests - Unnamed Filter Set (= [BR5= |
m|gEls - ® - E e B X@ /] 8] a]rp] »]z]|mcE @ | = - =
Request # | Status |_1|New Request Status Date || I ;” © AM

Eustomerl HequestDeparlment.fUtlhly anatesl WO Eustoml Nollhcatlonl Hequestersl Track\ngl Eustoml Enmmentsl

Sequence / (Question Fiezponze
& thi oot i diameter.
2 ‘when did pou notice the pothales? “within the last week.

3 Has any damage been cauzed to your vehicle Mo

|Record 0 of 1 |Add Mode [Ready... Y

e In our example, we have recorded responses to the problem scripts. Within the last week,
the caller has noticed potholes that are approximately one foot in diameter. No damage
has been caused to the caller’s vehicle at this time.

12. The Request is now complete. Check the data and press the save button E in the toolbar.
13. The Request Number, Status, and Status Date will be populated automatically in the header.

e Asyou can see in the example below, the status has been set to “1 - New Request”.

{5 Work Requests - Unnamed Filter Set [ ]
o gl -7 -3 - (E Emxe 2] s8] Al ] 2] 2| E @ - 8 - s =
Request ||2m1-uuuus Status [ [New Request Status Date |[og/23/2011 > [10:43 P

Customerl Request Scripts IDepaltment.-"UtiIity Locatesl Wi Cusloml Nolilicalionl Hequastelsl Tlackingl Cusloml Eommentsl

Notes:
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Duplicate Requests

The Requesters tab in the Requests module is specifically designed to handle duplicate requests. This

tab allows you to log multiple customer calls regarding the same problem at one location.

1. Upon creating the initial request, the requester’s name and information will be carried over

from the Customer tab to create a record in the Requesters grid.
e Asyou can see below, the Request we just created has a listing for George N. Thomas on
the Requesters tab.
E Work Requests - Mo Filter EI@
Sla|& v -|B =@ Exs[s]4] aldr|r] > 2|EHEHwd -6 | =
i Fequesth |2011-DUUU3 Status ’71 Mew Request Status Date 082342011 * | | 1042 PM
Cuslomar] Hequest] Scripts] Department/Utility Locates] WO Customl Motification  Fequesters ] Tracking] Cuslom} Comments}
Fecorded By ’rwilson—
Mo of Requests ”71 Fecorded Date ‘03/2332011 - | |10:43 PM Last Request Date | | 0g/23/2011 ~ | [10:43 PM
Requesters
Mo ! Phone # | Date Aeceived | Name | M ame2 | Businsss | Address | Home Phone # ‘work Phane | |
1 EB85-77E1 0823201 George N Thomas ZFES E HOBA... B85-77E1

2. Each time you receive a subsequent request for the same problem at that location, you should
record it directly into this Requesters grid. This allows you to create a list of requesters calling
about the same problem at the same address. This data is helpful in determining how many
complaints have been received regarding this problem.

3. When a subsequent request is called in, you can begin filling out the request as usual on the
Customer tab. When you reach the Request tab, use the F7 function to search for existing
requests. You’ll see a dialog similar to the one below.

e Find your request in the list, highlight it, and click Select.
" &0 b this sbout an existing Request a1 this Location Address | I . el s By
Status Dates :n irm | Cause Text u.mium 's -." Li v- u nm | Becorded Time
|
[ | |
| |
| |
| |
e - = e = |
e The Requests module will then open directly to the existing record you selected.
Notes:
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4. On the Requesters tab, right click and select Add Record. The following window will appear:

r@kequesters
=@ |x(a[/] 4] 4[] r[p] +]¢] =

Received By ||lwi|son D ate Received ||E|8,-'24,-'2E|‘|1;| IU?‘;4?AM Caller Ma || 2

Pronett | | wiacets  [[]
Mame | I]l | Business | ﬂl
Address | I] I I Apartment/Suite ||
Reqg Address 2 ||] I I
Fieq City | I]l Fieq State | ﬁl Fieq Zip Code | I]I
Feq Country | I]I Parcel Muriber | Iil
subDivision [ [ | Emsl [N
Haome Phone # | I]l ‘wiork Phone # | I]l
Phaone 1 | I]l Phaone 2 | I]I

A

F& - search for Contacts. Record 0 of 1 Add Mode  |Ready...

e Enter the new requester’s phone number, name, address, and contact information.

e This dialog is identical to the Customer tab. Like in the Customer tab, several fields in
this window have special functions. You can use these fields to search for a customer by
phone number or name and enter the customer’s address.

e Once you save the record, a new listing will be added to the Requesters tab.

e Additionally, the top portion of the screen automatically documents when the last
requester log was recorded and which user recorded it.

& Work Requests - No Filter = e ==
L e R i A A R R N R A el = = e [ R
Request |20ﬂ-00002 Status [ 71 [NewReques Staus Date |[nas2a/2m1 | [10:33 P

Eustnmer Scnptsl Department U tility Localesl Wi Eustoml Motification Fequesters ITrackmgl Eustnml Eommantsl

Recorded By rwilson
| MoofFequests ||~ 2 Recorded Date |[08/za/z011 =] [10:33 Fi Ml |oes23s2011 > |[10:33 PM__]
Fequester.

Address

‘work Phone

Mo /| Busingss

Phone #

Date Received
011
08/24/.201

Home Phone #
Thomas 1

Gieorge 27653 E HOBA.. G5
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Creating a Work Order from a Work Request

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

1. Click the Create Work Order button at the top of the Requests module. A prompt will
appear asking if you want to create a work order. Click Yes to continue.

Lucity e

| Do you want to create a work order?

2. The new work order will contain all of the Request information (but not Customer information),
and will have an automatically assigned Work Order number.

Bl Work Orders - No Filter ===

SlQ& -7 B -8 B[Sz 4] 4[] r]r] > 2|FECEE=R S - =
Woork Order # I|2D‘| 1-00384 Category |]|1 2320 IPavements
Statuz |ﬂ |_2 INew ‘whork, Order Froblem I ISTHDF‘H Pothole Repair
Status Date || 08/24/201 | |07.53 M Main Task [ |

Wi ILocationI Assetsl Lista’Eventsl Tasks;’HesI Houtingl Costs I Billing I Helatedl HequestSa’TrackI Links I Custom1| Cust0m2| Commentsl

Comment From R equest

Aszzet I
[[Location [2765 E HOBART 5T Your Town

cove ||
Aszsigned Crew | I]l | s
Supervisar | |]|1 29 [JASON WRIGHT Assigned By | ﬁ| |
[ s [] | _ssigreavae |[{[77 =] e
Priority ||]|_ I— Start Date ||i| r; ;” - AN Prablem [~
Account # ||]| End Date ||i| I [ am Overdus [
ProjNo-acet | [ | Lead Worker [~
g |ﬁ| M aster Project (D ||— Task T
Reason |ﬁ|— I— Mame || Supervisor [

|Record 3252 of 3252 |View Mode |Ready... Yy

Caller has noticed paotholes on Hobart -

_J between the 2600 and 2200 blocks

e Asyou can see in this example, the new work order includes the Category (Pavements),
Problem (Pothole Repair), Location (2765 E. Hobart St.), and Request Comments for Work
Order that we entered into the sample Requests record above.
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3. Note: You may have the “Work Orders Lite” module pop up instead of Standard “Work Orders”.
To select which version of Work Orders opens by default, go to

System>>Configuration>>Program Options and choose the default work order module from
the drop-down list on the General tab.

Program Options - l M

Colors | Matifications ] Documents ] Locate ]
General ] ‘wallpaper ] Spell ] ‘windows ]

[ Continuous add mode

[¥ Floating definition for field cantrals

Default ‘wWork Module to Open  |'work, Order Lite -

Ok, | Cancel | Apply |
ﬁ

4. Now that you’ve created a Work Order from the Request, the Request will take care of itself.

e Look back at the Request; the Status has been changed automatically to “2 - Assigned to
Work Order”.

& Work Requests - Mo Filter foe =]
alala -7 -8B @ Bl s[i] e[ 2|60 E (@ = -l =

¢ Hequest # 340011-00002 | Status | 2 ‘Assigned to'w0 I Status Date ‘ 0872472011 | |07:52 AM

Eustnmal] Haquast} Scriptsl DepartmentUtility Lﬂcales] Wi Eusmm} Notification  Fequesters 1 Tlacking] Euslnm] Eﬂmments]

5. On the Tracking tab, information about the Request’s history is automatically recorded. Here,
you can see the date the Request was originally created and when the work order was

generated.
[ Work Requests - No Filter =2 EER )
SR & - -0 (e Bx[S|2[s] 4[] >y [EEEH=-ES -5 =

[ Hequest # 3| [2011-00002 Status [ 2 [Aesigned to'wd Status Date  |[08/24/2011 ~ | [07.53 aM

Customer] Hequast] Scripts} Departmert./Utiity Localesl WO Cusloml Not\ficalion] Requesters Cusloml Cummentsl

Linked Regquests

Fequest # ‘ Status Text | Category Text | Problem Text ‘ Cause Text ‘

Lirked \work Orders

Start Date End Date Wark Order # Statuz Text Main Task Text Supervisor Test Assigned Crew Text
2011-00384 Mew work Order JASOMH WRIGHT

Request Tracking

Tracked ltem Description By Date Time
Request Creation mwilsan 08/23/2011 10:33PM
“whork Order Created ‘whork, Order 2011-00334 wikson 08/24/2011  O7:534M

e To access a generated work order, simply double click on a listing in the grid. You can
close the work order by setting its status to “999 - Complete™.
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6. When the Work Order is closed, the status of the Request will automatically change to “998 -
WO Completed”. The Tracking tab will show when this change occurred.

&) Work Requests - No Filter [ e fwEsal]

= e I e o e e = A R A A A e = = R

i~ Linked Fequest

Request # ||2D11VDUUU2 L Shatus "ﬁ |W'D Completed I Status Date "USKEAVEUTI LI IDB:51 Ak

Eustomerl Haquestl Scnptsl Department AU tliky Locatesl Wi Eustoml Nollhcatlonl Requesters  Tracking |Euslom| Eommentsl

Request # / I Status Text I Categary Text | Problem Text | Cause Text I I

i~ Linked \Work Order

b ain T ask Text Aszigned Crew Text

Request Creation nwilson 0a

Tracked ltem / Diezcription

From Azzsigned to w0 to w0 Completed ailzon 08/24/2011 0351 &AM
oIk Oider 201100354 nwilson 08/24/2011  07:53 &M

Linking a Work Order

To link a work order with the current request, complete the following steps:

1. Right click in the Linked Work Orders grid of the Tracking tab and select Associate Work Orders
With. The following drop-down menu will appear:

2. Select the characteristic(s) that you want the linked work order and request to have in
common. Your choices are as follows:

Notes:

Same Problem - Allows you to link any or all work orders that have the same problem as
your request.

Same Infrastructure - Allows you to link any or all work orders that have the same
affected asset as the request.

Same Problem and Infrastructure - Allows you to link any or all work orders that have the
same problem and affected asset as the request.

Street Block - Allows you to link any or all work orders with a street address within a
street block of the problem’s location in the current request.

Work Order Number - A dialog will appear prompting you to enter the number of the work
order you wish to link to the current request.

Any Incomplete Work Order - You will see a list of all incomplete work orders to select
from.
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3. For our example below, we’ve chosen to link work orders within the same street block. We’ve
then chosen two work orders within the Pavements category, both related to pothole repair.

SHELA KAUDOM

MARD VHEE
2011-00083 ECY Sewer Manscie New Wark Order  £0/232081 “ AR VHLE
2014-00383 140 Sewer Manvo New Wark Order 00232001 ® MARK VHEE

— R —— ! =
M@W@— ———

Wk Ordar® | Catagory | Categorya | MainTask |  MainTaskTaxd | StetusTaxt | SmeaDess | SrtOate | Supsriber | SepdrwaorTast | Prediam | Problam Taxt | Cause Ciusatast |- Selact ||
TRLINT 0 Tydronts Tew Wierk Order 12183008 T Trorge Buber |
00e-taser 41200 Hydrorty Mew ek Drder 12182008 g8a Goorpe Buer Clare
200803507 a1zs0 Hdets New i Ovte T218T008 gea Geeege Buter
oe.asat a1zs0 Hydtarns New Wik Oviee 113008 g8 Ginorgn Buner
soe-artor a0 Hydeaety Now Ve Ovie 12183008 G8a Cieorge Buner
0803118 rssa usaan New Wk lvae 11287008 W TRANS 0K stuse iacemnens
20080574 ) [ New Ve Ovee  1LIATD08 1w TRV S0 stuse [

00101734 a0 Lister Now Wotrk rtwe  SR100T ana

4. After associating the work orders, both the Linked Work Orders and Request Tracking grids

have been updated. You’ll see the Work Orders listed by number and the action, Associate WO

& Request, identified in the bottom grid

& Work Requests - No Filter

== |

= R = i o B R A A B R B A e | O - =
EiE

Request # 2011-00003 Status I 2 |Assigned to W0 Status Date IDB#ZB#ZDH 'I 10:43 P

Eustumerl Heuussll Scnplsl Drepartment /Ukility Lcu:alesl Wi Eusluml Nutmcallunl Requesters Custuml Cummsnlsl

i~ Linked Regu:
Request #/ | Status Text | Category Text | Problem Text I Cause Text |
2006-03606 Completed Pavements

Pickup - Roadway De.

- Linked ‘Work Order

StatDate | EndDate | Work Oider#/ | StatusTew | Main Task Text | SupervisorTet | AssignedCrew Tewt |
200602288 New Work Order JASON WRIGHT
2011-00367 MNew wiork Order

Request Tracking

Tracked ltem / Description | By Date | Time
Agsociate WO & Request ‘wiork Order 2011-00367 rwilzon 08/24/2011 0314 &M
Aszociate WO & Request ‘whark Order 2006-02288 railzan 08/24/2011 0314 AM
Request Creation rwilzan 08/23/2017  10:43PM
Statuz Change From MNew Request to Assigned to W0 rwilzan 08/24/20117 0914 AM

Notes:
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Associating Work Orders with Requests

Several functions in the Work Orders module allow you to associate your current work order with an
existing request. These options are very similar to the ones we just discussed in the Requests module.

1. On the Requests/Tracking tab of the Work Order, right click in the Requests grid and select
Associate Work Request with. The following menu will appear.

Note that individual options are disabled if the work order does not contain the necessary
data. For example, you will be unable to associate a request with the same problem if
there is no problem identified in the work order.

] ﬁ| Work Orders - Sewer - Not Complete EI@ |
sla& -7 -8 -oe) Ex|e|z]s] aldr]r] o 2@ EHm @ - =
work Order # |2DDB-D1EDS Category |I| |212DD |Sewer Fipe
Status |I| |_2 Mew wark Order Problem |I| | |

Status Date || 07/06/2006 = | [08:24 AM Main Task | [I| fwWESMO3 [Sewer Line Clearing

Wil ] Location] Assets] List.-"Events] Tasks.-"F!es] Fiouting] Costs ] Biling ] Related Requests/Track ] Links ] Cusztom 1 ] Eust0m2] Comments

Requests
Request # | Froblem Test | Location Address | Loc City | Mo of Requests | Fecorded Date | Last Reque:
Associate Work Request with 3 Same Problem
Same Infrastructure
4 m Same problem and Infrastructure
Tracking Street Block
Tracked Item Description Incomplete Request
“wiork Order Created fram GIS

Work Request Number

Supervizor Change fram to HOMDO JUDD

Delete AssetlD Delete Asset 126676 126668 GEA [
Delete AssetlD Delete Asset 126668 126667 GEA 0
Delete AssetlD D elete Asset 126665 126676 GBA o~

4 1 2

Record 1 of 18 View Mode |Ready...

2. Select the characteristic(s) that you want the linked work order and request to have in

common. Your choices are as follows:

Same Problem - Allows you to link any or all requests that have the same problem as your
work order

Same Infrastructure - Allows you to link any or all requests that have the same affected
asset as the work order.

Same Problem and Infrastructure - Allows you to link any or all requests that have the
same problem and affected asset as the work order.

Street Block - Allows you to link any or all requests with a street address within a street
block of the problem’s location in the current work order.

Incomplete Requests - You will see a list of all incomplete requests to select from.

Request Number - A dialog will appear prompting you to enter the number of the request
you wish to link to the current work order.

3. Just as you saw in the Requests module, the Requests grid in the Work Order will be updated
after you have selected the associated records. You’ll see the Requests listed by number,
problem, location, and other identifying information in the grid.
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