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Introduction

Cityworks Designer is the software program used to configure Cityworks for an organization. Extensive
customization allows the organization to integrate Cityworks into the organization’s usual workflow process.
The administrative roles of Cityworks generally fall into two categories—establishing and maintaining the
Cityworks database structure (Cityworks database administrator) and overseeing Cityworks, including
configuring the Cityworks database (Cityworks domain administrator).

Preliminary setup is performed by the Cityworks database administrator and consists of creating the database
and setting up the security and ODBC connection. Cityworks Database Manager is used to build the Cityworks
database structure and update the database for new versions of Cityworks.

Once the preliminary setup is complete, the Cityworks database administrator uses the Cityworks Designer
application to set up the domains and domain administrators. The remaining setup is completed by these
Cityworks domain administrators. The Cityworks Designer Guide details the use of Cityworks Designer and
the Cityworks Data Template to configure and customize Cityworks for the organization.

One person can serve as both a database administrator and domain administrator. In this case, the login
gives them full access to all Designer functions, except for the Storeroom functions which must be accessed
as a domain administrator. However, this login cannot be a Cityworks user because all Cityworks users must
belong to a user group. Once the login is placed into a group, the superuser can no longer serve as the
Cityworks database administrator.

Layout Manager, accessed directly in Cityworks and used to customize the Cityworks forms, is also
discussed in this guide since it is only available to Cityworks domain administrators as well as information on
customizing print or email templates.

The Cityworks domain administrator plays an integral role in the success of Cityworks as an asset
management solution (AMS) for each domain. Taking the time up front to set up the full functionality of the
software enables the users to quickly and efficiently use the software to benefit the organization in tracking
their calls, assets, and the work done.

Designer Functions

The functions displayed in Cityworks Designer are specific to the user and are determined by the login. All
available functions for the login are listed in the directory on the left pane. If a function is not listed, it is not
available for the login or must be accessed by some additional selections. For example, Asset Setup
functions are only available when connected to the geodatabase.

Because Cityworks is customizable, many of the functions have lists that are set up in other windows. This
may require moving from one function to another to populate the desired fields. Tips for moving between
functions are added for your convenience.

The functions are discussed in this manual in the order they are listed in the directory found on the left pane
of Designer. A different order may be used for adding the information depending on how the organization is
setting up Cityworks. Many of the functions rely on Codes and Preferences which are found under the
Others category which is listed last in the directory. Moving between functions is facilitated by the directory
always being visible and, once a group is opened, requires only a click to open any of the listed functions.
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Only one function, Employees, may be accessed by both Cityworks database administrators and Cityworks
domain administrators. Employee groups serve two functions in Cityworks: first, to set security, and second,
to group employees into common classifications, such as by crew, job title, labor rates, etc. Employees may
be set up by the Cityworks database administrator (under Administration > Employees) or by the
Cityworks domain administrator(s) (under Cityworks Setup > Employees).

Using Designer for the First Time

Logins must be set up for the Cityworks database administrator, Cityworks domain administrators, and any
desired superusers (logins with access to both functions). The user accounts, including logins and passwords,
are set up with the database, not in Designer.

NOTE: Cityworks superusers cannot be a member of any domain group and cannot use the end software.
End users must belong to a group with specified rights.

To use Designer the first time, it must be accessed by logging in as azteca. Using this login, the
administrator defines the domains and one or more domain administrators for each domain.

IMPORTANT: Once domains are set up, the Cityworks domain administrator must go in to Others >
Preferences and click Save to activate the preference for using ArcGIS as the data model. This option, Use
ArcGIS Data Model, is #21 in the list. By default, the value is set to Y.

| @ L= Cityworks Setup | Preferences )
& L; Storeroom Current Domain | P\ v |
RONE Dt,heL;iits of Measure @ General &) Email Settings i‘i'_" Holidays |
Codes Description Value  Default Order
Custom Data Fields | || Copy Caller Q4s to Request Comments N 20
% Preferences se ArcGlS Data Model

1/ Duantite Matrix fo. || Include Cancelled Templates and Tasks in Searches Y 72 22

1. Open Designer.exe from the file location or desktop shortcut. The default location is: C:\Program
Files\Cityworks\Designer.exe.

2. When the Cityworks login screen opens, select the Cityworks Database from the dropdown list.

Cityworksa 39

Databaze Iducksmms j
User ID |azte-::a |
aF. Cancel
Password [======7 |
Werzion Information ¥ Save Pazzward

Copyright Azteca Systems, Inc. 2012 [T Access Geodatabase

NOTE: Click on the Version Information link to view the version of Designer that you're running.
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3. Enter azteca for the User ID and the assigned Password (systems is the default password).
NOTE: The logins and passwords for Cityworks database administrators are defined in the RDBMS.

4. 1If desired, select the Save Password and/or Access Geodatabase checkboxes. For more information
on the Access Geodatabase option, see Geodatabase Tool.

NOTE: 7o access the Asset Setup functions, the Access Geodatabase box must be checked. Accessing
the geodatabase requires an Esri license. The rest of the configuration can be done without accessing the
geodatabase.

5. Click OK.

Basic Functionality

Because many windows have the same functionality, this section explains the main features found in
Designer. Detailed explanations of each function are found in the subsequent sections.

The title bar lists these items separated by hyphens.
e Name of the program (Cityworks Designer)
¢ Name of the current database to which Designer is connected
e Login of the current user (User ID)
e Active Designer function

If connected to the geodatabase, the title bar also lists the geodatabase and Esri license type in parenthesis.

- Cityworks Designer - BThomasville - AZTECA - Administration (Thomasville2007.mdb: ArcEditor)

\n; Login o Disconnect GeoDE 1©Exit

Tools
There are three main tools on the Designer toolbar: Login, the Geodatabase tool and Exit.
Login

The Login tool opens the Cityworks login screen for selecting another database or logging in as another
user.

NOTE: Clicking Login cannot be cancelled. The user must log in again, even if the same login is used.
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1

Cityworksa 3

Database ;BiTrl'wlomas;ivlvle bl
User ID |[cwdba
I I I 0K, J [ Cancel ]
Password [*===7| I by
Vesion Information Save Password

Copyright Azteca Systems 1996-2006 [[] Access Geodatabase

Geodatabase Tool

The text displayed depends on if you're currently connected to the geodatabase (Disconnect GeoDB) or not
connected (Connect GeoDB).

e Disconnect GeoDB—Click to disconnect from the geodatabase and work in standalone mode.
This allows you to set up the Cityworks database without an Esri license. All of the functionality is
available except for Asset Setup.

¥ Disconnect GeoDB

Cityworks Setup
3] g__:‘ Asset Setup

[+ e Storeroom
-2 Server Setup
[+ Others

[ —";(I Login

¢ Connect GeoDB—Click to connect to the geodatabase. Designer confirms that you have an
ArcGIS license available for your login and activates the Asset Setup functionality.

J:'V-_(:I Login |g Connect GeoDB | @Exit

¢ Cityworks Setup
[ Asset Setup

[+ Storeroom

[+ Server Setup
-2 Others

NOTE: When you log in to Designer, you can check the Access Geodatabase checkbox to automatically
connect to the geodatabase.

Exit

Click Exit to close Designer.

Cityworks Designer Menu

Click on the Designer icon or use the shortcut <Alt + space bar> to open the menu with options for moving,
sizing, minimizing, maximizing, and closing.

NOTE: Because Close is the active menu function by default, double-clicking on the icon closes Designer.
Buttons for minimizing and maximizing are also located in the upper right corner of the title bar.
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- Cityworks Designer

Move
Size
— Minimize
O Maximize

X Close Alt+F4

Navigation Tree

Designer functions are listed in folders on the left side of the window. Click on the plus sign to display the
contents of the folder. To access a function, either click on it in the panel on the left or double-click on the
icon in the panel on the right. The function opens in the right-side panel.

To change the way the icons are displayed, right-click in the panel on the right and select the desired view.
View Large Icons is the default setting shown below.

=: Cityworks Designer - docksmms - AZTECA - Administration (KSMMS_SDE.sde: ArcEditor)

|-«$ Login u Disconnect GeoDB ‘@Exit

= % Administration ‘ m {Q
| Cityworks DBA a @ * \1 A J’ﬁ

i Cityworks Domains Cityworks DBA  Cityworks Storeroom Stake Employees
| Storeroom Domains Domains Domains Domains

- | Stake Domains Yiew List

| Employees Yiew Details

View Large Icons
Yiew Small Icons

The name of the function that you are currently viewing is displayed in three locations: the title bar, the blue
header at the top of the function panel, and in the hierarchy on the left. Note that a wrench icon also appears
next to the function in the hierarchy on the left.

Cityworks Designer - TVille43 - CWDBA - Employees

{iLogin (g Disconnect GeoDB | () Exit

E 3_&, Administration Employees :
_;‘ Ctyworks DBA Current Domain ’WSD
| Cityworks Domains e —
j Storeroom Domains d} Employees }%v) Skills | €9 Load Employ
| 3 ins Existing Employees
el E Enplayees I | LastName First Name
I S BAXTER ~ CHARLE
23 ‘Domain: Groups DAVIS WENDY
_J Employees GUNTER BOBBY

NOTE: Active tabs, buttons, and columns are shown with orange highlighting.
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The navigation tree can be collapsed to view more of the current function by clicking on the white arrow
located in the center of the left margin. To restore the tree, click the white arrow again.

| ® 2 Administration
= £ Cityworks Setup
Domain Group
| Employees
| Request Temg
B ork Dider Tg
| Custom Field T
| Contractors
| Equipment
| Materials
| | Tasks
[:§ Permits
i Custom Inspec
[Collapse Mavigation Tree kus

Buttons

Windows may contain multiple panels and/or tabs. The Save button saves all the information found on the
panel or window to the database. The Clear button clears the fields so new information can be added. The
Add button adds the item to the list box in the window and to the database. Most items in list boxes can be
clicked on to reload the information back into the fields for editing. Add and Remove buttons may also
appear in certain panels for features like Comments, Keywords, or Attachments. The Refresh button
updates the information.

a |

Save Clear ‘ Delete

The Delete button deletes any selected item(s) from the database. You are always asked to confirm before
an item is deleted so that it is not accidently removed from the database.

Some items, like work order templates or service request templates, can have historical data connected to
them, so Azteca Systems Inc. does not recommend deleting them. Instead, we recommend that it be
inactivated so that the historical data remains intact. For more information, see Inactive or Cancelled
Information.

The Remove button usually removes a relationship linking data together, rather than deleting the
information. Usually there is no confirmation when removing information.

When a set of arrows is found between two lists, each item is listed only once, on one side or the other.
Select the desired item(s) from the list on the left to move the item(s) to the list on the right by clicking the
right arrow. Use the left arrow to remove items. Double-clicking a single item also moves it to the other list.
All items listed on the right are assigned in the database.
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Domain Asset Groups

All Asset Groups Assigned Asset Groups

ANIMAL CONTROL D AR

CODE ENFORCEMENT BUILDINGS

CUSTOM <:] COMMUNICATIONS

PUBLIC HEALTH ELECTRIC

SOLID WASTE FACILITIES

WASTEWATER TREATMENT FLEET

WATER TREATMENT FORESTRY
Keywords

Type in a keyword and click the Add button in the Keywords pane to add it to the list and save it in the
database.

NOTE: Spaces are not allowed in the keyword field, but an underscore may be used to connect words if
desired.

Multiple Selections

Multiple selections may be made using either <Shift + click> or <Ctrl + click>.

Resizing

Double-click on the column header to expand the column to the width of the longest field. You can also
adjust the column width by clicking on the right margin of the column and dragging to the desired width.

Assigned Asset ... “I"

BUILDINGS

| FACILITES

| FLEET

| PARK & GROUNDS
STREET

| TRAFFIC

Panels can also be resized by clicking on the top, bottom, left, or right margin and dragging the margin to the
desired location.

Sorting
Lists are generally ordered alphabetically. To sort the list by a column, click on the column header.

NOTE: Numbers are sorted as text, so numbers are listed beginning with 1s, then 2s, 3s, etc.
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Address &)
1400 E EDMOND RDAD
1583 E REDCLIFF LANE
1655 N OVERLAND WaY
1827 N DEL SIMMONS DR
1988 N BRITTANY DR
940 N PARRISH LANE

Date Fields

Click in any date field to open the calendar. Click on the desired date and click Select to load the field.

Select a Date

Sun Mon Tue Wed Thu Fri Sat

) 1 2 s ENs5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26
27 28 29 30

[ IToday: 47472008
¥ R

Select Cancel

TIP: To return to today’s date, click on the Today: <month/day/year> at the bottom of the calendar. To
view the entire year, click the maximize button or double-click on the title bar.

Tabbing Sequence

The tabbing sequence for all windows flows from left to right, then top to bottom, from control to control.
Use the Tab key in conjunction with the arrow keys to navigate through the window. Pressing <Shift +
Tab> reverses the direction of the tab. Once the tabbing has gone through all the functions on the window,
it disappears for one Tab before moving to the Login button and down to the selected function before
returning to the window to start over again.

When on a tab, pressing the right arrow key moves to the next tab and pressing the left arrow key moves
back through the tabs. If there is a divider, as on a Hierarchy tab, it stops there and the arrow keys move it
to the right or left.

NOTE: See Field Value Tables for more information on moving within a list.

Field Value Tables

Some windows have a table with a column for Field (or Element) and Value. These tables are found in the
following locations.

¢ Administration > Employees > Employees tab
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e Cityworks Setup > Employees > Employees tab

o Cityworks Setup > Request Templates > Request Template Edit form
o Cityworks Setup > Request Templates > General Info tab

e Cityworks Setup > Work Order Templates > General tab

e Cityworks Setup > Contractors > Contractor Edit form in the Information and Custom
Fields boxes

e Cityworks Setup > Equipment > Equipment Edit form in the Custom Fields box
e Cityworks Setup > Materials > Material Edit form in the Custom Fields box

e Server Setup > GIS Services > Map and geocode service definitions box

e Others > Preferences > General tab

Type in the first letter (or up to three letters) to move to the first field in the list beginning with that letter
combination or use the up/down arrows once a field is highlighted to move to another field. Press the space
bar to move to the Value column for the field, type in the information, and press the Enter key to close the
field.

Field | value |
Category

Priority 3

Days to Complete 1.00
Account |1 00458

Shop

Date 452112006
Auto Create Tasks Y

Custom Field Category

Stage Actual
Expense Type Maintenance
Cancel M

Include Weekends in Cycles Y

Some fields may already be populated with default values. When there are only a few options, click the space
bar to toggle between the options. On yes/no fields, click the space bar to toggle between Y and N (or
double-click in the field). Dropdown selections or selection boxes are available for populating some values.

Define New Code

Some dropdown lists have the option Define New Code listed alphabetically with the other options.

X

Select this option to add a new code and description. A Codes window, similar to the one below, will open.

Define Neww Code

<EMPTY> v ‘
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APROBCAT Codes

Code | Description
ANMLCNTR Animal Control
CODEENF Code Enforcment
DIGSMART Dig Smart Ltilty Line Marking
ELECTRIC Electric
SANIT Sanitation
SBEWER Wastewater
STORM Stormwvater
STREET Streets
TRAF Traffic
TRANSFER Transfer
WATER Water
Code Description
[PARK |Parks and Recreation|
H| @& v &
Save fDelete = Select Cancel

Enter the Code and Description and click Save to add the new code.

NOTE: The code type is listed under the title bar. A Code may be 50 characters long and a Description up
to 100 characters in length.

These codes can also be added in Others > Codes by selecting the desired Code Types from the list on the
left and entering the codes on the right.
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Codes
Current Domain P/

Asset Group
{adi

‘ 7Code Types

| Code

AEQUIPSTOR
AFLEET
AFUNDNUM
AlANDI
AMAJORMR
AMATACT
A0ORGCODE
APIPEMAT
APIPETYPE
APRIORIT
APROBCAT
APSOURCE
ASRMROAT
ASSOACT
A550L0C
ASSOREA
ATRAIN
ATREE
ATRUCKID
ATSKSTAT

Code T_}{pe

P Add/Modity | @8 Import | 4 CCTYV|

Description

Equipment Storage Areas
Fleet Class Codes

Account Numbers

1&l Source

PAVER Major M&R
Material Work Activity
Orangization Code

Pipe Material

Pipe Type

Priority

Request Problem Category
Permit Source

Storeroom Requisition Type
S50 Action Taken

S50 Cause Location

S50 Cause

Training and Certificates
Tree Custom Category Code
Truck ID

Task Status

Description
‘ | Request Problem Category
(o]

Save

Clear

Importing Data

Code Format

%Codes and Descrribliirons

Codes and Descriptions

Al | Code
| ANIMAL
| CODEENF
| DIGSMART
| ELECTRIC
| FOR
| GAS
T
| MAINT
| PARKS
| | POLICE
| PUBHLTH
| PUBLIC
SANIT
SEWER
STORM
STREET
TRAFFIC
TRANSFER
WATER

Fode
FLEET

Description

Animal Control
Code Enforcement
DigSmart

Electric

Forestry

MNatural Gas

IT Department
Facilties Maintenance
Parks & Rec
Police

Public Health
Public Questions
Sanitation

Sewer

Stormwater
Streets

Traffic

Transfer

Water

Description

Fleet Méintenance

=

Sawv
A
Y

Clear

Delete

Text files can be used to download some of the required information into Designer. These are the functions,
windows, and tabs where data can be imported.

e Administration > Employees > Load Employees tab

¢ Cityworks Setup > Employees > Load Employees tab

e Cityworks Setup > Work Order Template Classes > Load tab

e Others > Codes > Import Codes tab

¢ Others > Customer Accounts > Import Customer Accounts tab

e Others > Customer Accounts > Import Street Names tab

e Others > Other System Codes > left lower pane

Designer 2013 Guide
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Instructions are found near the top of the tab that explain the requirements for the file, such as the number
and type of fields that are needed. The files must be text files with the correct database field names for the
data to be imported.

To convert Excel files to text files, open the file in Excel and click File > Save As. Select either the Text
(tab delimited) (*.txt) or CSV (Comma delimited) (*.csv) option and click Save.

2)X)

Save As
Save in: i ) My Documents v ‘ @  A|Q X Cu B~ Tools~
L
L }l@ My Videos
L <) [-)Snaglt Catalog
My Recent | (3 InPrint
Documents i (féMy Music
= [L)My Received Files
L, IMy Pictures
Deskkop )My eBooks
[2)Emails
|2 Documents

My Documents

=

=z

s \
Cal L

g

[

=

My MNetwork,
Places

@_‘1 Personnel. xls

File name: !Personnel.xls

l Save I

Save as type! | Microsoft Office Excel Workbook (*.xls)

Text {Tab delimited) (*.txt)

Unicode Text (*.txt)

Microsoft Excel 5.0/95 Workbook (*,xls)

Microsoft Excel 97- Excel 2003 & 5.0/95 Workbook (*,xls
CSY (Comma delimited) (*,csv)
Microsoft Excel 4.0 Worksheet (*.xls) K

| Cancel | ;

.'ﬂ

el 3

1. In Designer, double-click in the Import File field.

2. Navigate to the desired file and double-click on it to load the path into the Import File field (or
select and click Open).
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Customer Account Data
) EditAdd Customer Account | [ Import Customer Accounts | [=§ Import Street Names

Animport file has to be a delimitted text file with 4 fields (StreetName, Code, City, and Zone). You need to Delimited By
select the file, specify the field delimiter, and then click the load button to load the file into the listview. Click (® Comma
save to update the database. O Tab
Import File {C:\Documents and Settingshall Users\Documents\CwW Import Files\STREETCODE | L;a/d O Other
STREETNAME CODE CITY ZONE DISTRICT STATE o
| EALTA AVE ALT THOMASVILLE 3
E AMBER AVE AMB tHOMASVILLE 3
| EANTELOPE CIR ANT THOMASVILLE 5
| EANTELOPE TRL ANT THOMASVILLE 4
| E APPLE HILLLN APP THOMASVILLE 4
| EASHLEY DR ASH THOMASVILLE 3
| EASTORIALN AST THOMASVILLE 5
| EATHLEEN CT ATH THOMASVILLE 5
| EAYERS ST AYE THOMASVILLE 5
| EBARRETT PL BAR THOMASVILLE 5
| EBENT TRaAIL RD BEN THOMASVILLE 4
| EBERNADA DR BER THOMASVILLE 5
| E BLANCH &VE BLA THOMASVILLE 5
| EBLOSSOM AVE BLO THOMASVILLE 4
| E BOWMAN &VE BOW THOMASVILLE 4
|| EBRIARGLEN DR BRI THOMASVILLE 3 ‘
| EBRIGHTON DR BRI - THOMASVILLE 5 M
= = @ 414 rows

Save Clear | Remove

3. Select an option for Delimited By:

¢ Comma

e Tab

e Other—Specify the delimiter. A semi-colon is the default.
4. Click the Load button to import the data into the list.

If you get an error, check to see if there is a row of column headers at the top of the file you're trying to
load. Also check to see if the text is in the correct column order shown in Designer at the top of the import
tab.

NOTE: You can view the Import Results on the Import tab under Others > Codes. Multiple files can be
loaded at the same time, so this allows you to see which ones imported successfully.

5. If desired, remove any unwanted record(s) from the list by selecting them and clicking Remove.

6. Click Save.

Setting up Data Trees

In a number of locations in Cityworks, information is presented in a tree structure. For example, requests,
contractors, equipment, materials, or tasks. The trees are set up in Designer. See each section for more
information.

e Cityworks Setup > Request Templates
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e Cityworks Setup > Contractors
e Cityworks Setup > Equipment
e Cityworks Setup > Materials

NOTE: Cityworks Storeroom administrators may also set up the materials tree in Storeroom.

e Cityworks Setup > Tasks

e Server Setup > Contract Line Items

You can also use the Cityworks Data Template to add multiple items to the Cityworks tables listed below. See
Cityworks Data Template for more information on this functionality.

o ContractorLeaf
¢ Employee

¢ EquipmentLeaf
e MaterialLeaf

e ProblemLeaf

e TaskLeaf

¢ WOTemplate

Hierarchy Tab

The hierarchy is made up of three levels: trunk, category, and item. Trunks are essentially folders that
contain categories and items. Items can be placed in a category or in a trunk.

@ Hierarchy ||7i General |nfo

- - J @ & s

Mew Trunk  Add Category  Mew Ikem | Delete Modeis) | Refresh  Find Items
-3 ADMIN SERVICES Code | De:
B-L3 AIRPORT ABMAMOP WEHICLE b
B3 ANIMAL CONTROL ABMAMOPVEHICLE 5T &b
| i CODE_ENFORCEMENT ACCOUNT INFORMATION R
E-jp COMMUNICATION ACCOUNTS 7 BILL Py Lt
N\ i PROBLEM 4D PROGRAM 4D,
B FPMEEEEEEDN ADDRESS LOCATION City
Category R FORMATION ADJUST METER CaN Adj
| DETERMINE LANDUSE ADJUSTMENTSFORLEAK.  Adj
—— | DETERMINE ZONING ADOPTASTREETEQUIP  Re
L3 PROBLEM AR QUALITY Air
. -] PROGRAM ALARMS Fid
/.3 ELECTRIC ALERTS Ale

1. Click New Trunk to add trunk name(s).

2. Type the name of the trunk. Press Enter and type the name of the next trunk. Repeat until all
desired trunks are entered.
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&8 Enter Yalue =]

— Pleaze enter a zhing

Admin Services
Airport

Animal Contral
Code Enforcement
Connuhication

Cornmity

Electnz

E ngineering
o L%
] Cancel

TIP: The information can be entered in any order, but they will be listed alphabetically in the hierarchy.

3. Click OK to add the trunks to the Hierarchy.

The next step is to add items to the trunks. If you wish to categorize the items within the trunk, first you'll
need to add those categories.

4. Click on the trunk and then click Add Category.

5. Type the name of the category. Press Enter and type the name of the next category. Repeat until all
desired categories for this trunk are entered.

B Enter Yalue M=l

— Pleaze enter a zting

COBG Information
CDEG Other
Meetingsz / Hearingz
Mew and Change
Plarning Infarmation

Sign Permitz

Site Plan

Zoning
N L%
] Cancel

6. Click OK when finished.
7. To add an item, select either the trunk or category and click New Item.
If you used the Cityworks Data Template to populate your database, the list on the right may already be

populated. If this is the case, select an item or multiple items and drag them to the desired location in the
hierarchy.

There are two ways to search for items. The Find Items dropdown list contains two options:
& .

Find Items
Find Selected Items in Tree

Find Items not in Tree [}
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¢ Find Items not in Tree: Click to view all of the items in the list on the right that have not been
placed in the hierarchy yet. If desired, you can Print or Save the list.

EquipmentNode Search Q@@

‘Equipment’ not found in any domain tree.

SID ftem

2175 BCKTMCHGOLD
5450 CHEVY1/2TONSS
5444 CHEVY1TONSE
5452 CHEVY1TONSS
5446 CHEVYC-6036
5448 CHEVYCOYERSE
5440 POLECATS1

= b

Print  Save

e Find Selected Items in Tree: Select an item (or multiple items) in the list on the right and click
Find Selected Items in Tree to see where they are located in the hierarchy. Items can be
placed in more than one location in the hierarchy.

+" ProblemNode Search

Tree Path(s) for: ABANDONED CAR; ACCT UPDATE; ACCTCANCEL, ADDITIONAL CART, ADMIN
REPAIR; ADOPT A STREAM.

Tree Path ltem Domain
Code Enf. \ TrashiLitter \ ABANDOMNED CAR ABANDONED CAR Py
Water \ Billing \ ACCT UPDATE ACCT UPDATE Py
Solid Waste \ Accounts VACCTCANCEL ACCTCANCEL Py
Solid Waste \ Accounts VADDITIONAL CART ADDITIONAL CART Py
IT Desk ' ADMIN REPAIR ADMIN REPAIR Py
Stormwvater Y NPDES \ Public Involvement \ ADOPT & STREAM  ADOPT A STREAM Py

=
Print Save

NOTE: If an item has not been placed in the hierarchy, the Tree Path for that item will be blank.

IMPORTANT: Before deleting any item from the list on the right, use the Find Items > Find Selected
Items in Tree option to see if it appears in more than one domain. This is especially important for materials
and equipment because the same materials and equipment may be used for more than one domain. Deleting
an item deletes it from all domains in which it is found.

The Delete Node(s) button deletes the node and all information contained in it from the hierarchy. It does
not delete the item from the list on the right or from the database.
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Additional Database Information

Some tables in Designer have hidden columns containing extra database information, like the Code element
values that point to where Cityworks pulls items out of the element table, default values, etc. Since this
additional information is not needed to access the basic Designer functions, the columns are hidden from
view.

To open the hidden columns, hover the mouse to the right of the last column header until the cursor changes
to an arrow with a double bar. Click and drag the column open.

Value De... "”"
ACTUAL AC...
STREET ST..

ENABLED EN...
DISABLED DIS...
DISABLED DIS...

NOTE: Hidden columns are present whenever there is an arrow with a double bar.

Inactive or Cancelled Information

Azteca Systems Inc. does not recommend deleting items like employees, tasks, custom field templates, or
templates for service requests, work orders, inspections, etc., because these items are tied to historical
information in the database. Instead, we recommend inactivating or cancelling them. Inactivated employees
or cancelled templates will not show up in Cityworks, but they will appear grayed out in Designer.

e To designate an employee as inactive, go to Employees and select the desired employee. Change
the Is Active field to N.

| Field Yalue

| Employee ID
Login ID NGAINES
Last Name GAINES
First Name NATHAMN
M.l

| Work Phone
Email
Pager
Title Streets & Traffic Supervisor
Organization STR
Hourly Rate $32.50

| Image

| Iz Active M

e To cancel a service request template, go to Request Templates and open the desired template. On
the General tab, change the Cancel field to Y.

e To cancel a work order template, go to Work Order Templates and select the desired template.
Change the Cancel field to Y.

e To cancel a custom field template, go to Custom Field Templates and select the desired category
in the Existing Categories panel and click the Inactive radio button.
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Custom Field Templates
Define Custom Categories
Apply ta Table
‘WORKORDER v
Existing Categories
Category Active Description N
ACCOUNT... VY Account humber
ADOPT-AS.. Y Adopt-&-Stream |
ATTRIBUTE Y Attribute data for
BUILDINGS N Buildings
BULKTRASH Y Bulk Trash Pickt
EZ@EILEAN Y @atph_quin Cles v
£ | 2
Add/Modify
\BUILDINGS |
Description
‘Buildings ]
(®) Inactive
) Active
The delete button should only be used when the
category has not been used in a work order or a
service request. Otherwise set this flag to inactive
to prevent future use.
a |l &
Save Clear Delete

o To cancel a task, go to Tasks and open the desired task. Check the Cancel Task checkbox.

£ Task Edit - NOTIFY

Name Description

NOTIFY | | Natify critical facilties of flushing schedule |
Assigned To Shop

’ VJ I VJ Cancel Task
Estimated days to complete |1 | Response Label iHesponse ] (] Notify M M
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Administration

Administration functions are performed by the Cityworks database administrator to set up the database
administrators, domains, and domain administrators. The Administration functions are Cityworks DBA,
Cityworks Domains, Storeroom Domains, Stake Domains, Password, and Employees.

Cityworks Administration is accessible to all Cityworks database administrators once logins have been set
up using the Cityworks DBA function.

NOTE: The Password function is only available for users who configure Cityworks with the encrypted

password option.

| Cityworks DBA S

. Cityworks Domains Cityworks DBA  Cityworks Storeroom Stake Password Employees
) Storeroom Domains Domains Domains Domains

| Stake Domains

| Password

| Employees

e Cityworks DBA—Set up the Cityworks database administrators and logins.

e Cityworks Domains—Define the domains and domain administrators with their logins. Also
assign the defined asset groups to the domains once the Cityworks domain administrator has
populated the asset groups. Domains are used to manage security.

¢ Storeroom Domains—Set up the Storeroom domains and Storeroom domain administrators
with their logins. Only available to organizations using Storeroom.

e Stake Domains—Set up the Stake Domains for the work order and/or service request
descriptions. Only available to organizations using the Dig-Smart interface.

¢ Password—Generate an encrypted password for each user’s real password so users cannot log
into the Cityworks database except through Cityworks.

NOTE: Cityworks must be configured to work with encrypted passwords for this function to be available.

¢ Employees—Sets up the basic employee information, including labor rates and skill sets.

NOTE: Employees may also be accessed by Cityworks domain administrators under Cityworks Setup.

Some overlap occurs between Cityworks database and domain administrators. For example, employees may
be set up either by the Cityworks database administrator in Administration > Employees or by the
Cityworks domain administrator(s) in Cityworks Setup > Employees. All security for service requests and
work orders is set by employee groups. In 2012.1, the group rights for work orders, service requests, and
inspections were simplified. Please read Knowledge Base article 10619 for more information on the Group
Rights Migration tool. These groups can also be used to add labor costs. Employee groups must be set up by
the domain administrator in Cityworks Setup > Domain Groups.

Cityworks DBA

The Cityworks database administrator is responsible for setting up and maintaining the Cityworks database
structure and creating the domains.
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Duties of the Cityworks database administrator:

e Create the Cityworks database, user accounts, and ODBC connection.
e Establish domains and assign a Cityworks domain administrator for each domain.
e Assist in the installation of new versions of Cityworks, including updating the Cityworks database.

Logins for the Cityworks database administrators are assigned on the Cityworks DBA window.

NOTE: See Using Designer for the First Time to access Designer with the default Cityworks administrator
login.

1. To expand the Administration section, click the plus sign (+) next to it.

- Cityworks Designer - BT

{4 Login 4 Disconnect GeaDB

N

2. Click on Cityworks DBA to open the Cityworks Database Administrators window.

= ¢ Administration
SN Gy warks DB
. Cityworks Domains
, Storeroom Domains
| Stake Domains
| Password
| Employees

3. Enter the Login and Full Name of the Cityworks database administrator.

Cityworks Database Administrators

Login - FullName | = )
j‘CWDBA | j‘Cityworks DBA| Eaoa Delete
| ks
‘ Login Full Name
| AZTECA Azteca Systems

4. Click Save to add it to the list below and the database.
5. Repeat these steps to add any other Cityworks database administrators.

NOTE: Once the Cityworks domain administrators are set up, Azteca Systems Inc. recommends changing the
password for the azteca login in the RDBMS to secure the system.

Cityworks Domains

Cityworks may consist of a single domain or multiple domains—it depends on how your organization wants to
organize security and access to information. A domain is a distinct group with shared work activities and
resources. Each domain acts as a filter with its own request templates, work order templates, and employees.

20 e Administration Designer 2013 Guide



An employee can only belong to one domain. The Cityworks database administrator may administer in
multiple domains as long as they are not added as employees to any domain. All Cityworks domain
administrators assigned to a specific domain can make changes to the configuration settings for that domain
only. They can also edit service requests and work orders, even after they have been closed.

NOTE: If you are using Storeroom, materials may be separated by Storeroom domains. Users only see the
qguantity and costs of materials on the work order Material panel for storerooms they have permission to
access.

When multiple departments are involved in performing specific tasks on a work order (e.g., a street
department that repaves after a water main is repaired), these departments may belong to the same domain
or security settings can be used to give access to the other domain. The other Cityworks domain
administrator may have permission to edit the full work order template or only certain tasks and/or costs.
Access to a single work order may also be set on the work order but if this is a common occurrence, it should
be done at the template level. Costs from another domain can be added to a work order if permission is
given.

TIP: Many organizations with interdepartmental users choose to use one domain to share information and
limit access through the security functions.

Call takers in a central call center may be set up to access more than one domain. In this case, the Submit
To or Dispatch To employee can be set in the request template in Designer. While a user may access
request codes for another domain and create a service request, the request Submit To or Dispatch To
employees are accessible only to members of the same domain.

Once Cityworks domain administrators have been added, they set up the asset groups. Since asset groups
may belong to multiple domains, the Cityworks database administrator is responsible for assigning the asset
groups.

Material and equipment are shared by domains; however, each domain sets up their own material and
equipment hierarchies. Use the Current Domain dropdown at the top of the hierarchy to switch to a
different domain. Storeroom also allows the domain to be switched, but users only see the storerooms that
they have permission to view.

— Materialz
Current Damain I k.5 j

@ Hierarchy | & Search Stock On Hanl:ll

——

it )
Mew Trunk  Add Category  Mew Itemn | Delete Node(s)

L,.] Electric Code
(el Facility Maintenance 0E39-00:

i-ld Foresty 100

1. Log in to Designer as the Cityworks database administrator and click on Cityworks Domains.

2. Type in the Name and Description for the domain at the top of the panel and click Save.
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Cityworks Domains

;,N?!T‘f’ | DomainName  Description | i District
WSD ,’ P Public Works [] Mortheast
Description .| WsD Treatment Plants [] Northwest
Trestment Plants [ [] Southeast
3 o Southwest
= =l @ &
Save Clear Delete
Domain Administrators
:[.qgin oF Login Full Name
|CADBA | Add WSD WSD
Full Name - 4&
?Cityworks Database Administratod j @
Delete
Domain Asset Groups
All Asset Groups » ‘ Assigned Asset Groups
AR | | | WASTEWATER TREATMENT
ANIMAL CONTROL b WATER TREATMENT
BUILDINGS <:]
CODE ENFORCEMENT
COMMUNICATIONS ‘
| CUSTOM ]l
K3 | 3l |

NOTE: If you're using Server and want to use districts, check the applicable District checkboxes for the
domain. Districts can represent any geographical area desired—for example, when several organizations are
responsible for providing different services based on city, county, or other boundaries. Districts are populated
by the domain administrator under Others > Codes > ADISTRICT.

3. Type in the Login and Full Name of the Domain Administrators in the center panel and click
Add.

4. Once the domain groups have been set up, they will display on the left in the Domain Asset
Groups panel. Select the desired Asset Groups for this domain and click the right arrow to move
them to the list on the right.

NOTE: A domain administrator will need to set up the asset groups. See Asset Group Definitions for
information on setting up the asset groups. The database administrator may also be able to set up the asset
groups if he/she is a superuser.

Domain Asset Groups
All Asset Groups A

| v
| STREET £
| TRAFFIC 213
a

[

| Assigned Asset Groups

WASTEVWATER TREATMENT

WATER

WATER TREATMENT =

TIP: Double-clicking on a single item in either list moves it to the other list.
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Domain Administrator Role

Cityworks domain administrators are in charge of configuring and customizing Cityworks for use in their
domain.

Duties of the Cityworks domain administrator:

e Select the asset groups and related GIS layers for the domain.

e Establish employee groups and assign security.

e Set up tree structures and keywords for requests, contractors, equipment, materials, and tasks.
e Create request templates with a series of questions and answers and other relevant information.
e Create work order templates and tasks.

e Define custom fields.

e Populate tables with attributes for employees, contractors, materials, and equipment.

e Define valid values for selection boxes and dropdown lists.

e Link geodatabase fields to Cityworks fields (field mapping) to automatically populate asset
attributes on Cityworks inspection/test forms.

e Customize form layouts, printing templates, and reports.

The Cityworks domain administrator functions consist of these groups. The Storeroom function is listed only
for logins of Storeroom domain administrators. It is not accessible to superusers who oversee more than one
domain.
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Elﬁlb Citwwarks Setup

----- Dramain Groups

----- Employees

----- Request Templates

----- Whork, Order Templates

----- Custom Field Templates

----- Contractors

----- E quiprnent

----- b aterialz

----- Tazks

----- Perrnitz

----- Custom [nzpection Templates
----- Inzpection Custam Observations
----- Predefined Corments

----- Template Security

----- Employes Felates:

----- Wiork, Order Template Clazses
=g Asset Setup

----- Azzet Group Definitions

----- Azzet Form Configuration

----- Azzet Ingpection Configuration
----- |rzpection Field Mapping

----- |zalation Trace Setup

----- Azzet Reading

----- Gendatabaze Sync

=14t Stareroom

- Stareroom Domain Groups
Sl Server Setup

----- Contract Line [tems

----- Audit Settings

----- GIS Services

----- Azzet Edit Fields in [nspection
----- 15 Attribute Updates

----- Idzer Settings

----- Login M anager

----- E quiprnent Changeout

S Others

----- itz of Measure

----- Codes

----- Custorn Data Fields

----- Preferences

----- [/l Quantity b atri= for Smoke Testing
----- tap Layers and Fields

----- Custorner Accounts

----- CU b atenial Groups

----- tacro bManager

----- Record Lock

----- Qther System Codes

o Cityworks Setup—Allows customization of the request, work order, and inspection templates
along with lists of employees, contractors, equipment, materials, tasks, and permits. See

Cityworks Setup for more information.
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o Asset Setup—Works with the asset information and mapping functions. See Asset Setup for
more information.

e Storeroom—Defines the Storeroom domain groups to allow permission for employees to

perform the storeroom transactions. See Storeroom for more information.

e Server Setup—Contains the settings used in Cityworks Server AMS. Server Setup is only
displayed when there are valid Server tables in the database. See Server Setup for more

information.

e Others—Performs miscellaneous functions, including preferences. See Others for more

information.

Storeroom Domains

The Storeroom Domains function is for organizations using the Storeroom application to manage materials.
This function sets up the Storeroom domain names, descriptions, administrators, and storerooms.

Once a storeroom domain has been defined, Cityworks assumes that the Storeroom application has been
installed, licensed, and is being used. This requires that all materials have been assigned to a storeroom and
populated with the stock-on-hand. In addition, transaction permissions must be set for each storeroom.

1. Click on Storeroom Domains.

Storeroom Domains
Name

'THOMASVILLE
Description
Thomasville Storerooms
(o} E @
Save Clear Delete
Domain Administrators
Login
o | ¢
| Add
Full Name
| [ @
Delete
Storerooms

All Storerooms

Domain Name Description
THOMASVILLE Thomasville Storerooms

< 2>
Login Full Name

Py P Administrator

WsD WSD Administrator

< | B

Assigned Storerooms

ESIDE
MAIN
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2. Enter the Name and Description for the Storeroom domain at the top and click Save.
3. Repeat the previous step for all desired domains.
4. Select the desired domain from the list on the top right panel to activate the middle panel.

5. Enter the Login and Full Name of each Storeroom Domain Administrator in the middle panel and
click Add.

IMPORTANT: A login name can only be assigned to one domain.
6. Repeat these steps to assign domain administrators for each domain.

7. Click the Create new storeroom location button (magnifying glass icon) to open the STORERM

Codes box.
% Codes Q@@
STORERM Codes
Code Description
DT1 Stormwvater Truck 1
ESIDE East Side Storeroom
ET1 Electric Truck 1
MAIN Main Enterprise Storer...
PT1 Parks Truck 1
RT1 Street Truck 1
ST Sewver Truck 1
TT1 Traffic Truck 1
WT1 Water Truck 1
Code Description
PYMAIN \Main PV Storeroom
H| @ | v &
Save| \Delete | Select Cancel

8. Enter the Code and Description for the storeroom and click Save.
9. Repeat this step to add all desired codes. When done, close this window.

NOTE: Storeroom codes may also be set up by the Cityworks domain administrator under Others > Codes
> Others category > STORERM.

10. In the main Designer window, assign the storerooms to the domain by selecting them from the list
on the left and clicking the right arrow to move them to the Assigned Storerooms list on the right.
You can also double-click on a single item in either list to move it to the other list.

TIP: While a storeroom may belong to more than one domain, not many organizations choose to have
multiple domains run the same storeroom(s).

TIP: Double-clicking on a single item in either list moves it to the other list.
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11. Repeat the previous step to add all of the storerooms to the desired domain.

Dig-Smart Stake Domains

Stake Domains is for organizations that use the Dig-Smart interface for marking utility lines prior to
digging. Dig-Smart is a GIS-centric application that interfaces with ArcMap.

NOTE: See Dig-Smart in Glossary of Terms for more information on this application.

A ticket created in Dig-Smart can be set up to automatically generate a request or work order. These steps
must be taken to set up Dig-Smart.

¢ Under Custom Field Templates, create a work order and/or service request with a Category
named DigSmart that contains these exact fields:

o DS_TICKETID
o DS_STARTDATETIME
o DS_CONTACT
o DS_COMPANY

NOTE: See Custom Field Templates for details on how to create these fields.

e Create a DigSmart request and/or work order template and apply the custom field template to
each domain that handles Dig-Smart requests and/or work orders.

IMPORTANT: A Dig-Smart template must be defined as a service request or work order before proceeding
with these steps. See either Request Templates or Work Order Templates for instructions on how to set up
the desired Dig-Smart template.

1. Click on Stake Domains under Administration.

2. Select the Cityworks Domain from the dropdown.

3. Select the radio button option for Work Order or Service Request to list the associated templates.
4. Select the desired Template on the left.

5. Select the Initiated By employee from the list on the right.

6. Click the Save button to save the information to the database and list the information in the lower
pane.
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Stake Domains

'Select a Citywworks Domain

|WSD

Problem Code

Q O u Work Order @ u Service Request

Initisted B'_f

Template | Employee
BACKUP BAXTER, CHARLIE
CAVE IN BEEMAN, AMY
CHANMEL BACKUP CHARLES, RY AN
CULVERT BACKUP GUNTER, BOBBY D
DIGSMART HASLAM, BRIAN L
EROSION HENRY, WWILL
HIGH BILL KLEIN, ADAM
INLET BACKUP LARSEN, FREDERICK J
LEAK LIEBER, LAURA,
LOW PRESSURE LONG, DEREK
MAIN BREAK LUCKEY, KATE
METER PROBLEM LYONS, JAMES
MISSING GRATE PLANTE, SEAN
MISSING MH COVER PORRIE, JAMES
NO VWATER PULLMAN, JOHN
QDOR STANNEL, CHRIS
OTHER WATER ISSUE THOMAS, SARA
PRESSURE DROP | WOLFE, ED
ROAD LITTER & | WSD,WsD
| SPAFR | EAW —
[ @
Save [«} Delete
Domain WOISR Template Initiated By
| Pwy SR DIGSMART DANIELS, EMILY

To delete a Stake Domain from the database, select the Initiated By employee from the list on the lower
pane and click the Delete button.

Password

The password option is for organizations using the encrypted password function. Follow the instructions for
Adding Password to Designer if Password is not listed under Administration in Designer.

Adding Password to Designer

If the Password option is not listed under Administration, Cityworks has been installed without the
encrypted password option. It may be added by changing the ConfigureCityworks.xml file which
populates the registry keys read during the login process.

1. Open Windows Explorer and navigate to the ConfigureCityworks.xml in the Cityworks folder.
The default location is: C:\Program Files\Cityworks\ConfigureCityworks.xml.
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Address | C:\Program Files|Cityworks
Folders X Mame = Size  Type
= (£ Program Files ~ | E]CityworksDataTemplatel.xls 273KB  Microsoft Excel Wor...
# ) Adobe — B cityworksDataTemplate. s S45KE Microsoft Excel Wor...
# ) ArcGIS M configureCityworks.exe 10KB Application
# () Business Objects @ LKB XML Document
= 1 Cityworks 3] CwControls.dil | Open pplication Extension
@ £ bin = CWToo|barConFig.XMIM ML Document
() DB Manager ‘J‘!JDataPump.exe Open With » pplication

2. Right-click on it and select Edit.

[} ConfigureCityworks.xml - Notepad E]@

File Edit Format Yiew Help

<?xml version="1.0" encoding="utf-8" 7>
<CwSettings>
<Installation xmins="http://www.azteca.com/CwsSettings.xsd">
<Options>
<SavePasswordstrue</savePassword:>
<Proxy>-ElEE</Proxy>
</options>
</Installation:>
</CwSettings>

e ——————————————————————————————————————————————————————————————————————————————————

3. Change the false between <Proxy> to true, save, and close the file.

NOTE: The SavePassword option above the proxy setting allows the user to save the password on the
login screen if set to true.

4. Select All Programs > Cityworks > Configuration > Configure Cityworks from the Start
menu. Or if Windows Explorer is still open, click on ConfigureCityworks.exe, immediately above
the ConfigureCityworks.xml file in the Cityworks folder to configure Cityworks.

[ Cityworks @ Configuration » | P Configure Cityworks

i@ Interoperability Suite  » |} 5. Administrator

NOTE: Nothing opens on the user interface and this takes just a few seconds to complete.

5. Click Login from the Designer toolbar and log in again to refresh the software and activate
Password.

Encrypting a Password

The Password function sets up the link for encrypted password so users are unable to log into the database,
except through the Cityworks application, and thus protects against unauthorized use. The Cityworks
database administrator should maintain the list of the logins with their real and encrypted passwords.

IMPORTANT: Encrypted passwords should never be disclosed or distributed.

1. Click on Password.
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2. Type the user’s database login into the DB Login field.

[ Encrypt a Password

Citywvorks has an optional féa‘ture Wthh Iimifs all users' Eapabiliﬁés ouisidé of ihe Cﬁyworké application. This
is useful when users have access to other third-party tools such as report writers or SGL tools that can
access or alter important or sensitive data.

| In order to implement this function, two steps must be taken. First, when the software is installed on & user's

| machine, the "Limited Login" option must be set to 'Yes'. Second, using this form, each user's login name and
password must be entered below. Designer will generate an encrypted password which you will need to

| enter into your database system when you create the user's account. For example, you are creating a user

| named "foreman1" with a password of "mrwiggly." Enter "foreman1" into the User ID hox, and enter

| "mryviggly" into the Real Password hox.

Designer will generate an encrypted password wwhich you must enter as the user's password when creating
the user in your database system. YWhen a user logs in as "foreman1" they will enter "mrwiggly" as the
| password, Cityworks will encrypt the password and send the encrypted password to the database for actual
| login. As long as the user does not knowy the encrypted password, they cannot log into the database with
| any other application.

DB Login |sthomas

Real Password |

Encrypted Password | Clear

3. Type the user’s assigned password into the Real Password field which generates the Encrypted
Password as the Real Password is typed in.

NOTE: Because the software links the real and encrypted passwords, typing in the real password always
generates the same encrypted password.

4. Make a record of the user login and both passwords.
5. Click the Clear button to enter the next Cityworks user.
6. Follow steps 2-5 to generate a list of logins and passwords for all Cityworks users.

7. Enter the Encrypted Password for each user’s login when creating the user in the database
system.

8. Give the user the login and real password to use when logging in to Cityworks.

Employees

The Employees function is the only one that may be accessed as a Cityworks database administrator or a
Cityworks domain administrator. It is the same in either location, except that custom fields, employee skill
sets, and dynamic cost codes must be set up by the domain administrator. Once set up, these fields may be
populated from either location. If desired, employee records may also be created for departments and
contractors. A single employee may belong to multiple domains as long as the login is different for each
domain.
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The Groups in the Domain Groups list is set up by the Cityworks domain administrator in Domain
Groups. Once employees have been added, they may be quickly added to groups using the Domain
Groups function. A single employee may also be added to all the groups to which he/she belongs on the
Employees tab by checking the box in front of all applicable groups.

NOTE: If employees are added using the Cityworks Data Template EmployeeLeaf, the employees must still
be assigned to the applicable group(s).

Many details about the employees can be listed on the tabs and others can be tracked using custom fields.
The tabs most frequently needed are on the left and those that are accessed mostly during the initial setup
have been placed on the right.

Employees Tab

The Employees tab contains most of the employee’s information, including phone numbers, email, job title,
groups, custom fields, and various pay rates for overtime, holiday, etc. Existing information can easily be
updated here by making the change(s) and clicking the Save button.

Rates are used to add labor costs to service requests and work orders. They can also be used in searches and
reports. To maintain privacy, rates may also be set up by group type and view permissions may be restricted.
In addition to the rates listed, specialized rate types are available. Cost codes are customized rates as defined
by the organization. Job codes, which pay employees a certain rate according to the job type, can override
the cost codes. These dynamic rates are set up on the Cost Codes or Job Codes tab found on the Codes
window under Others.

NOTE: See the sections in on Cost Codes Tab and Job Codes Tab for information on setting up customized
rates.
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— Employees

Current Domain IKSM Ll
tﬁ Employees I W‘(’ Skills I [=¥ Load Employees I Q Inactive Employee Search I & Desktop Event Layers I

— Existing Employees
Last Name I First Name I .l I Login Name | Is Active I Title: ;’
PALL EVAN WAWTPTEC... Y WWATP Technici...
PAYNE KEN WTTECHD2 Y Water Technician |
PENA, RON WAWTPTEC... Y WATP Technici...
PEREZ BILL WALABR1TT Y Wastewater La...
PERKINS DONALD WANLABROZ Y Wastewater La...
PERRY RICKY WALABR1S Y Wastewater La...
| | _>J_j

— General Information — Domain Groups — Custom Fields
Field I Value | :I Groups -~ Field Name | Value |
M.I. [ &IRPORT EMERGENCY C... PwaAdmin
Work Phone 555.555.5555 CITY CLERK CONTACT PHONE 8015232751
Email COCSTESTING... CITY MANAGER
Pager CODE ENFORCEMENT
Title Public Works/Ut... ELECTRIC
Organization FORESTRY
Hourly Rate $49.75 GIS
Image [ GUEST
s Active Y INSPECTIONS
Map Service Id 1 NATGAS -
Active Directory .. Z «| | _)rj
4 4 @

Save Clear | Delete

— Regular Rates — Attachments
O Ft Attachment |
 Ficed I Up:ite :d?d C:AEmployee\PwWadminw/ 4F orm. tat
Category | Type | Rate | -
Benefits PERCENT 5.00 Remove
Holiday PERCENT 100.00
Other PERCENT  0.00 a
Overhead PERCENT 0.00
Overtime PERCENT 50.00 _'J

V2012

1. Look over the fields listed in the Field Value table to see if any other information is tracked by the
organization.

NOTE: You can add any additional fields desired in Custom Data Fields under Others. See Custom Data
Fields for detailed information.
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Custom Data Fields
| [l Tables | & custom Asset |
Tables Field Name Field Type Code Type ® Use Code
[EMPLOYEE v | [MAILNG ADDRESS || varcHaR vl | |© use peseripton

Default Yalue

‘ Field Visible [ &
' Field Required Save Delete

j ‘ Field Name Field Type Visible Required Code Type Code/Desc
DATE OF BIRTH DATE Y M
EMERGENCY CONTACT VARCHAR Y M CODE
HIRE DATE DATE ¥ M

2. Add employee information by one of the following three methods.

e If an employee list already exists, switch to the Load Employees tab and follow the instructions
listed there. See Importing Data or Load Employees Tab for more information.

Employees

Current Domain | P/ 1 Vi

3 Employees | &% Skils| =9 Load Employees | & Inactive Employee Search | {§ Desktop Event Layers
L ——————— —_— S — —_—— 1
|| &n import file must be a delimited text file with the first row containing delimited field names. Double-click — Delimited By
the text box to brovwse to an import file. Specify the field delimiter, then click the load button to load the file O Comma
into the list view. Select the employee(s), domain and group name(s), click save to update the database. ® Tab
Selected saves only the selected employees, while Save All saves all employees listed in the list view. ~ Other

e

Import File : ;'ticarth\arringlonm Import Files\Employees txt \ Load

o If no employee list exists, use the Microsoft Excel CityworksDataTemplate.xls to type in the
employee information (or export to a file and have another employee populate the spreadsheet).
See Cityworks Data Template for more information.

e To add a single employee or update an employee’s information, use the General Information
box on the left center pane of the Employees window. The required fields include Last Name
and Is Active. See Field Value Tables for more information.
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— General Information

Field | value | -]

Employee |D PwaADMIN

Login ID PwaDMIN

Last Name PufaDMIN

First Name

M.l

Work Phone 556.555.5555

Email COCSTESTING...

Pager

Title Public Works/Ut...

Organization

Hourly Rate $49.75 -

Image

Is Active ¥

Map Service |d 1

Active Directory ... v
V2012

Employee ID—A client-site ID, such as a payroll number, up to 15 characters in length.

Login ID—Used to log in to Cityworks; up to 30 characters, usually assigned by the database
administrator or IT staff who assign Windows logins to match the schema used by the
organization, e.g., first initial with the last name.

Last Name—Up to 30 characters long, apostrophes allowed.
First Name—Up to 15 characters.

M.I. (Middle Initial)—2 characters allowed.

Work Phone—Up to 24 characters.

Email—Required for Submit To employees who are set up to automatically receive emails about
requests or work orders; maximum 250 characters.

Pager—Or other phone number, such as cell or home.
Title—Job title, position, or classification; up to 40 characters.
Organization—Or department.

Hourly Rate—For tracking labor costs; may be actual rate, an average based on job
classification, a fully-burdened rate that includes benefits, overhead, etc. or any variation. If
nothing is typed in the space, the field defaults to $0.00 when the employee is saved.

Image—Type in the network path to an image file or double-click in the field to open a browser
box and browse to the desired image file to load the path in the field and load the image in the
blank space on the right pane.

Is Active—Required field: Y for active, N for inactive. Inactive employees are listed in gray in
the Existing Employees list in Designer and are not listed in Cityworks selection lists. Setting
an employee to inactive, instead of deleting them, preserves the historical data.

Map Service Id—Select from the dropdown menu to associate the employee to a map service.

NOTE: Employees may also be associated to a map service under Server Setup > GIS Services.
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e Active Directory Domain—Enter the domain to use for Active Directory (AD) authentication to
manage network administration and security through a central location. Internet Explorer (IE)
must be utilized to use the AD Domain. Instruct IE to send the credentials via an Internet
Information Services (IIS) setting. In the Web.config file for Server AMS/PLL
(...inetpub\wwwroot\<site_alias>\WebSite), set the authentication mode from “Forms” to
“Windows” as shown below:

NOTE: Don't set the Web.config file at the machine level, or all sites are subject it.

<system.web>

<authentication mode="Windows"/>

</system.web>

There is another way to configure Windows authentication; however, this is not required if the Web.config file
is changed.

e StartIIS

¢ Right-click your application’s virtual directory and then click Properties.

e C(lick the Directory Security tab.

¢ Under Anonymous access and authentication control, click Edit.

e Make sure Integrated Windows authentication is the only selected checkbox.

When using AD Domain, the software skips the password portion (ignoring the value set in the encrypted
PASSWORD field of the CWSVRMEMBERSHIP table) so those with AD passwords that change every *x’
number of days are not affected.

1. Check the Domain Groups to which this employee belongs.
NOTE: Employees may also be assigned to domain groups under Cityworks Setup > Domain Groups.

2. Populate any Custom Fields by double-clicking in the Value field. A box for entering in the
information opens, such as Choose a Date or Enter Value. Use it to enter the Value in the field.

Some Custom Fields may be required by the organization before the employee information can be saved. A
Required Value information box opens to ask the user to enter a value for the listed required custom field if
a required field hasn’t been populated. If multiple custom fields are required, a message will open for each
one in the order listed until all required fields are populated.

3. Click the Save button.

4. If desired, set the Regular Rate by clicking on the Category in the list to load the information into
the top of the pane, set the radio button option to Percent (default setting based on the Hourly
Rate) or Fixed which adds an additional amount to the hourly rate, and click the Update button for
each rate.

NOTE: If these rates do not match those used by the organization, use cost codes instead and leave these
Regular Rates blank. See the section on Assign Cost Codes Tab for more information.
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Regular Rates

(®) Percent

. 16.00

O Fiked Updatehy
Category Type Rate
Benefits PERCENT 25.00
Holiday PERCENT 50.00
Other PERCENT 10.00
Overhead PERCENT 20.00
Overtime PERCENT 50.00
Shift Differential ~ FIXED $0.75
Stand By PERCENT 0.00

o Benefits—Pay for additional items an employer may provide, such a health insurance, life

insurance, retirement plan, etc.
e Holiday—Pay rate for working on holidays.

e Other—Use for any code not already included in the list.

e Overhead—Use for any overhead costs that are added to billable work for other departments,

etc.

e Overtime—Pay rate for working more than 40 hours per week; generally time and a half.

« Shift Differential—Additional pay for working swing, graveyard, or other shift.

e Stand By—Additional pay for being on-call for emergencies during the evenings or weekends.

The organization sets up the rate schedule to match their desired method of calculating rates. There are
two different ways of setting rates. For example, overtime may be selected in addition to the regular rate
for the total labor cost on a work order. However, if all of the cost is considered overtime, uncheck

Regular, which is checked by default, and check Overtime on the labor pane.

NOTE: Use the Cost Code tabs if additional rates are needed.
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Search By |GROUP NAME

v | |WATER CREW

Zl

Name

[ Title I Employee SID

|

GUNTER, BOBBY D
ROBERTS, GUY F
WADE, FRANK D

Water Supervisor 4031
Water Maintenance ... 5762
Water Maintenance W... 5764

Finish Date

Description

Hours{3.00 |

Start Date[02/04/2006  [$+][08:00 |© Actual Regular
O Estimated Overtime

02/04/2008_ ]~ ][1100 Joy ooy, | Holidy

finish repairing main Saturday

Account |

[ Benefit

IO Contractor [ 5tand By

[ Shitt Differential
o Add < Clear “»  Remove [ overhead
fi  Switch Entities/Tasks | Other
Total Actual: $435.36
Name | Hours/Unitsl Start Date l Finish Date [ RegularCostl DvertimeCostI

GUNTER, BOBBY D 3.50
ROBERTS. GUY F 3.50
WADE, FRANK D 3.50
GUNTER, BOBBY D 3.00
ROBERTS, GUY F 3.00
WADE, FRANK D 3.00

2006-02-03...
2006-02-03...
2006-02-03...
2006-02-04...
2006-02-04...
2006-02-04...

2006-02-03... 126.00
2006-0203... 3325
2006-02-03... 5075
2006-02-04 ... 108.00
2006-02-04 ... 2850
2006-02-04 ... 4350

0.00
0.00
0.00
19.44
10.26
15.66

5. 1If desired, add any desired attachments for the employee, for example, a resume, certificate, W4
form (Employee's Withholding Allowance Certificate), etc. Drag and drop the file(s) into the field or
click the Add button in the Attachments pane on the lower right to open a browser box for
navigating to the file.

- Attachments
— Attachment
AT;I/:I \WDatahead\ClientServices\Documentation'Resume Brian Haslam.doc
Remove

Navigate to the desired file in the Select attachment file(s) box and double-click on the file (or select and
click Open) to load the path.
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Skills Tab

The Skills tab allows the organization to track any skill sets, certification, or other specialized training an
employee may have received.

1. Populate the Codes list for AEMPSKIL (or have the Cityworks domain administrator do it). The
Codes list is found in Others > Codes under the Description of Employee Skill Sets. Enter the
Code and Description on the bottom right pane and click the Save button. Add all desired codes in

this manner.
Codes
Current Domain EPW ¥
9¢ AddModify 8 mport | 4i ccTv |
Asset Group o Code Format -
EAIF{ v | ;COdes and Descriptions v :
| ey ey L - =
Code Types Codes and Descriptions
Code Description - ‘ \ Code Description
|| ACUST Custom Field Codes = Bachelor of Arts Degree
ADEPTNUM Account Dept Num \ BS Bachelor of Science Degree
ADISCOUNT Discounts Availahle | CAC Certified Ashestos Consultant
ADISTRCT District (Server) \ CDL Commercial Driver's License
ADISTRICT District (Server) \ CPT Certified Personal Protective Equipment
AEMPSKIL Employee Skill Sets \ CSE OSHA Confined Space Entry Certificate
AEQUIPSTOR Equipment Storage Areas | CWUT Cityworks User Training
|| AFLEET Fleet Class Codes | DOTHAZ Certified DOT HAZMAT Technician
AFUNDNUM Account Numbers | EST Certified Electrical Safety Technician
AlANDI 1&| Source FRKLFT Forklift Operator Safety Training
AMATACT Material work activity HAZMAT Hazardous Materials Handling Certification
AORGCODE Orangization Code | HADWOPER  Certified Haz Waste Operator
APIPEMAT Pipe Material | LFILL Landfill Operator Certification
APIPETYPE Pipe Type MBA Master of Business Administration
APRIORIT Priority -1 MS Master of Science degree
APROBCAT Request Problem Category | OSHA OSHA Safety Certification
APSOURCE Permit Source | PHD Doctorate Degree
ASRMRQT Storeroom Requisition Type SEM Certified Emergency Management Spec
ASSOACT SS0 Action Taken Wi Certified Wastewater Operator
ASSOLOC S50 Cause Location | WWO Certified Water Works Operator
ASSOREA SS0 Cause | VWATP Municipal WWTP Operator Certification
ATRAIN Training and Certificates v |
Code Type Description Code Description
| |Employee Skil Sets | CYWADMIN | [Cityworks Adminitration Training |
= = = 2 @
Save Clear Save Clear Delete

2. Switch back to Employees (under Administration or Cityworks Setup), click on the Skills tab,
and select an employee from the dropdown.

NOTE: If necessary, change the Current Domain at the top to list the desired employees.

38 e Administration Designer 2013 Guide



Employees

Current Domain P

| % Employees| @ Skils | [ Load Employees | & Inactive Employee Search |

— ~Employee Skills
[M*I[LE’ HéUSﬁMJ :, ‘ Code  Description
bD > t" = BS Bachelor of Scie
_vescrption
’Piwinghs User Training -

Class Title Provided by
(SewviceFlequsts [|Azteca Systems, Ine.

Instructor Certification
iStﬁeve Thomas | i
Certification Date _ Expiration Date :
[ 471172006 %/ /2322010 v
1
=2 o0 @
} Saveht Clear Remove
|~ Defined Skills

Code Description » ‘

BA Bachelor of Arts Degree

BS Bachelor of Science Degree

CaC Certified Asbestos Consultant

CDL Commercial Driver's License

CODE Description

CPT Certified Personal Pratective Equip...

CSE 0SHA Confined Space Entry Certifi...

CwADMIN  Cityworks Administration Training
CWwST Cityworks Server Training

CwUT Cityworks User Training

DOTHAZ  Certified DOT HAZMAT Technician
EST Certified Electrical Safety Technician
FRKLFT  Forklift Operator Safety Training
HAZMAT  Hazardous Material License

LFILL Landfill Operator Certificate

MBA Master of Business Administration ¥l || =

3. Select the applicable Code from the list to load the Description.
4. Type the applicable information in Class Title, Provided by, Instructor, and Certification.

5. If applicable, check the Certification Date and/or Expiration Date and type in the date or select
using the dropdown to open the calendar.

TIP: The checkbox in front of the date activates the date field and can be automatically checked by clicking
the dropdown arrow to select the date.

6. Click the Save button to save the information to the list on the right pane and clear the fields.
Scroll across to view all the fields:

e Code
e Description
e Class Title
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e Instructor

e Provided by

e Certification

o Class Date

o Expiration Date

Emplwpe Skills

Code Description Class Title Instructor Provided by Certification  Class Date
BS Bachelor of Science Degree University of Utah 4/28/1331
CwUT  Cityworks User Training Service Requsts  Steve Thomas  Azteca Systems, Inc. 4/11/2006

7. Add each skill for this employee by following steps 4-7.

8. Change the employee using the dropdown selection at the top of the left pane and add skill sets for
the other employees in the same manner.

NOTE: The employee selection listed is for the Current Domain shown above the tabs which may be
changed for administrators who are working with more than one domain.

The Clear button clears the fields. The Remove button removes the selected skill(s) for the employee from
the list and in the database. No confirmation box opens.

Assign Cost Codes Tab

The Assign Cost Codes tab is used to link the employee(s) to customized, dynamic labor rates created on
the Cost Codes on the Codes window found under Others. The cost codes are defined for the employee by
entering the percent or fixed amount for the rate. If the domain is using the Regular Rates found on the
Employees tab, skip this section as only one rate type may be used.

IMPORTANT: At this time, dynamic cost codes do not support asset- or task-based costs. Do not use
dynamic costs if labor will be associated to assets or tasks.

1. Under Others > Preferences, set the Use Dynamic Cost Codes option to Y to activate dynamic
costs and display the Assign Cost Codes tab on the Employees window.

NOTE: Selecting the dynamic cost codes activates the Cost Codes and Job Codes tabs on the Codes
window and lists the defined codes on the Employees > Assign Cost Codes tab and on the Work Order
Templates > Labor tab.
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Preferences

Current Domain IWSD v]

@ General | o) Email Settings | 7! Holidays |
Element Value

Work Order Cost View ACTUAL
Geolocating Address Type STREET
Allowy Materials Edit in Designer ENABLED
Manually Assign WO IDs DISABLED
Manually Assign Ratings ENABLED
Modify Date/Time Inttisted ENABLED
Default Area Code 801
Map Feature Name
Map Field Name

Tile MNo. Feature Name
Tile Mo. Field Name

Shop Feature Name

Shop Field Name

Default SR Status - Recent OPENM
Default SR Hours - Recent 4
Default WO Status - New P
Default SR Status - New IP
ArcGlS Y
Search on Cancelled Templates ... N
Use Equipment Checkout N
Use CCTY Codes Y
Start of Week Sunday

First Month of Fiscal Year

Use Dynamic Cost Codes W
January

(=

Save

2. Switch to the Codes window under Others and open the Cost Codes tab to define the desired
codes.

NOTE: See the Cost Codes Tab section for detailed information on how to populate these codes.

# L= Administration Codes
}é Cityworks Setup Current Domain {WSD V]
L= ArcGIS Setup = == _—
L& Server Setup | 9. Addmocity | [l import | J ccTv | IR Cost Codes | (3 Job Codes |
=g Other§ Code Description Sequence ID
J Units of Measure |OVERTIMEZ | |overtime 2 (50+ hours) | [ |
% Codes ;
| Custom Data Fields aly & ® S
JI Preferences Save[\Clear Delete l Refresh Clear all
JI 11 Quantity Matrix for S T T — -
’ J Map Layers and Fields Cost Codes Description Sequence Domain
| Customer Accourts OhicAL e . -
iz J CU Material Groups e Sy St ; = 2
| Macro Manager GRAVEYD Gra.veyard Shift 3 2
JI pwRecordLock WIKENDHOL Holldgy Weekend 4 2
S ST Y e OVERTIME1 Overtime 1 (40-49 hours) S 2
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3. Return to Employees under Cityworks Setup and switch to the Assign Cost Codes tab.

Employees

Current Domain EWSD i ]

) Employees#@ﬁ Skills \ % Assign Cost Codes ILB Load Employees | \% Inactive Employee Search | & Des
Last Mam...  First Name M.l Login Na ‘ Cost Codes  Description Sequence  Domain
BAXTER CHARLIE CBAXTEF ONCALL On Call 1 2
BEEMAN AMY ABEEMAT SWING Swing Shift 2 2
CHARLES RY AN RCHARLE GRAVEYD  Graveyard Shift 3 2
GUNTER BOBBY D BGUNTEF WKENDHOL  Holiday Weekend 4 2
HASLAM BRIAN L BHASLAY OVERTIME1  Overtime 1 (40-49 hours) 5 2
HENRY WiLL WHENRY OVERTIMEZ  Overtime 2 (50+ hours) 5] 2
KLEIN ADAM AKLEIN
LARSEN FREDERICK J FLARSEM
LIEBER LAURA LLIEBER
LONG DEREK DLONG
LUCKEY KATE KLUCKEY
LYONS JAMES JLYONS v

2 >

. e — vl @ | ®

(© Percent O Fixed Hot —«‘65 ] Add | Remove ' Refresh

I Cost Codes Assigned to: | BAXTER, GUNTER, LARSEN 3
Employee Cost Codes Description Rate Method Domain
BAXTER WKENDHOL Holiday Weekend 75.00 PERCENT 2
GUNTER VWKENDHOL Holiday Weekend 75.00 PERCENT 2
LARSEN WKENDHOL Holiday Weekend 75.00 PERCENT 2
BAXTER OVERTIME1 Overtime 1 (40-49 hours) 50.00 PERCENT 2
GUNTER OVERTIME1 Overtime 1 (40-49 hours) 50.00 PERCENT 2
LARSEN OVERTIME1 Overtime 1 (40-49 hours) 50.00 PERCENT 2

4. Select the employee(s) to which the cost code applies.

5. Select the Cost Code.

6. Select the radio button option for Percent or Fixed and enter the Rate.

7. Click the Add button to list the information below and save to the database.

Once the cost codes have been assigned, the Dynamic Cost Codes box on the lower left pane of the
Employees tab displays the cost codes for the selected employee.
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Dynamic Cost Codes

& Percent o

O Fixed :l Update

Employee Cost Codes = Description Rate  Method
GRAVEYD Graveyard Shift 3000 PERCENT
OVERTIME1 Overtime 1 (40-49 hours) 5000 PERCENT
OWVERTIMEZ2 Overtime 2 (50+ hours) 65.00 PERCENT
SWING Swing Shift 2500 PERCENT
WKENDHOL Holiday VWeekend 75.00 PERCENT

Load Employees Tab

The Load Employees tab allows employee information already stored in a file to be imported for use into

Cityworks.

NOTE: The load process is briefly described in step 3 under Employees Tab, on the tab itself, and under

Importing Data.

Employees

Current Domain I P/

4|

:ﬁ Employee§ Q,’g Skills-E@ Load Employees \Q Inactive Employee Search {‘.A Desktop Event Layer§§

Animport file must be a delimited text file with the first row containing delimited field names. Double-click — Delimited By
the text box to brovwse to an import file. Specify the field delimiter, then click the load button to load the file O Comma
into the list view. Select the employee(s), domain and group name(s), click save to update the database. @ Tab
Selected saves only the selected employees, while Save All saves all employees listed in the list view. O Other
&
Import File : | WGarthiarringtoniCV Import Files\Employees txt || Load
EMPLOYEEID =~ FIRSTHAME = MIDDLEINITIAL =~ LASTNAME = TITLE PAGER WOF A~
CCADMINDT NICOLE A JOHNSON CALL CENTER ADMINISTRATOR 555.5=
CCTECHO1 DavID H HESBY CALL CENTER TECHNICIAN 5555
CCTECHODZ2 CYNTHIA R MOORE CALL CENTER TECHNICIAN 555.€
ELADMINDT GEOFF W GIBSON ELECTRIC ADMINISTRATOR 555.€
ELECINSPO1 DONALD | HEARRELL  ELECTRIC INSPECTOR 5555
ELTECH1OM SCOTT Z ROHER ELECTRIC TECHNICIAN | 555.5
ELTECH102 GUS P JOHNSON ELECTRIC TECHNICIAN | 555.E 88
< | >
Domains Groups =
Domain Groups A | Selected
P SUPERVISOR S5
WSD MAINTENANCE WORKER | save all
MAINTENANCE WORKER 2
WATER CREW @
SEWER CREW 1 Remove
STORM CREW
CALL TAKER
STREET CREW 1 v
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Once the information is loaded, the employee groups may be assigned by selecting the employee(s), the
domain, and the group(s). Click the Selected button to add each selection to the database (or click the
Save All button to save all the employees and use the Domain Groups function to assign the employees).

Inactive Employee Search Tab

The Inactive Employee Search tab allows for various searches on inactive employees. An inactive
employee may then be replaced with an active employee who has permission to perform the selected
responsibilities but only for certain types of records. See step 5 for more details.

1. Switch to the Inactive Employee Search tab and select the desired radio button option for All
records or Filter.

Employees

Current Domain PW v|

B Employees | &% Skils | 9% Assign Cost Codes | [ Load Employees |: &, Inactive Empioyee Search || J}, pes ¢ *

éearch for Inactive Employees

@ an O Fiter ® =3 o 4 ‘
Search Clear Print Save }
Search Results: 79 record(s)

Work Order Templates (Labor)

Type ttem Description Field Empl #
| Request Template  SIGN BLOCKED ProblemLeaf SubmitTo GAIN
RequastTempkees | Request Template CITATIONISSUED  Problemleaf  DispatchTo  GAIN
Questions / Answers ‘ Request Template  DIGPRMT ProblemLeaf DispatchTo GAIN
| Request Template  SPILL NOTIFICA...  ProblemLeaf DispatchTo GAIN
Questiondnswer DIGSMART Questiondns... SubmitTo GAIN
Employees Employee GAINES Employee EmployeeSid  GAIN
Employee Relates : Employee Relate RelEmpToF! feld PROBLEMLEAF DISPATCHTO  GAIN
Employee Relate RelEmpToField PROBLEMLEAF SUBMITTO GAIN
Employee Relate RelEmpToField PROJECT APPROVEDBY GAIN
Tasks (Assigned To) | Employee Relate RelEmpToField PROJECT ASSIGNEDTO  GAIN
] | Employee Relate RelEmpToField REQUEST INITIATEDBY GAIN
Materials (Lahor) | Employee Relste  RelEmpToField REQUEST DISPATCHTO  GAIN
| Employee Relate RelEmpToField REQUEST SUBMITTO GAIN
| Employee Relate  RelEmpToField REQUEST CLOSEDBY GAIN
: Employee Relate  RelEmpToField TASKLEAF ASSIGNEDTO  GAIN
| Employee Relate RelEmpToField WORKORDER  INITIATEDBY GAIN
| Employee Relste  RelEmpToField WORKORDER ~ REQUESTED... GAIN

| Employee Relate RelEmpToField WORKORDER  SUBMITTO GAIN

< ‘ >

Update selected records with employee:

MATTHEWS, ROBERT J. =

T[% |
Update }

If Filter is selected, check the desired box(es) in Filter Options.

e Work Order Templates (Labor)—Lists all work order templates with an inactive employee
listed in the labor selection.

' Type

E Work Order Template Labor
| Work Order Template Labor
| Work Order Template Labor

ftem

RROAD: Resurface
RROAD: Sweep

EVENT: Traffic Barricades

Description
LaborCostTmp
LaborCostTmp
LaborCostTmp

Field
LaborSid
LaborSid
LaborSid

Employee

GAINES, NATHAN
GAINES, NATHAN
GAINES, NATHAN
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¢ Request Templates—Lists all request templates having an inactive employee as a Submit To
or Dispatch To person.

e Questions / Answers—Lists inactive employees who are the Submit To or Dispatch To
person based on a request template’s question-and-answer series.

o Employees—Lists all inactive employees in the domain.

¢ Employee Relates—Lists all the dropdown selections in the database tables where an inactive
employee is found.

o Tasks (Assigned To)—Lists inactive employees associated with a task on a work order

template.
\: Type ftem Description Field Employee
| WOTempTask PARCELS: New Site Notification ASSETS (4059) AssignedTo  GAINES, NATHAN

, WOTempTask PARCELS: Plan Review - Cross Connection/PP  PLNRYVWY (4067) AssignedTo  GAINES, NATHAN
| WOTempTask PARCELS: Plan Review - Cross ConnectiondPP RVWLTR (4068) AssignedTo  GAINES, NATHAN

¢ Materials (Labor)—Lists inactive employees associated with labor when assembling a material.

3. Click the Search button to list the results. The total number of records is listed under the buttons at
the top of the results list. Generally the Cityworks table is listed in the Description column but may
also be found under Type or Item.

QR 49 2 d
Search Clear Print Save
Search Results: 20 record(s)

Type ftem Description Field Employee
Employee Relate  RelEmpToField  PROBLEMLEAF DISPATCHTO GAINES, NATHAN
Employee Relate  RelEmpToField  PROBLEMLEAF  SUBMITTO GAINES, NATHAN
Employee Relate  RelEmpToField  PROJECT APPROVEDBY  GAINES, NATHAN
Employee Relate  RelEmpToField  PROJECT ASSIGNEDTO GAINES, NATHAN
Employee Relate  RelEmpToField REQUEST INITIATEDBY GAINES, NATHAN

4. If desired, the results list can be printed or saved, by clicking the Print or Save button.

NOTE: The list prints in a landscape format with an additional column added for Employee SID.

Inactive Employee Search 3/13/2008  Printed on: 3/13/20084:10:58 PM

Type Item Description Field Employee EmployeeSID
Work Order Template Labor ~ RROAD: Resurface LaborCosTmp LaborSid GAINES, NATHAN 4009
Work Order Template Labor RROAD: Sweep LaborCostTmp LaborSid GAINES, NATHAN 4009
Work Order Template Labor EVENT: Traffic Barricades LaborCostTmp LaborSid GAINES, NATHAN 4009

Clicking Save opens a dialog box. Type in the File Name and click Save.

Click Yes when the message box opens to create the file (or replace an existing file if a text file with that
name and path already exist).

A message box opens to confirm that the file was saved and details where it is found.

The file is saved as a text document and opens in Notepad.
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P Inactive Employee List 3-13-08 - Notepad Q@@

File Edit Format View Help
Search Results -
Type Item Description Field Employee EmE10yeeSID ;
work order Template Labor RROAD: Resurface LaborCostTmp Laborsid
work oOrder Template Labor RROAD: Sweep LaborCostTmp Laborsid GAI
work order Template Labor EVENT: Traffic Barricades LaborCostTmp Lab
work order Template Labor EVENT: Sweep LaborCostTmp Laborsid GAII
work order Template Labor RROAD: Right-of-way Other LaborCostTmp Lakn
work order Template Labor RROAD: ROW Permit LaborCostTmp Laborsid
work order Template Labor RROAD: Salting (Hand) LaborCostTmp Laborsid
work order Template Labor RROAD: Salting (Truck) LaborCostTmp Laborsid
work order Template Labor RROAD: Street Cleaning LaborCostTmp Laborsid

v
< | ?

5. If desired, you can replace an employee with another one. To do this, select the records from the
search to change, select the employee from the selection list, and click the Update button at the
bottom of the window. These records may be updated on the Inactive Employee Search tab.

¢ Request Templates: Submit To or Dispatch To
e Question/Answer: Submit To or Dispatch To
o Work Order Tasks: Assigned To

If no records are selected, a Select Record message opens asking the user to select a record to update
first.

If a record cannot be updated, an Update Employee message opens to alert the user as to what
information cannot be updated using this function. Make a note of these and update them on their respective
forms to update the employee information.

Desktop Event Layers Tab

The Desktop Event Layers tab allows the Cityworks domain administrator to create new event layers and
share them with other users in the domain or copy existing event layers from one user to another.

1. Switch to the Desktop Event Layers tab and select the desired Event Layers to copy.

NOTE: If only one event layer is selected, the associated SQL Statement /oads in the Configuration box
on the right.
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Employees

Current Domain ZWSD ' ]
9¢ Assign Cost Codes | [_fé Load Employeeé ‘ Q‘ Inactive Employee Searchj & Desktop Event Layers ! AL
Event Layers Employees Configuration
ETYPE  UNAME ENAME Last Name  First Name 4 | Eve;tNTypez wo
SR BGUNTER  OPEN_CUSTOM | BAXTER  CHARLIE ’ R e
SR BHASLAM  OPEN_CUSTON | BEEMAN  AMY |AERATION |
SR WSD OPEN_CUSTON | CHARLES  RYAN SGL Statemert: (317 charsleft)
WO WSsD AERATION GLNTER BOBBY 0 WORKORDERID = e WORKORDERID and
HASLAM BRIAN 0 WOXCOORDINATE is not null and
HENRY WiLL o WOYCOORDINATE is not null and
KLEIN ADAM 3., .}r\jrcluzréirﬂsrlg in (S;Ie:tt W:rkor?e;:D from
LARSEN  FREDERICK R EOURTRIOIE Yhste.] aneLiallie.s
"WORKORDER") and (0.ApplyToEntity in (select
LIEBER LAURA :
LONG DEREK a.code from AZTECA PWErtity a,
AZTECA PVWhodule b where a Module =
||| LUCKEY | KATE | | b.Module and b ModuleName = WASTEWATER
| | LYONS JAMES TREATMENT") and o0.Cancel = 'N' and o Stage
| | PLANTE SEAN = 'ACTUAL'
| | PORRIE JAMES
||| PULLMAN  JOHN v G2 9 @ @
< | N | ? ‘ Save Clear Delete Refresh
Defined Event Layers for: 'BGUNTER'
ETYPE = UNAME ENAME SQLAQUERY
SR BGUNTER OPEN_CUSTOMER_CALLS  (r.SRX is not null and r SRY is not null and r RequestiD in (Select Reque
< 3|

2. Select the employee(s) from the Employees box to add the event layer(s) to the user’s event layer
selection list in Cityworks.

NOTE: The Employees /st is alphabetical by first name. If desired, click in the Last Name field to sort by
surname. When an employee is selected, any defined event layers for this employee load on the lower pane.

Request/Work Order. Event Layer,

Request ' Maobile Assets
] | ]

| IAEHATIUN

3. To create a new event layer: Type in the Event Name, maximum 30 characters, and SQL
Statement, a maximum of 900 characters with the number of characters remaining displayed in
parenthesis above the box.

NOTE: No checking is done to validate the SQL Statement.

4. Click the Save button to save the event layer for the selected users and list them in the Event
Layers box.
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Cityworks Setup

Most of the Cityworks functionality for service requests and work orders is done in Cityworks Setup.

Domain groups are defined and privileges assigned. Templates for service requests, work orders, custom
fields, comments, and custom inspections are created. Tree structures are built for requests, contractors,
equipment, materials, and tasks. Permit and inspection information may be added and template security

assigned.

In 2012.1, the group rights for work orders, service requests, and inspections were simplified. Please read
Knowledge Base article 10619 for more information on the Group Rights Migration tool.

ﬂ % Cllyworks Setup fo T ’ 3 I¢ > Pa

i | Domain Groups J‘E \’/I
_{ Employees Domain Employees Request Work Order  Custom Field
| Request Templates Groups Templates Templates Templates
] %ork Order Templates % ;
J Clstom Field Templates 73 \, ( d_] @ &
| Contractors A 7N\
| Equipment Contractors ~ Equipment Materials Tasks Permits
| Materials
| Tasks ’ , o .
| Permits %\) o® ﬁ % (o
| Custom Inspection Templates — : -
| Inspection Custom Observalions Custom Inspection Predefined Templqte Employee
4 7 Ihspecti... Custom Ob...  Comments Security Relates
| Predefined Comments
| Template Security o0&
| Employee Relates oalll
| ‘Work Order Template Classes Work Order

-4 Asset Setup Template...

IMPORTANT: When accessing the Designer domain functions for the first time with a new database, the
Cityworks domain administrator must first go to Others > Preferences and click Save to set ArcGIS as the
data model. If using ArcView 3.x, set the Use ArcGIS Data Model (#21) value to N (no) by double-clicking
(or pressing the space bar) in the Value field before saving.

> .L- Cltyworks Setup Preferences -
& g Storeroom Current Domain | P v |
= Others N ' ' =
"L Units of Measure ® BiEnera '—l Emai Settir?gs;:_fiHolidVayf 1
Codes Description Value Default Order
| Custom Data Fields | Copy Caller QAs to Request Comments
% Preferences Use ArclS Data Model m
1/l Duantite Matrix fo. || Include Cancelled Templates and Tasks in Searches

The following functions are found in Cityworks Setup.

¢ Domain Groups—Defines the Cityworks employee groups for managing security in the domain.
¢ Employees—Sets up the basic employee information, including labor rates and skill sets.

NOTE: The Employees window is the same here as in Administration. It is the only function available to
both the Cityworks database administrator and Cityworks domain administrator. It is discussed in full detail
under Employees.

¢ Request Templates—Sets up the request type with all the accompanying question-and-answer
series and default settings for submitting and dispatching personnel, duration, etc.
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e Work Order Templates—Sets up all the work order information by type, including all the
default settings for priority, work months, duration, cycles, tasks, labor, materials, equipment,
printing, security, and budget plans.

e Custom Field Templates—Defines custom fields for requests and work orders.

e Contractors—Provides basic information about contractors for work orders, such as how they
are paid, what they supply, etc.

¢ Equipment—Provides information about the equipment and its cost for work orders.

¢ Materials—Provides information about the materials used for work orders with costs, minimum
quantity to keep on hand, parts, etc.

e Tasks—Defines all the possible tasks or steps that can be used to complete work orders,
including defaults for assigning the task and estimated time to complete.

¢ Permits—Defines permit information, including cost and source, to add this cost to a work
order.

e Custom Inspection Templates—Creates templates for custom inspections.

¢ Inspection Custom Observations—Defines checklist questions for custom inspections with
the answer format.

¢ Predefined Comments—Sets up groups of possible comments for requests or work orders by
category to facilitate data entry on handheld devices or standardize the responses.

¢ Template Security—Assigns Cityworks security to domain groups for request and work order
templates. In 2012.1, the group rights for work orders, service requests, and inspections were
simplified. Please read Knowledge Base article 10619 for more information on the Group Rights
Migration tool.

¢ Employee Relates—Assigns employees access to Cityworks functions and defines who is in the
Cityworks dropdown selection lists for various request, work order, and inspection fields.

¢ Work Order Template Classes—Allows automation in selecting work order templates based on
an asset’s attributes for a particular class of work when different tasks or procedures need to be
followed.

Domain Groups

Domain Groups defines the employee groups for the domain. These groups serve two functions in
Cityworks.

e Define employee groups to facilitate adding labor to a request or work order by Group Name or
Keyword.

NOTE: Group Name or Keyword loads all the employees in the group so the user can quickly select the
applicable employees and add the labor hours.

e Set up the level for the group’s access to GIS rights in Cityworks Anywhere and Cityworks Server
applications.

Employees may belong to as many groups as desired. Cityworks is designed to have multiple groups for
selection lists to facilitate data entry. If an employee belongs to multiple groups which are assigned different
security privileges, Cityworks assigns the rights with the greatest access to the employee.
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NOTE: Security privileges do not need to be set for groups used for selection lists who do not access
Cityworks. Security is set using Domain Groups, Template Security, and Employee Relates.

1. Select the Current Domain.

r— Domain Groups

Current Diomain IKSM

B Groups |

=

— Citwwworks Domain Groups
Er'!te.r text for a new group, of zelect an [ Exizting Groups
exizting group to modify, e :I
MNATGAS
LEL FLANNING
STFIElE'IjS PREC
Description PuLITIL
Streets Employees SEWER
STORE
STORM
STREETS
SUP
(= =] TRAFFIC
Save Clear Delete WATER
Anywhere/Server GIS Rights WP
| W TP
Level ZADMIN
oo
ZLEVELT_MAMN —
Geomety [Server Only] ZLEVEL?
Activity [Server Only) =1 FUFI 2 ;I
— Grroup Feywords — Employees
I— Ayailable Employees ﬂ Azzigned Employees -
203, TRUCK ELECTRIC - @ 401, TRUCK. STREET
4 @ 204, TRIUCK. ELECTRIC @ 402, TRUCK. STREET
Add Delete 206, TRUCK ELECTRIC 403, TRUCK. STREET b
207, TRUCK ELECTRIC 404, TRUCK. STREET
Kepwords | 208, TRIUCK ELECTRIC 405, TRUCK. STREET
STREET 205, TRIUCK. ELECTRIC 406, TRUCE FLATBED
STREETS 210, TRUCK ELECTRIC 407, TRUCK. STREET
211, TRUCK ELECTRIC 408, TRUCK. STREET
214, SMAERIAL ELECT 409, TRUCK. STREET
215, TRUCK ELECTRIC 410, TRUCK. STREET =
217, TRUCK ELECTRIC ﬂ “]" TOLoe fTRCET | _'I—I

2. Type in the Name and Description of the group (or select from the Existing Groups to update

the information).

3. Click the Save button to save the group.

4. Click on the Group Name to activate the rest of the window.

5. Cityworks Anywhere or Server users may select the desired options in the Anywhere/Server GIS

Rights box and click

Save.

NOTE: The last selection made for Anywhere/Server GIS Rights determines which option is active.

e View Only for groups who will not be editing GIS data at any level and only viewing it.
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e Attributes for groups who are allowed to edit only GIS attributes. In Anywhere, it would be on
the Cityworks Inventory Editor form. In Server, it would be on the Editor form accessed via
the GIS Search or work order Assets panel, as well as on the inspection Assets panel under
Editable Fields (if configured).

¢ Geometry (Server Only) for groups who are allowed to edit both GIS attributes and the map
geometry.

e Activity (Server Only) for groups who are allowed to only edit GIS attributes within a work
activity, such as an inspection, and not in the Editor form.

6. If you are a Server user and use districts, check the box(es) in front of each applicable District.
NOTE: District is only visible for users connecting to a Server database.
7. Click the Save button to save the Anywhere/Server GIS Rights and District information.

8. Type a keyword in the Group Keywords pane and click the Add button to list them. Add as many
keywords as desired.

NOTE: The first three letters, other abbreviations, or acronyms may be used as keywords.

9. Select the employee(s) from the list on the left who belong in the selected group and click the right
arrow to move them into the group (or double-click on each employee to move them to the right).

An employee may also be added to a group by selecting the individual on the Employees tab of the
Employees window and checking the box under Domain Groups for each applicable group.

Domain Groups

Groups N
[] SUPERVISOR
[] MAINTENANCE WORKER
[] MAINTENANCE WORKER 2
[] wATER CREW
[[] SEWER CREW 1
[] STORM CREW v
< >

Employees

Employees is discussed as part of Administration since it is the only function available to both the Cityworks
database administrator and Cityworks domain administer. See Employees for full details.

Request Templates

Request Templates sets up the categories and items for service requests, including questions for call
takers to ask to generate the type of information needed for the inspectors. Request templates can also be
created for frequently-asked questions to provide call takers with the necessary information and track the
number of incoming calls for the subject. Cityworks does not contain any predefined request templates. A
cloning function facilitates the set up by copying the information on all tabs to allow each organization the
flexibility to completely customize the system to match their current procedures.
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Request and problem are frequently used as interchangeable terms in Cityworks since most requests report
on problems. Because many clients now use requests for additional items, Cityworks has moved from
Problem Templates to Request Templates to more accurately reflect the openness of the system in
tracking any type of information desired.

NOTE: Some field names in the Request table in the Cityworks database still refer to problem, such as
ProblemCode, ProbAddress, ProbCity, ProbZip, and ProbAddType.

If the organization uses districts, zones, boundaries, commissioner areas, or any other geographic
relationship for requests, define these under Others > Map Layers and Fields before beginning these
steps.

NOTE: See the related section on Map Layers and Fields.

Request Hierarchy Tab

This information is organized into a Hierarchy on the left and a template list on the right on the Hierarchy
tab. The Cityworks Data Template > ProblemLeaf may be used to load the information into the list or each
item may be added by clicking New Item to open the Request Template Edit window. A Request
Template Edit window with multiple tabs may be opened for the request template by double-clicking on it in
the tree or in the list.

NOTE: The General Info tab allows information from multiple request templates to be viewed and updated
at the same time. This tab is discussed at the end of the Request Templates section.
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Request Templates
Current Domain :WSD v ‘
, Hierarchy ‘m General Info |

P - |

@

New Trunk Add Category Mew Item | Delete Node(s)

‘ ©
Refresh Find Items

&l

v

| & 4 Stormwater
' CHANNEL BACKUP~ Backup in channel
;J CULVERT BACKUP~ Backup in culvert
| EROSION~ Erosion damage
| INLET BACKUP~ Backup in inlet
) MISSING GRATE~ Missing inlet grate
=3 Wastewater
| BACKUP~ Sewerage backup
| CAVE IN~ Cave in
MISSING MH COVER~ Missing manhole cover
| ODOR~ Sewage odor
| SEWER LEAK~ Sewer leak
=3 Water
| HIGH BILL~ High water hil
LEAK~ Water leak
| LOW PRESSURE~ Loww water pressure
| MAIN BREAK~ Emergency water main break
| METER PROBLEM~ YWater meter problem
NOWATER~ Mo water

PRESSURE DROP~ Drop in water pressure
| ROAD LITTER~ Excessive road ltter

TASTE / ODOR~ Water tastes or smells bad
| TEST WATER~ Water test

1. Create the hierarchy trunks and categories.

NOTE: See Setting up Data Trees for details.

Code

BACKUP

CAVE IN

CHANNEL BACKUP
CULVERT BACKUP
DIGSMART
EROSION

HIGH BILL

INLET BACKUP
LEAK

LOW PRESSURE
MAIN BREAK
METER PROBLEM
MISSING GRATE

i MISSING MH COVER
| NO WATER

' ODOR

| OTHER WATER ISSUE
| PRESSURE DROP
| ROAD LITTER

| OTHER WATER ISSUE~ Miscellaneous water issue |}
| TASTE / ODOR
| TESTWATER

SEWVER LEAK

2. Add each new request template using the New Item button.

Description

Sewverage backup

Cavein

Backup in channel

Backup in culvert

DigSmart utility line marking
Erosion damage

High wwater hil

Backup in inlet

Water leak

Low water pressure |
Emergency wwater main break
Water meter problem
Missing inlet grate

Missing manhole cover

No wwater

Sewvage odor
Miscellaneous water issue
Drop in water pressure
Excessive road litter
Sewer leak

Water tastes or smells bad
Water test

NOTE: Multiple request templates may be added using the Cityworks Data Template > Problems Leaf.

3. Add the detailed information on the Request Template Edit window as outlined in the following

sections.

NOTE: Once a request template is completed, it may be cloned as described under Cloning a Request

Template.

Request General Tab

A request code may be added or information updated on the General tab of the Request Template Edit

window.
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Request Template Edit - MAIN BREAK

& General | i OQuestions | & Answers ‘17 Map Layers l\*\;i Security |

Field Value Comments
Code MAIN BREAK Bill to contractor who caused the damage. |  Comment
Description Emergency water main break Customers notified of v
Category WATER Customers notified of v
Duration 2
Duration Units DAYS
Submit To GUNTER, BOEBY D
Dispatch To GUNTER, BOBEY D
Priority 1 o & 1
Custom Field Category  ‘WATER Add Remove Select
Printer A3 £ >
Word Template == =
Auto Close Request N Keywords
Ea";e' , , N Yalue
or Public "-{Jebsne N | BREAK
Default Project EMERGENCY
Other System Code WMB Water Main Break &7 @
LEAK
(4 Model Branch Add Remove
MAIN

Attachments

& Attachment

Ad

@

Remove
< 2
Q p{fj) @
Save Clone | Delete Close

1. Set the default Value for each Field on the General tab. The window opens with these default

values.

Field

Code

Description
Category

Duration

Duration Units
Submit To

Dispatch To

Priority

Custom Field Category
Printer

Word Template
Auto Close Request
Cancel

For Public ‘Website
Default Project
Other System Code
04 Model

Yalue

DAYS

ZZZ

Branch

e Code—Type in the request code, up to 20 characters.
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o Description—Type in the description of up to 50 characters.

NOTE: The Description /ists in the request tree after the tilde following the Code.

e Category—Select from the dropdown or click Define New Code and click out of the field to
open the APROBCAT Codes box for defining a new code.

Request categories may also be set in Others > Codes under APROBCAT.

= Others

. Asset Group Code Format
7 Units of Measure ‘ r Cod dD RA%,
% Codes |OTHERS o Codes and Descriptions
§ o Dain Rt Code Types Codes and Descriptions
| Preferences v |
| 11 Quartity Matrix fc| | | ©0de Description A | Code Description
Map Layers and Fie, | | APRIORIT Priority ANIMAL Animal Control
: Customer Accoumsf APROBCAT Requst Problem Category CODEENF dee Enforcement
CU Material Groups APSOURCE  Permit Source . DIGSMART DlgSrr.uart
PV AR AR, ASRMRQT Storeroom Requisttion Type ELECTRIC Electric

e Duration—Enter a whole number for the days or hours in which the service request should be
completed. This number is used to populate the Projected Finish Date on the service request.

NOTE: A search can return all requests considered past due based on the expected Duration Time and
Units.

e Duration Units—Double-click (or use the space bar) to toggle between DAYS and HOURS.

e Submit To—Select the default employee who receives this type of request. Leave blank if this
request may be assigned to more than one employee.

NOTE: An email may be set up to automatically email the Submit To andy/or Dispatch To employee when
the request is saved.

o Dispatch To—Select the default investigator who investigates this type of request.

e Priority—Select the urgency of this request using the dropdown selection or click Define New
Code and click out of the field to open the APRIORIT Codes box for defining a new code.

NOTE: The same set of Priority codes is used for work orders. Beginning with 4.5 sp 3, at least one priority
code is required and up to 9 are allowed.
Priority may also be set in Others > Codes under APRIORIT.

e Custom Field Category—Select from the dropdown which is populated in Custom Field
Templates. See the section on Custom Field Templates for details on defining a category and
adding fields.

e Printer—Assigns a default printer to print this type of request.

¢ Word Template—Use the dropdown to select the hame of the default custom print template or
leave blank to use the Cityworks default SR.dot template. If the desired code is not in the list,
click on Define New Code to open a Codes box for adding new codes. Type in the Code of 8
characters or less and the Description. For details on Customizing Print Templates, see
Cityworks Customization.
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Word Template 1

| N
Auto Close Request —[\5 ‘

<EMPTY>
Cancel . S Define New Code
For Public Website DigSmart
Default Project WATERREQ

% Codes Q@@

REQFAINT Codes
Code Description ‘
DigSmart Request Print Template
WATERREQ Water Request Print Template
Pgde Qgstrc‘ription
=H @ ¥ R
Save Delete | Select Cancel

¢ Auto Close Request—Toggles between Y and N to allow a request to automatically close as
soon as the request is saved. N is the default setting.

TIP: The Auto Close Request function is useful when the organization wishes to log calls which require no
further action, such as frequently asked questions.

e Cancel—Allows administrators to cancel this request code so it is no longer available for use but
the request history remains in the database. N is the default setting.

¢ For Public Website—If the request template is to be accessed on a public website, change the
setting to Y (True). N (False) is the default setting.

NOTE: When toggling, the choices are Y and N; however, once saved, it displays True or False in the For
Public Website field.

¢ Default Project—Double-click in the field to open the Select a project box and select from the
hierarchy if all requests of this type belong to a specific project.
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' Select a project

Current Domain = =
¥ & 4

L b oK Cancel Clear

=)
K? | Hurricanes

J lce Storm
1SO_14001
New Construction
Parks
Sewer
Special Events
Special Projects
Streets

L0 R O O L O

NOTE: The Clear button can be used to remove a selected project from the request template.

e Other System Code—Use the Other System Codes window under Others to populate this
field. Once populated, the field mappings to another system, like 311, are listed in the field by
Code, Description 1, and Description 2.

e QA Model—Toggles between Branch and Linear.

NOTE: Linear is for Server users.

2. Click the Save button to add the request template to the hierarchy and the database and assign the
SID.

NOTE: The SID is a system-generated, unique identifier in the Cityworks database.

The request template must be saved before Comments, Keywords, or Attachments are added since it
must have a ProblemSID to link to these other fields. This message box opens to alert the user.

3. If desired, enter any frequently-used Comments for the request type on the right pane and click the
Add button in the Comments pane to list it on the right. Comments may be up to 250 characters
long. They are listed on the service request and loaded by double-clicking on the desired comment.

TIP: Predefined Comments are especially valuable for handheld wireless systems to facilitate data entry or
to standardize responses for search queries.

4. Type in a keyword and click the Add button in the Keywords pane to add it to the list. Do this for
each keyword. No spaces are allowed in keywords; may use underscore (or low line _ ) to connect
words.

NOTE: Clicking the Add button saves the data to the request template.

5. To add any related file(s), click on the Add button in the Attachments section to open the Select
attachment file(s) box, browse to the network location, select the file, and click OK to load the
path on the right. Do this for each file.

Once all the information has been entered on all the tabs for a request template, the Clone button can be
used to enter the same settings for another request template. See Cloning a Request Template for more
information.
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IMPORTANT: Once request templates have been used, they should not be deleted. To prevent a template
from being used, set the Cancel setting to Y so it is no longer available as a selection for new requests but
can be displayed with historical information.

If a template hasn't been used, it may be deleted by clicking the Delete button. When the confirmation
message opens stating the process will delete the named template and everything under it and asking if the
user wants to continue, click Yes to delete the template.

Questions Tab

Questions are set up to facilitate the call takers in gathering all the information needed by the inspector and
to provide standard responses to callers for each type of request. Input from the inspectors and call takers is
invaluable in setting up scenarios to provide written records of the details. With questions and answers set up
in this manner, calls may be taken by a central dispatching system, providing the necessary information to
both caller and inspector.

TIP: A guestion loop may be created, especially for frequently-asked questions, so that the call taker can
return to the beginning of the sequence and begin again.

1. Switch to the Questions tab.

Request Template Edit - MAIN BREAK

| b General| _d Questions ty/fl Answers | El Map Layers | ‘& Security|
Drag and drop questions, or use the arrows to alter sequence. Double-click to update existing question.
@ | Question = @
'what caused the main ta break? Save[\ Clear Delete
‘ Sequence Question
| 1 Where is the main break? \
| 2 Which way is the way running?
| 3 How deep is the water?
| 4 What is the current condition in the area? ‘
| 5 Are any emergency services heeded? \
| 6 What services are needed? ‘

2. Enter the question and click Save.
3. Add all the questions.

4. If necessary, use the up/down arrow buttons (or drag and drop a question) to move questions into
the desired order.

The Clear button clears the Question field and the Delete button deletes the selected question.

NOTE: Only one guestion may be deleted at a time.

Answers Tab

Answers can be set up for each question using several formats. The question that follows can vary depending
on the answer to make obtaining the correct information as quick and easy as possible.

60 e Cityworks Setup Designer 2013 Guide



1. Switch to the Answers tab.

EEX

Request Template Edit - MAIN BREAK

| General f J E!ueslions_f éé‘ Answers Eﬂ Map Layers | ‘& Securiiy )
5 Answer Format

Question ® Ths Text [p '

T : T 1 (& This Text | iti

| 4 What is the current condition in the area? v [Bangerous ood condifoos ‘

Nest Question Show all questions [] QO ves O No O unknown

5 Are any emergency services needed? v? O Dste © &ny Free-form Response

S ubmit To i Vsubmit To La?er 5 S ubmit To Field -
\GUNTER, BOBEY D ¥ | v v

Vllisrpatch To N Pﬁisrpatch To Field - Priority B
\GUNTER, BOBBY D v | v |1 v

Instructions

:Call 911 to dispatch police assistance to the area. =

Save

Attachment

Til i ‘ Delete
7ﬁnswers :

Question Answer Next Question Priority ' SubmitTo ’

4'What is the current condition in the area?  Flooding 5 &re any emergency services needed? GUNTER, BDB;
| 4What is the current condition in the area? People in danger 5 Are any emergency services needed? 1 GUNTER, BOB|
| 4'what is the current condition in the area?  Buildings/property in danger 5 Are any emergency services needed? GUNTER, BOB|
| 4Wwhat is the current condition in the area? Water spraying into the air 5 Are any emergency services heeded? GUNTER, BOB|
\ \
| |
< J 3

2. For the question listed in the Question field, select the Answer Format radio option.

e This Text—Type in a possible answer.

e Yes

e No

e Unknown

o Date

¢ Any Free-form Response—Allows the call taker to enter exactly what is reported.

If Date or Any Free-form Response is selected, no other Answer Format may be selected. An Error
message opens when trying to add any other responses by alerting the user of the format specified. If a
different format is wanted, highlight the item in the Answers list and click Delete before adding the new
response.

3. Select the Next Question for the given answer.
TIP: Skip questions in sequences where they do not apply.
4. If desired, select any of the following fields for the given answer.

e Submit To—Select a Submit To employee for the request template if all requests of this type
go to a particular employee or department.
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TIP: A department may be used as the Submit To field so someone in the department can assign the
Dispatch To according to who is available or already in the area.

e Submit To Layer—Enter the GIS layer name for the polygon feature class for area-based
submitting when a location determines the Submit To employee.

NOTE: To have a service request submitted or dispatched to a certain employee based on its location, select
a Submit To Layer with a Submit To Field and/or Dispatch To Field. The software uses the map layer to
assign the Submit To and/or Dispatch To field according to the location of the incident address on the
request. Map layers are defined under Others > Map Layers and Fields.

e Submit To Field—Enter the field name containing the Submit To employee from the polygon
feature class table.

o Dispatch To—Select a Dispatch To employee if this type of request is always dispatched to the
same employee or department.

¢ Dispatch To Field—Enter the field name containing the Submit To employee from the polygon
feature class table.

e Priority—Select a different priority if the answer changes the default priority set for this request.

5. If desired, enter any Instructions for the given answer for the call taker to follow or pass along to
the caller.

6. If desired, add an Attachment by clicking in the field to open the Select attachment file(s) box
and browse to the desired file. To add a web page, go to the site, copy the URL (Uniform Resource
Locator or global address of web documents), and paste into the Attachment box.

TIP: Entering a URL path allows call takers to access web pages providing a dynamic link to the most current
information without having to update the Attachment on the request template.

7. Click the Save button to add the information to the database and list.

8. Follow steps 2-7 for each Question in the dropdown list. Check the Show all questions box to list
all the questions in the Next Question dropdown for looping questions back to the beginning.

A Ceneral | Questions | & Answers | B Map Layers Security | [ 1] w0 Templates
) Answer Format

Sestkn : O This Text |

6 Do you have any other questions or concerns? v \:' - -

; ® Yes ) No (O Unknowvn
Next Question Show all questions ® C =

R ™ ™

1 What is the nature of your question? v O Date O Any Free-form Response

TIP: When creating a question loop, be sure there is an end, such as having a question that can be
answered Yes or No where one option loops back and the other ends the series.

Scroll over to view the additional columns of information in the list. These columns correspond to the
information found on the tab.

If desired, an answer may be edited by double-clicking on it in the list to reload the fields. Make the desired
changes and click the Save button. When the message opens stating that the answer already exists and
asking if the user wants to update it, click Yes to save the changes.
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Map Layers Tab

The Map Layers tab defines which additional GIS fields are displayed on the service request. Different map
layers may be set up to correspond with various districts, zones, boundaries, commissioner areas, etc. There
is no limit to the number of map layers that can be set up.

NOTE: Map layers are defined under Others > Map Layers and Fields. They must also be defined in the
map document as a polygon feature class.

1. Switch to the Map Layers tab.

Request Template Edit - MAIN BREAK
| General | g Questions | &7 answers | ] Map Lavers | (. securty | [ WO Templates |

Select Map Layer Select Layer Fields 3
Value | Value ‘
| ANMALCTRL | ZONE1
| POTHOLE | ZOMNE 2
| SANITATION | ZONE 3
SERVICE | ZONE 4
| STORMAREA ; ZONE 5
| TRACTS0 \
| TRAFFIC [
| WATER j
i
|
< >
(%4 @
Add Remove
Map Layer Field Name
WATER ZOME 1 ‘
WATER ZONE 2 I
WATER ZOMNE 3 |
WATER ZONE 4 [
If

2. Select the map layer on the left pane to populate the corresponding Value in the Select Layer
Fields on the right.

3. Select the desired value and click the Add button to add the Map Layer and Field Name to the list
below.

Security Tab

The Security tab is used to set the group access rights for the request template, giving permission for the
group’s users to view, add, update, delete, and/or view cost. In 2012.1, the group rights for work orders,
service requests, and inspections were simplified. Please read Knowledge Base article 10619 for more
information on the Group Rights Migration tool.
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NOTE: Security permissions can also be set for multiple request templates at the same time on the
Cityworks Setup > Template Security.

1. Switch to the Security tab.

Request Template Edit - MAIN BREAK =3
| & General ] Questions I 6?’ Answers Eﬂ Map Laygrgj Y Security L] WO Templétésb
Current Domain l".""!SD A
Select one or more groups Select one or more tables Set Access Rights
MName GrouplD ‘ Walue ‘ View
| CALL TAKER 4035 | | REQUEST i
| MAINTENANCEWORKER 4036 | | CUSTOMERCALL | N
1 OPERATOR 4037 | REQUESTLABOR ; Update
} SUPERVISOR 4038 : i ;
] WATER CREVY 4045 (] ‘
} SBEWER CREVY 4046 \ ‘
} STORM CREVY 4047 \ \
‘ ADMINISTRATOR 4051 \ \ R
| GROUP 4059 \ ‘ ‘ = @
i [ ‘ Save Delete
— —t ! — ,J
Exisﬁng Securi@y
Domain Group Table View Add Update Delete Wiew Cost !
T WsD CALL TAKER CUSTOMERCALL 1 1 1 0 0 ‘
| WD CALL TAKER REQUEST 1 1 1 0 0 ‘
| WSD MAINTENANCE WORKER REQUEST 1 0 0 0 0
WD MAINTENANCE WORKER CUSTOMERCALL 1 0 0 0 0
WsD WATER CREW REQUEST 1 1 1 0 0
WSD WATER CREW CUSTOMERCALL 1 1 1 0 0
WD WATER CREWY REQUESTLABOR 1 1 1 1 0
WSD SUPERYISOR REQUESTLABOR 1 1 1 1 1 ‘

2. Select the group(s) on the left.
3. Select the applicable table(s) from the center.
4. Check the box(es) under Set Access Rights for the permissions allowed for each of the tables.
e View—Permission to view this type of request, the associated customer calls, or the request
labor costs.
¢ Add—Permission to create a request, add a customer call, or input request labor.

o Update—Permission to update a request after it has been saved and populate general request
information, customer call information, or labor costs.

o Delete—Permission to delete a request once it has been created, delete calls from the request,
or delete labor costs.

TIP: Azteca Systems Inc. recommends cancelling service requests rather than deleting them from the
Request table to allow users to view the information and reactivate the request if necessary. Limit the users
with Delete permission for Request. Deleting a request removes that ID from the database so it cannot be
reused or accounted for.

IMPORTANT: Delete permission for the RequestLabor table is needed for any users inputting labor costs
so they can remove information which has been incorrectly entered.
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e View Cost—Permission to view costs, including labor; generally reserved for management-level
personnel to protect employee privacy.

5. Click the Save button.

WO Templates Tab

The WO Templates tab is for use only with Cityworks Server AMS and allows the Cityworks domain
administrator to link multiple work order types to the selected request to easily create a work order from a
request.

NOTE: Cityworks Server AMS allows a 1:m relationship where one request can be linked to many work
orders; Cityworks Desktop is a 1:1 relationship.

1. Switch to the WO Templates tab.

Request Template Edit - MAIN BREAK

EEX

' b General | 4 Questions | &7 Answers | ] Map Layers | & Security i | 2] wo Templates \
Al'WO Templates Associsted WO Templates
ApplyToEntity Description Al ApplyToEntity Description

WHYDRANT Raise Hydrant WPRESSURIZEDMAIN Check for Main Leak
WHYDRANT Relocate Hydrant WPRESSURIZEDMAIN Main Break
WLATERALLINE Install Hydrant ... WPRESSURIZEDMAIN Water Distribution - Other
WLATERALLINE Repair Lateral WPRESSURIZEDMAIN Repair Main
WPRESSURIZEDMAIN Flush Main
WPRESSURIZEDMAIN Install Main

| WPRESSURIZEDMAIN Locate Main

| WPRESSURIZEDMAIN [ Replace Main |

: WUNDERGROUNDENC... Replace Enclos...

| WUNDERGROUNDENC...  Adjust Enclosure

| WGRAVITYMAIN Repair Main

| WLATERALPOINT Install Meter

| VWAATERSTRUCTURE Clean Structure

} VIWWATERSTRUCTURE Inspect Structure

| VWYATERSTRUCTURE Repair Structure C>

| WSYSTEMVALVE Install Yalve

| WSYSTEMVALVE Replace Yalve <:J

| RROAD Repaint

| TFILTER Replace

| TBREAKER Replace 3

2. Select all work order types from the list on the left that apply to the selected request, using the Ctrl
or Shift key to make multiple selections.

3. Click the right arrow located between the panes to associate the work order templates to the request.

NOTE: A work order template only shows up on one list at a time but can easily be moved from one to the
other. If it is necessary to remove a work order template from the Associated WO Templates /ist, click on
left arrow or double-click on the template to move it.
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Cloning a Request Template

Once all the information for a request template is set on all the tabs, a template may be cloned to another
request type to facilitate the set up. Frequently, much of the information remains the same for requests in
the same Category, especially on the Map Layers and Security tabs. Cloning allows all the information
loaded on the tabs to be moved to another template and then modified as needed.

1. Switch back to the General tab.
2. Double-click in the Code field (or select Code and press the Enter key) and type in the new Code.

3. Press the Enter key or exit out of the Code field which activates the Clone button and inactivates
the Save button.

3 & | @ &

Save Clone | Delete Close

When a request template is opened, all buttons may be activated. If the administrator attempts to clone a
template without first entering a new Code, a message box opens to remind the user to modify the code and
try again.

4. Click the Clone button.
5. Modify the Description field to match the new Code.

Once information is entered in a field other than the Code field, the Save button is active and the Clone
button is inactive.

6. Change any other settings for the template on the General tab, including removing any Comments,
Keywords, or Attachments that are not applicable.

7. Click the Save button.

8. Verify that the information on the other tabs is correct or modify it as necessary.

General Info Tab

To facilitate data entry when multiple templates share the same field values, information can be entered on
the General Info tab of the Request Templates. The left pane lists all the fields and values found on the
General tab of the Request Template Edit window, except for Code and Description, with any default
values for the domain.

All the Existing Templates are listed on the right pane with the current values for all the fields displayed by
columns in the same order as on the list. Arrow up or down on the Existing Templates list to load the
corresponding values on the General Info pane on the left. This allows the administrator to view the current
information without having to open each template and make mass updates by selecting the templates and
entering a Value in the table on the left. Any values entered here override what is currently displayed.

TIP: Mass updating for request templates is particularly useful when an employee needs to be added or
removed from the Submit To and/or Dispatch To /ists or a new printer is installed.

1. Close out of the Request Template Edit window and switch to the General Info tab of the
Request Templates.
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NOTE: The Value in the General Info box lists the default value assigned by the Cityworks domain
administrator.

Request Templates

OTHERWATER ... Miscellaneous water issue WATER 2.00

\

\

‘ |

\ ODOR Sewage odor SEWER 2.00
\

| | PRESSUREDROP  Dropin water pressure WATER 2.00
\

Current Domain | WSD v
? Hierarchy ‘ |'7[ General Info
|~ General Info Existing Templates

Field Value Code Description Category  Duration  Dur|
Category BACKUP Sewerage backup SBEWNER 4.00 H |

Duration 2 | | CAVEIN Cavein SENER 6.00 H

Duration Units DAYS | | CHANNEL BACKUP Backup in channel STORM 4.00 H

Submit To | | CULVERT BACKUP Backup in culvert STORM 4.00 H

Dispatch To | | DIGSMART DigSmart utility line marking 2.00 H

Priority 3 | | EROSION Erosion damage STORM 2.00 D

Custom Field Category | | HIGH BILL High weater bill WATER 2.00 H

Printer | | INLET BACKUP Backup in inlet STORM 4.00 H

Word Template | | LEAK Water leak WATER 4.00 H

Auto Close Request N \ LOW PRESSURE Low water pressure WATER 4.00 H

Cancel N \ MAIN BREAK Emergency water main b... WATER 2.00 D

For Public Wehsite N | | METER PROBLEM  Water meter problem WATER 3.00 H

Default Project MISSING GRATE Missing inlet grate STORM 1.00 H

MISSING MH COV... Missing manhole cover SEWER 1.00 H

NO WATER Mo water WATER 4.00 H

H

H

H

H

D

H

H

ROAD LITTER Excessive road litter 1.00
SEWER LEAK Sewver leak SEWER 1.00
| | TASTE fODOR Water tastes or smells had  WATER 4.00
: = TEST WATER Water test WATER 2.00
H 4 @ | 2]
Save Clear Refresh | Delete J P ‘ 5

[ ) = )|

2. Select the Current Domain from the dropdown selection.

3. Select the templates for updating from the Existing Templates list, using <Shift + click> or <Ctrl
+ click> for multiple selections.

4. Double-click in the Value field(s) to update and enter the new value(s).
5. Click the Save button to make the changes.

Use the Clear button to clear the field Value column. The Refresh button refreshes the values in the
columns on the right pane. Request templates may also be deleted by selecting the templates and clicking
the Delete button.

IMPORTANT: Deleting request templates is not recommended if they have been used, setting Cancel to Y
Is preferred to maintain the request history. If the template is deleted, the rest of the information is orphaned
in the Cityworks database.

Scroll across to view the additional columns, which list the same fields as on the left pane in the same order.

TIP: Columns may be collapsed to view the columns further to the right with the Code and Description.
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Work Order Templates

Work order templates contain default information for each type of work order, including priority, labor,
materials, and equipment estimates, etc. Because configuration is unique to each organization, Cityworks
does not include any predefined work order templates. A cloning function, similar to the one found on
request templates, facilitates the set up by copying over the information on all tabs, except for the Budget
Plan tab. View and edit permissions are assigned by domain group to each work order template. Selecting
the asset type displays the associated work order templates.

When a work order is created, the associated tasks can load automatically, along with estimated labor costs,
employees, materials, and equipment. Data entry is simplified for the user by adding the necessary
information to the work order template.

Before adding work order templates, the following information should be added to Designer (click on any one
to view more information):

Cityworks Setup functions:
e Employees
o Contractors
e Equipment
e Materials
e Tasks

Asset Setup functions:

e Asset Group Definitions (Define Groups and Assign Assets tabs)

The default setting for labor cost is the rates listed for the employees under the Employees function. To use
dynamic labor costs, which are based on the Cost Codes and/or Job Codes that you enter, set up these
additional functions.

Others functions:
e Codes—Use the Cost Codes tab and/or Job Codes tab.

| S¢ AddModify | ﬁ import | & ccTv |5} Cost Codes 5% Job Codes |

e Preferences—Select Y for Use Dynamic Cost Codes. (N is the default and uses static costs.)

|| First Day of Week Sunday
[l L) se Dynamic Cost Codes
First Month of Fiscal Year July "3

Work Order General Tab

The General tab lists basic information about the work order activity, including the asset type the work is
done on, description, priority, repeat cycle, and work months.

Multiple work order templates may be selected on the General tab before adding information to the
General, Misc. Info, Printing, and Security tabs if the same information applies to all the templates. No
Value is listed for any Field on the right pane of the General tab since these values may vary for the
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selected templates. Any information added here and saved overrides the default or current Value listed for
the selected Field on each of the work order templates listed.

«#| Inspections I

—Work Order Templates: Force Mainline Feature: Inspect, Repair, Replace

[ General IL_@ Tasksl k) Laborl al Materia|s| @ Equipmentl  Misc. Infol = Ptinting] L) Securilyl % Budget Planl

Clitsrt Domait Ezisting Templates Eield l Value
> Iw@ch ategory
l K5M —] Repair Priority
Asset Group (¢ Features Repl Days to Complete
|SEwWER ~| € Objects Account
" Others Shop
Date
Asset Auto Create Tasks
Cleanout Feature Custom Field Category
Engineering Node Feature Stage
Force Mainline Feature Expense Type

V201182.21

However, the Tasks, Labor, Materials, Equipment, and Budget Plan tabs may not be used when
multiple work order templates are selected. A message box opens to inform the administrator that the
information on the selected tab cannot be altered for multiple templates.
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Wi Inzpections I

Current Domain

—work Order Templates: Fire Hydrant Feature: Fire Hydrant M aintenance

|j General |L_..} Task$| 'ﬁ Labu:url A Materialsl % Equipment | g Misc. Inh:ul = F'rintingl * Securityl ‘:P Budget F'Ianl

[ =l

Ageet Group {* Features

aTER | Objects
 Others

Agzet

Fire Hudrant Feature

Fire Hydrant Line Feature
Fipe Fitting Feature
Purnp Mode Feature

R aw W ater Pipe Feature
Service Lateral Feature
Service Lateral for Fire Protection
Tank Feature

Walve Feature

Wault Feature

"W ater Main Feature
Wiell Feature

Esizting Templates Field | Walue

Fire Hpdrant M aintenance Categoary

Fire Hydrant B epair Pricrity 3

GFS Hydrant Days to Complete 2

Hydrant Flushing Account

Hudrant Flushing 2 Shop WaATER
Hydrant [nstall D ate 1/22/2002
Hydrant Remove Auto Create Tasks i

Hydrant Replace Cusztarn Field Categary WaATER VALVES
Install Hydrant Meter Stage Actual

Paint Hydrant E=penze Tupe M aintenance
Winter Prep - Dewater Cancel i

1 |

2]

Include Weekends in Cycles
Default Project

M

Diescription: IFire Hydrant Maintenance

o B2 s ) 50

Save Clear Delete Refresh Ciu:une

-

Submit To BOYCE. DARRIM
Supervizor COTTER, MIKE
Unit Accomplizhed Descrpti...
Lock Unit Accomplished De... M
taintenance Score 0.000
Cuztom field walue action on....
Iz reactive? h
a [ ]
— Repeat Cycle
 Newer
 Once
* Every 12 |Months 7|
From If-‘-.ctual Finish D ate j
—work Months
I January i July
v February I August
v March v September
v Al ¥ Dctober
v [LET ¥ Mavember
v June IV December

1. Click on Work Order Templates under Cityworks Setup.

2. Select the Current Domain and Asset Group from the dropdown selections.

3. Select the radio button option for the type of asset to create the work order template for and to
populate the Asset list on the left.

e Features—Use for a list of feature classes in the selected asset group.

e Objects—Use for a list of related objects at any n-level for the selected asset group.

¢ Others—Use for a list of non-asset based, user-defined work order groups, such as
miscellaneous work like equipment or office maintenance.

TIP: To use asset readings to generate work orders, use Features or Objects, e.g., set up vehicles as

related objects.

4. Type in the work order Description at the bottom of the middle pane, up to 100 characters long,
and click the Save button to activate the rest of the form.
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When the work order template Description is saved, the header of the window adds the asset type and
Description so the user knows which template is open when working on the tabs.

5. Populate the Value for each Field listed at the top of the right pane. This pane is populated with
these default values.

e Category—Select the maintenance department from the dropdown or click Define New Code
and click out of the field to open the Codes box for defining a new AWOCAT code.

NOTE: Work order categories may also be set in Others > Codes > Add/Modify tab > Asset Group:
Others under AWOCAT.

e Priority—Select the urgency or importance of this work activity using the dropdown selection or
click Define New Code and click out of the field to open the Codes box for defining a new
APRIORIT code.

NOTE: Priority may also be set in Others > Codes under APRIORIT. This same set of codes is used for
requests. Beginning with Cityworks 4.5 sp 3, at least one priority code is required and up to 9 are allowed.

e Days to Complete—Type in the number of days routinely needed to complete the work. The
number entered in Days to Complete is used to calculate and populate the Projected Finish
date on the work order. New work order templates have a default value of 2.00 (unless they
were cloned from an existing template). On a work order, the Projected Start date must be
completed, but the Projected Finish can be left blank.

NOTE: If the Days to Complete field is left blank, the Projected Finish date will display MM/DD/YYYY
on the work order.

TIP: To search for Past Due work orders, fill in the Days to Complete fie/ld.

e Account—Type in any user-defined tracking number to automatically populate the Account field
on each new work order of this type, up to 20 characters.

o Shop—Select the maintenance shop or department from the dropdown list or select Define
New Code and exit out of the field to open the Codes box for Shop.

NOTE: The shop list can also be populated in Others > Codes > Shop. Shop is usually associated with a
polygon map theme divided into service areas but may be defined as a code without the map.

o Date—Defaults to today’s date but may be changed if desired. This Date field is for showing the
date the template was created.

o Auto Create Tasks—Select Y to automatically list the tasks on the Tasks tab for new work
orders of this type. Each predefined task with a sequence of 1 is listed with a Current status on
the new work order. Each additional task has a status of Pending. No projected or actual dates
are populated.
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Search By  [{lI=FA=Tniz N v

SeqlD I Task] Descriptionl Assigned To[ Shop[ Comments

Sequence Response|:|
Assigned Tol Ll Statusl v l

Shopl L’ PermitNo| |
Comments

Pri Start Finish(10/22/2007
Actual Start|_ /4 /

Actual Finish MM DD AYYYY
[0 Rework [ Continu

< Add/Update *,  Remove

v |[MMDDANYYY B v |

v

<] «]»

v

Sequencef Task l Status l Proceedl Hework| Assigned To
1 LOCATE CURRENT N N
2 EXCAVATE PENDING N N
3 INSTALL_PIPE  PENDING N N GUNTER, B(
4 FLUSHING PENDING N N GUNTER, BQ
5 INSPECTWPIPE PENDING N N GUNTER, B(
B BACKFILL PENDING N N
7 PAVE PENDING N N
7 LANDSCAPE PENDING N N
< >

Select N to list the tasks on the Tasks tab into the Predefined list on the new work order for the users to
use as task selections.

Search By  |is={=s] || 28] v

SeqlD I Task [ Description I Assigned To

1 BARRICADE Place barricades, signs and cones
2 TVINSPECT TV Inspection of Line

e Custom Field Category—Select from the dropdown which is populated in Custom Field
Templates. See the section on Custom Field Templates for details on defining a category and
adding fields.

e Stage—Toggles between Actual and Proposed. New work orders will be set to this predefined
stage automatically.

¢ Expense Type—Toggles between Maintenance or Capital Improvement.

e Cancel—Select Y to inactivate the work template and maintain the work history but prevent the
template from being used any more. All new templates default to N.

¢ Include Weekends in Cycles—For cyclical work orders, a Y response includes weekends when
calculating start dates and can schedule a work order to begin on a weekend. This functionality is
especially useful for treatment plants, pump stations, or other locations where employees work
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every day of the week. An N response doesn't include weekends in calculating start dates and
schedules a cyclical work order for the next workday following the weekend.

e Default Project—Opens the Select a Project popup to automatically associate all work orders
of this type to the selected project.

% Select a project

Current Domain

| & U3¢
P ] 0K Cancel Clear
L.-} Emergency
L3 150_14001

= {3 New Construction

Bl Highland Twp - Sewer
. Parks ™

NOTE: A project can be cleared from the field by clicking the Clear button.

e Submit To—Select from the dropdown to automatically load the Submit To field for these types
of work orders.

e Supervisor—Select from the dropdown to automatically load the Supervisor field for these
types of work orders.

e Unit Accomplished Description—Select from the dropdown box with a customized set of
possible unit codes. Set these codes under Others > Codes > Asset Group of Others >
UACCDESC. The Description for the selected Code will be listed on each work order of that
type in the space following the Unit Accomplished entry field.

TIP: Setting the value on the template facilitates data entry into the Units Accomplished field because the
units are already listed on the work order. It also prevents some users from entering a distance in feet while
others are entering it in miles. With the units consistent per work order type, the values can be added
together to provide accurate information on the work that is being accomplished.

Units Accomplished |:] Linear Feet
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Codes

Current Domain | P

9% Add/Modiy | @8 Import | 4 cCTV|

Asset Group , Code Format 7
OTHERS v Codes and Descriptions v
Code Types Codes and Descriptions

Code Description Code Description
AYNNA Yes, No, Not Applicable CUYD Cubic Yards
CONSTAT Contract Status FITTING Fitting

CONTFUND Contract Fund Source FT Feet

CONTTYPE Contract Type HYDRANTS Hydrants
EMAILTMP Email Word Templates LINFT Linear Feet
GLACCOUNT General Ledger or Financial &cc... MaNHOLES Manholes
INSPPRINT Inspection Print Templates MILES Road Miles
PMTSTAT Work Permit Status POTHOLES Patholes filled
PMTTYPE Work Permit Type SOFT Square Feet
PRIJTSTAT Project Status STOP Stop Signs
REQPRINT Request Print Templates VALVES Valves

SHOP Maintenance Shop or Department

SRSTATUS Service Request Status

STORERM Storeroom Name

SUBCONTP Subcontractor Type

UACCDESC Inits Accomplished Description

NOTE: The

Lock Unit Accomplished Description—Select Y to prevent the user from changing the desired
value on the work order form so no selection box pops up when a user clicks on the unit
description. Set to N to allow users to access the selection box and change the unit descriptions.

Cityworks domain administrator can change the units when creating a new work order with the

lock set to yes but once the work order has been exited, the units can no longer be changed by any user.

Maintenance Score—A user-defined field used to calculate or set a score on a work order
template. The score is applied when the actual finish date is set on the work order. The
maintenance score represents various work activities performed on an asset over time. Every
time work is done on an asset, the maintenance score is accumulated to create a historical
maintenance record. This information is visually represented as orange circles on the map using
the Condition panel with a set time frame.

Custom field value action on child WO creation—If the field is left blank or Default is
selected, fields do not copy over. If ParentWO is selected, a child work order's custom value
fields will load with the parent work order data.

Is reactive?—Select Y to indicate that this work order template is reactive. The default, N,
indicates that the work order template is not reactive.

NOTE: When Database Manager runs, it will update this field for any historical records based on whether or
not the work order has a service request associated with it.

6. If desired, select a Repeat Cycle of Every or Once for cyclical work orders. Changing the radio
button option from Never to Once or Every activates the other fields.

TIP: A Repeat Cycle can also be set up from an individual work order. The benefit to doing it as part of
the template is that it is automatically set up on every work order of this type.

Never—Default setting which does not automatically generate another work order.
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e Once—Set for a work order activity requiring a crew to return one time, such as for an
inspection.

o Every—Set the desired cycle length for regular, scheduled maintenance work by typing in a
number and selecting the desired unit from the dropdown selection of Days,
Weeks, Months, or Years. Then set the From date to be either from the Actual Finish Date
or Projected Start Date.

Repeat Cycle

) Never

() Once

® Every |2 Years v

From | Projected Start Date

Work Months
[ January July
[] February August

March September
April October
May November

June [] December

7. Uncheck any Work Months during which the specified work activity is not performed, for example
mowing the grass at a park location that receives snow during the winter months.

8. Click the Save button.

IMPORTANT: If a work order template has been used, do not delete it. Cancel the template to maintain the
work history. Deleting the work order template orphans the information creating problems in the Cityworks
database.

If it hasn't been used, a work order template may be deleted by selecting the work order template and
clicking the Delete button. Click Yes when the confirmation box opens. Deleting is included to allow
modifications in template names and descriptions at the time of set up.

Tasks Tab

The Tasks tab attaches predefined tasks to the work order. A work order template must be selected on the
General tab before switching to any of the other Work Order Template tabs or a message box opens to
remind the user.

1. Switch to the Tasks tab.
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Work Order Templates: Pressurized Water Main: Install Main

| "> Budget Plan | i3] Inspections |

|[1) General | [ Tasks | 3 Labor | 4l Materiais | S€ Equipmert |

& Misc.Info | (2 Printing | < Security |

Tasks Search
Search By Search hy Keyword Task Description &
lN AME 7 l | 1 JETTING Je"mpg of Lines
JOINING Joining of the Duct
Assigned To LANDSCAPE Repair the landscaping around construction site
[ 3 l LEAF/PINE Pick up leaves and pine needles
L LETTER Send letter to property owner
Shop Days To Complete  Sequence | LIGHT Light Repair or Replacement
" 7 LIGHTS Inspect Street Lights
Commants LINE Line Repair or Replacement T
LINESLACK Decrease overhead line slack
LKSEAL Check for Leaking Seals
LOCATE Obtain a locate permit to locate all utilties
LOCATION Confirm dig location
LOCATION_CARD Complete the pipe location card
MANHOLE Installation of Manholes
MAPREVIEW Review mapsifield notebooks to find area utilties «
< | >
Remove Clear
B—
Sequence  Task Description Assigned To Shop Duration  Comments
1 LOCATE Obtain a locate permit to locate all utilities 1 List all wiiliti
2 EXCAVATE Excavate trench 1
3 INSTALL_PIPE  Install the pipe GUNTER, BOBBY D 1
4 FLUSHING Flushing of Line GUNTER, BOBBY D 1
5 INSPECTWPIPE  Water pipe inspection GUNTER, BOBBY D 1
5] BACKFILL Pour remaining bedding and backfil 1
7 PANVE Repair pavement at site 1
< | ¥

2. Use one of the following ways to load the task selection.

e Type a keyword in the blank Search by Keyword field and press Enter to list the associated

task(s).

Search by Keyword

Task Description

INSTALL

| INSTALL_HYDRANT  Install fire hydrant

e Select either Name or Hierarchy from the dropdown selection. Selecting Name loads all the

INSTALLPOLE Pole installation

INSTALL_PIPE Install the pipe '

tasks in the box. Use the scroll bars to find the desired task.
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Task Description Assigm &
ADJUST Adj. operator linkages; limit switches on controls

ADMIN PROCESS Admininstration process work order information  PARKS,
AERIFICATION Aerify Playing fields MEYERS
AR FILTER Replace Air Fiter HEMNRY,
ASSETS Add department assetsfinfrastructure to GIS

BACKFILL Pour remaining bedding and backfill

BALLING Balling of Line

BARRICADE Place barricades, signs and cones

BEDDING Place proper bedding around pipe

BILLSTOP Schedule site specific hilling to end

BUILDINSPECT Inspect building CELLIS,
CABLING Installation of Cable

CHECK CONTROLS  Controls respond to a rising water level

CLEAN Clean pump

COLLECT Collect unattached assets GARCIA o
< i >

Selecting Hierarchy opens the box for selecting a group of tasks. Open the folder(s) to locate the desired
task(s) and double-click on the entire folder or a single task (or select and click OK) to list the task(s) in the
box. Tasks may be selected from other domains since some tasks may require cross-departmental
cooperation.

NOTE: The Clear button can be used to clear the task list on the top pane.

TIP: Open the folder to verify that materials are listed in it. If the folder contains other folders, the hierarchy
closes when the folder is selected without loading any tasks.

i Select a task group

Current Domain ~
1 L 3
’ P ¥l ok Cancel

Land Management
Parks
Permits
Plants and stations
Special Everts
Stormwyater
Streets & Traffic
Wastewater
Water
{4 Corrective
=58
JJ BACKFILL~Pour remaining bedding and backfil
1 BEDDING~Place proper bedding around pipe
| COMPACT~Compact backfill
1 DRAIN~Drain hole to work around pipe
| EXCAVATE~Excavate trench
J‘“ MNOTIFY _RSTOR_CREW~Notify the restoration crew
L4 Inspection

LR O O O W O O L

3. Select the task from the list to add to the work order in the order the work is to be performed.
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4. If desired, select an Assigned To employee from the dropdown list.

5. To add a Shop, tab to the Shop field (or move to the field and press the Enter key or double-click
in the field) to open the SHOP Codes selection box. Double-click to load the Shop field (or select
and click Select). If necessary, populate the box by typing in the Code and Description for each
shop.

6. Enter the Days to Complete the task if different than 1.

7. You can change the Sequence number if the task can be done at the same time as the previous
task or to add a task that comes earlier in the sequence.

NOTE: The next number automatically loads in the Sequence field when the Add button is clicked.

8. If desired, enter any Comments. In a new work order, these Comments are listed with the tasks,
not on the work order Comments.

9. Click the Add button to add the task to the list at the bottom and advance the Sequence number.

10. Add each task needed for this work order by following steps 2-6, changing the Sequence number if
needed for tasks that can be done at the same time or to add a task that comes earlier in the
sequence.

If an additional sequence ID is wanted when an item with that number already exists, a Confirm Update
message opens stating that the numbered sequence already exists. Click No to have it list an additional task
for the number indicated or click Yes to renumber the previously defined sequence ID(s).

If the task is already in the list, but needs to be updated, double-click on it to reload the Task and
Description. Make the desired changes and click the Add button. Click Yes when the message box opens
stating that this task already exists and asking if the user wants to update it.

To delete from the list, select the task(s) and click the Delete button. Click Yes when the confirmation box
opens asking if the user wishes to remove the selected task(s) from the template.

Labor Tab

The Labor tab attaches employee or contractor labor costs to the work order. Assigning labor to the
template lists the labor costs on the work order as an Estimated cost which, if accurate, can be transferred
to the Actual costs. Another way to add this labor is to view the Actual costs and then select Predefined.
This loads the employees and/or contractors into the list so you can select the desired ones and enter their
labor.

1. Switch to the Labor tab.

78 e Cityworks Setup Designer 2013 Guide



Work Order Templates: Pressurized Water Main: Flush Main
. Security | “¥p Budget Plan | 4| Inspections

| %) General | [P Tasks | 4} Labor é] Materials | ¢ Equipmert | Misc.Info | = Printing |
Lakor Search '

(%) Employee  Search By Group Name ~ Keyword
() Contractor jGROUP MNAME v | |WATER CREWY v |
WATER CREW ;
Name Hourly Rate  Ov/| Rate Types Cost
GUNTER, BOBBY D 36 18¢ Regular ‘ () Show Static
:tléizgh:s GUY F gss gg& Bl Overtime O Show Dynamic
[] Benefit Boirs
[] Stand By 5
[] shift Differential ‘ ‘
[] overhead Cigserption
[] other
[ = [
¥ @
[ £ | > | Add Clear Remove
| Static Cost Codes }
MName Type Group Cortractor #  Rate Type  HoursiUnits = Cost
i GUNTER, BOBBY D  Employee  WATER CREW Hourly 2.00 7200
HILL, Jit Employee  WATER CREW Hourly 2.00 50.00
ROBERTS, GUY F Employee  WATER CREW Hourly 2.00 19.00
L < ) ) |

Estimated Labor Costs: $141.00

2. For contractor labor, switch to the Contractor radio button option.
3. Load the employee(s) or contractor(s) in the center right pane by one of the following methods.

NOTE: Multiple employees may be listed at the same time using Group Name or Keyword and multiple
contractors by using Contractor Hierarchy or Keyword.

e For employees, select either Group Name or Employee Name from the Search By dropdown
selection and use the Group Name dropdown to find the desired group or employee.

TIP: Since Group Name s the default selection, the groups are already loaded in the Group Name
dropdown.

e Type a Keyword into the field and press the Enter key to list the employees or contractors,
depending on the radio button option selected.

e Select either Contractor Name or Contractor Hierarchy from the Search By dropdown. For
Contractor Name, which is the default, use the Group Name dropdown to find the desired
contractor. For Contractor Hierarchy, double-click on the desired folder or contractor from the
popup box.

4. Select the employee(s) or contractor(s) from the list to add to the work order.

Designer 2013 Guide Cityworks Setup e 79



NOTE: At least one of the employees or contractors must be selected before clicking the Add button or a
message opens to remind the user to select a labor item.

TIP: If the hours are the same for multiple employees, their labor can be added at the same time.

5. If using dynamic costs and the job code is needed to override the cost codes, right-click in the Job
Code field to open the Codes box for selecting the code.

NOTE: Static or dynamic costs are set up by domain under the Preferences option, Use Dynamic Costs,
and determine whether the software lists Rate Types or Cost Codes, the default Rate Types are used for
N and Cost Codes for Y.

Name Rate Job Code | SWING
CHARLES, RYAN | $24.00 q 25.00% Name Rate  Job Code SWING
HENRY, VWILL $2300 ===== "% 2500% | [CGEAGNC R et ol e

Double-click on the selected code (or select and click the Select button) to load the Job Code and override
the regular rate.

% Codes Q@@

Job Occupatnon Codes

Code Description ‘
CLEAN Cleaning

CONSULT Consultation Fees

EMERGFLOOD Emergency Flooding

EXCAY Excavating k

JACKHMR Jackhammering

Code Description
ZEMERGFLOOD EEmergency Flooding

(9 : \/ ,&

Jelete | Select Cancel J

6. Select the employee(s) or contractor(s) from the list to add to the work order. At least one of the
employees or contractors must be selected or this message box opens to remind the user.

7. Check the box(es) for the Rate Types or Cost Codes if different than Regular or in addition to the
Regular rate. Click in a checkbox to uncheck a Rate Type or Cost Code.

NOTE: Cost Codes are customized by each organization for tracking labor and usually reflect the method
used prior to implementing Cityworks so users will be familiar with those customized types.

8. If desired, select the radio button option for how to display Cost.
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NOTE: The default setting for which Cost option to display is preset according to the Use Dynamic Costs
setting in Preferences.

e Show Static—Use for the regular default rates from the Employees tab of the Employees
window.
¢ Show Dynamic—Use for Cost Codes or Job Codes.

e Show Both—Use to see both static and dynamic costs when static costs existed before
switching to cost codes. The active code is shown in black text; the inactive code in gray text.

NOTE: If both static and dynamic costs exist, they will be totaled together in the Estimated Labor Costs
shown at the bottom left. These costs are used on the Budget Plan tab so it is recommended that the
organization set up one or the other for each template, but not both.

; WSlatiC Cost Codes VDynamic Cost Codes

Name Type Group | Name Type Group
CHARLES, RYAN  Employee CE i CHARLES, RYAN  Employee  MAINTENANCE WORKER| |

HENRY, WiILL Employee HENRY, WILL Employee MAINTENANCE WORKER] |
PULLMAN, JOHN  Employee PULLMAN, JOHN Employee MAINTENANCE WORKER] |

< | S 2|
| Estimated Labor Costs: $345.00

9. Enter the estimated Hours.
10. If desired, enter a Description.

11. Click the Add button to list the employee(s) or contractor(s) in the list on the lower pane along with
the total Estimated Labor Costs at the bottom.

Dynamic Cost Codes

Name Type Group Con.. RateType Hours Cost Description
CHARLES, RYAN Employee MAINTENANCE WORKER Hourly 400  S96.00
LYONS,JAMES  Employee MAINTENANCE WORKER Hourly 400 9200
PULLMAN, JOHN  Employee MAINTENANCE WORKER Hourly 400  88.00
CHARLES, RYaN Employee  MAINTENANCE WORKER Hourly 200 4800 Emergency flooding
LYONS, JAMES  Employee MAINTENANCE WORKER Hourly 200  46.00 Emergency flooding
PULLMAN, JOHN Employee MAINTENANCE WORKER Hourly 2.00 4400 Emergency flooding
< >

E stimated Labor Costs: $414.00

12. Add labor for all employees and/or contractors needed for this work order template.

To modify labor, add the correct information and select the entries to remove from the list, and click the
Remove button. Click Yes when the confirmation box opens to remove the item(s) from the list.

Materials Tab

The Materials tab attaches predefined materials to the work order template which are then listed on each
work order of this type.
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1. Switch to the Materials tab.

Work Order Templates: Road: Resurface
2 Budget Plan |
[;]WGQ@@LJ.;} Taskg;;}'} Laborﬂi'

| - Material Search

% Equipment | g Misc. Info | (2 Printing| €5 Security |

\
»S earch By - AKeyword ‘
Miewichy  [w| [PATCH | |

|

‘ ‘ MaterialUID  Description Unit of Measure  Unit Cost  Manufa...  Supplier Model Part No. Mlnl‘

|| ColdPatch Cold Patch Asphalt  Sqyd 50 0 ji
Gravel Gravel Sqyd 10 0 ‘

| HotPatch Hot Patch &sphalt  Sgyd 50 1]

| Sand Sand Sqvd 125 0

|

< 3

Units Required o2 | | & A

2 Add Clear Remove | Contractor

T MaterialJID Description Units Required Cost Source

| Gravel Gravel 5 50 Inventory
ColdPatch Cold Patch Asphalt 10 500 Inventory

| HotPatch Hat Patch Asphalt 10 500 Inventory

|
i
|
|
i
|

j Estimated Material Costs: $1,050.00

2. Load the desired material(s) into the center pane by selecting the Search By option for material
Name or Hierarchy or typing in a Keyword and pressing Enter.

NOTE: Hierarchy or Keyword can be used to list multiple materials at a time.
Selecting Name loads all the materials into the table.

Hierarchy opens a selection box from which a folder of materials can be selected.
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i Select a material group

Current Domain

& %
IF’W ;] OK Cancel
{4 Electric
4 Parks

=4 Streets & Traffic

{4 Control Devices

4 Lights

L4 Miscellaneous

SRSl Patching

ColdPatch~Cold Patch Asphalt
| Gravel~Gravel
| HotPatch~Hot Patch Asphatt

{ r Sand~Sand
4 Poles

—5

3. Select the material(s) from the list.

TIP: Multiple materials may be added at the same time if the same number of units of each material is
wanted.

4. Type in the estimated number of Units Required if different than 1.

5. Click the Add button to list the material on the lower pane and generate the Estimated Material
Costs at the bottom of the window.

6. Add other materials in the same manner until all desired materials have been added.

TIP: The only way to change an entry in the list is to add a new one and remove the incorrect one.

Contractor-Provided Materials

If a contractor typically provides some of the materials as well as the labor, these material costs can be
added to the work order template. The total cost is listed along with the units provided so there is no

calculating performed using the cost per unit.

1. If a contractor provides the material, select the material from the list and click the Contractor
button to open the Contractor Material Cost box loaded with the material ID and Description.
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W Contractor Material Cost

Contractor Mame ‘ Timberline Construction Co. ‘
Add Material Cost

ID Total Cost
'Sand | |900.00
Description Units
Sand N

o %8
oK Cancel

2. Type in the Contractor Name or double-click in the field to open a Select a Contractor box with
the contractor hierarchy and select a contractor.

" Select a Contractor

Current Domain
R
l P LI OK Cancel

=I-{4 Construction
{4 Excavation
=-{4 General Cortractors
_J Timberline Construction Co ~Construction services
L4 Consulting
L4 Inspection
L4 Mairtenance

3. Type in the remaining information and click OK when finished to add the information to the lower
pane.

NOTE: Contractor Total Cost is the total cost for the number of units entered.

. MateriallID Description Units Required Cost Source

ColdPatch Cold Patch Asphalt 10 500 Inventory

HatPatch Hat Patch Asphalt 10 500 Inventory

Gravel Gravel 5 50 Inventory

Sand Sand 2 25 Inventory

Sand Sand 40 500 Timberline Construction Co.
Equipment Tab

Equipment can be added to the work order template to aid the user in selecting the equipment used when
filling out the work order and is also used as a cost estimate. Each piece of equipment with a unique ID
represents 1 equipment unit. Multiple units are used only for those items, such as barricades or small hand
tools, which are not uniquely identified.

1. Switch to the Equipment tab.
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Work Order Templates: Road: Surface Reconstruction - AC

\;:? Budget Plan | ¢#| Inspections
] General | G Tasks | 3 Labor | &l Materials | S€ Equiment | Misc.info | &) Printing | < Security

Equipment Search
Search By Keyword
NAME ¥ | |
‘ D Description Unit Cost  Rate...  Manufacturer Model
|| RODHDAUGER Square auger hand rodding attachment .00 A Miller Metal T390L
|| RODHDLIME Hand line rodding line 00 A Tiger Tool F5439K
| RODTRAILER Hand rodding trailer 57.50 B Puhlman, Inc
RODTRUCK Hand rodding truck 29.95 A Symczsky P930
ROLLERYBR37 R37 Yibrator Roller 37.88 A Wilson Machinery  R37-009i |
|| SCTS_SPREADER  Scotts rotary spreader for the JD 4400 43 A Scotts TC3000 |
|| SEVWERBALL Mega 200 sewer ball 00 A Mortenson, Inc. Mega20C
SFTYFNC Safety Fencing 00 A Aaron Industrial 109L v j
‘ ‘ < 2 |
| Hours Required  Units Reauired — [o5] |  & )
| 2 |1 | |AddM\Clear Remove | Contractor J
T == A
Il Equipment Description Hours Required  Units Required  Rate Type  Cost
| ASPHLTGRNDR  Titan MT-5520 Asphatt Grinder 4 1 FIXED 375
|| ASHPALTLAYER Asphatt layer 4 1 FIXED 375
|| TRUCKDMP24 White 12000 GVW dump truck # 24 4 1 FIXED 3854
1E2 | 3|
Estimated Equipment Costs: $113.54

2. Select the equipment needed using Name or Hierarchy from the Search By dropdown or type in a
Keyword and press Enter to load the equipment on the center pane.

NOTE: These selections are similar to those found on the Labor and Material tabs and work the same way.
Multiple selections may be loaded at a time using Hierarchy or Keyword.

3. Select the desired equipment from the list.
4. Enter the Hours needed for the selected equipment item.
5. Enter the Units Required if more than 1 item is needed and each item does not have a unique ID.

6. Click the Add button to add the equipment to the work order template and to list it on the lower
pane with the Estimated Equipment Costs.

Designer 2013 Guide Cityworks Setup e 85



l Equipment Description Hours Required  Units Required = Rate Type  Cost

. ASPHLTGRNDR  Titan MT-6520 Asphalt Grinder 4 1 FIXED 375
ASHPALTLAYER  Asphalt layer 4 1 FIXED 375
TRUCKDMP24 White 12000 GVW dump truck # 24 4 1 FIXED 38.54
ROLLERYBR37 R37 Vibrator Roller 2 1 FIXED 37.88

|85 >
Estimated Equipment Cost: $151 .42

Contractor-Provided Equipment

A contractor may also provide equipment along with labor and/or materials. These equipment costs can also
be added to the work order template, similar to adding contractor-provided materials.

1. If a contractor provides the material, select the equipment from the list and click the Contractor
button to open the Contractor Equipment Cost box loaded with the equipment ID and

Description.
] MaterialUID Description Unit ¢
| S20FLSWITCH 520 float switch
'
SaW0DAK Saw tooth Oak E&

[ £

Units Required ¥ 4 @ |
h Add Clear Remove ‘Contractor

2. Type in the Contractor Name or double-click in the field to open a Select a Contractor box with
the contractor hierarchy and select a contractor.

W Contractor Equipment Cost

Contractor Mame ‘Timberline Construction Co. ‘

Add Equipment Cost

D Total Cost

' TRUCKWATER | [400.00 |
Description Units Hours
‘Weider water truck ‘ ’1 ‘ ’2 ’

& %
oK Cancel

3. Type in the remaining information and click OK when finished to add the information to the lower
pane.

NOTE: Contractor Total Cost is the total cost for the number of units and hours entered.,
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Equipment Description

ASPHLTGRNDR  Titan MT-6520 Asphalt Grinder
ASHPALTLAYER  Asphalt layer

TRUCKDMP24 White 12000 GV dump truck # 2
ROLLERYER37 R37 Vibrator Roller
TRUCKWATER Weider water truck
<

Hours Required  Units Required Rate Type  Cost :
4.00 1 FIXED 37.50
4.00 1 FIXED 37.50
4.00 1 FIXED 38.54
2.00 1 FIXED 37.88
2.00 1 FIXED 400.00

>

Estimated Equipment Costs: $551.42

Scroll across to view additional fields.

Misc. Info Tab

Miscellaneous information adds predefined comments, instructions, and attachments which will be

automatically included on each new work order of this type.

1. Switch to the Misc. Info tab.

|
|

Work Order Templates: Pressurized Water Main: Install Main
% Budget Plan | i#| Inspections | - )
I ) General | [ Tasks | ¥} Labor | A Materials % Equipment .{ Misc. Info i (=) Printing | < Security

Comments Instructions

Contact the Planning Commission at 575-8988 with any Inspect the following tems as the pipe is laid.

gquestions. 1. Pipe bedding placed to prescribed depth and grade.
2. Pipe laid to grade with joints made in accordance
with manufacturer's instructions.
3. Double-check pipe gradient with spirit level along the
top of the pipe barrel.
4. Interior free of bedding materials, dit, boards, or
other debris.

b
Save
Attachments
Q_7 Attachment
Add Watahead\clientservices'Documentation\PDF Miscinspection_Water pdf
@
Remove
< >

2. Type in any Comments and/or Instructions.

3. Click the Save button.

4. Click the Add button to open a Select attachment file(s) browser box for locating the desired file.

Attach as many files as desired.
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Printing Tab

The Printing tab sets the preferences for the default printing parameters for the work order template,
including selecting a printer and specifying map information. Skip this section if the organization does not
print work orders.

Custom templates can be created by the organization to print paper documents for each work order type and
must be stored in the Templates file of the Cityworks directory. Custom template names can be no longer
than 8 characters. Custom map templates may also be created for printing maps using the ArcMap layout
function. Map template names may be 250 characters maximum.

NOTE: See Customizing Print or Email Templates for more information.

IMPORTANT: Azteca Systems Inc. recommends keeping a master copy of all custom templates in another
location to facilitate the installation of future versions of Cityworks.

1. Switch to the Printing tab.

—Work Order Templates: Fire Hudrant Feature: Fire Hudrant b aintenance

|\| Generall ] Tasksl ':"} Lal:n:url @_1_ Materialsl % Equipmentl a Misc. Info
=] Frinting | = Seu:urit_l,ll ¥ Budget P'Ianl i Inspectinnsl

— Template Settingz tap Settings
ticrozoft word Template Default Map Template
IWD"-.-'-.-"ater I

Dravz before Projected Start Date Ig

to be available in Print Queue. Prinit map with scale [x] times I2

the extent of the zelected set.

Default Printer [leave blank bo uze ;
individual computer's default printer] % Single Map for ALL Features

CutePDF ‘wiriter j " Individual Map for EACH Feature

By default print
£ work Order

= Map
" Both

=]

5 ave Clear

2. If desired, enter the name of a customized Microsoft Word Template, 8 characters or less in
length.

NOTE: Leave the Microsoft Word Template field blank to use the default Cityworks template, (pw.dot).
3. Enter the number of days before the work order type lists in the Print Queue.

TIP: If using the internal email option for WO Print Queue as the event, the number set for the Days
before Projected Start Date determines when the Submit To person receives email notification that the
work order is in the Print Queue and is ready for printing.
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4. If desired, select the default printer to which this work order type is printed.
NOTE: If the default printer is left blank, the work order prints on the user’s default printer.
5. Select the By default print radio option for Work Order, Map, or Both.

To automatically activate the Map printing options box on the work order Print tab, the administrator

must select the Map or Both option on the Designer Printing tab. The user can also activate the box by
selecting either Print Map Only or Print Both on the work order Print tab or deactivate it by selecting

Print WO Only.

6. If printing the map, select the Map Settings on the right pane.

o Default Map Template—Type in the name if there is a custom ArcGIS layout or double-click in
the field to open a browser box for locating the file.
NOTE: The default location for .mxt files is in Program Files > ArcGIS > Bin > Templates directory.
e Print map with scale (x) times the extent of the selected set—Type the desired number
in the blank to determine how much space around the selected set is included in the printed
map. The default is set at 2 which adds either half the length or width of the selected set to each

side, adding more background. Set to 1, the map prints the selected set to the margins with no
additional background in either width or length.

e Single Map for ALL Features—Select this radio button to print a single map containing all of
the features attached to the work order.

e Individual Map for EACH Feature—Select this radio button to print an individual map for each
feature attached to the work order.

NOTE: By default, the map is set to print in a portrait layout.

7. Click the Save button to save the selected information.

Security Tab

The Security tab sets the group permissions for who has what access to the work order type. In 2012.1, the
group rights for work orders, service requests, and inspections were simplified. Please read Knowledge Base
article 10619 for more information on the Group Rights Migration tool.

NOTE: Security may be set for multiple work order templates on the Cityworks Setup > Template
Security.

1. Switch to the Security tab.

Designer 2013 Guide Cityworks Setup e 89


https://www.mycityworks.com/KB/KnowledgebaseArticle10619.aspx?Keywords=10619

Work Order Templates: Pressurized Water Main: Install Main

4] General | 3 Tasks | ¥} Labor | & Materials | S# Equipmert | 4 Misc.Info | (2 Printing
% Security \;2? Budget Plan | 44| Inspections

Domain | PV v
Select one or more groups Select one or more tables Security Options
Name A | value Wiew
SUPERVISOR WORKORDER Add
MAINTENANCE WORKER LABORCOST Undate
MAINTENANCE WORKER 2 MATERIALCOST
WATER CREW EQUIPMENTCOST
SEWER CREW 1 WOTASK [ View Cost
STORM CREVY
CALL TAKER & @
STREET CREW 1 Updat Delete
ELECTRIC CREVY 1 v
Existing Security
Templateld  Domain . Group Table View Add Updste Delete View Cost
5031 Py SUPERVISOR EQUIPMENTCOST 1 1 1 1 1
5081 Py SUPERVISOR LABORCOST 1 1 1 1 1
5081 Py SUPERVISOR MATERIALCOST 1 1 1 1 1
5081 Py SUPERVISOR WORKORDER 1 1 1 0 1
5081 Py SUPERVISOR WOTASK 1 1 1 1 1
5081 Py WATER CREW  WORKORDER 1 1 1 0 0
5081 P CALL TAKER WORKORDER 1 1 1 0 0

2. Select the group on the left pane.
3. Select the work order table(s) from the center pane that the selected group needs to access.
4. Check the applicable box(es) for Security Options.

e View—Permission to open a work order to view the information only.

e Add—Permission to create and add information to a work order, such as comments, labor,
materials, equipment, tasks, etc.

e Update—Permission to edit work order information and change the Submit To employee on a
work order after it has been saved.

e Delete—Permission to delete work order information.

IMPORTANT: Users who are adding labor, material, and equipment costs need Delete permission for the
LaborCost, MaterialCost and EquipmentCost tables in case the values entered need to be modified.

NOTE: Azteca Systems Inc. does not recommend deleting work orders from the WorkOrder table;
cancelling a work order is the recommended method of inactivating a work order because it still allows for

viewing the information and leaves the historical information intact. Limit the users with Delete permission to
WorkOrder.

e View Cost—Permission to view costs. Check View Cost for the LaborCost table to allow a
group rights to view the labor costs on the Labor pane of the work order. Check View Cost for
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the LaborCost, MaterialCost, and EquipmentCost tables to display the Work Order Cost
Summary form from a work order, accessed from the Tools menu.

NOTE: All employees can view costs for materials and equipment on the right pane of a work order.
5. Click the Update button to add the information to the Existing Security list on the lower pane.

6. Continue adding all the desired groups by repeating steps 2-5.

Budget Plan Tab

The Budget Plan uses information from the Labor, Materials, and Equipment tabs to project a budget
for the work activity. A Daily Budget and Total Budget are displayed on the tab. These budget projections
can be saved by year.

TIP: If different areas need different budgets for the same work template, a work order template may be
cloned to project these budgets separately. See section on Cloning Work Order Templates. Cloning a work
order template does not clone budget information.

Gray fields are user-defined in a Codes box by entering the desired Code and Description to match
whatever the organization wishes to track. White fields indicate fields where numeric data is entered.
Calculations are based on the information entered so changing the values yields different results and can be
used to obtain the desired results. Crew Days and Labor Days fill in when the % is entered for the month.
Red text in the Target column indicates that further adjustments in the budget plan are necessary to reach
the desired target; green text indicates the projection plan is on target.

Budget plans can be compared to the actual work accomplished on the Budget Reports tab in the
Cityworks Report Engine of the Cityworks Desktop software. They can be used to more accurately predict
future budgets and determine cost projection, productivity, optimal crew size, etc. The gray, user-defined
fields can be used to group the results.

Tracking work progress against the desired or anticipated levels at regular intervals promotes crew
accountability and efficiency, improves data quality and more accurate tracking of the material inventory
needed, and provides administrators with reliable indicators for infrastructure management decisions. Budget
plans can play an important role in a work management system.

Some settings in Others > Preferences determine the layout and selection on the Budget Plan tab. The
year shown begins with the month selected for the First Month of the Fiscal Year. The Default Workday
Hours and Default Applied Overhead Percent load in the corresponding fields. The Budget Range
Years determines the years that are listed in the Budget Year dropdown selection.

=8 ‘,__’. Others Use Equipment Checkout Y
| Units of Measure Use CCTY Codes Y
| Codes First Day of Week Sunday
| Custom Data Fields UUse Dynamic Cost Codes Y
&, Prefefences
171 Qedntity Matrix for Smoke Testing Default Workday Hours a
| Map Layers and Fields Default &pplied Overhead Percent 105
¢ Customer‘.&ccounts Default Budget Range Years 5
| LU Material Groups Geodatabase Asset Groups Owned by SDE N

| Macro Manager
| Record Lock
| Other System Codes

Default Inspection Status - New
Default Request Caller Type
Auto format phone numbers Y
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The following calculations are performed by the software.

NOTE: Avg. Crew Size is imported from the Labor tab. Daily Budget populates the Labor, Materials,

and Equipment with the totals set up on the respective tabs and totals these together for the total Daily
Budget.

e Crew Days = Work Qty + Avg Daily Production
¢ Unit Cost = Total Budget - Work Qty
e Labor Hours/Day = Workday Hours x Avg Crew Size

¢ Total Budget = Daily Budget x Crew Days (for Labor, Materials, Equipment, and totals
these three items in the Total Budget)

1. Switch to the Budget Plan tab.

IMPORTANT: If at any point during the data entry, you need to switch tabs to Labor, Materials,

Equipment or any other view, always save the information already entered as the Budget Plan tab reverts
back to the last view saved when it is reopened.

—wark Order Templates: W ater Main Feature: Fluzsh wiater Main
|1 Generall ) Tasksl ':":‘ LaI:uurI A Materialsl :}g Equipmentl w Mise. InfDI = F'rintingl % Securit_l,ll
*%7 Budget Plan | ()] Inapectiunsl
— Management
Fiscal Year |2|314 "I ™ Lock Budget
i anagement L nit ISE Southeast quadrant Agtivity Program IQLTYEMPT Water?
IUnit Description IF'IF'ELENGTH Pipe length in feet Activity Code IELSDMT Elean$|
— Ciost
Inventory I 132.00 IPresxurized waker mains (&) Refresh |
¥ Effort Level | 1 |.-’-'-.verage Daily Budget
Wwiork Gty | 13200 |Each Labor
b aterials
Awg Daily Praduction | 5.00 |F'ressurizeu:| water mainz E quiprnent
Awg Crew Size [otaibadoss
Workday Hours I a8 Crew Days 26.40 Labar
[rit Cost hd aterials
Applied Overhead I 105 % Labor Hours/Dray E quiprnent
—whork
Jan  Feb Mar  Apr May  Jun  Jul  Aug  Sep  Oct Mow  Dec Total  Target
Percent | 0O 4| 1| nf 0| ) ]| || 4] 0 | %
CrewDays | 0Of 1| 3| 3| 3| 3f 3| 3] 3| 3] 1] o | & 2
LaborDays | o 6 18| 18| 18| 18| 18| 18| 18| 18| 6| 0 |15
|
Save Clear | Delete  Print
Budget 'ear | M anagement Uit | IInit D ezcription | Activity Program | Activity Code | Inwentory | Irvent
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2. Select the desired Fiscal Year from the dropdown or type it in the field.

3. Double-click in each of the gray boxes in the Management frame to open a Codes box and type in
a Code and Description in the fields at the bottom and click the Save button to save to the list.
Add as many codes as needed. Double-click (or select and click the Select button) to load the

information in these fields.

NOTE: These description fields may be used for any information the organization wishes to track in
association with the work order template. The Code and Description are fully customizable for each field in

the Management and Cost sections. Possible examples are shown for each.

¢ Management Unit—Use for dividing an area into geographic zones or management units,

especially if accounting and reporting is managed separately.

ACTPMGTU Codes

Code | Description [
NE MNortheast quadrant

N MNorthwest quadrant

Southeast quadrart
SW Southwwest quadrant k

Code Description

|sE |Southeast quadrant

B & v &

Save Delete  Select Cancel

e Unit Description—Use to describe how the management unit is divided or to detail the asset

inventory for the work activity.
ACTGCODE Codes

| Code Description

|

| CUYD  Cubic yards
| EA Each
|
|

| LNFT  Linear feet
RDMI Road miles

e Activity Program—Use to describe the work activity program.
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ACTPPRGC Codes

Code Description
ADMIN Administration
ASPHLT Agphalt work
CONCR Concrete
DRAIN Drainage

MISC Miscellaneous
RDMRK Road markings
SH Shoulders

SIG Signs/signals
SIGNS Signs

SNOW Show removal
SWATR Sweeping/trash
TRAF Traffic
e Activity Code—Use to further describe the activity.
ACTPCODE Codes

Code  Description

201 Patholes

30 Road construction
40 Fog seal

501 Protective measures

520 Stabilize road
550 Traffic plan review

4. Type the Inventory in the Cost frame and double-click in the gray field to open another Codes
box. Type in the desired codes and descriptions for the Inventory as described in step 3 and load
the desired Description in the field.

ACTPPRGC Codes BCTPINVT Codes

Code | Description I Code Description
FLNEW Flush newly installed main 1 LAT Lateral lines
FLREPAIR Flush repaired main | MAINS Mainlines
QLTYCMPT Water gquality complaint MNHOLE  Manholes
QLTYCTRL Quality control RDMI Road miles

5. Type the multiplier in the x Effort Level field and double-click in the gray box next to x Effort
Level to open another Codes box for defining the codes and descriptions for the Effort Level.
Follow the same procedure described in step 3 to load the desired Description in the field.

NOTE: Effort Level can be used to express the quantity of work expected per asset, such as the average
number of potholes per mile, or it may indicate the job requires more effort in certain terrain or weather
conditions. The Effort Level multiplier may be a 2-place decimal.

ACTPELEY Codes
Code Description
1 Average
2 Medium
2.3 Average potholes per road mile
3 High

6. Double-click in the field to the right of the Work Qty field to open a Codes box and follow the same
procedure described in step 3 to load the desired Description in the field.
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NOTE: Work Qty is automatically populated and calculated by multiplying the Inventory by the Effort
Level.

ACTPWKGD Codes

Code | Description ]
GROUP Group of tems
INDIY Individual tems

SET Set of like tems

7. Type the average number of assets from the Inventory for which the work activity can be
completed in one day in the Avg Daily Production field and double-click in the description field to
open the Codes box. Follow the same procedure described in step 3 to load the desired Description
in the field.

NOTE: A decimal may be entered in the Avg Daily Production field to indicate the portion of the work that
can be completed in a day. For example, if it takes four days to complete work on one asset, enter .25.

ACTPAVDP Codes

Code l Description

PRSESMAIN Pressurized water mains
SGMT Segments

8. If desired, enter the Workday Hours and/or Applied Overhead if different than the default
settings set in Preferences.

NOTE: Applied Overhead may reflect any additional costs, such as for utilities, maintenance of equipment,
the average benetfits package per department or crew, elc.

9. In the Work section, type in the Percent of the job that needs to be accomplished per month. Use
<Ctrl + R> to fill in the boxes forward if the same value is wanted for each month.

NOTE: <Ctrl + R> overrides any information already entered. The Crew Days and Labor Days of the
work completed are calculated according to the Avg Crew Size displayed above when the Percent is
entered. Crew Days and Labor Days can be modified if desired by typing in the field.

Work

Jan Feb Mar Apr HMay Jun Jul Aug Sep Oct Nov Dec Total Target
percent | of[ of[ 7|[ 1o][ 16][ 1s|[ 15| 1s|[ 1s][ 7|[ o|[ o 100/ 100
crewDays | o|[ o|[ 34| a8|[ 77|[ 73|[ 73|[ 73|[ 73|[ 34¢|[ o[ o 485| 484
LaborDays | 0| of[ 102|[ 145|[ 232| [ 218|[ 218| [ 218| [ 218| [ 102] [ o[ o [1453] 1450

10. Modify the information as needed to match the targets.

11. If desired, check the Lock Budget box to prevent any changes from being made to the budget. All
fields with the exception of Budget Year are grayed out as well as all the buttons except for Save
and Print.

TIP: Locking the budget for prior years keeps the information intact so that the values cannot be changed by
refreshing or accidentally modifying the information.

12. Click the Save button to save the budget to the list at the bottom of the pane.
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Work Order Templates: Road: Repair Pothole
lJ General | [ Tasks | ) Labor | A Materials *;z Equipment | g Misc. Info | () Printing || G Security 2> Budget Plan |
Management
Fiscal Year |2008 v Lock Budget
lanagement Unit Southeast quadrant Activity Program | | Road maintenance
Unit Description ‘ Road miles Activity Code | | Pothole repair
Refresh Cost
™= ‘ =
Save Print J

If the Total does not match the Target (if there are any red numbers in the Target column), a message
box opens to warn the administrator. If the Total is close enough, click Yes to save the budget plan as is.
Click No to modify the plan.

Work

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Total Target
percent | 8| 8|[ of[ 10| of[ sl || 8| sl 8| sl s 100| 100
crewDays | 39|| 39|[ a4|| 48| 44| [ 39| 39| 39| 39| 39|[ 39|[ 39] 437| 484

Labor Days | 116| [ 118] [ 131] [ 14s| [ 131] [ 116][ 118| [ 116] [ 118| [ 116] [ 116 [ 116]  [1451] 1450

Once a budget plan is saved, it may be opened by selecting it from the list at the bottom or from the Budget
Years dropdown selection at the top. Scroll across to view the rest of the fields.

To create a budget for another year, select the Budget Year from the dropdown selection. A message box
opens to see if the same settings are wanted as the year currently displayed. Click Yes to import the
information and make any necessary modifications; click No to clear the information and begin again.

The Refresh button allows the administrator to apply changes on the Labor, Materials, and Equipment
tabs for updating costs.

IMPORTANT: If changes have been made to labor, materials, or equipment, do not refresh budget costs for
prior years.
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Inspections Tab

The Inspections tab for Cityworks Server AMS users allows default custom inspections to be linked to the
work order to automatically create the inspection every time a work order of this type is created. Create the
inspections under Cityworks Setup > Custom Inspection Templates and select the desired asset type(s)
for the inspection to list the inspections on this tab.

NOTE: Refer to Custom Inspection Templates for information on how to create these inspections.

1. Switch to the Inspections tab.

—work Order Templates: Fire Hudrant Feature; Fire Hydrant M aintenance
|j Generall ) Taakal T LaI:u:urI A Materialal ;}ﬁ Equipment | @ Misc. Inh:ul = F'rintingl % Securit_l,ll
‘:'_T} Budget Plan %% Inspections

— Defined Inspections — Default Inzpections
I amne | Dezcription | Test Description | Auto .. | Event | Ik, Mu
Hydrant Inzpect...  Routine Hydrant. . ¥ Auto Create
Ewvent

||:|IIISE - l

|rterval Mumber

—

|rtereal Uit

IYears - l

ol
(&

<J
pdate |

2. Select the inspection from the panel on the left. Use Ctrl or Shift to make multiple selections.

3. To create associated inspections, follow these steps:

e Check the Auto Create checkbox.

e Select either Initiate or Close from the Event dropdown. Select Initiate if you want the
inspection interval to begin from the date that the work order is initiated. Select Close if you
want the inspection interval to begin from the date that the work order is closed.

e Enter an Interval Number.
e Select an Interval Unit (Days, Weeks, Months, or Years).

4. Click the right arrow to save the selected inspection(s) as Default Inspections.

NOTE: Double-clicking on an inspection moves it to the other list. An inspection only shows up on one list at
a time but can easily be moved from one to the other.

5. Click the Update button to add the information to the Cityworks Database.
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Cloning Work Order Templates

Once all the setup has been completed for a work order template, the settings can be applied to new
templates by using the cloning functions on the General tab. Templates can be cloned to the same asset
using the Clone button or a description can be applied to other assets using the Clone to Entities button.

The Clone button adds new work order templates to the selected asset type.
1. Select the desired asset and a work order template with the desired information to clone.
2. Click in the Description field and enter a new Description to activate the Clone button.
Description: ‘ilnstéll-Mé"t-ér Station

B 49 @& @ |&
Save Clear Delete Refresh || Clone

3. Click Clone to copy all the information set on the tabs over to the new work order template.

NOTE: Cloning does not add information to the Budget Plan tab. This must be set up by year for each
template.

4. Check the information on the tabs and modify as needed for the new work order activity.
The Clone to Entities button applies the selected work order activity and all its settings to additional assets.
1. Select the desired work order Description to clone to other assets.

2. Click the Clone to Entities button to open the Clone Workorder Templates To Entities box.

Description: Remove é-loékage

8 1 @ © |

Save Clear Delete Refresh | Clone to Entitie

3. Select the desired asset group from the Asset Group dropdown.
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#4 Clone Workorder Templates to Entities

Description Asset Group (3) Features 5
EF\‘emove Blockage ’ ‘SEWER V’ © Objects Cidne
— (O Others

Asset N

Anode

Casing
Catchbasin
Chamber

Cleanout Structure
Control Yalve
Discharge Point
Fitting

Gravity Main L
Grease Separator
Inlet Point

Lateral Line
Lateral Point

Lift Station
Manhole

Meter

Adobme Chakl b

[ ] Status

4. Select the radio button option for Features (default setting), Objects, or Others.
5. Select the desired asset(s) from the list, using the Shift or Ctrl key for multiple selections.
6. Click the Clone button.

A progress bar opens at the bottom of the box until the cloning is complete.

[ 5 5 5 0 0 0 e 8 Cloning 'Remave Blackage' to 'SCATCHBASIN'

7. Click OK when the Summary box opens to say the clone is complete.

8. If desired, change the Asset Group and/or radio button option and select any additional assets to
which to apply this work order Description.

9. If desired, modify the Description and repeat steps 2-6 to clone additional templates.

10. When cloning is complete, close the box.

Custom Field Templates

Custom Field Templates adds custom fields to requests, work orders, and predefined inspections or tests.
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Custom Field Templates
Define Custom Categori
Apply to Table
'WORKORDER

[Existing Categories
| Category
ACCOUNTNUM
ADOPT-A-STREAM

: ATTRIBUTE

| BUILDINGS

| BULKTRASH

| CBCLEAN

[ £

AddMocify

|SEWER
Description

|Sewer

O Inactive
(&) Active

ies

Active

< L << <<

Description
Account numbel
Adopt-A-Strearr
Aftribute data fo
Buildings
Bulk Trash Picku
Catch Basin Cle:

>

Save

L =
Clear

Delete

A

v

The delete button should only be used when the
category has not been used in a work order or a
service request. Ctherwise set this flag to
inactive to prevent future use.

1. Select Request, WorkOrder, or a predefined inspection or test from the Apply to Table field.

2. Type the desired Category in the Add/Modify field and add a Description OR select from the
Existing Categories list.

3. Click Save.

4. In the panel on the right, enter the Field Name.

5. Select the Field Type from the dropdown selection. If additional information is needed, related fields

are displayed.
e Date
— Define Custom Fields
Field Mame Field Type
CATE
[T R P

¥ Iz visible?
[ 1= required?
| Alvweays sort by code?
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¢ Numeric—Opens Min Value and Max Value fields for setting the minimum and maximum
ranges for defining valid values.

— Define Custamn Fields
Field Mame Field Type

MLIMERIC

hin “alue Pz Walue IV Iz vizible?

I I = recjuired?
[T Abways sort by code?

Fimf b b s

TIP: Beginning with Cityworks 4.5 sp 5, the software now validates that a number was entered. Prior to this
release, if no valid values were entered (at least the Min Value), no restrictions were placed on the type of
data a user could enter.

¢ Varchar—Opens a Code Type field and radio button options for Use Description or Use
Code to designate whether to display the code or the description on the work order. For free-
form response, leave the Code Type blank.

— Define Custorn Fields
Field Mame Field Type
IF‘IF‘E TYPE I"-.-".&F{CH.E.H j
kA
e e % Usze Description ¥ Iz visible? save
I'H‘PIPETYPE = Use Code [ 1= required?
b
7 i
Defaut Value - Alwayz o by code’? Selact
Link Field Mame @
I Delete
— Exizting Cuztom Fieldz
Field Narne | Field Tupe |vi. |B.|CodeType | CodesDesc | Minval
FAILURE CODE WARCHAR ' M AwOFAIL LESC

Define possible responses by clicking in the Code Type field to open the Codes box for selecting the
applicable code and select the radio button option for how to display the information on the work order.
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% Codes Q@
kngtom Fiejgi Codes
Code Description H “
AEMPSKIL Employee Skill Sets
AEQUIPSTOR Equipment Storage Areas
AFLEET Fleet Class Codes
AFUNDNUM Account Numbers
AlANDI 1&l Source
AMATACT M aterial work activity
AORGCODE Orangization Code
APIPEMAT
APIPETYPE Pipe Type =
APRIORIT Priority
APROBCAT Request Problem Category
APSOURCE Permit Source
ASRMRAT Storeroom Requisition Type
ASSOACT S50 Action Taken F
ACChlnr CCM T aivam | mmmbimes —-
Pgde Description
APIPEMAT | | Pipe Material
= @ ’ ¥ | &R
Save Delete || Select[\Cancel

Populate the Code and Description in Others > Codes. Select the Asset Group from the dropdown, enter
a new Code Type beginning with the letter already found in the field, enter the Description, and click the
Save button. Populate the Code Type on the right pane by typing each Code and Description in the two
boxes at the bottom of the pane and clicking the Save button.

NOTE: Code Types begin with a letter corresponding to the Asset Group selected. For codes that apply to
more than one asset group, select Others as the Asset Type. Others custom codes begin with the letter A.
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Codes

Current Domain | P v

9 Add/Modify ) Import | j& CCTY|

Asset Group 7 Code Format )
OTHERS v | Codes and Descriptions v
Code Types ) 7C-:-des and Descriptions

Code Description A Code Description

AlANDI 1&l Source DGRVMAIN Storm Gravity Main
AMATACT Material work activity DLATLINE Storm Lateral Line
ADRGCODE Orangization Code DPRSMAIN Storm Pressurized Main
APIPEMAT Pipe Material SLATLINE Sewer Lateral Line
APIPETYPE Pipe Type SPRSMAIN Sewer Pressurized Main

APRIORIT Priority

APROBCAT Request Problem Category
APSOURCE Permit Source

ASRMROT Storeroom Requisition Type

ASSDACT SS[J At_:tion_ Taken v
dee Typg Dgsqrip_tipn que »Descrj»p_tion
Pipe Type 7
= = = =)
Save Clear Save Clear Delete

6. Check the box for Is visible? to display the field on the request, work order, or inspection.

TIP: Uncheck the Is visible? checkbox to track a field with a default value to prevent users from changing
it, for example, tracking an internal accounting code fund structure on each work order activity type to
reconcile work order costs back to a financial system.

7. Check the box Is required? for fields where a response is needed by the organization.
NOTE: Values for all required fields must be entered before a work order can be closed.

8. Check the box for Always sort by code? to always sort the list displayed on the request, work
order, or inspection by the code.

9. If desired, enter a Default Value for the custom field.

NOTE: Default values can be used to track any information the organization needs, such as internal codes to
link back to another application, permitting information, etc.

10. If desired, enter a Link Field Name to integrate work orders to applications with unusual field
names.

NOTE: The Link Field Name field is not seen or used by the end user. Give the field a logical custom name
and place the third-party system’s name in the Link Field Name.

11. Click the Save button on the Define Custom Fields pane to save the custom field to the Existing
Custom Fields list.

The Existing Custom Fields list contains these display columns to allow the administrator to see all the
custom information for the category selected on the left frame.
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¢ Field Name

¢ Field Type—Date, Numeric, or Varchar.

e Visible—Y or N; available to users.

e Required—Y or N; required fields must be populated before a user can save.

e Code Type—Applies only to Varchar and only if the administrator defines a custom code to
specify values for a selection list.

e Code/Desc.—If using a Code, this column shows whether the user will see the Code or
Description list.

e Min. Value—Use to set a minimum value for the Numeric field.

e Max. Value—Use to limit the value so it must be lower than the value listed.

e Default—Lists a Default Value if one was selected for the field.

e Link Field Name—Lists the field from another application to link to Cityworks.
e Always Sort by Code—Y or N; indicates if the list is sorted by the code.

12. Add all custom fields for the selected category by repeating steps 5-10. If needed, a field can be
edited by double-clicking on it in the Existing Custom Fields list to load it back into the Define
Custom Fields frame, making the desired edits, and clicking the Save button.

13. Add custom fields for all additional categories by repeating steps 1-11. If the same fields that were
set up for one category are wanted in another category, click the Select button on the right pane to
open the Select Custom Field(s) box.

Select the Category on the left and the field(s) on the right.

14. Click OK to add the selected fields to the new category.
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W Select CustomField(s) E]E]

Click a template name and then select the o '

desired custom field(s) of this template. 0K [k Cancel
Custom Field Templates Custom Fields

Category Description N Field Name Field Type = Visible Required Code’

ATTRIBUTE Attribute data for new
BUILDINGS Buildings
BULKTR&SH Bulk Trash Pickup
CBCLEAN Catch Basin Cleaning
CODE Code Enforcement
CS0 CS0 Dverflow Event
DEADANIMAL Dead Animal Count
DOWNTIME Reasons for equipmel
ELECTRIC Electric Inspections
FLEET Fleet Maintenance

FUTURE_REPAIR Designation if future v
HYAC SAMPLING  Sampling of the chilles

I/l SOURCE Source of [&l, i.e. crac

IDEP lllicit Discharge Elimin

NOYV NOY Issuance i

PLNREVIEW Construction Site Plar

REASON Fault and Remedy De

ROWPERMIT ROW Permit Informati

SEWER Sewer

SIGNINSTALL Traffic Sign Installatio

SS0 SS0 Overflow Event ¥

< [ > < ‘ Rd

Deactivating a Custom Field Category

If a custom category is no longer needed, select it from the Existing Categories list and click on the
Inactive radio button option on the lower left pane. Inactive prevents the fields from being displayed on
any future work orders but retains the fields on all previous work orders where they appear, thus keeping the
historical data intact.

Deleting a custom field category or field is allowed to facilitate the setup; however, it is designed for use only
in the case where a selected custom category has never been used. A message opens to confirm the deletion
as this will remove either the category or specific field and all the related customer field data. Click Yes to
delete the custom category or field.

IMPORTANT: If the custom category or field has been used, Azteca Systems Inc. recommends deactivating
the category to preserve the history.

Contractors

The Contractors function tracks contractor information with their contracted rates. This contractor
information is available for adding contractor labor, material, and/or equipment costs on a work order.
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The Contractors window is similar to Request Templates with the tree on the left and the list on the
right. The same contractor may be placed in multiple domains as well as multiple locations within the
hierarchy.

NOTE: Assemble the tree using the New Trunk, Add Category, and New Item buttons, as described in
the section Setting up Data Trees.

Contractors

Current Domain F’W ™
@ Higrarchy \
= i @ ‘ @ & .
Mew Trunk Add Category MNew Item | Delete Node(s) | Refresh Find Items
| = L'-] Construction Code Descfip[ion
& fot ngolltlon . : i Anderson Inspection Services TV inspections
_, Crane Demolition™ Demolishes ab§ Arrington Engineering Services  Enviromental consulting
=-{3 Excavation | Big B Excavation Excavation services
| Big B Excavation™ Excavation seii Crane Demolition Demolishes abandoned buildings ||
=-[3 General Contractors El_mer .&Ibprt Engineering, Inc. Corysgltmg engineers
| Timberline Construction Co.~ Condl Miller Maintenance Mainline cleaning
|.&iaa C ‘|4 ’ Thomas and Sons TV inspections
= Lonsulting i Thomas and Sons Construction  Facilities construction

5 Eflgineering | Timberline Construction Co. Construction services
| J Elmer Albert Engineering, Inc.™ Cc;

=4 Enviromental i

. Arnington Engineering Services™ E

=3 Inspection ‘
=-L3 TV Inspection H

| Anderson Inspection Services™ T

"] Thomas and Sons™ TV inspectior

= {3 Maintenance H
ia Cleaning

The New Item opens the Contractor Edit box for adding the details. Once the contractor is added, it may
be opened for updating from the list on the right by double-clicking on the desired contractor or the leaf on
the left. Contractor information may also be added using the Cityworks Data Template.

1. Set the value for each field in the Information pane. The window opens with these default values.

TIP: All field types and lengths are listed in the ContractorLeaf tables in Appendix 2. Cityworks Data
Template Fields.
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Field
MName

Address
City
State
Zip

Fax
Email

FrS No.
| PIN

Infarmation

Description
Owertime Factor 1
Emergency/Holiday Factor 1

Cell Phone
Office Phone
Other Phone

Value A

Contractor Number

Contact Name

Locally Based Yes
Comments

Federal Tax Id

Name—Type in the name of the contractor, up to 35 characters in length.

NOTE: The Name field cannot be changed once the contractor is saved, except by deleting the contractor
and then adding it back in again.

Description—Type in the full name of the contractor if it did not fit in the Name field, a
description of the service(s) this contractor provides, or any other descriptive information desired.
A maximum of 50 characters is allowed.

Overtime Factor—Type in the number by which to multiply the pay rate for any overtime
incurred. This is set to 1 by default, meaning that the regular rate applies to overtime work.

Emergency/Holiday Factor—Type in the multiplier for any emergency work or holiday pay.
The default value is 1.

TIP: If nothing is entered in the Overtime Factor or Holiday/Emergency Factor fields, no additional
labor is added to the usual rate. If these rates are used in addition to the regular labor rates, enter numbers
less than 1. If only the overtime or holiday/emergency rate is applied, enter numbers greater than 1.

Type in the following contractor information:

Address—Type in the contractor’s street or mailing address.
City

State

Zip code

Cell Phone

Office Phone

Other Phone

Fax

TIP: All phone and fax numbers allow for 50 variable text characters so multiple numbers can be stored in a

single field.

Designer 2013 Guide Cityworks Setup e 107



e Email—Allows a maximum length of 250 characters for entering multiple email addresses. Use a
semicolon to separate each address.

e Contractor Number—Type in the reference number used to track the contractor.

NOTE: Contractor Number may be a contract number, a contractor number, or any alpha-numeric ID up to
15 characters in length.

¢ Contact Name

e Locally Based—Toggles between Yes and No to indicate whether the contractor is locally
based or not. Yes is the default value.

¢ Comments—Record any additional information about the contractor, up to 256 characters.
e Federal Tax Id—Enter the contractor’s federal business ID number.

e FMS No. —Enter the Financial Management System (FMS) number.

e PIN—Enter the Personal Identification Number (PIN) for the FMS number.

¢ Registration Date—Enter the date the contractor received their FMS number.

¢ Minority / Women Owned Business Enterprise—Toggles between No and Yes to indicate if
the contractor qualifies as a minority and women business enterprise (MWBE). No is the default
value.

Enter the contractor’s insurance information. The amount fields are numeric, allowing allow up to 12 digits
with 2 decimal places, and have a default value of 0. For older vehicles, a contractor may elect to carry only
general liability coverage.

Information

Field Value A

Registration Date

Minarity / Women Dwned Business Enterprise No
Liability Insurance Amount 0
Liability Insurance Certificate

Liability Insurance Effective Date

Liability Insurance Expiration Date

Workers' Comp &mount 0
Workers' Comp Certificate

Workers' Comp Effective Date

Workers' Comp Expiration Date

Automobile Insurance Amount 0
Automobile Insurance Certificate

Automobile Insurance Effective Date

Automobile Insurance Expiration Date

General Liability Amount 0
General Liability Certificate

General Liability Effective Date

General Liability E=piration Date

Visible in Server Yes

e Liability Insurance Amount
o Liability Insurance Certificate—Enter the certificate number for liability coverage.
e Liability Insurance Effective Date

e Liability Insurance Expiration Date
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¢ Worker’'s Comp Amount—Enter the amount of worker’s compensation insurance the
contractor carries to cover their workers.

e Worker’'s Comp Certificate

e Worker's Comp Effective Date

e Worker's Comp Expiration Date

e Automobile Insurance Amount

¢ Automobile Insurance Certificate

e Automobile Insurance Effective Date
e Automobile Insurance Expiration Date
e General Liability Amount

e General Liability Certificate

e General Liability Effective Date

e General Liability Expiration Date

e Visible in Server—The default is set to Yes to allow the contractor information to display in
Cityworks Server AMS. Click to toggle to No so it doesn't display in Server.

2. In the Overhead box, type in the Rate and select the radio button option for how the overhead is
calculated into the contractor cost (Percentage or Hourly). Leave blank if overhead is not
applicable to this contractor.

3. Inthe Rate Type box, type in the Amount and select the radio button option for how this
contractor is paid:

e Hourly—Cityworks uses this rate to calculate labor on the work order by multiplying it by the
number of hours.

e Fixed—Cityworks places this fixed value in the labor cost field when this contractor is selected.

TIP: Fixed is the most flexible rate because it allows the user to modify the labor cost. Hours may still be
tracked, but do not affect the fixed amount.

e Per Unit—Cityworks multiplies this amount by the total humber of units to calculate the labor
cost.

4. In the Provides box, check the box(es) for all resources this contractor may provide (Labor,
Material, and/or Equipment).

NOTE: Provides /s for information only. Contractor labor, materials, and/or equipment may be added to
Cityworks work orders for all available contractors regardless of which boxes are selected here.

5. Optional for licensed contractors: Check the Licensed box to activate the other License
Information.

« Expiration Date—Type in the field or use the dropdown arrow to open a calendar. By default
the current date loads in the field.

o Type of Work—Enter a description of up to 250 characters.

6. Click the Save button to save the contractor.
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A Contractor Edit - Thomas and Sons

Information Overhead S License Information
Field Value A Rate J_ 3300_ } Licensed Expiration Date
Name Thomas and Sons ® Percentage  Type of Work 11243172010 v
Description TV inspections O Hourly . -
Overtime Factor 1.50 TV inspections
Emergency/Holiday Factor  1.75 Rate Type =
Address 9390 South 119 East Amount | 2250 \
City Thomasville =S
State ur (® Hourly
Zip 84070 O Fixed
Cell Phone (801) 808-8888 O Per Unit
Office Phone (801) 523-2626 =
Other Phone Provides
Fax [801) 523-2628 Liabor
Email thomas@tvinspect.com :
Contractor Number 206408 [ Material
Contact Name Steve Equipment
Locally Based No
Comments Small, family-owned company
Federal Tax Id
FMS No.
PIN v
Keywords Custom Fields
| 1 ' Field Name Value |
- : | WEBSITE wiww.thomas&sons.com \
<7 y CONTRACTOR TYPE Contract
Add Delete
Value
INSPECT
INSPECTION
THOMAS i
1KY ‘

Save Cancel | Delete Close

‘Q,&@G‘) |

7. Type a keyword in the Keywords box and click the Add button to list them. Do this for each

keyword.

The contractor must be saved in the database to generate the SID which provides the link for the keywords
before they can be added or an error message opens to remind the administrator to first save the contractor.

NOTE: Keywords are automatically saved in the database when the Add button is clicked.

8. Optional: Add custom fields for collecting more contractor information. Go to Others > Custom
Data Fields and select ContractorLeaf from the Tables dropdown. Type in the Field Name,
select the Field Type and any associated fields that open up for the selected type, check the box for
Field Visible and/or Field Required, and click the Save button to add it to the list and place it in
the Contractor Edit window.

NOTE: See Custom Data Fields for more information.
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Custom D ata Fields

(T2 Tabes |
Tables Field Name Field Type Code Type O Use Code
%CONTRACTORLEAF v i |CONTRACTOR TYPE | VARCHAR v | |ACONTRTYP |® Use Description

Default Value
‘ Field Visible [ &
» <[] Field Required Save Delete

|| Field Name Field Type Visible Required Code Type Code/Desc I
|| WEBSITE YARCHAR Y M CODE ‘

9. If any Custom Fields are listed, double-click in the Value column in the box to open a Codes box
or Enter Value box. Follow the prompt to enter the value, and click OK.

NOTE: The type of Enter Value box depends on the selected Field Type and the parameters set in step 8.

“ACONTRTYF Codes
Code Description
CONTRACT Contract
LIMITEDUSE Limited Use
PRIVATE Privately-owned Company
STATELIC State Licensed

10. Click the Save button to save the custom field values.

Equipment

Use the Equipment function to list all the equipment owned and used by the organization. Include all
equipment that may be charged to work orders. The Cityworks Equipment Manager add-on also accesses this
information for equipment check in/out and reserving.

NOTE: Additional equipment items may be added to Cityworks Equipment Manager for tracking purposes
even if they are not charged to work orders.
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Equipment -
Current Domain ‘ P v i
, Hierarchy i
= u @ ‘ @ &
New Trunk Add Category Mew Item | Delete Mode(s) | Refresh Find Items
= LB Construction " Code Description N i
i Compacting AGR Auger
=-E3 Controls ALARMATMOSPHERE  Simon atmospheric alarm
| FBLASER™ TR45FB laser ARFR_ATTACH Aefifier attachment for JD tractor
o LEVEL SuveparsLevel || LSOALTCANOR oo MT 5520 Asphak G
| SLTFNC™ Silt Fence - 2100 rant e neel
- e | | BACKHOES? Du Monte Backhoe #37 :
#3 SNBRAGcaand Bag 144 205 | A ey e RARE Back Brace
-8 STANGLINE™Shigg Line BCKTCLAMSHELL  Mercury bucketing clamshel
{4 Excavation BCKTMCH Goldstar bucketing machine
i Lifting BCKTMCHGOLD Goldstar bucketing machine
{3 Pavement BCKTMCHWHITE T3500 White bucketing machine
'3 Sharin BCKTPORCUPINE Frankline bucketing porcupine
e g
Ba "G anerators BCKTTRK Bucket Truck
o Hahd Tools BLOWERSMOKE Smoke test blower
= BOREMACH P44 Boring Machine
L Hoses CAMERAPLRD Polaroid camera
L4 Inspection CHAINS AW Chain Saw
{3 Lights CHEYY1/2TONBS Chewy 1/2 Ton Pickup 1989
3 Maint. CHEVY1TONSE Chevy 1 Ton Pickup 1986
3 Parks & Grounds CHEVY1TONSS Chevy 1 Ton Pickup 1383
B3 Safety CHEVYC-6086 Chevy C-60 Pickup 1986
o Tractors CHEVYCOVERSE Chevy Pickup w/ Cover 1936
- CLEANERHVTRUCK  Goldstar high velocity cleaner truck
b Trucks CMPRSAIRT W300 Air compressor # 1
| £ » || DETECTDRGAS Manhole gas detector v

The Equipment window has a tree on the left and equipment list on the right. Build the tree using the
toolbar buttons as described under the section Setting up Data Trees. Equipment lists may be imported using
the Cityworks Data Template and then placed into the tree structure. Equipment may be selected from the
list and dropped into a folder in the hierarchy.

- Lairge Equipment \ SHOVELSQ Square-nose shovel
= BACKHOES7-{2hn Deere Elackhqe #37 | e Hedge/Tree Trimmer/Clipper
) BCKTMCHGOLD~ Goldstar bucketing machine | TLREEL 66-552L TL Reel
)' LOADER23~ Helton Front-end loader # 23 TLWINCH R3000 TL Winch

Once the equipment list is in the database, additional items may be added by clicking the New Item button.
Equipment information may be edited by double-clicking on the equipment in the hierarchy or ID list.

1. Type in the ID, up to 20 characters.

NOTE: Once the ID has been defined and saved, it cannot be edited.
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#. Equipment Edit - BACKHOE37

1D Model Manufacturer

\BACKHOE37 z35 | | Du Monte Manufacture !
Description YWarranty Date

'Du Monte Backhoe #37 | |10/14/1996 |
Image

’C:"-.Documents and Settings\all UsershDocumentshCwWimages\E quipmenttJD 71 UGBack’

Lnit Cost [] For equipment check in‘out only
PRREETTTEE—— 4
13755 | © Houly O Fixed Viewable in Server

Keywords Custom Fields
l l Field Name Value
. SIZE
5% @ STORAGE AREA  Main Equipment ...
Add Delete
Value
BACKHOE
EXCAY
EXCAVATION
HOE
Attachments
o Attachment
Add
Delete
B2 | 2
H 1| @ &
Save Clear | Delete Close

2. Type in the Model, 15 characters maximum, and Manufacturer, 20 characters maximum.
3. Type in the Description, up to 56 characters.
4. Optional: Type in the Warranty Date.
NOTE: Equjpment Warranty Date is not used on the work order.
5. Optional: Click in the Image field to open a box for navigating to the image file path.
NOTE: Image files need to be stored on a network drive for the images to be accessible to all users.

6. Type in the Unit Cost and select the radio button option for Hourly or Fixed to determine how the
equipment costs are calculated on the work order.

NOTE: Hourly is the default. Fixed always adds the same cost to the work order, but allows for editing that
cost and can still track the actual hours used.
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7. Optional for users of Equipment Manager: Check the box For equipment check in/out only if this
equipment is not to be added to the work order.

NOTE: Checking the For equipment check in/out only prevents the item from showing up on the work
order equipment list, forcing it to be issued through Equjpment Manager.

8. Optional for Server users: Uncheck the box for Viewable in Server if the equipment is not to be
listed in the current selection list in Server. This inactivates the item but still allows for searching on it
and maintains its history.

NOTE: By default Viewable in Server is checked for all equipment items.
9. Click the Save button to generate the unique equipment ID.
10. Type a keyword in the Keywords box and click the Add button for each keyword.

An error message opens to alert the administrator to save the equipment first, as the SID assigned when the
equipment is saved provides the link to the keywords in the database.

11. Add any desired custom fields under Others > Custom Data Fields and select EquipmentLeaf
from the Tables dropdown. Type in the Field Name, select the Field Type and any associated
fields that open up for the selected type, check the box for Field Visible and/or Field Required,
and click the Save button to add it to the list and place it in the Equipment Edit window.

NOTE: See the section on Custom Data Fields for more information.

12. If there are any Custom Fields listed, double-click in the Value column in the box to open an Enter
Value box, follow the directions listed there to enter the value, and click OK.

NOTE: The type of Enter Value box depends on the selected Field Type and the parameters set in step 10.

Custom Fields

Field Name Yalue % Enter Value

SIZE : Please enter a string

STORAGE AREA | Main E quipment Y ard
oK % Cancel

13. Optional: Add any desired Attachments by double-clicking in the field and navigating to the desired
file.

14. Click the Save button to save the custom fields.

NOTE: Keywords and attachments are automatically saved in the database when you click Add.
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Materials

The Materials window lists materials used on work orders. Many fields defined on the Material Edit
window are displayed with the material in columns on the work order Material pane. Some fields are for
organizations using the Cityworks Storeroom add-on software and some for users of Miner & Miner’s Designer
interface.

Material ID I Description I Lnit ofMeasureI Lnit Costl Stock on Handl
FHKENDY4.5 Kennedy 4.5 inch Fire Hydrant  EA 568217 15.00
FHMUEL4.25 Mueller 4.25 inch Fire Hydrant 394717 1500
[ Accountl Unitsl Manufacturerl Supplierl Model | Part Number
Kennedy Azteca K814 22740
Mueller SSCO  Centurion 22604

The Materials window consists of two tabs and accesses a Material Edit window for material details with
an additional five tabs.

Materials Hierarchy Tab

The Materials window contains a Hierarchy tab for organizing materials into a tree on the left and an
alphabetical list on the right, like contractors and equipment.

NOTE: See Importing Data and Setting up Data Trees for directions on setting up materials. Materials may
also be set up in Gityworks Storeroom.

Once the Materials tree and list is complete, a Material Edit form may be opened by double-clicking on the
material in either the tree or from the list. A new material may be added by clicking the New Item button
which opens the Material Edit form for entering the data.
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Materials
Current Domain P ¥
; , Hierarchy \ €, Search Stock On Hand |
- @ ’ ® & . |
| New Trunk Add Category Mew Item | Delete Node(s) | Refresh Find Items 3
4 Chemicals | Code Description I
ki Control Devices | 0693-0041 1/4" PYC Low Pressure Range PRY
3 Controllers £ 10FTTARP 10x 10 tarp
{3 Electric Materials i 2AAMINILIGHT Mini Flash Bulb
{3 Fire Hyds  35WREDCEDAR 35 ft'Westen Red Cedar Pole
L3 Forestry | 45WREDCEDAR 45 ft Westen Red Cedar Pole
s G | 9YBATTERY 9%olt Rayovac Battery
W ASIe | AABATTERY Ah Rayovac Batteries
i Generators | AFOOT A Filter
L lmigation | AF2 Replacement Air Filter
{d Landscaping i AMMHYDR Ammonium Hydroxide
{3 Lights i AMMSULF Ammonium Sulfate
3 Manholes f Asphalt Hot Asphalt
L3 Meters  BOO1 Replacment Breaker
L..3 Miscellaneous : ‘ gb%%T&RESS ga|d0l:ykpress
- f urJa
| s Motors | CDRELM Cedar Elm
L4 Patching | CHINELM Chinese Elm
4 Paving CHINPIST Chinese Pistache
{3 Pipe Fits CHLORINE Chlorine
3 Pipes ColdPatch Cold Patch Asphalt
L3 Poles CSPOM Curb Striping Paint
e e CTRLTM403 Time Mark 2-pump liquid level controller
. CUps CTRLTM407 Time Mark 3-pump liquid level controller
i Sealants CTRLTM481 Time Mark, Simplex tower contoller
4 Signals CTRLTM482 Time Mark Duplex tower controller
3 Signs CTRLUSASTTX US4 Electronics Tele Remote well controller
3 Stencils DBATTERY D Rayovac Battery
3 Tamps DOUBLESHRED  Double Shred Mulch
L3 Test&Inspect DRPDSM2 2 inch direct read positive displacement service meters
e Val | DRTBSM2Z 2 inch direct read turbine service meter
o i DRUMREDMAPLE Drummond Red Maple ||

Materials General Tab

The General tab contains material information such as model, manufacturer, cost, supplier, part number,
storeroom stock, keywords, custom fields, and attachments. While every field may not be applicable to every
material, populate as many fields as possible. Much of the information is displayed on the work orders and
some fields may be used for searches. Azteca Systems Inc. recommends populating the ID (required),
Description, Unit of Measure, Unit Cost, Min. Quantity, and Cost Type.

If Cityworks Storeroom is installed, some fields may have locks placed on them to allow that material
information to be maintained and edited in Storeroom only. Check the Preferences setting for Allow
Materials Edit in Designer to enable or disable this capability.
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+H Material Edit - FHKENDY4.5

% General | ¥ Assembly Pars | 3} Labor| #. Equipment | o] Reserved|
D Description Model Manufacturer
(FHKENDY45 | [Kennedy 4.5 inch Fire Hydrant | [Ka1a | [Kennedy 1
Detail _ Unitof Measwre  Auditinterval UnitCost  Min Quantity
j | [Ea [0 | [se8217 | [2 1
Supplier _Part Number Cost Type
isscg v 1 |22740 ‘ O Weighted Average @ Curent O FIFO O LIFO
CU Category ~ GDEB Table Name GDBE Subtype
(WATER v | [ | & viewable in Server
Image
fj C:\Documents and Settingsall Users\D ocumentshCwImagesi\W atershydrant. gif
Keywords Storeroom »Act_{s__t_o_mfiﬁ!c!_s_ 7
] Storeroom Stock onHand  Total Stock: 31 Field Name Value | IsRequired
\ ’ 1 ‘ HAZARDOUS N Y
& i & @ %ﬁfmmg\( INFORMATION :‘l
Add Remove | | Add Remove
\ | SHELF LIFE Na N
| DISCOUNTS N
| Keywords | | Storeroom Stock on Hand Location DISCOUNTED YOLUME 12 N
‘ 45 ‘ ESIDE 10 Asle 3a
FIRE || MAIN 16 Aisle 8c
HYD (||| PT1 0.00 Ca,
HYDRANT || PwMAIN 5 ca
| KEN || wWT1 0.00 CaA
| WATER 1
\ | < 2
Attachments
& ‘ Attachment
Add ‘
@
Remove | |
£ 2
=] ( I ¢ _
Save Clear Cancel | Delete Close

1. Enter the following fields:

ID—Key identifier of 20 characters or less

Description—A 40-character field listed with the ID as a separate column on the right pane or
separated by a tilde in the tree on the left

Model—Manufacturer’s material ID, up to 15 characters
Manufacturer—20 characters or less

Detail—150 additional characters allowing a more detailed description of the material

NOTE: The Detail field is not displayed on the work order.

2. Select the Unit of Measure from the popup box of UNITMEAS Codes. Double-click on the desired
code or select it and then click the Select button).

NOTE: You can add codes by typing in the Code and Description at the bottom of the box and clicking
Save. UNITMEAS codes can also be populated in Others > Codes under the Asset Group. Others.
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UNITMEAS Codes

Code Description - }
BAG25H 25b bag

BAGSOH 50-b bag

CUYD Cubic yards

FT Feet

GAL Gallons

IN Inches

LB Pounds

M Metric

PT Pints

aT Quarts

SOFT Square foot

TON Ton

UNK Unknown/MNot Specified G
M Rt —
nge Description
EA | |Each

B @ | v &
Save Delete | Select Cancel

NOTE: Since unit measure codes are user-defined, they may vary from those shown above.

3. Select the recommended Audit Interval for the frequency of performing audits on this material
from the popup AUDITINT Codes box.

NOTE: AUDITINT Codes are set up in Others > Codes and are user-defined so may vary from those

shown.
% Codes
AUDITINT Codes
Code Description
AMNN Annually
Bl Biannually
M Monthly
(@ | Quarterly
UMK Unknowwn/Mat Specified k
W Weekly

4. Type in the Unit Cost.
5. Type the desired minimum quantity desired to keep on hand in the Min Quantity field.

NOTE: Min Quantity is used to search for all materials with less than the desired minimum quantities. This
Is the quantity considered to be the re-order point.

6. Type in the Supplier, up to 20 characters. Storeroom users: Select the Supplier from the dropdown
list which is populated in the Storeroom add-on.

7. Type in the Part Number, up to 20 characters.
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8. For Storeroom users: Select the radio button option for Cost Type to use on work orders. Current is
the default setting.

NOTE: Weighted Average, FIFO, and LIFO cost types are for the Cityworks Storeroom add-on product.
Cityworks administrators may set up storeroom information in Designer or in Storeroom. Storeroom is the
only Cityworks application that contains code to work with these other three cost types.

¢ Weighted Average—Totals all the costs for the selected material divided by the number of
units on hand.

e Current—Uses the current price of the material when it was most recently received.

NOTE: If the Gityworks Storeroom add-on is not used, the Current value must be manually entered for each
shipment.

e FIFO—"First in, first out” inventory method which uses the older unit costs first when distributing
parts until the older inventory is gone and then the newer unit costs are used for the newer
inventory.

e LIFO—"Last in, first out” inventory method which uses the most recent costs first when

distributing parts until the newer inventory is gone and then uses the older unit costs for the
older inventory.

9. Miner & Miner Designer Users: Select the CU (Compatible Units) Category from the dropdown.
Populate the CU Category in Others > Codes > ACUCAT.

. Asset Reading

Code Types
| Geodatabase Sync e —
@48l Storeroom Code Description »
= g Others ACTPMGTU ActPerf Mat Unit
i Unite el Messine ACTPPRGC ActPerf Program Code
55 ACTPWKQD ActPerf Work Oty Description
*§ Codes , ACUCAT :
. Custom Data Fields ACUST Custom Field Codes >

Type the geodatabase information in the GDB Table Name and GDB Subtype fields for materials that are
represented by feature classes in the geodatabase.

NOTE: GDB Subtype is the subgrouping of the geodatabase object.

10. Optional for Server users: Uncheck the Viewable in Server checkbox to remove the material from
the current selection lists in Server but still allow the material to be included in searches and the
history to remain intact.

11. Optional: Click in the Image field to navigate to an image file and load the image in the top right
corner.

TIP: Store image files in a network location accessible to all users.

12. Add any desired Custom Fields for materials under Others > Custom Data Fields, selecting
MaterialLeaf from the Tables dropdown, typing in the Field Name, selecting the Field Type and
any associated information, entering a Default Value, checking the applicable boxes for Field
Visible and/or Field Required, and clicking the Save button for each custom field.
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Custom Data Fields

@ Tables
Tables Field Name Field Type Min Value Max Value
MATERIALLEAF + | |DISCOUNTED YOLUME | | NUMERIC VRN |1000
Default Value
‘ ‘ Field Visible [ &

[] Field Required Save[\ Delete

Field Name Field Type Visible Required Code Type  CodeDesc Min Value Max Value De
HAZARDOUS VARCHAR Y Y AYNNA CODE
WARRANTY INFORMATION VARCHAR Y N CODE
TRAINING VARCHAR Y M ATRAIN DESC
SHELF LIFE VARCHAR Y M CODE
DISCOUNTS VARCHAR Y M ADISCOUNT CODE

13. Populate the Custom Fields by clicking in the Value column to open a selection box, Choose a
Date, or Enter Value box and select the value or follow the prompt to enter a valid value, and click

the Select or OK button to load the value.

Required fields must be populated or a message opens when saving to tell the user to enter a value in the
required custom field listed.

14. Click the Save button to save the material and material information to the database and generate a
material SID.

15. Type a keyword into the Keywords field and click the Add button. Do this for each possible
keyword.

NOTE: Keywords, Storeroom information, and Attachments are saved using the Add button located in
their respective boxes. Keywords and Storeroom information are saved to the database one entry at a time.

16. Select the Storeroom from the STORERM Codes popup box adding the storerooms needed, type
in the Stock on Hand for the selected storeroom and Location within the storeroom where the

material is stored, and click the Add button.

NOTE: Storeroom add-on users must populate these Storeroom fields. If no information is added to the
Storeroom box, the Total Stock remains 0.
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_STORERM Codes
Code Description ‘
DT1 Stormwater Truck 1
ESIDE E ast Side Storeroom
ET1 Electric Truck 1
MAIN
PT1 Parks Truck 1
PuMAIN Main P Storeroom
RT1 Street Truck 1
ST1 Sewer Truck 1
TT1 Traffic Truck 1
WT1 Water Truck 1
Pgde Qgstgriplion
»MAIN ‘ é.Main Enterprise Storeroom
= @ ‘ ¥ |
Save Delete || Selec\Cancel

If no information is added to the Storeroom box before the Material Edit box is closed, the software loads
N/A in the Storeroom and Location fields with zero Stock on Hand.

17. Add any applicable Attachments by clicking the Add button to open a browser box, locate the file in
a network location, and click Open to load the path into the list. Do this for each desired file.

TIP: Multiple Attachments may be added at the same time if they are located in the same folder.

Attachments
7 | Attachment
;d d \\Datahead\ClientServices\Office\Karen\Stored Documentshinstallation Instructions for Kennedy Hydrant.doc
@
Remove

18. If the defined material requires assembly, follow the steps under Assembly Parts Tab, Labor Tab, and
Equipment Tab to add the additional information to the material.

19. To add a new material, click the Clear button to clear the fields and follow steps 1-17.

20. Close out of the Edit Material box when finished adding materials using the Close button at the
bottom of the form or the red X in the top right corner.

To delete a material, click the Delete button and click Yes when the confirmation box opens asking if the
user wants to delete the material.

IMPORTANT: Storeroom stock must be zero before a material can be deleted. A Delete Error message
opens to alert the user that material cannot be deleted where stock exists.
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Assembly Parts Tab

A material can be assembled from multiple materials and can include labor and equipment needed for the

assembly. This may be used with or without the Miner & Miner Designer application. Define all the
components as materials and then add another material for the assembly and add the parts on the
Assembly Parts tab.

1. Switch to the Assembly Parts tab.

.l Material Edit - ELCPOLEASMB

_;}{ General| 3% Assembly Parts I___l:aborr,‘ ™ E Euipmeni | @] Reserved|

Materials Search
Search by Keyword
| NAME v | |POLE

Contents of:  POLE
D Description Unit of Measure  Unit Cost  Manufacturer  Supplier  Model
ELCERACE Brace for power pole EA 35.69 Powertrusion  Powertr...  PT 1008
ELCCRSARM Crossarm for power pole  E& 24.89 Powertrusion  Powertr...  PT 1024
ELCINSULATOR  Insulator for power pole  EA 12.59 Powertrusion  Powertr...  PT 1018
PT305 30 FT Composite Pole Ed 77.99 Powertrusion  Powertr...  PT305
PT354 35 FT Compostite Pole 79.99 PT354
PT355 35 FT Composite Pole Ed 79.99 Powertrusion  Powertr...  PT 355
PT404 40 FT Composite Pole Ed 81.99 Powertrusion  Powertr...  PT404
PT405 40 FT Composite Pole Ed 81.99 Powertrusion  Powertr...  PT405
PT454 45 FT Composite Pole EA 8493 Powertrusion  Powertr...  PT454
PT455 45 Ft Composite Pole Ed 84.99 Powertrusion  Powertr... PT455

[ | >
Duantity v &

1 } Add Remove

Material ID Description (Quantity
ELCERACE Brace for power pole 2
ELCINSULATOR  Insulator for power pole 3
ELCCRSARM Crossarm for power pole 1

2. Load the material(s) in the center right pane by one of the following methods.

NOTE: Multiple materials may be listed at the same time using any of the three options.

Keyword—Type a keyword in the Keyword field and press Enter to list the associated material
parts.

Hierarchy—Select Hierarchy from the dropdown (or type h into the field) to open the Select a
Material Group popup box and navigate to the desired folder or leaf to load the material(s) into
the list. If a folder is selected, all the materials in the folder are listed.
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- Select a Material Group

Current Domain
P ¥l ok Cancel Clear

=4 Electric Materials
i Capacitors
id Conductor
=4 Poles
4 Composite Poles
F
, ELCBRACE~Brace for power pole
| ELCCRSARM™~Crossarm for power pole
| ELCINSULATOR~Insulator for power pole
| ELCPOLEASMB~Electiic pole assembly
4 Switchgear
ia Transformers

¢ Name—Select Name from the dropdown (or type n into the field) to list the materials.

3. Select the material wanted from the list and enter the Quantity needed to assemble one unit. The
Quantity entered must be a positive, whole number or an error message opens stating that the
guantity cannot be a decimal value because fractional parts cannot be added.

TIP: If necessary, divide the Unit of Measure into smaller increments so whole numbers may be used in
the Quantity field.

4. Click the Add button to add the material to the list at the bottom.
5. Repeat for each material needed.

The combined material cost for the items and quantities shown on the Assembly Parts tab is loaded on the
General tab in the Unit Cost field which cannot be edited from the General tab.

Labor Tab

The Labor and Equipment tabs allow a material to be configured as a compatible unit. If estimated cost
units are added to a material, they are copied to the work order estimated labor and equipment costs when
this material is added to the estimated material costs. This information can be selected for actual costs by
using the Predefined dropdown option on the work order.

Add the labor needed to assemble the parts on the Labor tab.

1. Switch to the Labor tab.
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«l Material Edit - ELCPOLEASMB

| 3 General| 3 AssemblyPats| 1 Labor | & Equipment | ] Reserved

Labor Search
(& Employee >earchby ~ Group Name ~ Keyword
O Contractor | GROUP NAME v | |[ELECTRIC CREW 1 v!’

Members of: ELECTRIC

Name Titie_ - -

BOOKER, JEFFREY T Electric Supervisor

BURTON, RICHARD Electric Maintenance “Worker 2

PERRY, ROCKY Electric Maintenance Worker 3

P, P Public Works Domain Administrator
Activity Work Description No. Hourls: & &
INSTL v 0 | | add || Remove
MName Type Group Contractor#  Rate Type  Activity  Hours/Units  Description
BOOKER, JEFFREY T Employee ELECTRIC Hourly INSTL 1.5 Pale assembly
BURTON, RICHARD  Employee ELECTRIC Hourly INSTL 1.5 Pale assembly
PERRY, ROCKY Employee ELECTRIC Hourly INSTL 15 Pole assembly

2. If necessary, change the radio button option from the default Employee setting to Contractor.

3. Load the employees or contractors into the center pane by one of the following methods.

¢ Keyword—Type a keyword into the field and press the Enter key.

e Group Name—Select from the dropdown list for Group Name to load the employees in the

group.
¢ Employee Name—Select from the Search by dropdown list to populate the list.
e Contractor Name—Select from the Search by dropdown list to populate the list.

¢ Contractor Hierarchy—Select from the Search by dropdown to open the Select a
Contractor Group box, select a folder or contractor, and click OK.
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i Select a Contractor Group

Current Domain

| *QI) 5
P o Uﬁ\ Cancel Clear
.l

=4 Construction

#- {3 Demolition

# {3 Excavation

=

. Timberline Construction Co.

# {3 Consulting
# {3 Inspection
# . Landscaping
# [ Maintenance

4. Select the employee(s) from the list using <Shift + click> or <Ctrl + click> for multiple selections.

5. Select the Activity from the dropdown list. Populate this list in Others > Codes > AMATACT.
NOTE: Activity is utilized in the Miner & Miner Designer interface.

6. Enter the Work Description and the No. Hours required.

7. Click the Add button to list the employee(s) with the labor on the bottom of the pane.

To remove labor from the list, select the employee(s) or contractor(s) and click the Remove button.

Equipment Tab

Add the equipment needed to install, remove, or repair the assembly on the Equipment tab. The information
added here is added to the work order estimated equipment when the material is selected.

1. Switch to the Equipment tab.
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& Material Edit - ELCPOLEASMB

3 General Eﬂ Assembly Parts i_jj?_l:aborj &. Equipment [Vg_vj Reserved |
Equipment Search
Search by Keyword

| HIER&RCHY ¥l |

Contents of: Excavation

ID Description Rate Type  Manufacturer Model A
AGR Auger Hourly Powertrusion 4784551
ASPHLTGRNDR Titan MT-6520 Asphalt Grinder Hourly Titanm MT 6520
BACKHOE3? Du Monte Backhoe #37 Hourly Du Monte Manufacture 235
BCKTCLAMSHELL Mercury bucketing clamshell Hourly Mercury Manufacture PK5305
BCKTMCH Goldstar bucketing machine Hourly Goldstar Manufacture T440
BCKTMCHWHITE T3500 White bucketing machine  Hourly White T3500
BCKTTRK Bucket Truck Hourly Powertrusion B57406
BOREMACH P44 Boring Machine Hourly Korvan Industries P44-96-0163
CMPRSAIRT W300 Air compressor # 1 FIXED Wilson Delonge W300 £
JACKHAMMER2 Kelly TEE Jackhammer # 2 FIXED Kelly Industries TEE
LOADERZ23 Helton Front-end loader # 23 Hourly Helton Equipment 200-H v
Activity Hours Required Units Required Description 5

[ r 4 @
[INSTL v|[15 | |1 | |Install pold s || et

Equipment Activity Hours Required = Units Required Description Rate Type

AGR INSTL 1.5 1 Drill hole Hourly

2. Load the equipment on the center pane one of the following ways.

e Keyword—Type a keyword into the Keyword field and press the Enter key to load the
equipment.

¢ Name—Select from the Search By dropdown to load all the equipment.

¢ Hierarchy—Select as the Search By field to open the Select an Equipment Group and select
the equipment leaf or folder from the tree to load the equipment.
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i Select an Equipment Group

Current Domain

| & % o
P | oK Cancel Clear

=4 Construction A
4 Compacting E
4 Controls
AGR~Auger
ASPHLTGRNDR~Titan MT-6520 Asphalt Grinder
BACKHOE37~Du Monte Backhoe #37
BCKTCLAMSHELL~Mercury bucketing clamshell
BCKTMCH™~Goldstar bucketing machine
BCKTMCHWHITE~T3500 White bucketing machine
BCKTTRK~Bucket Truck
BOREMACH™~PA4 Boring Machine
CMPRSAIRT 300 Air compressor # 1
JACKHAMMER2™Kelly TEE Jackhammer # 2
LOADER23~Helton Front-end loader # 23
| TRUCKDMP24~white 12000 GV dump truck # 24
4 Lifting
id Pavement
{4 Shoring
4 Generators
{4 Hand Tools

'3 Hoses .4
|- " |

3. Select the equipment needed from the list on the center pane.
4. Select the Activity from the dropdown list.

NOTE: See step 4 of the preceding section for where to populate the Activity list.

5. Type in the number of Hours Required for using the equipment.
6. Type in the Units Required if different than 1.
7. Optional: Type in the Description of the equipment use.

8. Click the Add button to list the equipment information at the bottom of the pane.

Use the Remove button as needed to remove any incorrect information.

Reserved Tab

The Reserved tab lists the work order IDs, units required, and projected start date for any open work orders
within the specified date range which have the selected material added to the estimated material cost list.

1. Switch to the Reserved tab.
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.l Material Edit - ELCPOLEASMB

3% General | 3 Assembly Parts | 3} Labor | 8 Equipment | 44| Reserved |

Fram To
4/ 172008 v | | 4/30/2008 v

{ Show Reserved

Work Order ID Units Required Projected Start Date ‘
| 4977 1.00 4/8/2008 |
| 4330 3.00 4/14/2008 i
i
|
| |
Total: 4

2. Select the From and To date ranges using the dropdown calendars or clicking on the month, day,
and/or year and typing in the desired date.

NOTE: See the section on Date Fields for more information on setting the date.

TIP: Today's date is listed at the bottom of the calendar and can be selected by clicking anywhere along the
bottom of the calendar.

3. Click the Show Reserved button to display information for the reserved material. The Total number
is tallied and displayed in the bottom left corner.

Search Stock on Hand Tab

The Search Stock on Hand tab allows an administrator to query for materials by ID, supplier,
manufacturer, model, part number, storeroom, quantity, minimum quantity, cost, etc. Wildcard searches may
be used for all fields except for Cost Type, Stock on Hand, and Unit Cost.

1. Close the Material Edit window and switch from the Hierarchy tab to the Search Stock on Hand
tab.
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Materials

-
Current Domain | W

vi|

i,ﬂ.@;hﬂ &, Search Stock On Hand“i

Display these Fields

&

= @

=)
Find Item(s) Clear | Remove Item(s) SavetoFile Refresh

Search Options
Material 1D Description Manufacturer
v| || |
Part Number Supplier Cost Type
‘ \ ‘ v | [ weighted Avg. ‘
Storeroom ~ Location [] Current
‘ v | | [ FFO
Stock on Hand Unit Cost [ uro
’<= v‘ ]TotaIMinQuanlit_\,l v‘ ‘= bl ‘ \

‘ Model

: PartiMumber

Search Results: 41 record(s).

10FTTARP
ZAAMINILIGHT
AABATTERY
DBATTERY
DYETABBLUE
EARPLUGSWOCORD
ELCBRACE
ELCCRSARM
ELCINSULATOR
GLGRNPAINT
GLOVESSMIL
£

MmE>-rF->F-momomomom -

uip CostType

Description

10 % 10 tarp

Mini Flash Bulb

Ab, Rayovac Batteries
D Rayovac Batteries
Blue dye tablets

Ear Plugs without cord
Brace for power pole
Crossarm for power pole
Insulator for power pole
Gallon Rust-Oleum paint
5 Mil Disposable Gloves

Manufacturer

MinQuantity  Model

Coleman 12
Rayovac 24
Rayovac 48
Rayovac 48
Formilabs 100
West Safety Corp 100
Paowertrusion 10
Powertrusion 35
Powertrusion a0
Rust-Oleum 25
Angsell Edmont 100

284,
A8 1.5V
D1.5v

PT 1008
PT 1024
PT 1018
5300G

PartMumber

53705
43660
43655
48556
41632

43394
41788

L]

[ &

2. Select the Current Domain from the dropdown.

3. Select the desired parameters for the search, using % before and after for a wildcard search if just
part of the information is known or more results are wanted.

e Material ID—Select from the dropdown to determine how much stock of a particular material is
on hand or type in a wildcard search.

TIP: If a material is selected on the Hierarchy tab from the tree or the list, it automatically loads into the
field when the Search Stock on Hand tab /s opened.

e Description—Type in all or part of the description to list the matching materials.

e Manufacturer—Type in all or part of the manufacturer’s name to list materials obtained from a
particular manufacturer.

e Part Number—Type in all or part of a part number to list the materials.

e Model—Type in all or part of the model number to list the materials.
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Materials

Current Domain F"N b
@ Hierarchy | @ Search Stock On Hand
| Search Options
Material ID - Description  Manufacturer
v | | %gauged
Part Number Model _ Supplier Cost Type
v | [] weighted &vg.
Storeroom Location L] Current
v [] FIFO

‘Stock on Hand - ‘Unit Cost FILES

= LV 4 v = v ‘

& =] (%] (ol @
Find Item(s) Clear | Remove Item{s) Save toFile Refresh

Search Results: 6 record(s).

uiD Description Manufacturer PartMumber
PRGUGENINSED 60 PSl General Instruments pressure gauge  General Instruments 11880
PRGUGENINSE0 60 PSI General Instruments pressure gauge  General Instruments 11880
PRGLMVEK30-70 Weksler 30/70 PSI water level gauge Weksler 641381
PRGUWEK30-70 Weksler 30/70 PSI water level gauge Weksler 64181
PRGIWMVEKED-140 Weksler 604140 PSI Water level gauge Weksler 64184
PRGIWVEKED-140 Weksler 60/ 40 PSIWater level gauge Weksler 64184

e Supplier—Select from the dropdown to list materials obtained from a particular source or type a
wildcard in the field.

e Storeroom—Select from the dropdown to list which storeroom(s) to search or type a wildcard in
the field.

e Location—Select a location within a storeroom to list all the materials found there.

TIP: Use Location to generate a list of materials for performing an audit.

e Cost Type—Check any or all of the boxes to search by cost type.
NOTE: See Materials General Tab for descriptions of the cost types.

¢ Stock on Hand—Select the quantifier (less than, less than or equal to, equal to, greater than, or
greater than or equal to) from the dropdown symbols and type in a corresponding value or use
the dropdown to select MinQuantity or Total MinQuantity as the search parameter.

¢ Unit Cost—Select the quantifier, less than, equal to, or greater than, from the dropdown
selection and type in a corresponding value.

4. Select the display fields from the upper right pane, Display these Fields in the Search Results.
NOTE: The UID (user-defined ID) is always displayed as the first column.

5. Click the Find Item(s) button to list the Search Results at the bottom of the pane.
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Stock onHand UnitCost Lt
< v | v b v | |5000

& (| @ G ©
Find Item(s) Clear | Remove Item{s) SavetoFile Refresh
Search Results: 4 record(s).

| UID Description Storeroom  StockOnHand = UnitCost
| FHKENDY4.5 Kennedy 4.5 inch Fire Hydrard  ESIDE 10.00 568217
| FHKENDY 4.5 Kennedy 4.5 inch Fire Hydrant  MAIN 10.00 568217
| Lamson ESIDE 10.00 5763.35
Lamson MAIN 10.00 5763.35

If doing a less than Total MinQuantity search, StockOnHand and Storeroom are not displayed but are
replaced with a column for TotalStock.

The Clear button clears the search parameters and the results so a new search can be performed.

The Material Edit box may be opened for any of the materials in the Search Results list by double-clicking
on the desired material.

The list may be saved to a file by clicking the Save to File button to open the Save Search Results As
dialog box. Navigate to the desired location for saving the file, name the file, and click the Save button.

A File Saved message opens listing the path of the saved file once it has been created successfully.

Tasks

The Tasks window defines the tasks or steps needed to complete a work order. A task may be related to an
asset with its own labor, materials, and/or equipment costs.

Tasks Hierarchy Tab
Tasks are organized into a hierarchy on the left pane and listed on the right pane.

NOTE: See Setting up Data Trees.
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Tasks

vl

Current Damain | W
’ Hierarchy {
= i u l @ B
New Trunk Add Category New Item | Delete Node(s) | Refresh Find Items
# 3 Buiding Code Description ~
@[3 Code Enforcement ADJUST Adj. operator linkages; limit switches on cont...
= L3 Electric ADMIN PROCESS  Admininstration process work order information
-3 Emergency Repair AERIFICATION Aerify playing fields
=3 Inspection AR FILTER Replace air filter '
J INSPECTFUSE ™ Fuse and switch inspection ASSETS Add depar.trqent assgts!mf(aslructgre to GIS
1 INSPECTMET~ Meter Fispection BACKFILL Pou_r remaining bedding and backfil
= o i 3 % BALLING Balling of line
S , INS‘PE CTSUBS™ Substation inspection BARRICADE Place bariicades, signs and cones
=-E3 Installation BEDDING Place proper bedding around pipe
i3 Overhead BILLSTOP Schedule site specific billing to end
{4 Underground BUILDINSPECT Inspect building
3 Maintenance CABLING Install cable -
I3 Forestry CHECK CONTROLS Controls respond to a rising water level
B3 Fuel CLEAN Clean pump
e COLLECT Collect unattached assets
i 1T COMPACT Compact backfil
{4 LandManagement CODRBUILD Coordinate building constrcution
3 Parks COORPUBL Coordinate public improvements
.3 Permits COORSITE Coordinate site work
L3 Plants and stations COORUTIL Coordinate work done by utility companies
= : CRACKSEAL Inspect crack sealing
L gf:rg;';:f”‘s DEMOBUILD Dernolish building
= ; DEMOCLEAN Clean demalition site
W St el DEMOSETUP Set up site for building demoltion
4 Wastewater DIG_CITY (Obtain a dig permit from the city
L3 Water DIG_CNTY Obtain a dig permit from the county v

To open the Task Edit window, click on the New Item button. To edit a task once it has been defined,
double-click on the task leaf in the hierarchy or on an item in the list.

Task Edit Window

The Task Edit window provides information about the task, including description, assigned to employee or
shop, time to complete, keywords, and a response to track accomplishments.
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% Task Edit - STCLEAN

Noroe ... Description
SﬁTCLﬁEﬁAN B ‘ }Street cleaning - ‘
Assigned To. _ Shop -
\MESSER, TOM & v | v | [ Cancel Task
E stimated days to complete ‘L \ Response Label ELinear ft. \ [ Notify M M
Keywords Response Codes
Code Yalue
'
Add Remove o7 ;
: Add Remove
‘ Yalue
| CLE&N
| ST
| STREET
Comments

= @ €
Save Delete Close

1. Type in the Name, 20 characters maximum. This is a required field.

2. Type in the Description, up to 100 characters.
3. If a particular employee is always assigned the task, select an Assigned To employee.

NOTE: The Submit To field on a work order automatically changes to the Assigned To employee when the
task status changes to current.

4. If a particular shop is assigned the task, select a Shop.

5. Enter the Estimated days to complete the task.

6. Optional: Type in a Response Label if a task-specific response is needed for the work order (up to
11 characters). This allows the Response for each task to be defined to track accomplishments or
whatever the organization desires, such as the number of Sq ft landscaped, the number of Linear ft
cleaned or plowed, the nhumber of Cubic yards of fill used, the number of Curb miles removed,
Count, # of bags used or filled, the number of Structures inspected, the number of Pumping
hrs, the number of Potholes filled, the Cubic tons of trash picked up, etc.
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SearchBy  |NAME = =l

SeqlD I Task l Description I Assighed To _I Shopl Comments l
L[ STCLEAN HESSERLTENEAN S o]

Sequence Linear ft. |:I
Assigned To|MESSER, TOM A > Statug] -

NOTE: If the Response Label field is left blank, it defaults to Response (although in some older
databases, it may default to a null response).

TIP: The column header on the work order Task pane will still be labeled Response (as different tasks can
have different units associated to them) but the user can reload the item back into the fields to view the type
of response entered in the field.

Response

2500

7. For Miner & Miner Designer users: Check the Notify M M box to identify that task as an initiator of
the planning functions of the interface.

8. Click the Save button to add the task to the database.
9. Type in the task Keywords, clicking the Add button after each one to add it to the Value list.

10. Optional: If only certain valid values are wanted for the response field in step 6, add Response
Codes by typing in an associated Code and clicking the Add button to list the Code.

11. Optional: Type in any predefined Comments, up to 250 characters in length, to include with the
task on the work order.

If values are the same for another task, change the task Name and click the Clone button. Make any
necessary changes and click the Save button to save the new task.

IMPORTANT: Do not delete tasks which have been used on work orders as this deletes the link in the
Cityworks database and orphans the task information on the work order.

The Cancel Task checkbox allows the administrator to deactivate a task so it can no longer be added to a
work order but can still be listed with historical data and used as a search parameter.

If the task hasn't been used, it may be deleted by clicking the Delete button and clicking Yes when the
confirmation box opens to verify the user wants to delete the task.

Permits

Permit information is included on work orders to allow the permit cost to be tracked and included in the
calculations for work order costs when permit costs are paid by the organization. Cityworks allows any
permitting costs associated with a work order to be added to the work order cost. The types of permits that
can be stored with a work order are defined in Permits.

1. Type in the Permit Type, 8 characters maximum, and Description, up to 50 characters.

2. Type in the Cost of the permit.
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3. Click in the Source field to open the APSOURCE Codes box and select the source of the permit.

APSOURCE Codes

Code Description
CITY CITY
COUNTY COUNTY
Code _ Description
WClTY | ECITY

= @ l & | R
Save Delete || Select|.xCancel

e Add the Code and Description at the bottom of the box (or in Others > Codes >
APSOURCE).

4. Optional: Type in any Comments, up to 250 characters, to include any information about the
permit, such as permit requirements, contact person, address, phone, email, related account
information, etc.

To modify or update an existing permit, double-click on it in the list to load the fields. Make the necessary
changes and click the Save button.

NOTE: The Permit Type field may not be edited, except by adding the new Permit Type and deleting the
old one. Since the current information is stored in a different table, the historical data remains intact.

Custom Inspection Templates

Custom Inspection Templates are designed to create customized inspections for gathering and tracking
any observations an organization wishes on any desired assets. Questions can be set up to gather specific
information and results can be selected from standard responses for valid values or may be free-form entry.

NOTE: While some field mapping is set up for some predefined Cityworks inspections and tests to
automatically update condition or asset attributes in the geodatabase, this feature is not available for custom
inspections.

Besides setting up the template here, select the entity on the Asset Inspection Configuration window
under Asset Setup for the Inspection Type of INSP (with Custom Inspection as the Description) to
provide access to the custom inspection template from a work order created on that asset type. See the
section Asset Inspection Configuration for more details.
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Condition Score

Weights and scores are used to calculate a condition score and are set in the Observations and Results
tabs. This information is used to determine where to allocate maintenance money most effectively and
visually see any trouble spots on the map. By default the colors on the map mean the following:

e NoScore = blue

e 0-33 = green
o 34-66 = yellow
e 67-100 = red

In Designer, each question is assigned a weight, and each answer is assighed a score. Once an inspection is
complete, the final condition score is calculated. The condition score is a hormalized value from 0-100.

NOTE: Condition scoring is not supported with a Branch Q/A Model.
The logic for the condition score is as follows:

¢ Maximum total score is calculated (sum of weight multiplied by the maximum score of each
question).

e Total score is calculated (sum of weight multiplied by the score of each question).
e Condition score is calculated (total score divided by the maximum total score, multiplied by 100).

The examples have the following weights and scores assigned.

Weight

Question 1 20

Question 2 10

Question 1 | Score

Answer 1 2
Answer 2 1
Answer 3 0

Question 2 | Score

Answer 1 10

Answer 2

Answer 3

Example 1:
For Question 1, Answer 2 was selected.

For Question 2, Answer 1 was selected.
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Max Total Score is 20 * 2 + 10 * 10 = 40 + 100 = 140
Total Score is 20 * 1 + 10 * 10 = 20 + 100 = 120
Condition Score is 120 / 140 * 100 = 86

Example 2:

For Question 1, Answer 3 was selected.

For Question 2, Answer 2 was selected.

Max Total Score is 20 * 2 + 10 * 10 = 40 + 100 = 140
Total Scoreis 20 *0 + 10 *5 =0 + 50 = 50
Condition Score is 50 / 140 * 100 = 36

Custom inspections may be branched where the response to the observation leads to the next observation or
linear where all the observations are visible and the user responds only to the relevant ones.

NOTE: Custom Inspection Templates arec similar to Request Templates Questions and Answers.

Cityworks Server AMS administrators will have an additional Security tab as well as a Server Panel
Configuration tab for Linear inspections to set up the inspection panels.

Templates Tab

The Templates tab provides the basic information about a Custom Inspection Template including which
asset type(s) the inspection can be performed on. This custom inspection will be available on work orders
when these assets are selected.

1. Type in the Name and Description for the custom inspection template.
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— Custor Inspection Templates: llicit Discharge Inspection
| Templates | I.?A" Observations | g Results I % Server Panel Canfiguration I E] SecLrity I
r—Add or Modify Templates Exizting Templates
Marne Template Mame I Description ﬂ
I”“Cit Discharge Inspection ELECTRIC P Electic: Preventive Maintenance
Desoription ELECTRIC PHM/MC INFD Electric Preventive Maintenance and Mew Construction |t
IlDEP ELTIMSTL Mew Street & Security Light [netallation Becaord Form
Subrmit Ta Hydrant Flow Test Hydrant Flow Inspection
|| j Hydrant Inspection Fiouting Hydrant Inspection
lllicit Discharge Inspection IDEF
Friority Inlet Inspection Inlet Inzpection
Im Inlet Ingpechion_Cond Starmwater Inlet Inspechion
- - . Interceptor Inspection Interceptor Inspection
Duration  Duration Units . .
Meter Can Inspection Water Meter Can Inspection
|5 II::"E'-"JS j Outfall Inzpection Storrmwater Quality
~ Design ltems Pump Insp.ec:tiun . Pump Insplection
Fump Station [nspection Fump Station
Q44 Model  © Branch 0% Linear Separate Sewer Inspection | Separated Sewers Physical Inspection - non CCTY
Sign Inspection Traffic Sign Inspection
Frint Template Custom FRating Method Substation Daily Substation Daily Inspection
I I Walve Inspection Walve Inspection
Walve Vault Inspection Walve Wault Inspection
Wwiater T ank, Inzpection Phwszical 'water Tank Ingpection
' aber Well Inspection wWfater Well Phyzical Inspection =
= ;
Save Clear Delete Clone | | _'I_
— Features
Features I Description Features I Description |
DCLNOUT Cleanout Feature o) B DCHANNEL Charinel Feature
DCULYERT Culvert Mainiine Feature [STORM = | oimeeT Inlet Feature
DODETBASH Detention Basin Feature & ShowF DaMHOLE tanhole Feature
ow Features
DENDTRMT End Treatment Feature € Show Obiect DOUTFALL Outfall Feature
. ow Objects
DMODE Engineering Mode Feature DSTREAM Stream Feature
DLIFTSTA Lift Station Feature @
DFIFE Pipe Feature
DRETBASH Retention Basin Feature @
| ] H

2. 1If desired, select an employee for the Submit To field. Note that this list is configured under
Employee Relates, so if the desired employee does not appear in the list, he/she needs to be
added under Employee Relates.

3. Server AMS users: Select the Priority from the dropdown selection, type in the Duration, and select
the Duration Units from the dropdown for Hours or Days.

4. Select the Q/A Model for the questions and answers.

e Branch—Displays one question at a time; the answer determines the next question.
e Linear—Show all questions at once; the user responds to only the relevant questions.

NOTE: Condiition scoring is not supported with a Branch Q/A Model.

5. Server AMS users: If any custom ratings have been programmed into the system, type the name into
the Custom Rating Method field.

6. Click the Save button to save the inspection template and activate the rest of the window.
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7. Select the Template Name from the Existing Templates list on the upper right pane.
8. Select the desired Asset Group from the dropdown in the lower center pane.

9. Select the radio button option for Show Features or Show Objects to list the feature or object
classes from the selected Asset Group on the left.

10. Select the feature(s) or object(s) from the list on the left and click the right arrow to move the
selections to the right (or double-click on each desired selection).

NOTE: The left arrow or a double-click moves a selected feature or object from the right pane back to the list
on the left. Each feature or object in the Asset Group is listed either on the right or left.

11. Click the Save button to save the asset(s) with the template.
TIP: Moving the assets to the right does not save this information to the database.

If necessary, an existing template may be deleted by selecting the template from the list and clicking the
Delete button. Click Yes when the confirmation box opens to delete the template.

IMPORTANT: Deleting a template removes the template from use and also prevents viewing the historical
data. Even though most of the information remains in the Cityworks database, there is no way to display it in
Cityworks once the custom inspection template is deleted.

Observations Tab

The Observations tab outlines the possible questions related to the custom inspection. Weights are
assigned to each question which is used to calculate the Condition Score. When creating a Branch series,
every question will require a response to be entered by the inspector to move on to the next observation.

1. Switch to the Observations tab.

— Cuztom Inspection Templates: Hpdrant [ngpection

| Templates r? Observations | Hesultsl ':“i' Server Panel Eunfiguratiunl E'| Securityl
I1ze the arrows to alker sequence. Double-click to update exizting question.

A | Guestion “Weight  Answer Type
|| |1 1] I.ﬁ.ssets j
< @ | %
Update Clear Delete | Weights
Sequence | [luestion | "w'eight I Tope |
1 |z public safety a concem’? ) Single
2 Yizible defects? a0 Single
3 Obstructions? ] b ultiple
4 Dverall condition ] b ultiple
al Which aszzet iz inzpected? ] Hzzety

2. Type in each Question, assign a Weight (if applicable), select the Answer Type, and click the
Update button to list the question in the list.
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NOTE: The Answer Type can be Single, Multiple, or Assets. Single supports all answer formats,
Multiple supports only the This Text answer format, and Assets supports only the Any Free-form
Response answer format, A Weight can only be assigned if the Answer Type is Single.

3. Enter all applicable questions with weights and answer types.

NOTE: Click the Weights icon to assign weights to all questions in the list from one screen. Click Save.
Weights are used to calculate the condition score.

4. If necessary, switch the Sequence of the Question by selecting it in the list and clicking the up or
down arrow to move it to the desired position (or drag and drop).

To modify a question, double-click on it in the list to load it into the Question field, make the desired
change, and click the Update button. If necessary, it may be deleted by clicking the Delete button, in which
case a confirmation box opens to confirm the deletion from the database.

Results Tab

The Results tab allows the administrator to set up the types of answers for each observation. If using the
Branch Q/A Model, follow-up questions are also set up for the series using the Next Observation field.
This field is inactive for a Linear Q/A Model. Scores are assigned to each answer which is used to calculate
the Condition Score.

1. Switch to the Results tab.

— Custom Inspection Templates: Hpdrant Inspection
| Template3| )59 Observations @ Results | 'ﬁ Server Panel Ennfiguratinnl E] Securityl
r—Angwer Configuration

Obgervation [Snswer type: Single] — Inzstructions
|2 |z public zafety a concemn? j

Wewt Obsereation
|3 Visible defects? =]

Score

g

'Single’ observations suppart all answer formate, —————————————————— — Explanations
O This Test |

 Yes * Mo = Unknown

© Date " any Free-form Fesponse
" Checkbox [ Default Checked

v @ i

Update Delete | Scores

— Enigting Angwers
[Juestion | Arer | Score | M et Cluestion |
2 |z public zafety a concern? TES a Ivizble defects?

2 |z public zafety a concern’? _ 2AWizible defects?

2. Select an Observation from the dropdown list.

The Answer type for the observation is displayed above the dropdown. The fields displayed on the Results
panel will vary depending on the Answer type used.
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3. For Branch: Select the Next Observation from the dropdown list for the question to follow the
given answer.

4. Enter a Score to be used to calculate the condition score.
5. Select the radio button for the desired Answer Format.
NOTE: Only one type of format may be used per question.

e This Text—Allows for a series of valid values to be entered to keep the answers consistent. Type
a valid value in the field.

TIP: It may be helpful to allow for a response of Other when using This Text, in case the answer needed
hasn't been listed.

e Yes/No/Unknown—Select the radio button option.

NOTE: Select only Yes/No if no Unknown response is anticipated.

e Date
¢ Any Free-form Response—Open-ended question so inspector can enter any answer.
¢ Checkbox

e Default Checked

6. Optional: Enter Instructions if certain procedures are to be followed for the given situation.

7. Optional: Enter Explanations to provide more details about the answer.

8. Click the Update button to add the answer to the list.

9. Follow steps 1-7 to add the next applicable answer for the observation until all answers have been

entered.
NOTE: For Date or Any Free-form Response, only one answer is allowed.

10. Click the Scores icon to open Update Scores and assign a score to each answer. Scores are used
to calculate the condition score. Click Save.

A O e
Update Delete || Scores
|pdate Scores
v @
Save Close
Arnzwer Score
UNKNOWN |4

11. Add answers and scores for the rest of the observations.

If necessary, an answer may be updated by double-clicking on it in the list to load it back to the top pane,
editing the information, and clicking the Update button. Click Yes when the confirmation box opens. This
prevents the user from adding an answer that already exists in the database.
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Server Panel Configuration Tab

The Server Panel Configuration tab allows the administrator to configure how to display custom
inspection observations and results on the right pane of an inspection. The observations can be grouped into
panels with subheadings. This tab is only visible when connecting to a Server database and the Q/A Model
is set to Linear on the General tab, as it does not apply to the Branch option.

1. Switch to the Server Panel Configuration tab.

r— Custom Inzpection Templates: Hpdrant Inspection

| Template3| &7 Db$ervatinn$| o Results 1} Server Panel Configuration | & Securit_l,ll

— Grrowp Definition —————— Dbservation Groups
Title Bar Test Title Bar : : | Sequence |
I Huydrant [nspection Obzervations 1
Mozzle Size 1
Segusnce General Information 2
|3 Check the iterms which need repair or are in poor condition 2
H =5 @
Save Clear Delete

— Observations — Items

Sequence | Cuestion | |:> Text | Fow | Required |
‘ <]

|z public zafety a...
Yizible defects?
Obstructions?
Overall condition
which azsetiz ... I™ Required

[0 I o T L ]

2. Type in the Title Bar Text for the first subheading.
3. Enter a Sequence for the title bar.

4. Click Save to save the information to the right pane.

5. If any questions are required, select them from the lower left Observations pane, check the
Required box, and move them to the right Items pane with the right arrow.

TIP: All Required questions must be answered before the inspection can be closed so only select the ones
that the organization wishes to track every time this custom inspection is performed.

6. Select the other questions to list from the panel on the left and move them to the right pane to add
them to the database.

TIP: It is not necessary to click the Save button again for the observations to be added to this page panel.
7. Click the Clear button to clear the fields and place the cursor back in the Title Bar Text field.
8. Add each additional subheading with the corresponding observations by repeating steps 2-6.

Once all the panels have been added, the fields can be reloaded by clicking on them in the Observation
Group pane to modify the information.
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Security Tab

The Security tab allows the administrator to assign security rights for viewing, adding, updating, and
deleting custom inspections. Since Cityworks Server AMS allows custom inspections to be created
independent of work orders, security is set up as part of the custom inspection template.

1. Switch to the Security tab.

r— Cugtom Inspechion Templates: Hydrant Inspection

ITempIatesl ,;?? Db$ervatinn$| | Flesult$| 'ﬁ Server Panel Configuration Iﬂ SECU'".'Hl

Damain IKSM j
— Select one or more groups — Select one or more tables Security Options
Mame | = ||] value | ¥ e
Z80MIM INSPECTION W Add
ZLEVELT [ Ir2 Lpdate
ZLEWVELZ2 I- Delete
ZLEVEL3
ZLEVEL4
WATER
gi;\;EEHTS LI Update Dggte
— Exizting Security
Dromain | Group | T able | iew | Add | Update | Delete |
KSH ZLEVEL4 INSPECTION 1 1 1 1
FSH ZLEVELZ IMSPECTION 1 1 1 1
KSH ZLEWELT IMSPECTION 1 1 1 1
KSH ZADMIM INSPECTION 1 1 1 1
FSH ZLEVELT_MAN IMSPECTION 1 1] i 1
KSH ZLEVEL3 IMSPECTION 1 1 i 1

2. Select the Domain from the dropdown list.
NOTE: Custom inspection privileges may be assigned to multiple domains, especially View rights.
3. Select the desired group(s) from the Name list who are assigned the same user rights.
4. Select the desired tables.
5. Check the applicable box(es) for the Security Options.

e View—Allows the user to open and view the information on an existing inspection.
¢ Add—Allows the user to add the custom inspection to a work order.

NOTE: Server AMS users with Add privileges can also create an independent custom inspection which is not
tied to a work order.

e Update—Allows the user to update inspection fields once the inspection is saved.
e Delete—Allows the user to delete inspections.

6. Click the Update button to list the information on the lower pane.
7. Follow steps 1-6 to add all groups in all domains who need access to the custom inspection.

All assigned permissions can be viewed by selecting the inspection from the Existing Templates list on the
Templates tab and clicking on the Security tab.
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Inspection Custom Observations

The Inspection Custom Observations allows the administrator to populate valid values for Cityworks
inspection forms. Currently it applies only to electric utilities.

1. Select the Inspection Table Name from the dropdown list.

Inspection Table Name
| EOVERHEADOBSRY

ETRANFMROBSRY
EOVERHEADDBSRY
EUGFACOBSRY
ESUBSTATOBSRY
ESSTR&NFMROBSRY
ESWCHDEYOBSRY

2. Type in the Observation.

3. Select the Format from the radio button options.

e Yes/No—Allows the user to enter Y or N on the inspection form.

Inspection Observations

Inspection Table Name = Format =
iEOVERHEADUBSHV v () Yes/No G
Observation O Code Table S
'STRUCTURE VIBRATION | © Alphanumeric value &

: ; Delete
Table Name Observation Format Code Table
EOVERHEADOBSRY BLOCKED AIRCRAFT WARNING LIGHT YES/NO ‘
EOVERHEADOBSRY CLEARANCE TO GROUND ALPHANUMERIC
EOVERHEADOBSRY CLEARANCE TO STRUCTURES ALPHANUMERIC
EOVERHEADOBSRY CLEARAMNCE TO TREES ALPHANUMERIC
EOVERHEADOBSRY CONDUCTOR [LINE) CONDITION CODETABLE ECOND
EOVERHEADOBSRY GROUND RESISTANCE ALPHANUMERIC
EOVERHEADOBSRY GROUND-IRE CONDITIONS CODETABLE ECOND
EOVERHEADOBSRY GROUND-IRE CONNECTIONS ALPHANUMERIC
EOVERHEADOBSRY GUY WIRE CONDITIONS CODETABLE ECOND
EOVERHEADOBSRY GUYS FOR ANCHORS PULLING OUT YES/NO

EOVERHEADOBSRY IS THERE EXCESS INHIBITOR YES/NO

EOVERHEADOBSRY LINE HARDWARE TOO ROUGH YES/NO

EOVERHEADOBSRY LINE HARDWARE TOD TIGHT YES/NO

EOVERHEADOBSRY MISSING GUY GUARDS YES/NO

EOVERHEADOBSRY SAG ALPHANUMERIC
EOVERHEADOBSRY STRUCTURE ALIGNMENT ALPHANUMERIC
EOVERHEADOBSRY STRUCTURE FOOTINGS DAMAGED YES/NO

EOVERHEADOBSRY STRUCTURE FOOTINGS WASHED-OUT YES/NO

e Code Table—Opens a Select a code table selection box with the valid Code and Description

listed.

NOTE: A Code Table may be used more than once.
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W Select a code table

EEX

Code Description

EASMAN Assembly Manufacturer
EASSEMB Assembly Subtype
EBLLSTSW Ballast Switch Type
EBLLSTSZ Ballast Size

EBOLTPAT Bolt Pattern

EBULBSZ Light Bulb Size

EBULBTYP Light Bulb Type

ECAPCTR Capacitor SubType
ECAPCTRL Capacitor Control
ECAPSWCH Capacitor Switching Type
ECAPUNIT Capacitor Billing Unit
ECAPVWIRE Capacitor Wire Size
ECASING Casing Subtype

ECASMT Casing Material

ECASUNIT Casing Billing Unit
ECATHOD Type of Cathodic Protection
ECELLTYP Photocell

ECLLRMAK Meter Collar Manufacturer
m__
ECONDUCT Conductor Subtype v

&/
OK Cancel

¢ Alphanumeric value—Allows the user to type in the response.

4. Click the Save button to list the Observation in the list.

5. Continue adding all the observations for the given table by repeating these steps.

6. Switch the Inspection Table Name, adding all the observations for each table.

An Observation may be deleted by selecting it from the list to load it in the upper pane and clicking the

Delete button. No confirmation box opens.

Predefined Comments

Predefined Comments may be entered for a selection list on service requests or work orders for the
selected category. This is especially helpful for field users to facilitate and simplify data entry for frequently-

used comments or to standardize comments.
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& @ Ty 48 Newwork Comments

Notify residents of water shutaff.

Double-Click to Add Predefined Comments
Traffic problems require police assistance.

Notify residents of water shutoff. k

1. Select either Request or Work Order from the Apply To dropdown.

2. Type in any Comments, up to 250 characters, wanted on the request or work order.

Predefined Comments
Apply To - a @ Categories &
REQUEST v Save Delete FORICE
PUBHLTH
Comments PUBLIC
Natify residents of water shutoff. SANIT
SEWER
STORM
STREET
TRAFFIC ‘
WATER hall
1 |2 ' b
Predefined Comments Category
Traffic problems require police assistance. WATER 7
|
|

3. Select the desired asset group(s) from the Categories list to which the Comments apply.

NOTE: The Categories list for service requests is populated from the APROBCAT code type, and from the
AWOCAT code type for work orders (both are found under Others > Codes).

4. Click the Save button to list the Predefined Comments in the list.
NOTE: If necessary, an existing comment may be deleted.

5. Continue adding all desired Comments for all Categories.

Template Security

Employee permissions to view, add, update, delete, and view costs are set up on the Template Security
window and assigned by groups for each template for six work order tables, three service request tables, and
the inspection table for custom inspection templates. Template security may also be set on the Security tabs
of either Request Templates or Work Order Templates. All security for custom inspection templates is
added here, although privileges can be granted for a specific inspection from the inspection itself. In 2012.1,
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the group rights for work orders, service requests, and inspections were simplified. Please read Knowledge
Base article 10619 for more information on the Group Rights Migration tool.

1. Select the Template Domain from the dropdown.

— Template Security

<]

Template Domains IKSM j Group Domains IKSM j
¥ u wiotk Order M Service Request Group Name -]
SEWER
[ ‘f\h Imzpections STREETS
MATEAS
D escription | ApplyT oF ntity :I ELECTRIC J
Landscape DRETBASH TRAFFIC
Lead & Copper Testing WSERVICE STORM
Level Area AMRPORTSHOULDER STORE
Liftztation Weekly PM Wi TP _PUMP FREC
Line Manhale Interiar SMANHOLE ZLEVEL‘I_M.&.N j
Locate SLATERAL
Locate & Stake Manhole SkANHOLE T able -
Locate Curb Bow WSERYICE L WORKORDER
Low Service Pump Motors - . W TP_PURMP LABORCOST
Lo W/t Wwell Alarm SLIFTSTA ECQUIPMEMTCOST b
Lower Manhole SkANHOLE MATERIALCOST
Lubricate Chain-Diive wWTP_HOIST WANTASE LI
Lubricate Roller Chain Diive | WTP_ADMIN_BUILDING  Group Security
Macrairwertebrate Monitaring  DSTREAM V¥ View W add W Update [T Delete [T Wiew Cost
I ain Break Repair WA b
tain Line R epair witdalM [} = @ -
‘Main Reolacement W hd AN | _IILI | Save Clear All Delete | Print
Code | ApplyT oF mtity | Dromair | Group | Tahble | UE | Add | Ipdate | Delete «
Lower Ma...  StHANHOLE =1 ZA0MIN EQUIPMENTCO... 1 1 1 1
Lower Ma...  StAMHOLE k.5 0N LABORCOST 1 1 1 1
Lower Ma...  StAMHOLE k.5 0N LIMEITEMCOST 1 1 1 1
Lower Ma...  StAMHOLE k.5 D MIM MATERIALCOST 1 1 1 1 o
Lower Ma...  StWAMHOLE kSM ZA0MIM WORKORDER 1 1 1 1
Lower Ma...  StWAMHOLE kSM ZA0MIM WOTASE, 1 1 1 1
Lower Ma...  StWAMHOLE kSM ZLEWELT EQUIPMEMTCO... 1 1 1 1
Lower Ma...  StHANHOLE KSM ZLEVEL1 LABQORCOST 1 1 1 1
Lower Ma...  StHANHOLE (=1 ZLEVEL1 LIMEITEMCOST 1 1 1 1
Lower Ma...  StHANHOLE (=1 ZLEVEL1 MATERIALCOST 1 1 1 1
| TP ¥ Y ChAAKLMI O [l ¥ | ZIEYWEL Ny Nnonco 1 1 bl 1

e

2. Select the radio button option for Work Order, Service Request, or Inspections.

NOTE: Inspections applies only to custom inspections.

3. Select the Group Domains using the dropdown list to populate the related Group Name area with
the employee groups from the desired domain.

TIP: If working in more than one domain, be sure the Group Domains selection matches the Template
Domains selection, unless employees from a different domain are needed for the work order, service
request, or inspection since groups from the first domain are listed by default.

4. Select the Group Name.
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5. Select a Table or multiple tables if Group Security settings are the same for all tables.

TIP: Azteca Systems Inc. strongly encourages that Delete permission for WorkOrder, Request, and
Inspection tables be limited to only select users. However, all workers who add labor, equipment, or
material costs also need Delete privileges as that is the only way to correct errors when entering this data.

Work Order tables:

e WorkOrder—Access to general work order information.

e LaborCost—Access to labor information, such as the employee and hours worked.
e EquipmentCost—Access to equipment costs.

e MaterialCost—Access to material costs.

e WOTask—Access to work order task information.

e LineItemCost—Access to contract line items.

NOTE: To activate the Costs option on the Tools menu of a work order (which opens the Work Order
Cost Summary form), the user must be in a group which is assigned View rights to the WorkOrder,
LaborCost, Equipment Cost, and Material Costs tables.

Service Request tables:

¢ Request—Access to general service request information.
¢ CustomerCall—Access to customer account information.
¢ RequestLabor—Access to the labor information on a request, including the employee labor rate.

Inspection table (for custom inspections only):

o Inspection—Access to custom inspection templates.

6. Check the applicable boxes for Group Security.

¢ View—Allows the user to view the table information.

NOTE: View privileges should be assigned to all groups working with Cityworks.

e Add—Allows the user to add information to the selected table.
e Update—Allows the user to change information.

NOTE: Update does not apply to the cost tables. To update cost tables, a user must have Add and Delete
permissions for LaborCost, EquipmentCost, and MaterialCost tables.

o Delete—Allows the user to delete information.

TIP: Azteca Systems Inc. recommends limiting the number of users with permission to Delete work orders
from the WorkOrder table and service requests from the Request table. An organization may prefer
employees cancel work orders and service requests rather than deleting them since the IDs are sequentially
assigned and can then be accounted for.

e View Cost—Allows the user to see employee labor rates as part of the cost.

NOTE: Not checking the View Cost also means the Labor Cost display field in request or work order
searches will not be listed for users in these groups.

7. Click the Save button to add the information to the template and list it on the lower pane.
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Click the Print button to print the list on the default printer and click Yes when the confirmation box opens.

Workorder Template Security Settings. Printed on: /1172008 11:03:05AM

TemplateiD Code ApplyToEmtty Domain Group Table V A Update Delete ViewCost GrouplID
145 Chipseal RROAD PW SUPERVISOR EQUIPMENTCOST 1 1 1 1 1 2
145 Chipseal RROAD PW SUPERVISOR LABORCOST 1 1 1 1 1 2
145 Chipseal RROAD PW SUPERVISOR MATERIALCOST 1 1 1 1 1 2
145 Chipseal RROAD PW SUPERVISOR WORKORDER 1 1 1 0 1 2
145 Chipseal RROAD PW SUPERVISOR WOTASK 1 1 1 1 1 2
145 Chipseal RROAD W CALL TAKER EQUIPMENTCOST 1 0 0 1 0 24
145 Chipseal RROAD PW CALL TAKER LABORCOST 1 0 0 1 0 24
145 Chipseal RROAD PW CALL TAKER MATERIALCOST 1 0 0 1 0 24
145 Chipseal RROAD W CALL TAKER WORKORDER 1 1 1 1 0 24
145 Chipseal RROAD PW CALL TAKER WOTASK 1 0 0 1 0 24
145 Chipseal RROAD PW STREETCREW1 EQUIPMENTCOST 1 1 1 1 1 25
145 Chipseal RROAD PW STREETCREW 1 LABORCOST 1 1 1 1 0 25
145 Chipseal RROAD PW STREETCREW1 MATERIALCOST 1 1 1 1 1 25
145 Chipseal RROAD PW STREETCREW1 WORKORDER 1 1 1 0 0 25
145 Chipseal RROAD PW STREETCREW1 WOTASK 1 1 1 1 1 25

Employee Relates

The Employee Relates window is used to populate the employee dropdown lists in the Cityworks software
for certain employee fields on service requests, work orders, tasks, projects, inspections/tests, and/or
Cityworks Storeroom.

In Cityworks 4.5 SP4, the EditAfterClose field name was added to allow a user to edit a closed request,
work order, or inspection by assigning them the same rights they would have it if was open.

In Cityworks 2010.1 SP1, a new table called Search with a field name of ViewCost was added to allow

employees the right to view labor cost when searching work orders and requests.

In Cityworks 2012.1, a new Project InitiatedBy field was added to allow the domain administrator to grant
permission to any user to initiate, update, or delete a project. Also, a new table called EquipChangeout
with a field name of ChangedBy was added to allow employees access to Equipment Changeout data. A

field called CancelledBy was added to the Inspection table.
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— Emploves Relates
Current Damain | K5 j
—Ewvents
Obijects | <] Table |« | Field Mame |
SEWER CONTRACT CHAMGEDEY
STORERM EQUIPCHAMGEQUT
STORM IMSPECTIOMN
STREET PROBLEMLEAF
WATER PROJECT I
WOREMGR REQUEST
DESIGHMER || SEARCH ;l
— Employee Groups
Groups | :l M ame | Title |
CITY MAMAGER BOYCE, DARRIM Water Supervisor
P TIL PrufADMIN, PratsDrIN Public "workz/Utilities Administrator
FORESTRY WSDADRIM, W' aterS ewer/Storm W ater Administra.
PLAMNMIMG
GUEST
AIRPORT
SUP -
| @ =
fadd |Remove | Prink Relates
T able Mame | Field M ame | Employes |
EQUIPCHANGEQUT CHAMGEDEY FusaDbIM, PastDbdI

V2012.1

Permission for some users to access some of the Designer functions may also be assigned, such as allowing
an employee to update employee labor rates, contractors, equipment, materials, permits, etc. If selecting
Designer from the Objects list, the boldface functions from the directory are listed in the Table. When one
of these is selected, the contents are listed under Field Name.

IMPORTANT: Full access to any of the functionality within that window is provided when Designer
permissions are assigned to a user.

1. Select the Current Domain from the dropdown list.

2. Select the desired Objects on the upper left pane to populate the associated Table list on the center
pane.

3. Select the Table to populate the corresponding Field Name list on the right pane.

Events
f Objects || Table || Field Name ‘
| ELECTRIC | CONTRACT || C&NCELLEDBY i
SEWER INSPECTION || EDITAFTERCLOSE \
STORERM PROBLEMLEAF || INITIATEDBY :
| STORM PROJECT || REQUESTEDBY 1
STREET REQUEST | SUBMITTD 1
WATER TASKLEAF || SUPERVISOR \
WORKMGR DEGTOEEE S | w/OCLOSEDBY :
| DESIGNER || WORKCOMPLETEDBY 1
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Events

Objects || Table | Field Name
ELECTRIC Administration Cityworks DBA,
SEWER ArcGIS Setup Cityworks Domains
STORERM Storeroom Storeroom Domains
STORM Others Stake Domains
STREET Cityworks Setup Password
WATER ‘
WORKMGR ‘
DESIGNER

4. Select the Field Name to populate.

5. Select the employee group(s) from the Employee Groups list on the center pane to list the
employees on the right, using <Shift + click> or <Ctrl + click> for multiple groups.

6. Select the employee(s) from the list to assign to the Field Name.

7. Click the Add button to link the employees to the Field Name for selection on the Cityworks form
and list them on the lower pane.

NOTE: To change the information in the list, select and click the Remove button.
8. Continue to add the desired employees to each Object and Field Name by repeating these steps.

Once the Employee Relates are set up, all the employees associated to the selected table are displayed on
the lower pane. Selecting a Field Name lists just those employees associated to that field.

If desired, print this list to the user’s default printer by clicking on the Print Relates button and clicking Yes
when the confirmation box opens.

Employee Relates to Table Fields. Printed on: 4/11/2008 3:35:12PM
TableName  Field Name Employee DomainID EmployeeSID  ObjectID

REQUEST INITIATEDBY GUNTER,BOBBYD 2 4031 862

REQUEST INITIATEDBY ROBERTS, GUYF 2 5762 4991
REQUEST INITIATEDBY BAXTER, CHARLIE 2 10398 5594
REQUEST INITIATEDBY LARSEN, FREDERICK ] 2 10397 5597
REQUEST INITIATEDBY HASLAM, BRIAN L 2 10371 5625
REQUEST INITIATEDBY WOLFE, ED 2 10278 5626

Work Order Template Classes

NOTE: Work Order Template Classes are for Server AMS only.

Work Order Template Classes allows the automation of the work order template selection to be based on
up to three attribute values of an asset. This may be useful when different tasks or work procedures need to
be followed. For example, tree pruning task and equipment may be a function of diameter and species or
pipe flushing may be based on the diameter of the pipe. Only one asset may be selected per work order
when using classes.

NOTE: Ciass configuration can also be loaded from a delimited text file.
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Classes Tab

The Classes tab is used to define the class and select the asset, the applicable rule fields, and default work
order templates assigned to the class.

1. Select the desired Asset Group from the dropdown.

| Work Order Template Classes
Current Domain | PwW
Classes | Rule Sets | Load |

Asset Group
PARK & GROUNDS

® Features (O Objects

Assets
Asset

Court

Fence

Fitting

Flower Garden

Lines

Pak Bench

Paik Maintenance Bldg
Pak Playaround E quipment
Paik Tree

Playing Field

Sprinkler Head

Speinkler Line

Sprinkler Network Junctions
Swimming Pool

System Valve

Underground Enclosure

Ready

v
Rule Fields Waork Order Templates
ot ~
Desciiption Description
Tree Pruning Cabing
Check City Tree Health
Rule 1 Field Check Health of Private Tree
CommonName v | | Fertiization
. Forestry - Other
Rule 2 Field Hanging Branches
TreeDiameter v | | Infect Infestation
g Inspect
Rule 3 Field Inventory
b Pickup Branches
Plant Tree v

H 4 @ &
Update Clear Delete | Auto
Existing Classes

Description  Entity Rule 1 Field Rule 2Field  Rule 3 Field Default.

Tree Pruning TREE CommonName TreeDiameter Hanging
< >
(]

2. Select the radio button for the asset type, Features or Objects, to populate the corresponding

Assets list.

3. Type in the Description of the class.

NOTE: The user selects the class Description when creating a work order; however, the actual work order
template is selected by the software according to the defined rules for the asset values.

4. Select the applicable asset field from each dropdown to define up to three rule fields.

TIP: Attributes will only display when connected to the geodatabase. Otherwise type in the field name.

5. Select the Description for the default work order template from the Default Work Order
Templates list to use when asset attribute values do not resolve to a rule set.

6. Click the Update button to save the information to the Existing Classes list.

7. Repeat the steps for all other asset classes desired.

152 e Cityworks Setup

Designer 2013 Guide



Rule Sets Tab

The Rule Sets tab is used to assign specific work order templates to values in the rule sets.

1. Switch to the Rule Sets tab.

—work Order Template Claszes
Current Diomain IKSM j
"Classes  Fule Sats I Load I

— Defined Clagzes

Desciiption | Entity | Rule 1 Field | Rule 2 Field | Rule 2 Field | Defaul Wil Template |
Tree Pruning TREE CommonMame TreeDiameter Trim Tree
— Field Rules
Chuusq value
wWork Order Template Fule 2 Field
|Trirn Tree j IH j
Choosze value Choosze value
Fiule 1 Field Fule 3 Field
{76 Elm =l =]

G 2 @ %

Save Clear Delete | Auto

Rulz 1 alue | Rule 2% alue | Rule 3% alue | "0 Template |

2. Select the class from the Defined Classes list.

3. Select the Work Order Template from the dropdown.
4. Select the applicable value from each active rule set field.
5. Click the Save button to save the information.

6. Continue to select work order templates for each possible set of values for each class.

NOTE: For values which are not assigned on the Rule Sets tab, the default work order template will be

used.

Load Tab

The Load tab is used to load rule set information already saved in a file. The file must contain these fields in

this order with the first row consisting of these field names. See screenshot below for an example.

¢ RootTemplateld
¢ WOTemplateld
¢ RulelValue

¢ Rule2value
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¢ Rule3Value

£ WO ClassMappings - Notepad
File Edit Format Yiew Help

RootTemplateId,woTemplateId,Rulelvalue,Rule2value,Rule3value A
1,68,1,Y, =

1,69,2,Y, =
1,70,3,Y,
L, 7L 83, P
v .
1. Switch to the Load tab.
Work Order Template Classes
.| |
Current Domain | P4/ v |
| Classes | Rule Gets| Load [
Load template classes from a file.
Animport file has to be a delimitted text file and the first row has to be the delimited field names. You need to Delimited By
select the file by clicking in the import text box, specify the field delimiter, and then click the load button to load O Comma
the file into the listview. Click save to update the database. : O Tab
Import File ;uments and Settings\All Users\DocumentshCw Import Filesiw/0 CIassMappings.txl! LE:d @ Other ':‘
RootTemplateld WOTemplateld Rule1Value Rule2value Rule3Value N
1 68 1 Y
1 69 2 Y
1 70 3 Y
1 71 4 Y
1 72 5 Y
1 63 1 N
1 64 2 N
1 E5 3 N
1 66 4 N
1 67 5 N
2 11 ACBU Ao
H4 J| @
Save Clear | Remove
Ready —
2. Click in the Import File field to open the browser box.
3. Navigate to the file and click Open (or double-click on the file).
4. Select the Delimited By field.
¢ Comma
e Tab
o Other—Specify the delimiter in the box that opens when this option is selected. A semi-colon is
the default.

5. Click the Load button to load the file.
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Asset Setup

Asset Setup functions configure Cityworks to interact with ArcGIS. These settings allow the domain
administrator to filter out GIS layers that are not relevant to Cityworks asset management and establish
pointers to the geodatabase objects that tell Cityworks where to look for information when accessing the
geodatabase.

- Cityworks Designer - docksmms - PWADMIN - Asset Setup (KSMMS_SDE.sde: ArcEditor)
M Login u Disconnect GeoDB @ Exit

L Cityworks Setup o z w

= % Asset Setup % w & W ﬁf
| Asset Group Definitions Asset Group  Asset Form Asset Inspection  Isolation Trace
- | Asset Form Configuration Definitions ~ Configuration  Inspection ...  Field Mapping Setup

- | Asset Inspection Configuration
Inspection Field Mapping @
Isolation Trace Setup

Asset Reading Asset Reading Geodatabase
| Geodatabase Sync syne

[+ Storeroom
[+ Server Setup
g Others

-9

¥

To access this group of functions, the Use ArcGIS Data Model (#21) value must be set to Y on Others >
Preferences. This is the default setting.

IMPORTANT: With a new domain and database, this preference must be saved before Designer can be
used to set up any other domain functions. Double-click (or press the space bar) in the Value field to toggle
to N (no) if using ArcView 3.x.

=F Others Description Yalue Default Order
| Units of Measure Copy Caller Q4s to Request Comments Y 20
| Codes Use ArciGIS Data Maodel
;‘; Custom Data Fields Include Cancelled Templates and Tasks in Searches N 22
€4 Pref Jse Equipment Checkout Y 23
3 1 ity Matis or ||| Use CCTV Codes L 2t
¢ ¥ ; First Day of Week Sunday 25
¢ Map Layers and Fields Use Dynamic Cost Codes N 26
. Customer Accounts First Month of Fiscal Year July 27
| CU Material Groups Default Workday Hours 3 28
}J Macro Manager Default &pplied Overhead Percent 0 29
| Record Lock Default Budget Range Years 4 30
= Geodatabase Asset Groups Owned by SDE N [ k1|
| Other System Cod
= eraysiemLaaes Default Inspection Status - New % 32

Also select the Y or N answer for Geodatabase Asset Groups Owned by SDE (#32) to indicate whether
SDE is the owner of the geodatabase tables. If using a personal geodatabase, enter N (default value).

NOTE: If the RDBMS user SDE owns the Esri geodatabase tables (similar to Azteca owning the Cityworks
tables), this Y setting lets Cityworks know it needs to alter the SQL syntax used to access them.

These functions are found under Asset Setup.

e Asset Group Definitions—Defines the asset groups with their features and related objects
from the GIS layers for creating work orders and identifies the display fields for these assets on
the Cityworks Asset Identify Form.
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¢ Asset Form Configuration—Selects and configures the fields from the geodatabase to display
on the Cityworks Asset Identify Form and identifies which fields may be added to a
customized work order print template.

e Asset Inspection Configuration—Links the assets to their related inspections so when a work
order is created on an asset, the selected inspections are available to the user.

o Inspection Field Mapping—Links fields in Cityworks inspection forms to the corresponding
geodatabase fields so the information loads for the selected asset when the inspection or test
form is opened.

o Isolation Trace Setup—Defines the GIS layers, addresses, customer information, etc. for
isolation traces on water pipes.

¢ Asset Reading—Sets up the intervals, milestones, and thresholds with their associated work
orders for asset readings to automatically generate work orders.

¢ Geodatabase Sync—Syncs up the work order entity IDs to the object IDs in the geodatabase.

Asset Group Definitions

The Asset Group Definitions function identifies the GIS layers which Cityworks can create work orders on
and defines the asset groups with their assets for each domain. The display field for Cityworks to use as the
main identifier for each asset type is also specified along with the relationship. This information is displayed
on the Cityworks Asset Identify Form. Asset Group Definitions has four tabs for defining the asset
group information.

Define Groups Tab

Asset group codes and names are defined on the Define Groups tab.
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—Asset Group Defintions
[ Define Groups ] Sy Assign Assets ] /= Field Configuration I i Relationships ]
Group Code Group Name [V Asset Groups Owned by SDE
G G " U ; :
se mobile assets tracking systen

H @

Save Delete

Group Code I Group Name

A AIRPORT

AFM AIRPORT FiM

BASE PLANNING

D STORM

E ELECTRIC

F FLEET

Fid FACILITIES

FOR FORESTRY

HR NOMNMAINTENANCE ACTIV

P PARKS

R STREET

S SENER

T TRAFFIC

W WATER

WTP WTP

V201182.3

1. Type in the Group Code, 8 characters maximum, and Group Name, 20 characters maximum.
2. Check the box Asset Group Owned by SDE if SDE is the owner of the geodatabase tables.

NOTE: This box has a dynamic link to the Asset Groups Owned by SDE field in the Preferences /ist. The
box is checked for Y but if the administrator unchecks the box, the Preferences setting changes to N.

3. Check the Use mobile assets tracking system box if a mobile tracking system is being used.

NOTE: Checking the box for any asset type adds the Mobile_Assets layer to the event layer dialog box and
the mobile asset event layer will be available for viewing on the map.

4. Click the Save button to list the information in the lower pane and save it in the Cityworks database.

NOTE: To delete, select the group(s) from the list, click Delete, and click Yes when the confirmation box
operns.

Click on a code in the list to load the information back into the fields for making any changes. Click the Save
button and click Yes when the confirmation box opens.

TIP: If a Group Code is modified, the new code will be added in addition to the one that is already there. In
this case, delete the one that is no longer wanted.
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Assign Assets Tab

Features and their related objects are assigned to asset groups on the Assign Assets tab. Others may be
used to set up mock layers to perform administrative functions or other tasks not related to a map feature as
long as asset readings will not be used to automatically generate work orders.

NOTE: Features are found on the map; Objects are linked to a map feature.

NOTE: A single feature class may belong to only one asset group.

1. Switch to the Assign Assets tab.

— Asset Group Defintions

u Define Groups 5\\; Assign Assets I = Field Configuration ] ii=) Relationships I

¢ Features ¢ Ohjects ¢ Others Code Asset Group
8l Assets | wiarkspace | |sManHOLE |sEwER ~|
PLAN_SUBAREAS PLANNING Description

Q3_FEMA, PLANMNING IManhoIe Feature

SCHOOLS PLANNING

TRANSIT PLANNING = @

USE_PERMITS PLANNING gaxe joskets

TPCODES ATOING Defined Asset N... | Description

ZONING PLANNING SCLNOUT Cleanout Feature
FIRE_STATIONS PUBLIC_SAFETY SFMAIN Force Mainline Feature
BULK_ROUTES SOLIDWASTE SGMAIN Gravity Mainline Feature
DAY _OF _WEEK_ROUTES SOLIDWASTE SLATERAL Service Lateral Feature
RESIDENTIAL ROLITES SOLIDWASTE SEETSTA Lift:Stetion:Featurs

2. Select the radio button for Features, Objects, or Others:

e Features—Use for assets found on the map.

¢ Objects—Use for assets related at any n-level to a feature found on the map.

V201182.4

e Others—Use for any miscellaneous asset which needs to be tracked in the work management

system.

NOTE: Asset readings can only be collected for features and objects so if readings will be gathered for an

asset, it cannot be listed under Others.

3. Select an asset from the list on the left to load it in the gray Code field on top of the right pane.

4. Select the applicable Asset Group from the dropdown list.

5. Type in the Cityworks Description for the asset. This is what the user will see when creating work

orders.

6. Click the Save button to list the information in the list on the right pane.

A Description may be changed by clicking on it in the list to load the information back into the fields. Make
the desired change and click the Save button. Click Yes when the confirmation box opens to update the

asset.

158 e Asset Setup

Designer 2013 Guide



Field Configuration Tab

The Field Configuration tab serves to define which ID fields are displayed on the Cityworks Asset
Identify Form and Cityworks Inventory Editor form and to set the directory location for where images

are stored.

The Display Field selected for a related object automatically populates with the Object ID when a user
adds a new object using the Cityworks Inventory Editor form right-click context menu option Add New.

NOTE: The Cityworks Asset Identify Form and the Cityworks Inventory Editor are essentially the
same form, the Identify Form is view only while the Inventory Editor allows for editing fields. Images

may be added in either location.

[] Cityworks Asset Identify Form =3

l# /00

Save List Print List

Asset I Work History]

= Er SMANHOLE
- B 21122
= Sattachment
= B 21123
= Sattachment
E 21124

L - - - _
TR RTTYY 1 1)t LR e S

Attribute Value A
OBJECTID 11225 ey
AncillaryRole MNonhe

Enabled True

Administrativedrea

Facilityl D 21123

LegacylD 27007

Location 1379

InstallD ate

Operationaltrea

SubBasin

Rotation 0

LifeCycleStatus Active

SubType SStandardManhole
WorkOrderlD

WarrantyD ate v

—
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[ Cityworks Inventory Editor

ﬂ Ig f +ﬂ | Pt List
e
= & SMANHOLE Attribute Yalue =
< & 21122 OBJECTID 11224 s
= Sattachment AncillaryRole 0
B 21123 Enabled 1
B 21124 Administrativedirea
FacilitylD 21122
LegacylD 27006
Location 1379
IhstallD ate
Operationaltrea
SubBasin
Rotation 0
LifeCycleStatus ACT
www.corblzcom : SubType 3
WorkOrderlD v

There are two ways to load asset images on the Cityworks Asset Identify Form. Either a file hame or the
entire image path needs to be stored in the geodatabase for each asset type.

When storing just the file name, use the Field Configuration tab to designate an image field and Default
Image Directory location. If images are already stored on a network drive, that directory may be used. If
not, set one up. Asset types may have their own network folder or all images may be located in a single
folder. A single image may be used for multiple assets. The user clicks the Add Image button on the
Cityworks Asset Identify Form to open the browser where the contents of the predefined folder are
listed. Selecting the desired image and clicking Open loads the image on the form. Once loaded, the image
opens when the asset is selected. This is the recommended way of storing images unless multiple images are
wanted.

If storing the network file path, use the Asset Form Configuration in Designer to set the ImagePath:
File Path to Y. Storing the entire image path allows images to be kept in any network location and multiple
fields to be configured for viewing any document. However, it is not as user-friendly for the user. The user
clicks in the Attribute: Value field to open a browser and finds the desired file which loads into the field. A
<Ctrl + click> in the field then opens the document or image in an image viewer. It also loads the image on
the Cityworks Asset Identify Form but it must be loaded every time the asset is selected.

1. Switch to the Field Configuration tab.
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— Asset Group Definitions
| ) Define Groups | S, Assign Assets > Field Configuration ll;, Relationships |

—Field Configuration
* Features { Objects
Field Value |
ged Display field FACILITYID
Asset I Description l Gi’ Primary image field
DINLET Inlet Feature D Entity UID field FACILITYID
DLIFTSTA Lift Station Feature Dl condition score field
DMANHOLE Manhole Feature D Condition score date field
DNODE Engineering Node Feature D
DOUTFALL Qutfall Feature D
DPIPE Pipe Feature B
< | »
Default Image Directory
H| @&
Save | Delete
[ Existing Field Configurations
Asset I Display Field Image Name Field | Image Path l UID Field Condition £
DLIFTSTA FACILITYID FACILITYID PEAKFLOW
DMANHOLE FACILITYID FACILITYID DEPTH
< | i3

V2012

2. Select the radio button option for Features or Objects to list the related fields from the
geodatabase.

3. Click on the desired Asset from the list on the left.

4. Enter the appropriate value in the Field Configuration section on the right.

Display field—Select from the Value dropdown list.

TIP: Use a unigue identifier such as FacilityID or AssetID for features and AssetID or EquipmentID for
related objects.

Primary image field—Select the attribute field you want to use for images. Note that the base
file path has to be stored in Attachment Mappings.

Entity UID field—Set to any text field after the EntityUID Migration Tool is run. In Server
AMS/PLL 2011 B2, a field named ENTITYUIDFIELD was added to the ASSETIDFIELD table. This
means there is one field that has to be tracked to allow GIS data to be linked from the Cityworks
database to the GIS database. Setting a sole ENTITYUIDFIELD value alleviates the dependency
on ObjectID. An EntityUID Migration Tool was created to quickly set the ENTITYUIDFIELD for
multiple entities at the same time. This tool is required when upgrading to Server AMS/PLL 2011
B2. The tool does not allow users to set the Entity Uid Field to a value other than AssetID,
FacilityID, or EquipmentID. See KB Article 10598 for more information on the EntityUID Migration
Tool.

Condition score field—Select an attribute to store in the GIS database for further analysis.
When this field is populated, the most recent condition score is written to the geodatabase. The
user sees the latest condition score in the Results tab on the map page.
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e Condition score date field—Select the type of date from the dropdown. When this field is
populated, the most recent date related to the condition score is written to the geodatabase. The
user sees the latest condition date in the Results tab on the map page.

5. Enter the filepath for the folder where attachments or images are stored in the Default Image
Directory field. This filepath should match the one entered in the Server attachments root directory
preference. For more information on attachments, see Knowledge Base #10630 Configuring Server
Attachments on mycityworks.com.

NOTE: To specify a directory other than the Server attachments root directory, see Attachment
Mappings.

6. Click the Save button to save the information in the database and in the list on the lower pane.

To update the asset information: Click on the asset listed on the lower pane to load the information back into
the top pane, make the necessary change(s), and click the Save button. Click Yes to confirm the update
when the box opens.

Relationships Tab

The Relationships tab stores relevant geodatabase relationships in the Cityworks database for desired
assets. These relationships allow the domain administrator to identify and include the GIS relationships that
are applicable to Cityworks users. For example, annotation layers are important in mapping but not in
processing work orders, so they would not be included on the Relationships tab.

The Cityworks Asset Identify Form displays these relationships in the upper left corner as folders.

NOTE: Objects may be linked at any n-level relationship as long as the first relationship is linked to a map
feature.

= &= ESUBSTATION
=) @ 1
= = ESwitch
[ 1958
= &= ETransformer
[ 1966

When the asset is selected for creating a work order, the related objects are also listed, allowing a work order
to be created on the asset and/or any of its related objects.

1. Switch to the Relationships tab.
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—Asset Group Defintions
| ) Define Groups | Si, Assign Assets | = Field Configuration L Relationships
¢ Features { Objects All Relationships [
Asset | Description I Group Ct ;] WTP_ATTACHMENT
WRAVWPIPE Raw Water Pipe Feature W WTP_CHLORINE_GAS_FEE...
WSERVICE Service Lateral Feature W WITP_CL17_RESIDUAL_MO...
TR, uSases 7 WTP_ELECTRICAL_EQUIPM...
WTP_ADMIN_BUILDING Admin Building WTP
WTP_BREAKPT_CHLORINA... Breakpoint Chlorination Fa... WTP
WTP_CHEMICAL_BUILDING  Chemical Building WTP
WTP_CHEMICAL_STORAG... Chemical Storage Tank WTP
WTP_CHLORINE_FEED_RO... Chlorine Feed Room WTP
WTP_CO2_BASIN CO2 Basin WTP
WTP_CO2_FEED_ROOM CO2 Feed Room WP H | @
WTP_DECANT_PUMPSTATI... Decant Pump Station WP Save |Delete
WTP_DRYING_BED Drying Bed WTP Asset | Related Obje
WTP_FILTER_BUILDING Filter Building WTP _I WTP_BREAKPT _CHLORINA... WTP_ATTAC
WTP_FLOCCULANT_CLARI... Flocculart Clarifier WTP WTP_BREAKPT_CHLORINA... WTP_CHLOI
WTP_GAC_FILTER GAC Fitters WTP WTP_BREAKPT_CHLORINA... WTP_CLA7_
WITP_GAC_WTWL_PUMP_... GAC Wet Well and Pump R... WTP WTP_BREAKPT_CHLORINA... WTP_ELECT
WTP_MAINTENANCE_SHOP  Maintenance Shop WTP
WTP QZOMNE GEMERATIO... Ozone Generation Plant WTP el
<] | Ll_l <] | i3
V2011B82.6

2. Select the radio button option for Features or Objects.
NOTE: Features are found on the map,; Objects are linked to a map feature.

3. Select the Asset from the list on the left pane.
The list of relationships for the asset in the geodatabase loads on the top right pane.

4. Select the related object(s) from the All Relationships list for use in Cityworks.
TIP: Multiple objects may be selected using <Shift + click> or <Ctrl + click>.

5. Click the Save button to attach the selected object(s) to the asset in Cityworks and list them on the
lower right pane.

NOTE: Relationships of related objects may be removed by selecting in the list, clicking the Delete button,
and clicking Yes when the confirmation box opens.

6. Repeat these steps as needed for all relationships.

Asset Form Configuration

Set up view and usage preferences for the Cityworks Asset Identify Form and the Cityworks Inventory
Editor form listing the details about features and related objects in the geodatabase.

NOTE: Both forms are shown in the section Asset Group Definitions.
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All geodatabase field names are listed for the selected asset and set to be visible on the form (Y in the
Visible column). The administrator can set the value to N to hide a field. Fore Color and Back Color may
be selected for each field to make the field stand out from the others. Text may also be set to bold if desired
by changing the N default value in the Bold column to Y.

NOTE: Fore Color and Back Color are programming terms for the properties of the text and background of
a cell.

The File Path allows more than one path for attachments and/or images to be stored for a single feature
class when the associated file path field is in a 1:m or m:n related table. Change the default from N to Y for a
related object (table) to allow the field to activate a browser tool or to open the associated file using the
computer’s default viewer for the file type.

NOTE: To specify a different file path directory, see Attachment Mappings.

If the administrator is setting up customized work order templates and wants to load applicable geodatabase
fields into the print template, set the value in the Printable column to Y. Entering the
[TableNameFieldName] on the print template allows the program to load the correct variables for printing.

1. Select the Asset Group from the dropdown list.

— Agzet Form Configuration

fizzet Group Field Mame | Fore Color |
|4IRPORT =l

{* Features
™ Objects
™ Show Tables Dwned by SDE

Total Featuresz: 13

Save  Remove

Azt | D'ezcription
AAIRFIELDLIGHT  Airfield Light
AAIRFIELDMAR ... Airfield Marking Line
AAIRFIELDMAR...  Airfield Marking Point
AAIRFIELDSIGM  Airfield Sign
AAIRPORTADMI... Airfield Administrative Area
AAIRPORTAPR...  Airport Apron
AAIRPORTAREA  Airport Area
AAIRPORTELAS...  Airport Blast Pad
AAIRPORTFALCL..  Airport Facility
AAIRPORTHAIM. .. Airport Maintenance
AAIRPORTHAN . Airport Maw Aid Equipment
AAIRPORTOPE... | Airport Operational Area

2. Select the radio button option for listing Features or Objects.

3. Select the Asset from the list on the left and wait while the information loads on the right indicated
by an hourglass and progress bar.
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4. To change the default settings on the right pane, select the row and make the desired changes.
Back Color is the only value that must be the same for each field so changing it in one row changes
it for all of them.

NOTE: The form is shown with the default color settings and any changes made in the Fore Color, Bold, or
Back Color columns are displayed as soon as the change is made.

The following changes may be made to the form:

Field Name Fore Color Bold = Visible File Path  Printable  Back Color
OBJECTID 0 N Y N N -2147483624
Enabled 0 N ¥ N N -2147483624
Administrativedrea 0 N Y. N N -2147483624
FacilitylD 0 N A N N -2147483624
Location 0 N Y N N -2147483624
InstallD ate 0 N ¥ N N -2147483624
Operationalérea 0 N X N N -2147483624
LifeCycleStatus 0 N Y N N -2147483624
SubType 0 N Y N N -2147483624
WorkorderlD 0 N ¥ N N -2147483624
LegacylD 0 N X N N -2147483624
WarrantyD ate 0 N X M M 2147483624
RecordedLength 0 N Y N N -2147483624
InstallContractor 0 N ¥ N N 2147483624
FlowMeasureme... 0 N Y N N -2147483624
WaterType 0 N Y N N -2147483624
Material 749350 Y Y N N -2147483624
GroundType 0 N ¥ N N 2147483624
ExteriorCoating 0 N Y. N N -2147483624
JointTypel 0 N A N N -2147483624
JointType2 0 N Y N N -2147483624
LiningType 0 N ¥ N N -2147483624
PipeClass 0 N X N N -2147483624
Roughness 23473 Y Y N N -2147483624
Name 0 N Y N N -2147483624
Diameter 11883338 Y ¥ N N -2147483624
Depth 13451997 Y X N N -2147483624
PressureRating 5749557 Y A N N -2147483624
DperatingPressure 0 N Y N N -2147483624
PressureSystern 0 N ¥ N N 2147483624
Condition 0 N X N N -2147483624
ConditionD ate 0 N Y N N -2147483624
Primarylmage 1] N Y N N -2147483624
Matenal 3749350 Y
GroundType 0 N
ExteriorCoating 0 N
JaointTypel 0 N
JointType2 0 M
LiningType 0 N
PipeClass 0 N
Roughness 23479 X
Name 0 N
Diameter 11883338 Y
Depth 13451997 Y
PressureRating 5749557 Y
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¢ Hide a field—Set Visible to N by moving the cursor to the column and pressing the space bar (or
double-clicking) to toggle between Y and N.

e Order of the fields on the form—Select the row and drag the field to the desired location.

e Other Y/N fields—Place the cursor in the column for Bold (text), File Path (for multiple
attachments/images), or Printable (print the field values on customized work order templates)
and press the space bar (or double-click) to toggle between the responses.

e Color fields—Move the cursor to Fore Color to change the text color or Back Color to change
the background color and press the space bar (or double-click) to open the Color dialog box.

NOTE: Back Color changes the background color for the entire form.

If additional colors are wanted, click the Define Custom Color button to expand the box and the color
selection.

Color

Basic colors: : 4

_ sl HmE E 0

HM NN

HEENNEENEN

HTEAEEEEN

EEEEEEEN

HEEEEN TN

Custom colors:

| 0 % N N N NN .

Huez@ Hed:@

LB Sat:@ Green: | 255
Define Custom Colors > CalorlS olid Lum:@ Bluez@

[ 0K ] [ Cancel ] [ Add to Custom Colors [} ]

e Click on the desired color and click OK.

5. Click the Save button on the left pane to save the changes.

6. Click Yes when the confirmation box opens asking if the user wants to save changes for the asset

type.

TIP: To restore default settings, switch to another Asset on the left pane and click No when the
confirmation box opens.

When opening the Asset Form Configuration for an asset, if any geodatabase fields have been added to a
table, they will be listed. If any fields have been deleted, a confirmation box opens listing the field(s) that
have been deleted from the geodatabase. Clicking Yes removes the deleted field(s) from the table. Selecting
No allows this field to display in an older version of the geodatabase; however, this message continues to
open when loading the information for this asset.
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Confirm Delete ><;

9 1 field(s) not Found in the current table.
\_0“/ They will not be available For modifications at this time.
Do you wish to remove these fields from the configuration table?
YWattage:36

[ Yes %_J [ Mo

Asset Inspection Configuration

Linking inspections to asset types is done in the Asset Inspection Configuration window. When a work
order is created on the asset type, clicking the Inspections button on the toolbar opens the list of
inspections that may be created on that asset. The inspections are loaded into this list by associating them in
this Asset Setup function.

All predefined Cityworks inspections are listed under the Inspection Types as well as one for all custom
inspection templates. Link each asset type for which an inspection can be created to the applicable inspection
template, including a link to all custom inspection templates that have been created. For custom inspections,
select INSP with Custom Inspection as the Description.

Inspection Types

Code Description Apply To »
DINL Inlet Inspection Catchbasin,Inlet

DMHI Manhole Inspection Manhole

DSMK Smoke Test Conduit,Pipe Main

DTVI TY Inspection Conduit,Pipe Main

EAUTORCS Substation Reclose Operations  Substation

EBATINSP  Battery Inspection Substation

EMTC Meter Changeout Customer,Secondary Conductor

EOQOHINSP  Overhead Facility Inspection Pole
ESSRELAY Induction Overcurrent Relays Substation

ESUBINSP  Substation Inspection Substation

EUGINSP  Underaround Facility Inspection  Underground F acility
Custom Inspection Any Entit

PGFI Fence Inspection Fence

Once the assets are linked to the Inspection Types, selecting the inspection(s) from the right pane lists all
the asset types for which the inspection(s) can be created on the lower pane.
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Asset Inspection Configuration

vCurrent Domain Entities Inspection Types

IFW ¥ || Entity Description Code Description Apply To o
Asset Groups DDYE Dye Test Conduit,Pipe. Main

DGEN General Test Any Stomwater E...

Asset Groups DINL Inlet Inspection Catchbasin,Inlet
AlR DMHI Manhole Inspection Manhole
BUILDINGS DSMK Smoke Test Conduit,Pipe Main
COMMUNICATIONS
ELECTRIC EAUTORCS Substation Reclose ...  Substation
FACILITIES EBATINSP  Battery Inspection Substation
FLEET EMTC Meter Changeout Customer,Secon...
FORESTRY EOHINSP  Overhead Facility In...  Pole
FUEL ESSRELAY  Induction Overcurre...  Substation
GAS ESUBINSP  Substation Inspection  Substation
HVAC EUGINSP  Underground Facilt...  Underground Fac...
LAND MANAGEMENT INSP Custom Inspection Any Entity ==
PARK & GROUNDS PGFI Fence Inspection Fence
SEWER PTREEI Tree Inspection Tree
STEAM RCRACK Crack Sealing Road,Bridge
STORM ROADINSP  Pavement Survey Road,Bridge
STREET SDYE Dye Test Pipe.Gravity Main...
TRAFFIC SGEN General Test Any Sewer Entity
WATER SINL Inlet Inspection Catchbasin v
¥ =H | @ =

Add Clear | Delete Print
Code Description Apply To

DTVI TY Inspection DGRAVITYMAIN

DTV TY Inspection DPRESSURIZEDMAIN

DTVI TV Inspection SPRESSURIZEDMAIN

DTV T Inspection STORM_LINE

1. If necessary, change the Current Domain from the dropdown list to populate the corresponding

Asset Groups list.

168 e Asset Setup

Designer 2013 Guide



Current Domain
P

Asset Groups

|

Asset Groups

AIR

BUILDINGS
COMMUNICATIONS
ELECTRIC
FACILITIES

FLEET

FORESTRY

FUEL

GAS

HVAC

LAND MANAGEMENT
PARK & GROUNDS
SEWER

STEAM

STORM

STREET

TRAFFIC

| WATER

¥v| | @ =
Add|xClear | Delete Print

Asset Inspection Configuration

Entities
| Entity Description adl
CMOM CMOM Regulation
| | SANALYSISPOINT Analysis Point
| | SANODE Anode
SBARREL Barrel
SBARSCREEN Bar Screen
| | SCASING Casing
| SCATCHBASIN Catchbasin
SCHAMBER Chamber
SCHEMICALINJECTOR Chemical Injector
| | SCLEANOUTSTRUCTURE Cleanout Structure
| SCOMMUNITOR Communitor
SCONTROLVALVE Control Yalve
SDISCHARGEPOINT Discharge Point
SELECTRICALEQUIPME  Electrical Equipment
| SFITTING Fitting
[SGRAVITYMAIN | Gravity Main
SGREASESEPARATOR Grease Separator
SINLETPOINT Inlet Paint
| SLATERALLINE Lateral Line
‘( SLATERALPOINT Lateral Point
| SLIFTSTATION Lift Station M

2. Select the asset from the Asset Groups list to populate the entity list on the center pane.

3. Select the entity or multiple entities from the list on which to perform the inspection, using Ctrl or
Shift for multiple selections.

4. Select the inspection(s) from the Inspection Types.

TIP: The Apply To column under Inspection Types lists the suggested asset type(s) for which the
inspection was created for.

5. Click the Add button to add the information to the lower pane.

NOTE: Asset types can be removed by selecting them in the list on the lower pane and clicking the Delete
button and confirming when the Confirm box opens.

Clicking the Print button opens a confirmation box asking if printing should be continued for the Asset

Inspection Definitions. Selecting Yes prints the list on the user’s default printer.

Asset Inspection Definitions

Printed on: 4/15/2008 2:38:22 PM

Code Description

ApplyTo

DTVI TV Inspection
DTVI TV Inspection
DTVI TV Inspection
DTVI TV Inspection
DTVI TV Inspection

DGRAVITYMAIN

DPRESSURIZEDMAIN

SGRAVITYMAIN

SPRESSURIZEDMAIN

STORM_LINE
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Inspection Field Mapping

The Inspection Field Mapping window links information fields from the geodatabase to related fields on a
work order inspection or test form. Mapping the inspection fields to the desired geodatabase fields allows the

corresponding values to load on the inspection form when it is opened.

1. Select the desired inspection from the Inspections list.

Inspection Field Mapping

Inspection Infao Bsset Info
Inspections A || Inspection Fields Asset Group | Asset Fields ol
ETRANFMRINSP BARREL DIAMETER | |WATER ¥ || INSTALLCONTRACTOR
PAVEMENTINSP DEV_STATUS o WATERTYPE
PTREEINSP HYD_CLASS > restures ELEVATION
SDYETEST HYD_WALVE O Objects MANUFACTURER
SMANHOLEINSP MANUFACTURER BELOWGRADE
SPIPEINMANHOLE MODEL o 1| BARRELDIAMETER
SSMOKETEST NOZZLE_FOUR | MAINVALVE TYPE
SSTINLETINSP NOZZLE_ONE | WLONTROLYALVE NOZZLEDIAMETER1
STVINSPECTION NOZZLE_THREE WHYDRANT NOZZLEDIAMETER2
WCHGOUTREAD NOZZLE_TWwO WLATERALLINE NOZZLEDIAMETER3
WFIREHYDFLOWTEST OUTLETS WMETER NOZZLEDIAMETER4
WHYDDEYINSP SEAT_DIAMETER | WPRESSURIZEDMAIN | gyt ETCONFIGURATI...
WMETERTEST || SERIAL WSYSTEMVALVE
WALVDEVINSP || suB_TYPE WTHRUSTPROTECTION || ynpE v
= @

Save[\Clear | Delete Print

: Inspection Table Inspection Field GDE Table GDB Field

| WHYDDEVINSP BARREL DIAMETER  ‘WHYDRANT BARRELDIAMETER
WHYDDEVINSP MANUFACTURER WHYDRANT MANUFACTURER
WHYDDEVINSP MODEL WHYDRANT MODEL

2. Select the first field in the Inspection Fields.

3. Select the group from the Asset Group dropdown.

4. Select the radio button option for Features or Objects.

5. Select the asset from the Assets list to populate the associated Asset Fields.

6. Select the matching field from the geodatabase Asset Fields with which to populate the selected
field on the inspection form.

7. Click the Save button to list the field mappings below on the lower pane.
NOTE: Fields may be deleted by selecting them in the list, clicking Delete, and clicking Yes to confirm.

To change a field mapping, select the new field and click the Save button. Click Yes when the confirmation
box opens for updating the field.

The list may also be printed. Click the Print button and click Yes when the confirmation box opens.

170 e Asset Setup Designer 2013 Guide



WHYDDEVINSP Field Mapping Printed on: 4/15/2008 4:31:34PM

Inspection Table Inspection Field GDB Table GDB Table

WHYDDEVINSP BARREL_DIAMETER WHYDRANT  BARRELDIAMETER
WHYDDEVINSP MANUFACTURER WHYDRANT  MANUFACTURER

WHYDDEVINSP MODEL

WHYDRANT  MODEL

WHYDDEVINSP SEAT_DIAMETER WHYDRANT  SEATDIAMETER

WHYDDEVINSP SUB_TYPE

WHYDRANT  SUBTYPE

Isolation Trace Configuration

The Isolation Trace Configuration is for water users only. A geometric network is required to use the
isolation trace function in ArcGIS for identifying valves that must be shut off to isolate a water line and list all
affected customers. The setup assigns GIS feature classes and fields in those feature classes to the layers
and fields listed in the GIS Layer column and identifies the customer account information wanted.

IMPORTANT: For the Isolation Trace feature to work properly in ArcMap, the lateral line layer must
Intersect with the parcel layer to populate the affected parcels.

Isolation Trace Configuration

Current Domain | PW

v | Customer Setup

a5l avors

= () Parcel Layer

i GIS Layer

Station Layer

Valve Layer

| Lateral Layer

Parcel Layer

Parcel ID Field

Walve Status Field

| Account Number Field

Critical Customer Field [Optional)

Value (3) Customer Account Table

WEnclosedStorageF acility I Field Name
WSystemValve ACCTNUM

\F’.‘;f;‘fs’a""”e FIRSTNAME
SaEL MIDDLEINITIAL

LASTNAME
TITLE
CUSTADDRESS
APTNUM
CUSTCITY
CUSTZIP
HOMEPHONE
WORKPHONE
OTHERPHONE
ACCTTYPE
COMMENTS
EMAIL

W @

Add  Delete

Field Name

CUSTADDRESS
APTNUM
CUSTCITY
CUsTZIP
HOMEPHONE
ACCTTYPE
EMAIL
ACCTNUM
FIRSTNAME
MIDDLEINITIAL
LASTNAME
TITLE

_CurrentPosition
36.CCT NUM
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1. Select the Current Domain from the dropdown list to load the associated GIS Layers.

2. Click in the Value box for each GIS Layer and enter the corresponding GIS feature class or field in
the Value column.

NOTE: Critical Customer Field is the only optional field. All others require the name of the GIS layer or
field where the information is stored.

3. Click the Save button.

4. Select the radio button option on the right pane for the Customer Setup used by the organization
for customer data. The associated fields for the option selected are listed under Field Name.

e Parcel Layer—Uses parcels in the geodatabase with a field that links to the customer account
table.

NOTE: The fields for Parcel Layer are not shown as they will vary.

e Customer Account Table—Uses the Cityworks CustomerAccount table for the customer
information and lists the fields shown.

5. Select each desired customer account field from the Field Name list, using <Shift + click> or <Ctrl
+ click> for multiple selections.

6. Click the Add button to add the field(s) to the database and to the list on the lower right pane.

The customer information linked to the isolation trace may be modified as necessary, using the Add or
Delete button. If a field is listed on the lower pane but selected again on the top pane, an error message
opens when the Add button is clicked to alert the administrator that the field already exists.

If the radio button option is changed, a confirmation box opens to allow the user to remove the current
customer field settings. Click Yes to delete them or No to retain them.

Asset Reading

Work orders can be generated by asset readings rather than just relying on the time calculations in cyclical
work orders. Readings can be obtained for individual assets and linked to work order templates to
automatically generate a work order when the defined intervals, milestones, or thresholds are exceeded.
Vehicle maintenance can be set up if vehicles are defined as features or related objects tied to a shop
location or building. Standalone is used to record the asset readings and automatically generate the
corresponding work orders.

These readings may be used for maintenance work or for emergency situations, such as when a temperature
or pressure reading on a piece of machinery exceeds a certain threshold. Use Interval and Milestone for
values which are constantly increasing, such as runtime hours, mileage, etc. Use Threshold for fluctuating
values which generate a work order every time a certain threshold is exceeded.

NOTE: Threshold could be used to define the mileage when a vehicle is retired but generally fields which
are used for Interval and Milestone are not used for Threshold.

Asset readings are set up in Designer. First, the assets must be defined in the geodatabase as either features
or objects and corresponding work order templates created for them. A numeric reading field must also exist
or be set up for the asset in the geodatabase table, such as mileage, runtime hours, temperature, pressure,
etc.
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NOTE: An asset may have multiple reading fields if different readings are to be tracked.

Work Order Template

30,000 Mile Service
60,000 Mile Service
Oil Change

Actions Tab

The Actions tab is used to link the unique identifier(s) in an asset type with numeric values for the reading

field and the corresponding work orders.

Asset Reading

Current Domain | P4 Vw
Actions | Additional Configuration | Readings |
Assets Reading Action
AWS;?EE;OUD @ Interval O Threshold
L) —— #| v Field
eature Classes r
4272 RUNTIMEHOURS
(O Object Classes { ‘ | b l
Asset Description  #%| Woik El.rder T.emplate
WMETERSTATION  Meter Station |Clean Air Stainer v
WPRESSURIZEDMAIN  Pressurized W Description
WPRODUCTIONWELL  Production Wi - : 3 ]
WPUMP Bire = [Mamtenance schedule for rruntime hours of 6 mont |
WPUMPSTATION Pump Station
WSCADASENSOR Scada Sensor v | Sge Dge Cle?lar
i I <
& - & Defined Reading Actions
FACILITYID Action D Action Type  Asset Asset D Reading Mame
Value 22 Threshold WPUMP 7 TEMPERATUF
7 16 Interval WPUMP 8 RUNTIMEHOL
g 21 Interval WPUMP 8 RUNTIMEHOL
14 Threshold WPUMP 8 TEMPERATUF
< [ >
Milestone
Value Work Order Template
{85440 ] [Fleplace Pump v
'
| Add| Remoave  Clear
D Milestone W0 Template
50 8544 Lubricate Bearings
51 42720 Clean Inspection Port
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1. Select the Asset Group from the dropdown list.
2. Select the radio button option for Feature Classes or Object Classes to list the desired asset type.

3. Select the asset from the Asset list on the left to load the lower left pane with the associated
FacilityID, EquipmentID, or AssetID.

NOTE: The header of the lower left pane changes to indicate what the display field is for the selected asset.
If nothing lists in the Value column, verify that the asset groups have been assigned and the display field
selected under Asset Group Definitions. The Display Field should be the unique identifier in Cityworks for
the asset, such as the FacilityID, EquipmentID, or AssetID.

4. Select the desired ID(s) from the Value list.

TIP: Multiple reading actions for interval or threshold can be set at the same time if the same information
applies to each asset.

5. Select the Reading Action: either Interval or Threshold.

NOTE: Use Interval for readings that continually increase, such as total mileage in a vehicle. Select
Threshold for emergency situations when an asset reading exceeds a certain temperature or pressure and
work orders will be created every time the reading is above the Threshold value. Selecting Threshold

inactivates the Milestone portion of the pane as only one reading Value may be assigned per asset per
reading Field for Threshold.

Reading Action

O Interval & Threshold

Value Field

120 | | TEMPERATURE -
Work Order Templaie

Inspection v
Deécription

Check to see why temperature is above 120.

H|®

SaveMDelete Clear

Defir%"d Reading Actions

Action D Action Type | Asset Asset|lD Reading Name
13 Threshold WPUMP 7 TEMPERATUR

1D Milestone W0 Template
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6. Enter the Value and select the corresponding reading Field from the dropdown list, which lists the
fields for the selected asset.

NOTE: Interval, Threshold, and Milestone are numeric fields and their length depends on the field type
set up in the geodatabase table.

7. Select the corresponding Work Order Template from the dropdown for the numeric value entered
for Interval or Threshold.

NOTE: The Work Order Template dropdown is populated with work orders which have been set up for the
selected feature or object.

8. Enter the Description, which may also apply to any related milestones.
NOTE: The Comments field holds up to 250 characters and displays approximately 40 characters at a time.
9. Click the Save button to save the asset readings for the selected asset(s).

10. Optional for Interval: Click on the desired asset from the list on the lower right pane to reload the
information back into the fields.

NOTE: Milestones must be added one at a time for each asset in the list as they are linked to the Interval.

A Milestone may be added for an Interval by typing in the Value for the same reading Field as the
Interval, selecting the corresponding Work Order Template, and clicking the Add button to save the
milestone in the list. Do this for each Milestone.

NOTE: More than one Milestone may be added for the asset. If the Milestone is a multiple of the
Interval or another Milestone, only one work order is created. The MilestonelD is generated when the
Information is saved.

11. Click the Save button to save the milestones with the Interval.

12. Repeat as needed to add Milestones to another asset ID, additional reading actions for the same
asset using a different reading field, or to add readings for other assets.

Current asset readings may be viewed by selecting the Asset, Value, and Reading Field. Changes may be
entered and new information saved by clicking the Save button. Click Yes to confirm the update when the
message box opens.

Scroll across to view Comments or any of the other listed fields.

Defined Reading Actions

Description

Check to see why temperature is above 120.

Maintenance schedule for runtime hours of 6 months, 1 year, and 5 years; retire pump at 10 years
Maintenance schedule for runtime hours of 6 months

Check to see why temperature is above 120.

Selecting milestones and clicking the Remove button opens a confirmation box. Click Yes to delete the
selected milestones.

No confirmation box opens when deleting from the Defined Reading Actions list. All selected readings are
removed when the Delete button is clicked.
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Additional Configuration Tab

The Additional Configuration tab is used to load the object-feature relationship and fields required by
Cityworks from the geodatabase table into a Cityworks table, CWAsset, so the asset information is
accessible without a connection to the geodatabase. Asset readings are entered in Cityworks Standalone. The
information in this table is used to generate work orders associated with each asset reading. If changes are
made in the geodatabase that affect these table values, this information will need to be updated.

NOTE: The Cityworks CWASsset table contains these fields: AssetClass, AssetID, AssetObjectID,
FeatureClass, FeatureAssetID, FeatureObjectID, LegacyID, Location, WarrantyDate, X, and Y.

Skip this tab if using a SCADA (Supervisory Control and Data Acquisition) or other automated system to input
asset readings through an interface that sends the information through the .dll (dynamic link library) into

Cityworks, as no additional configuration is required.

1. Switch to the Additional Configuration tab.

Asset Reading
Current Domain F’W ¥ | Query complete.

Actions | Addtional Configuration | Readings

Assets
Asset Group Asset
[WATER o || WLATERALLINE
- - WLATERALPOINT
(®) Feature Classes VWMANHOLE
O Object Classes WMETER
VWMETERSTATION
WPRESSURIZEDMAIN
WPRODUCTIOMYWELL
WPLMP
WPUMPSTATION
WSCADASENSOR
WETORAGEBASIN
H @
Save Delete

Description
Service Line
Service Point
Manhole

Meter

Meter Station
Pressurized Water Main
Production Well
Pump

Pump Station
Scada Sensor
Storage Basin

Asset Group A

BEESEEEE RIS

Defined Assets

Asset Cournt
WPLMP 2

2. Select the Asset Group.

3. Select the radio button option for Feature Classes or Object Classes.

4. Select the desired feature or object class(es) from the list, using the Shift or Ctrl key for multiple

selections.

5. Click the Save button and wait while the information is copied. Progress is tracked in the space at
the top to the right of the Current Domain by listing the number of records completed out of how

many and when it's complete.

NOTE: If there are no assets in the selected feature or object class, the progress bar flashes but the asset
group is not listed as there was nothing in the geodatabase to copy over.
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Query complete for 502 of WPRESSURIZEDMAIN 5274 record(s).

Once copied into Cityworks, the asset is listed on the lower pane under Defined Assets with the number of
records.

Defined Assets

| Asset Count

| WHYDRANT 1359
VWPRESSURIZEDMAIN 5086

| WPUMP 2

6. Repeat the steps when needed to update the table information in Cityworks by selecting the table
from the list, clicking the Delete button, and clicking Yes when the confirmation box opens to
remove the table.

Readings Tab

The Readings tab provides a way to delete incorrect asset readings. It lists all the readings for the selected
asset.

IMPORTANT: If an incorrect reading generated a work order, it must be deleted before adding a new
reading for the correct reading to generate a work order.

1. Switch to the Readings tab.

Asset Reading

Current Domain ‘PW v

| Actions | Additional Configuration | Readings |

| Assets—— & ® I

| Asset Group ' Deletelﬁ‘ efresh |
, V Readinds ‘[

| O Feature Classes ‘

: Asset Class  Assetld ReadingMName Reading Date Fieadini

| © Obiect Classes FVEHICLE 1 MILEAGE 3/3/200810:14:21 AM __ 2972.00
Asset Description ~ Asset Gr... FYEHICLE MILEAGE 4/16/2008 10:10:17 Ad | 3342.00]
FVEHICLE Fleet vehicle FL FYEHICLE 1 MILEAGE 4/16/2008 4$54:35PM  3432.00|

| EQUIPMENTID
Yalue ‘ ‘
: |

| |

2. Select the Asset Group from the dropdown.
3. Select the radio button for Feature Classes or Object Classes to populate the ID list below.

4. Select the Asset ID from the list to populate the Readings pane on the right.

Designer 2013 Guide Asset Setup o 177



5. Select the incorrect reading(s) and click the Delete button.

TIP: Make a note of the work order ID when deleting a reading associated to a work order. Then go into
Cityworks and cancel the work order.

6. Click Yes when the confirmation box opens to delete the selected reading(s).

When the new reading is saved in Standalone, a work order will be generated if the reading warrants creating
one.

ReadingDate I Reading f Comments I W.0.Id | W.0.Reading I |/ I

4/16/2008 5:02:56 PM 3432.0000 Correction to earlier entry. 4983 3432 Interval
3/3/2008 10:14:21 AM 2972.0000

Geodatabase Sync

The Geodatabase Sync function verifies that the Object IDs in the geodatabase and Cityworks database
match and allows non-matching entries to be updated in the Cityworks WorkOrderEntity table. Run the
tool when updating a personal geodatabase to SDE because SDE renumbers all the objects when they load
into the SDE. Other changes to the GIS, such as splitting a line, may also require synchronization of object ID
values in the work order history.

IMPORTANT: Before beginning these steps, make a backup of the Cityworks database.
1. Select the radio button option for the records to check:

e All Records—Checks all records for all features and objects in the database.

Geodatabase Sync

(&) Allrecords
() Filter Records

Asset Groups = Description | Asset Types Description “Work Order Status  Description »
A AlR APFPR Approved

ANML ANIMAL CONTROL C Completed

B BUILDINGS CLOSED Closed

I CUSTOM IP In progress

CODE CODE ENFORCEMENT NS Mot Started

COMM COMMUNICATIONS OPEN Open At
D STORM

E ELECTRIC

F FACILITIES

FL FLEET

{al=} ENRECTRY vi||$ 2

¢ Filter Records—Activates the top pane to allow the records check to be filtered by
features/objects, asset groups/types, work order status, and/or dates.

NOTE: Verifying all records may take a considerable amount of time. No other Designer functions may be
accessed while this analysis is running.
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Geodatabase Sync

O '6'." records ®© Feétures Analyzing 233 of 282. Time elapsed: 00:09:37 minutes. Estimated time

(®) Filter Records O Objects remaining: 00:02:04 minutes.

Filtgr Dptions

! Asset Groups  Description A Asset Types Description | Work Order Status . Des 4 ‘

1 D STORM SCONTROLVALVE Contral Valve | 4PPR APPI

| E ELECTRIC SDISCHARGEPOINT Discharge Point EE Com)

| F FACILITIES SFITTING Fitting | CLOSED CLo:

l FL FLEET || SGRAVITYMAIN Gravity Main | IP INPI

1 FOR FORESTRY SGREASESEPARATOR  Grease Separator | NS Mot |

| P PARK & GROUNDS SINLETPOINT Inlet Point | OPEN OPE ¥

| PUBHLTH PUBLIC HEALTH SLATERALLINE Lateral Line (€ f >

l R STREET SLATERALPOINT Lgteral Eoint In]tateDatEFrorﬁ 7‘

1 S SEWER g SLIFTSTATION Lift Station 'D | ‘ |

| SAN SOLID WASTE SMANHOLE Manhole Iritate Date T !

[ T TRAFFIC SMETER Meter AL S R ]

LW WATER ¥ || SMETERSTATION  MeterStation  ¥||L1 |
¥ 4 @ = N = (=

Preview Clear Remove Commit | Cancel Print Save to File

SSeIect EntityJID, EntityType, Feature_ID, Feature_Type, EntitySID from AZTECA Work OrderEntity where EntityUID <> '0' and }
WorkOrderlD in [Select Distinct WorkOrderlD from AZTECA Workorder Where Unattached = 'N' and AssetGroup in ['SEWER)
|and EntityType in [SGRAVITYMAIN') Group By EntityUID, EntityType, Feature_ID, Feature_Type, EntitySID Order By

|EntityType \

| EntiyType EnttyUID  OEniySID  NewEntySID  FeatweType OldFeatue D NewFeatwe D Status 4|

| SGRAVIT... 235 SGRAVITY... 41 Not Four

| SGRA&VIT... 237 227 227 SGRAVITY... 227 227 Same
| SGRAVIT.. 238 228 228 SGRAVITY... 228 228 Same

| SGRAVIT.. 233 229 229 SGRAVITY... 229 229 Same ;
| SGRAVIT... 240 230 SGRAVITY... 4B 230 Conflict
| £ | B8 |

[mu-4-1--4-4-1——unuuu-nuuuuunuuuunuun—uuuuuununuunuuu—u—uuuuuu—umuuuun ]

2. For Filter Records: Select the Filter Options desired from the top pane.

NOTE: The SQL guery reflects the options selected and is listed in the gray area below the buttons on the
top pane.

3. Select the radio button option for Features or Objects.

NOTE: The EntitySID columns list either the feature or object IDs and the Feature_ID columns list the
information for the feature. Therefore, their values are the same when the Features option Is selected.

4. Select from the Asset Groups list. Only one asset group may be selected at a time.

5. To further narrow the search, select the specific asset type(s) from the Asset Types list. Multiple
asset types may be selected using <Shift + click> or <Ctrl + click>.

6. If desired, select the Work Order Status for the records in the Cityworks WorkOrder table.
Multiple status selections may be made.

NOTE: The Cityworks WorkOrder table is linked to the WorkOrderEntity table through the
WorkOrderID and lists only the entities found on work orders with the selected status.
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| Work Order Status Description

| APPR APPROVED
C Completed

| CLOSED CLOSED
IP IN PROGRESS
NS Mot Started
OPEN OPEN
PEND PENDING
UNK Unknown

Initate D ate From

I[¥] Tuesday ., Apil 01,2008 ¥
Initate Date To ) ‘
] Monday . Apil 21,2008 ¥

7. Select either or both an Initiate Date From or Initiate Date To for the work orders.

NOTE: Selecting a date automatically checks the box for Initiate Date From or Initiate Date To for
specifying a date range.

8. Click the Analyze button to start the search. The progress information is listed to the right of the
radio button options with the number of assets to be analyzed, the time elapsed, and time remaining.
This information updates each time an asset is analyzed. The progress bar at the bottom provides a
visual indication of the progress.

A message box opens if no entities fit the search criteria.

Analyzing may take some time so, if necessary, the user may cancel the analysis by clicking the Cancel
button. The records already analyzed remain in the list and the progress status will change to Analysis
cancelled.

NOTE: The software finishes analyzing the current asset before cancelling the analysis so there is a lag in
response time.

When complete, the number of assets which require updating are listed with the time it took to run the
analysis. All the assets which have been analyzed are listed in the lower pane under the SQL query. The Old
EntitySID column lists the ID from the Cityworks database. The New EntitySID is the ID from the
geodatabase.

NOTE: If the entity is a feature, both the Entity Type and Feature Type columns will be the same. Related
objects are listed in the Entity Type with the feature to which they are related in the Feature Type column.

Analysis complete. 10 asset(s] need to be updated. Time elapsed:
2.99 minutes.

The Status listed in the last column consists of these options.

¢ Same—OIld and New EntitySID and Feature_ID match.
e Conflict—The EntitiySIDs do not match.

NOTE: The assets listed for updating are the total number of records listed with a Conflict status.

¢ Not Found—No entry found for the selected Entity UID (feature or object) listed. If no records
are found, this information box opens.

9. If assets need updating, these options are available.
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e To automatically synchronize the IDs, click the Commit button.

NOTE: If any assets are selected, only those selected will be updated. If no assets are selected, all assets
requiring updating will be changed.

B ¥ 4 @ L2 ! - =
Preview #nalyze Clear Remove | Commitd| Cancel Print Save to File

Select EntitylJID, EntityType, Feature_ID, Featt‘]}g_Type, EntitySID from AZTECA Work OrderE ntity where EntityUID <> '0" and
WorkOrderlD in (Select Distinct Work OrderlD from AZTECA. Workorder Where Unattached = 'N' and AssetGroup in ['SEWER'))
and EntityType in ['SGRAVITYMAIN') Group By EntityUID, EntityType, Feature_ID, Feature_Type, EntitySID Drder By EntityType

A Entity Type  Entity UID  OIdEntitySID  New EntitySID ~ Feature Type  Old Feature_ID New Feature_ID  Status ~

SGRAWIT... 235 SGRAVITY... 41 Not Found
SGRAWIT... 237 227 227 SGRAVITY.. 227 227 Same
SGRAVIT... 238 228 228 SGRAVITY... 228 228 Same
SGRAVIT... 233 229 229 SGRAVITY... 229 229 Same
SR 2 € O [ VA (P X R ) o T e R
SGRAVIT... 2853 2747 2747 SGRAVITY... 2747 2747 Same W

(RRNRNANRNANANNNNNANUNUNNNNA AR ARNRNRNRAANRA RN RNRN AN ANONNNUN AR ARRNRRRNR RNRRARN]

When clicking the Commit button, two confirmation boxes open before the changes are made. The first one
asks the administrator to confirm that a backup of the Cityworks database exists. Click Yes on the Confirm
Backup Exists message when the backup is done.

Confirm Backup Exists

Have vou made a backup of your Cityworks database?
! If not, do you wish ko continue without making a backup?
Azteca Systems strongly recommends creating a backup of the database,

[ es {\\SJ [ Mo ]

The second box asks if the selected conflict analysis results should be committed to the Cityworks database.
Click Yes when the Confirm Sync message box opens to continue with the synchronization.

When the changes are completed, the Conflict status changes to Updated.

e ) ) S R B S o e o o

If an error occurs, the Status column returns with Failed. Check to see if the database connection has been
lost; if so, re-establish it and try again. If not, make the change manually.

e To manually change the information in the Cityworks database, click the Print button to print the
list or the Save to File button to save the list as a file. First, use the Remove button to remove
any records not needed for printing or saving and click Yes when the confirmation box opens.

o Print—Click the Print button to print the geodatabase sync results. When the
confirmation box opens, click Yes to print the list to the administrator’s default printer.

Depending on the length of the list, it may take some time to format the information for printing. A second
confirmation box may open to estimate the number of pages the list is and asking if the user wants to
continue.
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Geodatabase SyncResults Printed on: 4/21/2008 10:46:03 AM

Entity Type Entity UID OIld EntitySID NewEntitySID  Feature Type 0ld Feature_ID New Feature_ID Status
SGRAVITYMAIN 235 SGRAVITYMAIN 41 Not Found
SGRAVITYMAIN 237 227 227 SGRAVITYMAIN 227 227 Same
SGRAVITYMAIN 238 228 228 SGRAVITYMAIN 228 228 Same
SGRAVITYMAIN 239 229 229 SGRAVITYMAIN 229 229 Same
SGRAVITYMAIN 240 230 SGRAVITYMAIN 46 230 Conflict
SGRAVITYMAIN 2853 2747 2747 SGRAVITYMAIN 2747 2747 Same

e Save to File—Click the Save to File button to open the Geodatabase Sync Results box.
Navigate to the desired file location, name the file, and click the Save button.

Click Yes when the message box opens stating the file doesn't exist and asking if the user wants to create it.

A message returns to inform the administrator that the text file was saved and lists its location. Click OK to
close the message.

If saving an existing file, click Yes when the message box opens to replace the file. If a new file is wanted,
click No and save it with a different name. The same Save message opens to confirm that the file has been
saved.

The information is saved as a .txt file in Notepad.

I GDB sync 4-21-08 - Notepad @@@

File Edit Format View Help

Geodatabase Sync Results ~
Entity Type Entity UID 01d EntitySID New EntitySID  Feature Type O
SGRAVITYMAIN 225 215 215 SGRAVITYMAIN 215 215 Same =
SGRAVITYMAIN 235 SGRAVITYMAIN 41 Not Found
SGRAVITYMAIN 237 227 227 SGRAVITYMAIN 227 227 Same
SGRAVITYMAIN 238 228 228 SGRAVITYMAIN 228 228 Same
SGRAVITYMAIN 239 229 229 SGRAVITYMAIN 229 229 Same
SGRAVITYMAIN 240 230 SGRAVITYMAIN 46 230 Updated o
< | >
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Storeroom

The Storeroom group is for users of the Cityworks Storeroom add-on only and functions similar to domain
administration. Storeroom domains are created and groups are defined to designate which employees have
permission to issue, receive, transfer, and audit materials for each storeroom. Currently this is the only
function in the Storeroom group.

The Storeroom function only displays when the administrator logs in as the Storeroom domain
administrator. Superuser logins cannot access Storeroom.

NOTE: If logged in as the superuser, click the Login button on the toolbar and log in with a Storeroom
domain administrator login for the desired domain.

There is one function under Storeroom:

e Storeroom Domain Groups—Sets up the Storeroom domain groups with the employees and
assigns permission for Storeroom transactions.

The only other setup required to use the Storeroom add-on is to populate the Codes and Descriptions
boxes. This can be done in Designer under Others > Codes by selecting Others as the Asset Group and
populating the following Code Types / Description:

e ACCOUNT / Storeroom Accounts

e AUDITINT / Material Audit Interval

e STORERM / Storeroom Names

e UNITMEAS / Material Quantity Unit of Measure

NOTE: Codes and Descriptions may also be populated directly from Storeroom by using the recessed button
function when one of these Codes and Descriptions boxes open.
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%Iad}m;dlf; ‘ ‘ :Im_porrt g CCTV

Asset Group = Code Format —.

] OTHERS v | |Codes and Descriptions v

7C0de T ypes : 7Codeis and Descriptions — —

Code Description n \ Code Description H ll

INSPPRINT Inspection Print Templates BAG25H 25-b bag
PMTSTAT Work Permit Status BAGS0# 50-b bag
PMTTYPE Work Permit Type | CUYD Cubic vards
PRITSTAT Project Status | EA Each
REQPRINT Request Print Templates | FT Feet
SHOP Maintenance Shop or Departm... | GAL Gallons
SRSTATUS Service Request Status IN Inches
STORERM Storeroom Name LB Pounds
SUBCONTP Subcontractor Type ] Metric
UJACCDESC Units Accomplished Description PT Pints 3
UNITMEAS M aterial Quantity Unit of Measure aT Quarts

WOPRINT Work Order Print Template SOFT Square foot

WOSTATUS Work Order Status TON Ton |
CodeType  Descripon _ Code Description

\’ ' “1 ] Material Quantity Unit of Measure ‘\ YD | |Yards 1

= =l = =]
Save Clear Save[\ Clear Delete
S
N

Storeroom Domain Groups

The Storeroom Domain Groups function defines the Storeroom groups, places the employees into those
groups, and assigns permission for groups to audit, issue, receive, and transfer materials in Storeroom.

Groups Tab

Storeroom groups are defined by domain. The Groups tab allows the domain administrator to set up
Storeroom groups and assign employees to the group.
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Storeroom Groups - )
Current Storeroom Domain | THOMASYILLE M|
it Groups | () Group Rights |
Storeroom Domain Groups WErxiisrtingmGroups

Enter text for a new aroup, or select an existing

aroup to modify. | AT &

L ALL 1
Name

\ALL

D gggription
‘AII Storerooms

= =
Save Clear Delete

Employees - _
Available Employees SID Al l::> | Assigned Employees SID
CHARLES, BYAN 10275 ‘ ' BURTON, RICHARD 4015
CODE, ENFORCEMENT 9977 = “B | GAINES, NATHAN 4003
CORRY, &MY 10299 O | GARCIA, MARTY 5730
CREGGER, CRYSTAL 10159 MEYERS., CLINT P 5737
DANDER, FR&NK 10294 P, P 5889
DANIELS, EMILY 10306 | WADE, FRANK D 5764
DBa&, 022 5847 | WSD,wSD 10265
DELFING, TONY 10295 ‘

|| DILLARD, DON. 10160 ¥

1. Type in the Name, up to 50 characters long, and associated Description, up to 160 characters
long.

2. Click the Save button to list the Group Name on the upper right pane.

3. Select the employees from the list of Available Employees on the lower left pane and click the
right arrow button to place them in the Assigned Employees list on the right.

TIP: Use <Ctrl + click> or <Shift + click> to make multiple selections or double-click on the desired
employee to move them one at a time.

4. Click the Clear button to clear the fields to add another group.
Modifications may be made to any group by double-clicking on the group in the Existing Groups list to load
the information on the tab. Employees may be moved in or out of a group, using the right or left arrow
buttons or by double-clicking on the name.

NOTE: An employee is listed in one list or the other but not both.

Group Rights Tab

The Group Rights tab assigns Storeroom groups permission to perform storeroom transactions. Once the
information has been entered, it can be viewed in the list on the lower pane by selecting any or all of the

Designer 2013 Guide Storeroom e 185



groups and storerooms. Update any of the information by following the steps below to replace the current

listing.
1.

Select the Group Name on the upper left pane.

NOTE: Multiple groups can be selected at the same time if they need the same Storeroom permissions.

Storeroom Groups -
Current Storeroom Domain | THOMASVILLE

ﬁ Groups ':3’_' Group Rights
Storeroom Groups

Group Name 1D

ALL

1

Group Name  Storeroom

ALL
ALL
aLL
aLL
ALL
ALL
aLL
aLL
ALL
ALL

DT
ESIDE
ET1
MAIN
PT1
PwWiAIN
RT1

ST

T

WT1

Storeroom Locations

Storerooms

DT1
ESIDE
ET1
MAIN
PT1
FA/MAIN
RT1

5T1

M
WT1

Audit

RN NS ST QUPEIE (PN 'S ST QP U (X

lssue

¥ il f il ¥ vl | il ¥ i il ¥ v | il ¥ il

Receive

RN 'S ST QPN QPN G S ST QLRI G G X

Group Security Rights
Audit
Issue

&/ @
Add Remove
Transfer Group ID

1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1

Select the storeroom location(s) from the Storerooms list in the center pane where the selected

storeroom group needs user privileges.

Check the applicable boxes for the Group Security Rights:

e Audit—Permission to adjust Storeroom quantities when performing audits to reflect the actual
stock on hand or change material unit costs.

o Issue—Permission to distribute or release materials to work orders, employees, or accounts.

o Receive—Permission to add materials to the Storeroom received from suppliers, accounts, or

work orders.

e Transfer—Permission to move materials from one storeroom to another.

TIP: If a person has Issue rights, Receive rights should also be granted so unused materials can be
recejved back into the storeroom.

4. Click the Add button to add the selected permission rights to the database and list them on the lower

pane.
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5. Add the permissions for each group by repeating these steps.

NOTE: The lower pane lists only the information for the selected group.
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Server Setup

Server Setup consists of these additional functions needed to complete the configuration for Cityworks
Server. The Server Setup option is only displayed when the selected Cityworks database contains valid
Server tables and the existing Server application. See Cityworks Database Manager for specific instructions if
Server Setup is not listed for the login.

NOTE: The database list in the Cityworks login dropdown selection is populated with the database at the
time an ODBC connection is set up.

i Cityworks Designer - docksmms - PWADMIN - Server Setup
- agin t’ Connect GeoDE @ Exit

[#l-¢ i Cityworks Setup i ] T N _

g Asset Setup ® \& @ % & '|I !Fﬂ
B Stareroam Contract Line  Audit Settings  GIS Services  Asset Edit GIS Attibute User Settings  Login Manager  Equipment
Eltlb rver Setup Itemns Fields in... Updates Changeout
- | Contract Line [tems
Audit Settings
GIS Services
Agzet Edit Fields in Inzpection
GIS Attribute Updates
Usger Settings
: Login b anager
. Equipment Changeout
[ Others

V20121

The following functions are available under Server Setup.

e Contract Line Items—Set up a tree structure for defining the items available on contracts.

o Audit Settings—Select the fields to track in the Audit Log for requests, work order,
inspections, contracts, and/or projects.

e GIS Services—Points Cityworks Server applications to the server where the map documents are
stored as well as designating which geolocating service to use. Specific maps can be created and
customized for a domain, user groups, or employees.

e Asset Edit Fields in Inspection—Allows the Cityworks domain administrator to select the asset
fields that are editable on Cityworks Server AMS inspections and saved directly to the
geodatabase.

e GIS Attribute Updates—Allows the Cityworks domain administrator to select the asset fields in
the geodatabase to be updated when a work order is closed with a work order field or custom
value.

e User Settings—Allows the Cityworks domain administrator to define a custom layout folder for a
domain, group, or specific user.

e Login Manager—Allows the administrator to designate the users who have access to AMS, PLL,
Contract, and API as well as keep track of the logins being used.

¢ Equipment Changeout—Allows the domain administrator to customize labels on the
Changeout forms.

Cityworks Database Manager

Before these Designer settings are available, the Cityworks database must contain valid Server tables, which
can be done using Cityworks Database Manager. If generating a new database, first generate a Cityworks
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Desktop database using the GIS Option for ArcGIS. Then follow the steps below. To migrate to a database,
set up and import the data from an Access personal database first and verify that the fields have mapped
correctly to the Cityworks database.

IMPORTANT: Confirm and reset user/role permission for CWWebUser, which are the stored procedure
scripts that grant proper permission to access the database, before running Cityworks Database Manager.

1. Open Cityworks Database Manager from the Start menu > All Programs > Cityworks >
Database Manager.

2. Check Execute Update Scripts and Validate Table Structure.

W Cityworks Database Manager - Update / Validate

Current Database: BThomasville

= s |
| Connection

| Instructions

£ Update / Validate | @) Default Data validation

| Update / validate M Execute Update Scripts %
) DataPump M validate Table Structure S
| SQL Command Line

O Auto Repair Tables / Fields
| SQL Search

| User Table Rights [J Repair Primary Keys / Indexes
_/ LogFiles Current Yersion: |4.4.1 v
. About _ , |
z Update to Yersion: L4'4'1 v
Database Provider: ESQL Server v
GIS Option: | ArcGIS v
ArcGIS
ArcView 3x

3. If running a version update, select the Update to Version from the dropdown.
4. For the GIS Option, select Server from the dropdown.

5. Click the Run button to perform the selected operations and wait a few minutes until the process is
complete. The Actions Performed During Session are listed on the right along with the time it
took to run. The Last Update lists in red on the bottom of the center pane and indicates if the
Cityworks database is Server-compatible.

Actions Performed During Session
105559004714 minutes to complete query.

Last Update: UPDATEL36, Server Compatibility 01-16-2008
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Additional Server Configuration

When Designer is first opened as a Cityworks domain administration, navigate to Others > Preferences
and click Save. By default, the Use ArcGIS Data Model (#21) value is set to Y, which is the preference
needed to use the Cityworks Server.

| @ @& Cityworks Setup | Preferences ,
[+ Storeroom Current Domain | P/ ¥
= Others E— =
o | Urité. of Measure ® General & Email Settings 57 Holidays |
| Codes Description Value Default Order
Custom D ata Fields | Cop_l,- Caller QAs to Request Comments 20
% Preferences Use ArcIS Data Model m

I/ Duantity Matrix fe || Include Cancelled Templates and Tasks in Searches Y ™ 22

Additional tabs and fields for setting up Cityworks Server AMS functionality can be found in multiple locations
in Designer. See the corresponding sections for details on these functions.

Under Cityworks Setup:

Request Templates

e If the organization is utilizing a public website to generate citizen requests, change the For
Public Website setting to Y (True) for all request types that should be included on the site
using the General info tab. If adding in a single template or a new template, use the General
tab on the Request Template Edit window.

e Use the WO Templates tab to associate multiple work order types to the request template, such
as a water leak to inspect, repair, or flush main activity for creating a work order from a request.

NOTE: Because Cityworks Server AMS is a one-to-many relationship (1:m), rather than the 1:1 relationship
found in Gityworks Desktop, multiple work order types may be associated to a single request as well as
multiple inspections assigned to a single work order.

Work Order Templates

e On the Inspections tab, set custom inspection(s) to automatically be created when the work
order is created and set up cycles for custom inspections.

Contractors

¢ On the Contractor Edit form, changing the last field in the Information pane to No for
Visible in Server removes a contractor from the current contractor selection lists in Server.

Equipment

¢ On the Equipment Edit form, unchecking the Viewable in Server box removes the equipment
item from the current selection lists in Server.

Materials

e On the Material Edit form, unchecking the Viewable in Server box removes the material from
the current selection lists in Server.

Custom Inspection Templates
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e Use the Server Panel Configuration tab to designate required observations that users must
populate before an inspection can be closed and to configure the inspection panels by adding
subheadings and grouping the observations.

Employee Relates

e Set up the base-level security for what a user can do in Employee Relates.

NOTE: Access for which Server pages a user can access and view is granted through web security rules.
Work Order Template Classes

e Use the Classes tab to set up parameters for the software to create different work order
templates based on various characteristics of an asset, such as size, location, etc.

e Use the Rule Sets tab to link the work order template to specific values for the fields selected on
the Classes tab. When the asset is selected, Cityworks checks the parameters and selects the
appropriate work order template.

e Optional: Use the Load tab to load this information from a text delimited file.
Under Others:

Preferences

e Populate the Server options, on the General tab.

NOTE: See the section Preferences for information about these options.

Other System Codes

e Populate the codes to set up the field mappings from another system, like 311, to request
templates. This populates the Other System Code field found on the value table on the
General pane of a request.

Contract Line Items

The list of Contract Line Items set up in Designer is used to create contracts in Cityworks Server AMS. A
contract is built using line items to specify the conditions. Contracts can be used to bid out specified tasks,
such as pruning, planting, repairing sidewalks or streets, etc. or to accomplish a certain amount of work. It
may have a set budget or consist of a set amount of work or quantity of materials. A contract may also be
used to track materials and/or equipment, pay costs by line item, and be spread over multiple work orders or
inspections. The remaining units of measure can be calculated to find how much of the contract has been
used and what remains.

NOTE: Contracts can only be linked to work orders or inspections.
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Contract Line ltems

]

Current Domain [ P v
, Hierarchy i
=i 1 | @ & .
New Trunk Add Category New Item | Delete Mode(s) | Refresh Find Items

= 4 Lateral Replacement Description
| 1lInch Lateral™ 1 Inch Lateral 1 Inch Lateral
| 1Inch Meter 1 Inch Meter 1 Inch Meter
| 2lInch Lateral™ 2 Inch Lateral 2 Inch Lateral
| 2Inch Meter™ 2 Inch Meter 2 Inch Meter

= 13 anenorce
2 j Furnish granite pavers™ Fumish granite pavers Fririchibes st
I j Furnish topsoil™ Furnish topsail Install tree gators
| Fumish tree gators™ Fumish tree gators Plant tree over 50 inches tall
j Install tree gators™ Install tree gators Plant tree under 50 inches tall
2 j Remove damaged tree™ Remove damaged tree Prune damaged limbs
| Remove diseased tree™ Remove diseased tree Prune for power lines
| Stake tree over 50 inches tall™ Stake tree over 50 inches tall gemove g.amagectlﬂttree
| Stake tree under 50 inches tall™ Stake tree under 50 inches tall S:E:mog:;u::zgse fee

= 4 Planting Stake tree over 50 inches tall
| Plant tree over 50 inches tall™ Plant tree over 50 inches tall Stake tree under 50 inches tall
| Plant tree under 50 inches tall™ Plant tree under 50 inches tall

= 3 Pruning
| Prune damaged limbs™ Prune damaged limbs
| Prune for power lines™ Prune for power lines
| Spring pruning™ Spring pruning

1. Click New Trunk to open the Enter Value box, type in the names for the trunks and click OK.

%% Enter Value Q@@

Please enter a striing

Planting
Pruning
Maintenance

& %

DK[% Cancel

2. Optional: Select a trunk and click Add Category to add categories under each trunk. Add categories
for each trunk as needed.

3. Select either the trunk or category from the tree and click New Item to open the Contract Line
Item Edit box for defining line items.

4. Type in the Description.
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E% Contract Line Item Edit E]@

Description

[ .
{Prune for power lines l

Unit of Measure
EA |

5. Click in Unit of Measure to open the corresponding Codes box to populate the value.

UNITMEAS Codes

Code Description N
BAG25H 25-b bag

BAGHDH 50-b bag

CUYD Cubic vards

FT Feet

GaL Gallons

IN Inches

LB Pounds

M Metric =
PT Pints

aT Quarts

SOFT Square foot v
Code Description
IEA I {Each

= @ \ « | &R
Save Delete || Select xCancel

6. Click the Save button.

TIP: Clicking the Save or Clone button does not automatically close the box so items can be cloned or
added to the same trunk or category.

E% Lineltem Edit - Prune shrubs E]@

Description

%Prune damaged limbs l

Unit of Measure
EA |

ol

7. To add other items under the same trunk or category, change the Description and if necessary the
Unit of Measure and click the Clone button to save the new line item.

@ &

= ,
‘ Delete Close
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NOTE: The Clone button is activated as soon as the Description s modified.

8. Follow step 7 until all desired line items are added to the selected trunk or category and then click
the Close button to close the Contract Line Item Edit box.

9. Repeat these steps until all items have been added to each trunk and/or category.

Contract line items can be deleted by opening them from the hierarchy, clicking the Delete button, and
clicking Yes when the confirmation box opens.

NOTE: The Delete Node(s) button at the top of the Hierarchy tab just removes the information from the
hierarchy but not from the Description /list on the right.

Audit Settings

Audit Settings identifies which fields are tracked in the Audit Log for service requests, work orders,

inspections, contracts, and/or projects. Initial values and any subsequent changes to the selected fields are
noted.

1. Select the Current Domain from the dropdown.

Server Sudit Fie!gig ) B
Current Domain | P v SAclivity (Table) | Inspection v
‘é',\,",a“?b,]e,Fie!d,s, Tragkgd Figlds
Table Name  Field Name » Table Name Field Mame
M Ihspection | DATECANCELLED | Inspection WORKORDERID
CANCELLEDBY | Inspection ENTITYTYPE
Inspection CAMCELREASON D Inspection INSPDATE
STATUS Inspection INSPECTEDBY
Inspection INSFX | Inspection LOCATION
Inspection INSPFY <:] | Inspection DATECLOSED
Inspection INITIATEDBY Inspection CLOSEDBY
Inspection INITIATEDATE
Inspection ENTITYSID
Inspection FEATUREUID

2. Select the Activity (Table) to populate the Available Fields on the left.
e Contract
e Inspection
¢ Project
e Request
e WorkOrder
3. Select the fields to be tracked in the Audit Log by moving them to the right.

NOTE: To remove field(s), select and move back to the left.
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GIS Services

GIS Services sets up the link for where the Cityworks Server applications look for its GIS information. As
many as three maps and one geocoding service may be set up per entry. Entries may be assigned to
domain(s), group(s), or user(s) to provide specific maps for different users.

In Designer 2011, dynamic, tile, and image service types are supported. Web map and feature layer service
types are added in 2012.1. It's very important all services use the same spatial reference. If a REST
(Representation State Transfer) endpoint is entered, Cityworks Server uses that value instead of the host and
service values. If no REST endpoint is entered, Cityworks Server uses the host and service values.

NOTE: There is no difference between the base or raster map, they just provide two ways to store and
display cached information on the main map. For more information on map caching, refer to Esri’s ArcGIS
help.

1. Click in the Value column in the Map and geodcode service definitions frame to enter
information or open a dropdown list. Required fields include Main Service Name, Main Service
REST URL, Geocode Service Name, Geocode Service REST URL, and Geometry Service
REST URL. In the name values, enter the name to display in the legend. In the type values, select
from the dropdown list of values.

| DY Mk IChSP |
FEATURELAYER
IMAGEMAP
TILEDMAP
WEBMAP
V2012.1

¢ DYNAMICMAP—Select when using a non-cached map where the data is dynamically rendered
(the single fused map cache is set to False in the Esri online map service ArcGIS Services
Directory). This is an Esri published option.

¢ FEATURELAYER—Select when using a specific layer from the map service, not the entire map.
The layer can be either a (spatial) layer or (non-spatial) table.

¢ IMAGEMAP—Select when using an image service.

e TILEDMAP—Select when using a cached map service (the single fused map cache is set to True
in the Esri online map service ArcGIS Services Directory. This is an Esri published option.

¢  WEBMAP—Select when Esri's webmap has been utilized to publish data to ArcGIS Online. Copy
the ID portion of the URL from the ArcGIS Services Directory and paste it into the REST URL
Value field. This is for web services.
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— GIS Services

—Map and geocode service defintionz.

— Select an existing zervice to modify ite defintion,

Raster Service Mame

Raster Service Type D MamMICKAP
Faster Service REST URL

Public Service Mame

Public Service Type

Public Service REST URL

Geocode Service Mame KSMMSgeocade

Baze Service REST URL http: /419216820, 23 arcs. .

Geocode Service REST URL - hittp: /19216820, 23/ arcqi...
Geometry Service REST URL - http /192168, 20,23 arcs. .
S0E Service REST LIRL hittpe /192 16820 23 arcs.

Field | Walue Main Service... | Main Servi.. | Main Service R
Main Service Mame b ain : I ain http: #1921
Main Service Type Dy MAMICMAP

tain Semrvice REST URL hittp: /192 168,20, 23 ar0e. .

Baze Service Mame Baze

Baze Service Type Dy MAMICMAP

H & 2 @
save Clone | Clear Delete il | _)l
—App Ta — Service bezociations
Current D arnain IKSM j Mame | Apply Ta
' Domain € Growp © User K3 Domain
tame |
1] | ©

NOTE: The Public Service Name, Public Service Type, and Public Service REST URL fields are for
users who wish to publish search results as a map that can be shared with others, regardless of whether or
not they are a Cityworks user. These fields determine what the map displays. The REST URL field should

point to a base map that can be viewed by anyone.

2. Click Save to save the information to the Existing Services. If required information is missing, a
message box opens to tell the user which field to populate.

NOTE: Stanaard Inspections and Equipment Changeout require custom logic included in the Server Object
Extension (SOE) Service REST URL when working with ArcGIS 10.1. Read Knowledge Base article 10633 for

detailed information about the SOE Service field.

3. Go to Others > Preferences > Server gis model and select either geodata or rest. If geodata is
selected, the two geodata fields are activated. If rest is selected, the SOE field is activated.

4. Select the Current Domain and applicable radio button option in the Apply To box for Domain,

Group, or User.
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5. Select the desired domain(s), group(s), or user(s) from the Name list who need access to this Server
map, using the right arrow to add them.

6. Follow steps 1-4 to add other Server map information.

NOTE: Once the map control properties have been defined, the spatial reference of any image service and
tiled map service must match the spatial reference of the initial loaded layer. The visual display order is
Raster, Base, and Main.

Click on an entry in the Existing Services list to change any of the information entered. When the Save
button is clicked, a confirmation opens to verify the user wants to continue to update the current service.
Click Yes to update the information.

TIP: Updating the Service Associations on the lower pane is done by moving the information back and
forth. It is not necessary to click the Save button to make these changes.

Asset Edit Fields in Inspection

Asset Edit Fields in Inspection sets up the attributes for an asset which can be edited directly within a
Cityworks Server AMS custom inspection form to update the geodatabase values.

— Inzpection Azset Edit Fields
hsset Group — Agzet Fieldz — Inzpection Templates
Im Field Mame | - MHame | D ezcrption :
OBJECTID teter Canl...  ‘Water Meter Can Inspection
¢ Features MHMATERIAL
" Objects FEATURE_ID
™ Show Tables Owned by SDE FRESSURE_SY...
Total Features: 12 LOCATION
DATE_IMSTALL...
Aszzet | Dezcription | CONTRACTOR
WFIREHYD  Fire Hydrant Feature WHER
WFIRELIM Service Lateral for Fire Prot. . RECORDED_LE...
WHYDLIN Fire Hydrant Line Feature CEPTH_BURIED
WAl Wiater b ain Feature STATUS
WRIPEFIT Fipe Fitting Feature LEGACY_ID
WPUMPHD  Pump Mode Feature WaRRANTYDATE
WHAWFIPE  Faw 'water Pipe Feature CONDITION e
WSERWICE | Service Lateral Feature COMDITIONDATE
WTANK Tank Feature FACILITYID =l | 21
Wwhis WE Y/alve Feature
WVALLT  Vaul Feature H @ @
WAWELL \wiell Feature Save Remove | Show Al
— Editable Fields
Azzet | Field | Sequence | |nspection Template |

1. Select the Asset Group from the dropdown list.

2. Select Features or Objects radio button to list the associated features or objects.
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3. Optional: Check the box for Show Tables Owned by SDE if SDE is the owner of the database
tables.

NOTE: The checkbox for Show Tables Owned by SDE appears on the form for users connecting to
ArcSDE but not a personal or file-based geodatabase.

4. Select the feature or object from the list to populate the Asset Fields from the geodatabase.

5. Select the desired field(s) from the Field Name list that are part of the Cityworks Server AMS
inspection which the user will be able to edit.

6. Select the custom inspection(s) from the Inspection Templates list. If the asset is not already
linked to the custom inspection type, click the Show All button to list all the custom inspections.

Inspection Templates

Description

Aerial inspection of transmission line

Damage assessment

Inspect fence faor defects and repairs

Inspect all park facilities

Road condition

Overhead pole inspection

Sewer plan review permitting and acceptance process
Training

Initial inspection of transmission line

Tree inspections at parks

@
Show all

IMPORTANT: If linking an asset to a custom inspection which doesn't show up when the asset is selected,
be sure to go back to Custom Inspection Template > Templates (ab to assign the asset to the
inspection.

7. Click the Save button to list the Editable Fields on the lower right pane.

GIS Attribute Updates

GIS Attribute Updates allows closing a work order to trigger an automatic geodatabase update. The
administrator maps each desired attribute field in the geodatabase to the corresponding work order field or to
a custom value so an asset’s attribute(s) can be updated when the work order is closed.

1. Select the Asset Group from the dropdown list.
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Asset Field Update

Update Definition

Asset Group
['\WATER v | Asset Field (O Custom Value (® Woark Order Fields
| ConditionD ate v | | ACTUALFINISHDATE v
) Features e :
O Dbijects rWork Order Templates i
] Show Tables Owned by SDE | Description Entity
Install Hydrant Line WLATERALLINE
Total Features: 24 Install Lateral WLATERALLINE
I == Repair Hydrant Line WLATERALLINE
| = Biescrighion Repair Lateral WLATERALLINE
Anode Repair Lateral - Asphalt WLATERALLINE
Casing Repair Lateral - Concrete WLATERALLINE
| Clear'well
Control Valve Repair Lateral - Grass WLATERALLINE
Enclosed Storage Facility Replace Hydrant Line WLATERALLINE
Pipe Fitting Replace Lateral WLATERALLINE
Gravity Main
| Water hydrant
\Water Lateral Line -
Service Point [ & & ®
:a?hole ‘ Save[‘l Remove | Show Al
eter B
Meter Station 7F|eld Updates
Pressurized "W ater Main ‘ Event Name  Asset Field FieldYalue = W0 Field W0 Template
Production Well CLOSE CONDITION Good Repair Lateral - Asphalt
Purmp . CLOSE CONDITIONDATE ACTUALFINISHDATE  Repair Lateral - Asphalt
| Pump Station CLOSE CONDITION Good Repair Lateral - Grass
Scada Sensor CLOSE CONDITIONDATE ACTUALFINISHDATE Repair Lateral - Grass
Storage Basin CLOSE CONDITION Good Repair Lateral - Concrete
System Valve CLOSE CONDITIONDATE ACTUALFINISHDATE  Repair Lateral - Concrete
| Thrust Protection CLOSE CONDITION Good Repair Lateral - Dirt
Treatment Plant
Underground Enclosure
Water Structure
Stau [r—

2. Select the radio button for Features or Objects to populate the asset Description list.

3. Optional: Check the box for Show Table Owned by SDE to include these assets in the

Description list.

NOTE:

ArcSDE but not a personal or file-based geodatabase.

The checkbox for Show Tables Owned by SDE appears on the form for users connecting to

4. Select the asset from the Description list to populate the associated Work Order Templates.

5. Select the Asset Field from the dropdown listing the geodatabase fields for the selected asset.

6. Select the applicable radio button and populate the corresponding field to link to the Asset Field:

e Custom Value—Type the desired value into the field.

e Work Order Fields—Select from the dropdown list of fields on Cityworks work orders.

® Custom Value
|Good

) () Work Order Fields

|
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7. Select the applicable Work Order Templates from the list, using <Shift + click> or <Ctrl + click>
for multiple selections.

8. Click the Save button to save the Field Updates.
9. Repeat these steps to add any other desired fields.
To view the complete list of Work Order Templates and Field Updates, click the Show All button.

To remove, select the field(s) from the Field Updates list, click the Remove button, and click Yes when the
confirmation box opens.

User Settings

User Settings allows the Cityworks domain administrator to define a custom layout folder for a specific user.
This is a way for the domain administrator to customize that user’s user interface (what they see when they
log in to Server). These settings overwrite the value of the Server default layout folder in Others >
Preferences.

User Settings is also used to configure field mode for individual users or groups of users. See below for
more information on configuring field mode.
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r— User Sethings

— Exizting User Settings

Select a eetting Employes | setting | walue |
IDefault zerver lagout folder. || TEMPLETOM, CHAD DEFALLTLAYOUT b obile

Enter a value

[Mabile

— Select Employees
Emploves | :l
FIRE PREVENTION,

FISHER, DAVID

FISHER, LESLIE

FISHER, STEVEN

FLEMING, GORDON

FLEMING, JEMI

FLORES, THOMAS

FLOWERS. MARSHALL

FLOYD, BRYAN

FM SUPERYISOR,

FOLEY, JESSE [
FORD, KEITH

FORREST, MELANIE

FOSTER, GARY

FOSTER, JANE

FOSTER, JEROME

FOURNIER, CLAUDE

FRAMCIS, SCOTT

FRAMELIN, BRIDGET

FRAMELIN, MOLLY

FRONTIER CONTRALCTIN. .

FULLER, TARA

FULLER, TOM

GALICIA, DAVID

GALLAGHER, FRANK

GARDIM, SALLY

GARDMER, JEANMIE =]

] @
Save Delete

Default server layout folder is the only option for the Select a setting dropdown.

1. Enter a value in the text box.
2. Select the desired employee(s) from the list.
3. Click the Save button to list the employees in the Existing User Settings panel.

Browse to C:/inetpub/wwwroot/<sitename>/WebSite/Xml. There will be a folder with the same name as
what you entered in the Enter a value field. Inside this folder, there are XML files that can be customized.
The users you assigned to this value will see their user interface as whatever is configured in these files. For
more information on XML customization, see Server UI Customization on mycityworks.com under the
Resource and Download Center.

Field mode allows users to use Cityworks in a mobile setting, such as on a tablet at the job site. Browse to
C:/inetpub/wwwroot/ <sitename>/WebSite/Xml. There is a folder here titled Field that has some out-of-the-
box custom XML files provided for you. If you want to use this XML customization for field mode, return to
User Settings Designer and type Field in the Enter a value text box, select the desired employee(s) from
the list, and click Save.

Designer 2013 Guide Server Setup ¢ 201



If you would like to use your own XML customizations for field mode, you would need to create those XML
files, add them to a folder under C:/inetpub/wwwroot/<sitename>/WebSite/Xml, and then go to User
Settings in Designer and enter the name of that folder in the Enter a value text box, select the desired
employees, and click Save.

Login Manager

Login Manager allows the administrator to track the number and type of users in the system by designating
which users have access to AMS, PLL, or APIs. It allows the administrator to easily see how many licenses
they have and how many are being used.
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Login Manager

Current Domain: I KSM vl

— Domain Groups

-- Show All -
AIRPORT
CITY CLERK
CITY MANAGER
CODE ENFORCEMENT
ELECTRIC
FORESTRY
aGls

GUEST
INSPECTIONS
NATGAS
PLANMNING
PREC

P UTIL
SEWER
STORE
STORM
STREETS
SUP

TRAFFIC
WATER

W

ZADMIN
ZLEVEL1

IR TR}

| »

WwWTP —

ZLEVELT_MAN ;l

AMS Edit 1
AMS Edit+

=

AMS View

AMS Inspection

[ = R, =]

Call Center
Contracts

—

PLL Edit 3
WO APL 1
WO API Extended 1]
INSP AFI 1
SR AP 0

Metrics AP 0
Total: 9

Cityworks Analytics:  Unknown

Load License File

lsed Total

_ Existing Roles
AMS | PLL | &P |

| Employee

AMSEdit|~  AMS Edits [~

AMS View [~

215, TRUCK ELECTRIC
208, TRUCK WATER
BAILEY, ALLAN
CHAMDLER, GREG
ENGIMEERING,

FIRE PREVENTION,
FULLER, TARA
GARDNER, JEANNIE
GIS,

GREGORYS PLUMBING,
HICKS, CARL

HINES, MICK
HODGES. MELANIE
HOLT, ANDY
HUNTER., BRYAN
HURST. JOSEPHINE
INSPECTION,
KENNED™, CLINT
LYMNCH, FRANK
LYONS, MIKE
MALCNE, RON
MARTIM, VANESSA,
MASON, JARED
MCINTYRE, DAMNY
MINOR MECHAMICAL.
MOREY, KAYE
PAGE, BRETT
PARKS, BETH
PRICE. HANK
PiaDMIN, PWADMIMN
QUINN, HARRY
RODGERS, SAM
SMITH, CHRISTINA
WAUGHAN, LARRY
WARREN, MITCH
WINSLOW, JAY
WSDADMIN,

2 e e e

2 e e e

e e

4]

1. Select the Current Domain from the dropdown list.

2. Select the desired Domain Group.

3. Select the tab for AMS, PLL, or API.

4. Find the desired employee(s) from the list and check the applicable boxes.

For AMS, check the box to give rights as follows:

e AMS Edit—qgives user rights to view and edit service requests, work orders, and inspections.
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e AMS Edit+—gives the same rights as AMS Edit, as well as web services.

e AMS View—qgives user rights to view service requests, work orders, and inspections.

¢ AMS Inspection—gives user rights to view and edit inspections, as well as view work orders

and service requests.

e Call Center—gives user rights to view and edit service requests.

e Contracts—qgives user rights to view and edit contracts.
5. Click the Load License File button.

NOTE: You might have to maximize the Designer window in order to see the Load License File button.

Equipment Changeout

Equipment Changeout allows the domain administrator to customize labels on the Changeout forms.

Equipment Changeout

Current Domain: I KSM VI

Asset Group: | SEWER

j — Configuration

Features: (= Asset Type Field Name  Field Label GDE Field Name  Coded Value
. ; EMETER MUM1 Off Peak Kw
- C
Objects: EMETER NUM2 Off Peak Kiwh
EMETER HUM3 On Peak Kw

Asset Types EMETER  NUM4 On Peak Kwh

“GLOBAL - EMETER MUME Multiplier

Cleanout Feature EMETER TEXT1 TransMitter Mo

Engineering Node Feature EMETER TEXT? Form

Faorce Mainline Feature

Gravity Mainline Featura EMETER TEXT3 Class

Grease Trap Feature EMETER TEXT4 Demand Type

Lift Station Featurs WBACKFLOW DATET Inztall Date

Manhale Featurs WMETER MUM1 Primary

Fipe Fiting Peature WMETER  NUM3 Meter 1D DEVICE_SID

Siphon Feature WMETER  TEXT1 TransMitter No

Yahve Feature
— Edit

Field Name: | NUM1 -
Field Label: |
GDB Field Name: |
Coded Value: I j
] H| %]
1| | ]

1. Select the Current Domain from the dropdown list.

2. Select the desired Asset Group.
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3. Select the Features or Objects option.

4. Select the Asset Type from the list.

5. Select the Field Name to edit from the dropdown list.

6. Enter the Field Label to customize the Changeout form.

7. Either enter the GDB Field Name or select a Coded Value:

e GDB Field Name—Enter the name of the field from the geodatabase.
e Coded Value—Select the desired work order entity field.

8. Click Save to add it to the Cityworks geodatabase and list it in the Configuration section.

Attachment Mappings

By default, a user can only download attachments that have the same path as what is specified in the Server
attachments root directory preference in Designer (under Others > Preferences). Attachment
Mappings, however, allows you to map a path so that attachments can be downloaded from another
directory.

Attachment Mappings can also be used to specify which drives or folder locations Cityworks Server will try
to access.

NOTE: If attachments are stored anywhere other than the default image directory under
C: linetpub|wwwroot|<site_name>|..., you have to set the attachment mapping.

— dttachment M appingz

Current Domain IKSM j

Source Aliaz [optional]

Delete

Configured M appingz

Source | Aliaz |
C:\mageshCw
Hoihofficedocs YWDocServeroffice’\docs

To give Cityworks Server access to a folder location:
1. Select the Current Domain.
2. Enter the Source path for the directory. This must be either a local drive or a UNC path.

NOTE: The impersonate user must have permissions for the folder location because Cityworks Server
accesses those locations as the impersonate user.

An Alias is needed when the Source path cannot be resolved by Cityworks Server and an alternate path
needs to be used. If an Alias is defined, Cityworks Server replaces the Source with the Alias before
attempting to find the folder or file. If you are storing attachments in a location other than what is specified
in the Server attachments root directory preference, you need to define both a Source and Alias.
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3. If needed, enter an Alias.
4. Click Save.

To remove a mapping, select it in the Configured Mappings panel and click Delete.
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Others

Others consist of these miscellaneous functions to complete the Cityworks setup.

-4 Cityworks Setup SR « rists S\
- *n 44 =
[+ Asset Setup \;j’ X E ) H]
-2 Storeroom Units of Codes Custom Data  Preferences 1/ Quantity
[#-g Server Setup Measure Fields Matrix for Sm...
=%k, Others
| Units of Measure &7 QP &] @
| Codes N &in N
| Custom Data Fields Map Layers Customer CU Material Macro Record Lock
| Preferences and Fields Accounts Groups Manager
| 171 Quantity Matrix for Smoke Testing
| Map Layers and Fields @
| Customer Accounts
| CU Material Groups Other System
Codes
| Macro Manager
| Record Lock
| Other System Codes

V2011B2.14

Units of Measure—Assigns the units of measure used for fields on Cityworks inspection and
test forms so they match those used for the asset in the geodatabase.

Codes—Defines or imports codes, descriptions, and/or scores for various Cityworks fields,
displays the CCTV code groups, and sets up the dynamic labor codes.

Custom Data Fields—Sets up the custom fields for employee, equipment, material, contractor,
and timesheet.

Preferences—Defines global settings for the domain, including a holiday schedule, and sets up
the email functions.

I/I Quantity Matrix for Smoke Testing—Sets up the light, medium, and heavy quantities for
the different leak types and categories.

Map Layers and Fields—Sets up districts, zones, commissioner areas, or any other geographic
area by map layer for assigning service requests.

Customer Accounts—Sets up or imports the customer account information and imports street
names with their codes.

CU Material Groups—Defines “favorites” (assemblies or groups of materials) used only with the
Miner & Miner Designer interface.

Macro Manager—Updates the macros for custom print and email templates when a new
version of Cityworks is released so the data loads into the fields correctly.

Record Lock—Identifies which requests or work orders are currently locked by Cityworks users
and allows the administrator to remove the lock(s).

Other System Codes—Acts as a look-up table for interfacing Cityworks request templates to
codes in a third-party software, such as 311. Mappings can be made manually or imported from a
file.
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Units of Measure

Units of Measure allows an administrator to define measurement units for some fields on the inspection
tables to sync them up with geodatabase information. For example, if manhole depth is listed in inches or
feet in the geodatabase, then the depth to the defect can be listed with the same units in the Cityworks

database. Current measurement units can be viewed for each inspection.

1. Select the Current Domain from the dropdown list.

Units Of Measure
Current Domain | P

Asset Group

FLEET

FORESTRY

FUEL

GAS

HWaC

LAND MANAGEMENT
PARK & GROUNDS
SEWER

STEAM

STORM

Field Namer
DIST_LEFT

Field Name

DIST_LEFT
DIST_ON_PIPE
DIST_RIGHT
ESTPIPEIANDI
FLOWAFTER
FLOWBEFORE

4|

~

Table Name

SDYELEAK
SDYEMHLEAK
SMANHOLEINSP
SMHIOBSERY
SPIPEINMANHOLE
SSMOKELEAK
SSMOKEMHLEAK
SSTINLETINSP
STVINSPECTION

Unit of Measure
m

Unit of Measure

Ft.
Ft.
Ft.
GPM
GPM
GPM

2. Select the Asset Group from the list on the left to populate the Table Name list.

3. Select the Table Name for the inspection on the right.

4. Select a Field Name from the list on the bottom pane to load it into the center area.

NOTE: The Field Name cannot be changed.

5. Type in the desired Unit of Measure for the field.

6. Click the Save button to save the measurement.

7. Repeat these steps to add each field and unit for the table.

8. Repeat for each table in the asset group and for each asset group.
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Codes

Cityworks Codes define the lists used to populate various feature inventory, service request, work order, or

inspection fields. Code types and definitions may also be imported into Cityworks code tables. Many codes
are used on Cityworks inspection forms.

NOTE: The CCTV, Cost Codes, and Job Codes tabs are only visible when the corresponding Preferences
have been set.

Add/Modify Tab

The Add/Modify tab allows the administrator to populate or modify existing codes to customize the valid
values a user may select and add additional codes with their values for any user-defined custom fields.

NOTE: Not all listed code types are used with ArcGIS; some are only used with the ArcView 3x application.
See Appendix 1. Cityworks Codes for information on which codes to populate.

TIP: APRIORIT under Others requires at least one code to be defined.

1. Select the Current Domain from the dropdown list.

Codes ) ) B
Current Domain | WSD v

P Add/Modify | @8 Import | Ji CCTV | [ Cost Codes | 3 Job Codes |

Asset Group , Code Format )

OTHERS v | Codes and Descriptions v
Code Types _ Codes and Descriptions

Code Description A~ | Code Description

BAACTSRC Account Funding Source 3 APT Apartment
ABILLTYP Billable Type BUS Business
ABOOLEAN Boolean COUNCIL City Council
ACALLTYP Caller Type MaYOR Mayor's Office
ACCTLINE Account Line Item Num GOV Other Government Dffice
ACITYCOD Code for City Name RES Resident
ACODEMAP Code Mapping VISIT Visitor
ACONTRTYP Contractor Type
ACTGCODE ActPerf Mat Unit Description ¥l

que Tgpg VDreﬂsQVription ] de}e _ Derscriptrion )

} :Caller Type | |POL ;Police Department
= = = =l '
Save Clear Save Clear Delete

2. Select the Asset Group from the dropdown list to load the associated Code Types. Use Others for
codes that apply to more than one asset group.

TIP: Codes belonging to an asset group generally begin with the same letter so they are easily recognizable.
Most Others codes begin with the letter A.
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3. Select the Code Format:

e Codes and Descriptions—Use for fields that do not have scores associated to them. This is the
default setting.

e Descriptions and Scores—Use only for predefined inspections.

Codes

-
Current Domain | P4/

¢ AddModity | Gl Import | @ cCTv|

Asset Group Code Format
l SEWER v I\ Descriptions and Scores v
Code Types Descriptions and Scores —
Code Description Description Score N
SDYESRC Suspected Source of 1/ Steady .0000
SFLOW Observations of Manhole Flow Stagnant 1.0000
SFRMCND  Observations of Manhole Frame Low 1.0000
SGRNDCND  Observations of Ground Cond... Pulsing 1.0000
SIANDI Amount of Inflow and Infiltration Modrate 2.0000
SINLTCND  Inlet Condition Slugaish 2.0000
SLEAKCAT  Locations of Leak High 3.0000 ‘
SLEAKSRF  Surface Cover at Leak Turbulent 3.0000 1
| SLEAKTYP  Leak Source Surcharging 4.0000 |
Code Type ngcription l;ode Description Score ‘
‘ rDbsewations of Manhole Flow ( } ESpilIage ) l \[4 0000 ’ l
B L j Q =l
Save Clear Save Clear Delete

e Codes, Descriptions and Scores—Use for TV Inspection Observations.
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Code Format = -
Codes, Descriptions, and Scores v

Codes, Descriptions, and Scores

Code Description Score »
Crack A -<1/2inW and < 1ft L 1
Camera A - Begin 1/4 Pipe Water 0
Joint A-DRPJT » 90% Clr 3
Debris A, - Light 1
Roots A, - Light 1
Infiltration & - Light {0 to 1 gpm} 3
Lateral A, - Protruding Sve 0-1in 1
Crack B-<1/2inwW and 1-2ft L 2
Camera B - Begin 1/2 Pipe W ater 0
Joint B - DRP JT 80 to 90% Clr 6
Debris B - Medium 2
Roots B - Medium 2
Infiltration B - Medium {1 to 5 gpm} 5
Lateral B - Protruding Svec 1-2in 2
Crack C-<1/2inwW and > 2ft L 3
Joint C-DRPJT < 80% Clr 9 hll
Code Description Score
Debris C-Heavwy K]

b =l ’
Save Clear Delete

NOTE: The Code Format selection determines which Code Types are listed in the left pane and which fields
are active at the bottom of the right pane.

If the code type is not supported, the Code Types section will say NA, Cannot define codes for current
selection.

4. Select an existing Code and Description from the Code Types list on the left pane or add a new
custom Code Type, 8 characters maximum, and Description by typing in the fields at the bottom
of the left pane and clicking the Save button.

NOTE: Code Type is not editable; Description may be edited if desired by typing in the field and clicking
Save. The first letter of each code represents the asset group and cannot be changed.

5. Type in the applicable fields at the bottom of the right pane for Code, Description, and/or Score.
NOTE: The Clear button clears the Code, Description, and Score fields.

6. Click the Save button, which saves the information into the list and clears the fields for adding
additional entries.

NOTE: A code may be deleted by clicking on it in the list to load the fields at the bottom of the pane, clicking
the Delete button and clicking Yes when the confirmation box opens.

7. Repeat steps 5-6 to add the rest of the information to the Code Type.

8. Add all relevant Code Types by repeating steps 3-7 for each Asset Group.
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Import Tab

The Import tab allows the administrator to add codes by importing them from an existing file rather than
using the Add/Modify tab to add them in one at a time. The file must be a delimited text file in one of the
three formats allowed.

Codes ) B i
Current Domain | WSD v
9% Add/Modity | B Import i CCTV| I CostCodes | [ JobCodes| ] - 7
Code Format Delimited By
| & code import file must be a delimitted text file of codetype and the fields for one O Code and Description ® Comma

of the three code formats. You need to select the file, specify the code format, (%) Description and Score O Tah

field delimiter, and then click the import button to import the file. © Code, Description and Scote O Other
Browse Remove Clear All || Import Selected
| File Path i | Import Results
C:\Documents and Settings'all Users\DocumentshCw Import Files\E mployeeSkillS ets.tat EmployeeSkillSets.tat Successfully Imported!

C:\Documents and Settingshall UsershDocumentshChw Import FilessB asin Condition. tat
C:ADocuments and Settingshall UsershDocuments\CW Import Files\TY Inspection Observations. txt

1. Select the radio button for the desired Code Format.
NOTE: Code Formats are described in the previous section under step 3.

2. Select the radio button option for Delimited By type.

3. Click the Browse button to open the Select Code File(s) to Import box.
TIP: To load multiple files at the same time, keep them in the same folder.

4. Browse to the desired file(s) and click Open to load the File Path in the list.

TIP: To make it easier to find the desired file when the File Path is long without having to enlarge the
window, the hidden column Filename may be opened by hovering over the right margin of the column
header until the double arrow appears, and then dragging it open.

| FilePath  Filename |
[ CADocu... TV Inspection Observations. txt

——— | C:\Docu.. Basin Condition.txt

| File Path 4k | c\pocu.. EmployeeSkillS ets.txt

5. Select the desired file(s) and click the Import Selected button.

NOTE: Multiple files may be imported at the same time as long as the Code Format and file delimiter are
the same.

At least one file must be selected before clicking Import Selected or a message opens to remind the user.

6. When the confirmation box opens to verify the code format of the file is correct, select Yes to import
the information.

TIP: The information varies according to the radio button option selected under Code Format. The Code
listed on the Add/Modify tab must be the first entry on each row.
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If the information is successfully imported, the imported file name lists in the Import Results column across
from the path. If the format is not correct, either an error box opens describing the problem or the first row
causing the problem lists in the Import Results column.

\ Import Results
| EmployeeSkillSets.txt Successfully Imported!

To remove any entries from File Path, select and click the Remove button. To clear all the files, use the
Clear All button and click Yes when the confirmation box opens.

CCTV Tab

The CCTV tab displays the standard PACP CCTV codes. These PACP codes are also used by the Cityworks
CCTV Interface for PACP add-on application. When NASSCO (National Association of Sewer Service
Companies) updates their PACP codes, these codes can be modified accordingly. The staff at Azteca Systems
Inc. strives to keep these codes current but they may be modified by the Cityworks domain administrator so
they are always up-to-date.

NOTE: PACP is the Pjpe Assessment and Certification Program of NASSCO designed to standardize sewer
pipe condition as assessed by a closed-circuit television (CCTV) video camera.

These codes can be used on the Cityworks TV Inspection form by setting the Use CCTV Codes (item #24)
to Y under Others > Preferences. The CCTV tab is only available when this preference has been set to Y.

| & @8 Others | Use Equipment Checkout Y
Units of Measure Use CCTY Codes
i First Day of Week Sunday
odes >
! Use Dynamic Cost Codes Y
e Custom Data Fields First Month of Fiscal Year January
‘% Preferences Default Workday Hours 8

1. Verify that all needed CCTV codes are included with the current parameters.
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Codes
Current Domain | WSD v i
| $¢ Add/Modify | @8 Import| & CCTY | |5 Cost Codes | [ Job Codes |
AZTECA.CCT¥Codes

CODEGROUP CODE  GRADE  DESCRIPTION | CAUSE | VALUEFIELD | LORANGE | HRANGE

|&ccess Points ATC 0 Tee Connection 0 0.000 0.000
Access Points Awia 0 Wi Access Device O 0.000 0.000 =

Access Points w0 Wet wWell ] 0.000 0.000

|Pipe Failures B 4 Broken S ClockatFrom  0.000 2.999
Pipe Failures B 5 Broken S Clock&tFrom  3.000 100.000

' Pipe Failures BSY & Broken Soil Visible S 0.000 0.000
Pipe Failures BW 5B Broken Void Visible S 0.000 0.000

Crack CC 1 Crack Circumferenti S 0.000 0.000

| Crack CL 2 Crack Longitudinal S 0.000 0.000

| Crack Ch 3 Crack Multiple S 0.000 0.000
Crack Cs 2 Crack Spiral S 0.000 0.000
Deformed D 4 Pipe S Percent 0.000 10.000

Deformed D 5 Pipe S Percent 10.001 100.000
Deposits Attached DAE 2 Encrustation 0 Percent 0.000 10.000

Deposits Attached DAE 3 Encrustation 0 Percent 10.001 20.000

'Deposits Attached DAE 4 Encrustation 0 Percent 20.001 30.000

|Deposits Attached  DAE 5 Encrustation 0 Percent 30.001 100.000

Deposits Attached  DAGS 2 Grease 0 Percent 0.000 10.000 M

2. To change a field, double-click in the field and type in the correct information.
weld Failure WFZ D Other S 0.000 0.000
Collapse Brick 0.000 U Qoo
> --_
*
3. To add in a new code, scroll to the bottom of the list and click in the first column of the blank,
asterisked row to activate the row and type in the new information.
Cost Codes Tab

The Cost Codes tab works in conjunction with the cost code information on the Employees window. Cost
codes are used by organizations to add custom pay rates not found on the Employees tab for adding labor

to requests and work orders.

NOTE: The Cost Codes tab is only visible when the Use Dynamic Cost Codes setting is set to Y in

Preferences (General tab).

) IJse Dynamic Cost Codes

Pref
% FEEenoes | First Month of Fiscal Year Janthary

bdem | miimen mund Cialda

IMPORTANT: Do not use dynamic cost codes for employee labor rates if asset- or task-based costs are

desired. Cityworks does not yet support this functionality.
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Do not define a Regular job code as it is already in use. A message opens to tell the user that Regular
cannot be used as a dynamic code because it is reserved and used in all labor entries.

1. Enter the Code, maximum of 20 characters, and the Description, up to 250 characters.

Codes i 7 ‘
Current Domain | WSD v |

S¢ Add/Modity | 8l Import | A CCTV | I CostCodes | @5 Job Codes |

Code Description Sequence ID
OVERTIME 2 | |Dvertime 2 S0+ hours) |6
H| ] @ | @
Save \Clear Delete | Refresh
Cost‘%odes Description Sequence Domain
ONCALL On Call 1 2
SWING Swing Shift 2 2
GRAVEYD Graveyard shift 3 2
WKENDHOL Holiday Weekend 4 2
OVERTIMET Owvertime 1 (40-49 hours) 5 2

2. Enter the Sequence ID to indicate the order for listing the codes.
TIP: If an alphabetical listing is wanted, use 1 for all Sequence IDs.
3. Click the Save button to add the information to the list and to the Cityworks database.

The Clear button clears the fields above the buttons to allow new information to be entered. The Refresh
button lists the cost codes for all domains.

To delete a cost codes, select the desired code(s) and click the Delete button. Click Yes when the
confirmation box opens asking if the user wants to continue.

The Cost Code must be in the Current Domain to be deleted or an error message opens. It must also not
be assigned to any employee(s). Remove the cost code from the employee(s) listed on the Assign Cost
Codes tab before deleting the cost code.

Job Codes Tab

The Job Codes tab defines customized job codes used on the Employees window to allow paying a flat rate
for a particular job type that overrides the employee’s regular labor rate, such as union-based rates for
digging a ditch, driving, operating a jackhammer, etc. These rates are set with a start and end date so the
date the work is done determines which rates apply. This enables different rates to be used as needed
without having to constantly update the rates under each employee.

NOTE: The Job Codes tab is only visible when the Use Dynamic Cost Codes setting is set to Y in
Preferences (General tab).

1. Type in the Code, Description, and Hourly Rate.

Designer 2013 Guide Others o 215



Codes

Current Domain "WS D v

| $¢ Add/Modity | @l Import | J CCTV | I8 Cost Codes| 8 Job Codes |

H 0 @ ®

Save [\Clear Delete | Refresh

| Sunday . Juy 01,2007 || Monday . June 30,2008 |

LCode _ Description ~ Hourly Rate
bJACKHMFi | ;Jackhammering ‘1 6.000 \
Start Date: _ EndDate

2. Select a Start Date and End Date using the dropdown calendars.

NOTE: Start and End Date cannot overiap for the same Code.
3. Click the Save button to save the information to the list below.
NOTE: To delete a job code, click on it and click Delete.

4. Add all other codes desired for each domain.

Custom Data Fields

‘ Eod? Description Domain ~ Hourly Rate  Start Date End Date
|| CLEAN Cleaning 2 8.000 74142007 6/30/2008
|| CONSULT Consultation Fees 2 18.000 7172007 6/30/2008
|| EMERGFLOOD Emergency Flooding 2 25.000 7172007 6/30/2008
|| EXCAY Excavating 2 15.500 74172007 6/30/2008

Custom Data Fields sets up the custom tables for employees, equipment, material, contractor, and

timesheet.

— Custom Data Fields

1. Select the desired table from the Tables dropdown list.

2. Type in the Field Name.

@ Tahlez |
Tahles Field Mame Field Type
[ ]| [ ]
Default ‘value
[¥ Field isible = &
[~ Field Required | Save Delete
Field Mame Field Type I Visikle I Required I Code Type I Code/Desc lin “alue
EMERGENCY COMTACT WARCHAR A M CODE
COMTACT PHOMNE WARCHAR A M CODE
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3. Select the Field Type from the dropdown list:

e Date—No further information needed.
e Numeric—Type in a Min Value and Max Value.

TIP: For the software to do a numeric validation on the field value a user enters, type in at least a Min
Value,; otherwise any text may be entered in the field.

e Varchar—For variable character text. If desired, a Code Type may be used to set valid values
for the field. Click in the Code Type field to seelct the desired code type.

Field Type Code Type (®) Use Code
VARCHAR v | AYNNA ) Use Description

4. Select the radio button option for Use Code or Use Description for how to display the code for the
user.

Custom Code Types also need to be populated with values under Others > Codes.
5. Check the Field Visible box to display the field on the service request or work order.

TIP: Uncheck Field Visible to store information where the user does not need to view the field and to
prevent the field from being edited, such as an account code.

6. Check the Field Required box if the field is mandatory.
Requiring custom fields means the user cannot save the record until this information is entered.

7. Click the Save button to save the custom field.

Preferences

Global domain settings are found on the Preferences window. Defaults for specified fields and items on
requests and work orders may be set. Map polygon layer names can be defined for Map Page, Shop, and
Tile Number to populate the respective fields on a request or work order. There are three tabs:

¢ General for setting global domain settings.
o Email Settings for setting up email functionality.

e Holidays for listing the organization’s holiday schedule for cyclical work orders.

Preferences General Tab

The General tab sets up the basic preferences for Cityworks, such as enabling functions and setting default
values. These preferences are set for the entire domain.

There are 3 columns that are hidden by default:

o Element—Lists the name of the field in the Preference table.

o Default Value—Lists the default reflecting the preference most Cityworks users select for the
option.
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e Default Order—Use to put the list back in the original order if it has been sorted by another
column.

To display these hidden columns, double-click to the right of the Value header until all 3 display.

Double-click here
to show hidden

columns

Dezcription | Yalue "l"EIement | D efault ' alue | Default Order = |
Drefault Woork Order Cost iew ACTUAL WOCOSTWIE W ACTUAL 1]
Default Geocoding Locator Type STREET ADDRESSTYPE STREET 1
Allov b atenials to be Edited in Designer EMABLED DESIGNERMATETM EMABLED 2
b arwially Azsign Woork, Order 1Dz DISABLED MAMNASSIGMWOID DISABLED 3
b anuially Azsign B atings DISABLED fAMASSIGMRATIMG DISABLED 4

1. Select the Current Domain.

— Preferences
Current Diomain IKSM j
& General |H/l Email Settingsl E HDIida_l,JsI
Dezcription | Walue | Detault value | Default Qrder = | -
Default work Order Cost View ESTIMATED ACTUAL I]
Default Geocoding Locator Type STREET STREET 1
Allowy M aterials to be Edited in Designer EMAELED EMABLED 2
M anually Azsign wWiork Order D= DISABLED DISABLED 3
M anually Azsign Batings DISABLED DISABLED 4
Allow Changes to Initiated D ated/Time EMAELED DISABLED ]
Default Area Code am G
Map Feature Mame HSGD 7
Map Field Mame HAaLFSECT a
Tile Mo. Feature Mame HEBHD |
Tile Mo, Field Mame MEIGHEOR 10
Shop Feature Hame 11
Shop Field Hame 12
District Feature Mame FLAN_SUBAREAS 13
Diztrict Field Mame SUBAREA 14 —
Drefault Diistrict 15
Default Request Statuz - Becent OFEM OFEM 16
Default Hours for Recent Request Search 4 4 17
Default Work Order Status - Mew OPEM 18
Default Fequest Status - Mew QPEM 19
Copy Caller Qés to Request Comments il M 20
Use &rclGlS Data Model Ny N 21
Include Cancelled Templates and Tasks in Searches M i 22
Uze E quipment Checkout M i 23
Usze CCTY Codes Ay Y 24
Firzt Day of Week Sunday Sunday 25
Usze Dynamic Cost Codes M i 26
Firzt Manth of Fizcal Year January January 27
Drefault whorkday Hours 2 2 28
Default Applied Overhead Percent 108 i 29
Default Budget R ange Years 3 3 a0 LI
= ™ Update Frint Templates - last update.' t b dateti
S ave pdate Frint Templates - last update.' to cunent datetime,
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2. Double-click in the Value field to enter text or toggle between the choices. All of the options are
explained below.

3. Check the Update "Print Templates — last update’ to current date/time box to populate the
current date/time when the Save button is clicked to capture the date if using a network location to
update custom print templates. Also fill in the Print Templates — network location field by
navigating to the file where custom Cityworks print templates are stored. The software compares this
date to the one stored with the templates to use the newer print template.

NOTE: This checkbox must be checked each time a new service pack containing new templates is installed to
refresh the date.

[l Frint Templates - network location. | S\Datahead\cddata
Print Templates - last update. 4/2/2010 2:49:04 PM

4. Click the Save button.
The Designer preferences are described and numbered according to their default order.

0. Default Work Order Cost View—Toggles between ACTUAL and ESTIMATED for selecting the
default radio button option on the Labor, Material, and Equipment panes for new work orders.

1. Default Geocoding Locator Type—Toggles between STREET and PARCEL to select which
geolocating service is active on requests and work orders.

NOTE: Geolocating services must have the word street in the name for those using street layers or parcel
for those using point or polygon layers.

2. Allow Materials to be Edited in Designer—Toggles between ENABLED and DISABLED for
users of Cityworks Storeroom to determine whether material edits may be made in Designer or just
in Storeroom (DISABLED). Designer contains all the fields found in Storeroom; however, the fields
for compatible units are found only in Designer.

3. Manually Assign Work Order IDs—Toggles between DISABLED which assigns a consecutive,
system-generated ID number and ENABLED which allows users to assign work order numbers.

NOTE: Azteca Systems Inc. does not recommend enabling users to assign work order IDs.

4. Manually Assign Ratings—Toggles between DISABLED and ENABLED to allow ratings for certain
inspections to be manually assigned.

5. Allow Changes to Initiated Date/Time—Toggles between DISABLED and ENABLED where
date/time initiated may be changed.

TIP: Date/time stamps for initiating service requests andyor work orders are tracked in the Audit Log so the
original date/time may still be viewed. Allow Changes to Initiated Date/Time is useful if the information
/s entered into Cityworks at a later time.

6. Default Area Code—For areas with only one area code for phone numbers, type in the area code.
If the area has more than one area code, enter one as the default Value.

NOTE: If Auto format phone numbers is set to Y, a Default Area Code must be entered. If not, the
field may be left blank.

7. Map Feature Name—Type the name of the polygon feature class to use to spatially derive map
names or grid locations.
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8. Map Field Name—Type the field name for the map pages in the Value field.

9. Tile No. Feature Name—Type the name of layer where the tile information is stored.

10. Tile No. Field Name—Type the name of the corresponding field inside the Tile No. layer.
11. Shop Feature Name—Type the name of the layer where the Shop information is stored.
12. Shop Field Name—Type the name of the Shop field from the Shop layer.

13. District Feature Name—Type in the name of the layer containing the District information.
14. District Field Name—Type the name of the District field from the District layer.

15. Default District—Enter the default District.

16. Default Request Status - Recent—Toggles between OPEN and ALL for whether to list only the
open requests or all of the recent requests on the Recent window.

17. Default Hours for Recent Request Search—Type in the number of hours for List Service
Requests in last Hours on the Recent window.

18. Default Work Order Status - New—Select the default status for a new work order from the
WOSTATUS Codes box.

NOTE: Status codes are customized by the organization so may vary from those shown.

BOSTAIUS Cooey)

Code Description
APPR Approved
G Completed
CLOSED Closed

IP Ih progress
NS Not Started
OPEN Open
PEND Pending
UNK Unknown
Code Desciiption

H @& | v &
Save Delete | Select Cancel

19. Default Request Status - New—Select the default status for a new request from the SRSTATUS
Codes box.
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SRSTATUS Codes
Code Description
APPR Approved
C Completed
CLOSED Closed
IP In Progress
NS Mot Started
OPEN Open
PEND Pending
UNK Unknown/Not Specified

20. Copy Caller QAs to Request Comments—Toggles between N and Y for whether the questions
and answers are copied into the Comments field on a service request.

21. Use ArcGIS Data Model—Toggles between Y and N. Y is for organizations using a geodatabase; N
for ArcView 3x users using shapefiles and/or coverages. ArcView 3x users will need some additional
formatting. These functions are accessible when the ArcGIS setting is N and the geodatabase
checkbox on the login screen is unchecked.

- Cityworks Designer - B

\»~) Login 4 Connect GeoDE

| @2 Citpworks Setup
ERNY Arcvizw 3x |
| Custom Features
| Field Access
# = Storeroom

22. Include Cancelled Templates and Tasks in Searches—Toggles between Y and N for allowing
searches to be performed on cancelled request templates, work order templates, and tasks.

23. Use Equipment Checkout—Toggles between N and Y for users of the Cityworks Equipment
Manager add-on.

24. Use CCTV Codes—Toggles between N and Y for users of Cityworks CCTV Interface for PACP.

25. First Day of Week—Select the day of the week from the dropdown list for the alphabetical first
column of the popup calendar for selecting dates.

NOTE: First Day of Week only affects the popup calendar, not the scheduling of work orders.
26. Use Dynamic Cost Codes—Toggles between Y and N to use Cost Codes and/or Job Codes.

TIP: Do not use dynamic cost codes if asset- or task-based costs are needed as they are not yet supported in
Cityworks.

Settings for the Budget tab on Work Order Templates:

27. First Month of Fiscal Year—Set the month beginning the organization’s fiscal year from the
dropdown selection of the alphabetized months.

28. Default Workday Hours—Type in the Value for the average crew workday.
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29. Default Applied Overhead Percent—Type in the Value for the percent of overhead costs to apply
to the work activity.

30. Default Budget Range Years—Type in the Value for the number of years prior to and following
the upcoming budget year to list in the dropdown.

Description Value Default Yalue  Default Order
First Month of Fiscal Year January  January 27
Default Workday Hours 8 8 28
Default &pplied Overhead Percent 0 0 29
Default Budget Range Years 3 3 30
Geodatabase Asset Groups Owned by SDE Y’ N K]
Default Inspection Status - New 32
Default Request Caller Type 33
Auto format phone numbers Y Y 34
lUse Request domain preferences for GIS layers first. Y Y 35
Number of system IDs to use during DataPump checkout. 1000 1000 36
Print Templates - network location. 37
Print Templates - last update. 38

Additional settings for all Cityworks users:

31. Geodatabase Asset Groups Owned by SDE—Toggles between N and Y for organizations using
SQL Server which have set up SDE (Spatial Database Engine) as the owner of the asset tables
(feature or object classes). Sites using a personal geodatabase mark N as well as sites using SDE
with Azteca Systems Inc. or another user set up as the owner of the asset tables.

NOTE: Checking the box on the Asset Group Definitions window automatically changes the
Geodatabase Asset Groups Owned by SDE to Y and vice versa since there is a dynamic link between the
two.

32. Default Inspection Status - New—Select the default status for a new inspection from the
INSPSTAT Codes box.

% Codes
INSPSTAT Codes
Code Description
C Completed
IP In proaress
PEND Pending

33. Default Request Caller Type—Select the default caller type for new requests from the ACALLTYP
Codes box.

% Codes

“ACALLTYF Codes

Code Description

APT Apartment

BUS Business

COUNCIL City Council

GOY Other Government Office
MaYOR Mayor's Office

RES Resident

VISIT Visitor
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34.

Auto format phone numbers—Toggles between Y and N for automatically inserting the
formatting for a standard American 7- or 10-digit phone number (the Default Area Code set above
is added to all 7-digit numbers) when phone numbers are entered on a request.

TIP: If outside the U.S., set the preference to N for Auto format phone numbers.

Home Phone|6651791
Home Phone|(801) 665-1791

35.

36.

NOTE:
37.

Use Request domain preferences for GIS layers first—Toggles between Y and N for applying
the domain settings for request Submit To and Dispatch To employees when requests are created
for multiple domains. Changing the setting to N applies the domain settings of the person creating
the request.

Number of system IDs to use during DataPump checkout—Set the number of system IDs
(default is 1000) in the PWSysIDReserve table to determine how many request and work order
IDs are assigned to DataPump for creating new requests and work orders in the field.

When there are less than 50 IDs remaining, a new block of IDs is assigned to the DataPump user.

Print Templates - network location—Double-click (or press the spacebar) to open the Browse
For Folder box for navigating to the centralized location of the folder storing the custom print
templates for Cityworks which can be accessed by each user. Click OK to load the path into the
Value field.

Browse For Folder @@

<

() CW Import Files ~

) CWImages

I2) Flexim

I2) Karen

| [ Projects

# () Stored Documents

20

# 12) SRInternal_files

# () WolInternal_Ffiles v
?

EEBS

::l-::

[ Make New Folder ] [ OK '»k"l [ Cancel

38.

Print Templates - network location. Y:\Dffice\StaffsKaren Thomas\Templates
Print Templates - last update. 6/8/2009 12:51:06 PM

Print Templates - last update—Lists the current date/time when the checkbox for Update ‘Print
Templates — last update.’ To current date/time. and the Save button is clicked to capture the
date. The software compares this date to the one stored with the templates to use the newer print
template.
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NOTE: This checkbox must be checked each time a new service pack containing new templates is installed to
refresh the date.

39. Use server attachment structure—Toggles between Y and N. Changing the setting to Y allows
Server attachments to be viewed in Desktop.

40. Cityworks Server Url—To allow Server attachments to be viewed in Desktop, enter the Cityworks
uniform resource locator (URL).

41. External App—Type in the name of an executable program. In Desktop, Open External App is
added to the Tools dropdown on the work order form. This launches the external web application.

5. &
Tools | Inspections |
Securityrimhwu N
Costs

Email

Delete

Layout Manager
Create Child WO
Change WO Description
Hot Keys

Highlight Features
Disable Highlight
Mew Work Order
Audit Log

| Open External App

V2012

The following options, beginning with Default Order #42, are specifically for Cityworks Server.

Server print output type CRYSTAL DOC 42
Server Crystal Reports root directory CRYSTAL CRYSTAL 43
Server attachments root directony [:Aattachmentsh_DOCS_kKSMMS_C. . 44
Server map default starting pozition Split Window Minimized 45
Server map scale bar large scale dizplay units Feet Feet 46
Server map scale bar small zcale dizplay units Miles Miles 47
Server map zcale bar switch dizplay units threshold value BO00 BO00 48
Server masimum number of records returmed through search query . 1000 1000 45
Server default layout folder Default Default a0
Server paging rows per grid 100 100 51
Server request tree test dizplay. Dezcription Code 52
Server eguipment tree text display. Code ~ Dezscription Code 53
Server material tree text display. Code ~ Description Code A4
Server tazk tree tedt dizplay. Code ~ Description Code L1
Server Cityworks well known id [zpatial reference) 102712 BB
Server map image output pixel size medium medium A7
Server map image » buffer distance 2500 2500 58
Server map image y buffer distance 2800 2800 59
Server work, order entity count gis flag 100 25 B0
Server use radio buttonz in custom inspection obzervations. N M E1
Server giz model REST REST B2
Server Max Mew Page Open Work, Activities 10 10 B3

42. Server print output type—Toggles between DOCX and CRYSTAL. If you select .docx, requests,
work orders, and custom inspections will be printed as Microsoft Word .docx files. The templates
must be stored at ...\inetpub\wwwroot\<site_alias>\WebSite\PrintDocx. If you select Crystal, the
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43.

records will be printed as Crystal Report PDFs. The templates must be stored at
..\inetpub\wwwroot\<site_alias>\WebSite\PrintCrystal. Note that standard inspections will always
print as Crystal Report PDFs.

Server Crystal Reports root directory—Displays the name of the folder where Crystal Reports are
located, either Crystal or Crystal Oracle based on the type of database being used.

NOTE: Server Crystal Reports Root Directory is for information only; no changes can be made to this

field.

44,

45.

Server attachments root directory—Type in the filepath for the folder where the Cityworks
attachments are stored. For more information, see Knowledge Base article #10630 Configuring
Server Attachments on mycityworks.com.

Server map default starting position—Select from the dropdown for:

e Maximized (full-size map/no Cityworks form)
e Minimized (map not visible/ full-size Cityworks form)

e Split Window (splits the screen vertically so both the form and the map are visible).

NOTE: Minimized is the default setting for the Server map default starting position.

46.

47.

48.

NOTE:

49.

50.

51.

52.

53.

54.

Server map scale bar large scale display units—Use the dropdown selection for Feet (default),
Meters, Miles, or Kilometers to select the units desired for when a small area of the map is
viewed.

Server map scale bar small scale display units—Use the dropdown selection for Feet, Meters,
Miles (default), or Kilometers to select the units desired for when a large map area is viewed.

Server map scale bar switch display units threshold value—The scale ratio used to switch
from the large to small display units (from Feet to Miles if the defaults are used). The default
setting is 6000 (1:6000 ratio).

The scale ratio 1:5280 is where 1 foot = 1 mile. (1:63360 for 1 inch = 1 mile).

Server maximum number of records returned through search query—Set the maximum
number of records returned through a search query. The user receives a warning that the maximum
results have been reached so they know they may not have accessed all the records.

Server default layout folder—Enter the name of the folder which stores the modified .xml files
when customizing the interface.

Server paging rows per grid—Specifies how many rows show up in a grid page when searching
for items. The default setting is 100 per page.

|keyword=laborServer request tree text display—Select from Code (default),
Code~Description, or Description to determine the hierarchy view for requests.

Server equipment tree text display—Select from Code (default), Code~Description, or
Description to determine the hierarchy view for equipment.

Server material tree text display—Select from Code (default), Code~Description, or
Description to determine the hierarchy view for materials.
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55. Server task tree text display—Select from Code (default), Code~Description, or Description
to determine the hierarchy view for tasks.

56. Server Cityworks well known id (spatial reference)—Enter the well known Id (WKID) for the
map service. This preference is used for printing maps in work order, inspection, and request print
templates. To find the WKID, open ArcGIS Services Directory and click on the map service being
used.

57. Server map image output pixel size—Select from large, medium, or small.

58. Server map image x buffer distance—number of units from a center point on the X-axis. This
determines how much of the map is included in the picture.

59. Server map image y buffer distance—number of units from a center point on the Y-axis. This
determines how much of the map is included in the picture.

60. Server work order entity count gis flag—number of entities on a work order that get updated
GIS values when the work order is opened. The default is 25. If the number of assets on the work
order is greater than this number, none of the geodatabase values for the assets display on the work
order. If the number of assets on the work order is less than this number and are all the same type,
the geodatabase values for the assets will display on the work order.

NOTE: If the assets on a work order are not all the same type, none of the geodatabase values display,
regardless of the number of assets on the work order.

61. Server use radio buttons in custom inspection observations—Change to Y to use radio
buttons rather than dropdown menus for both branch and linear models. Default is set to N.

62. Server gis model—select either GEODATA, REST, or SOE. If GEODATA is selected, the two geodata
fields are activated in the Map and geocode service definitions section under GIS Services. REST
and SOE use the same fields under GIS Services. The difference is that REST will look for GIS data
through the various service URLs entered in GIS Services, and if the entity is not found, it will also try
the SOE, if available. SOE skips all the REST entity search logic and goes straight to the SOE to look
for GIS data.

63. Server Max New Page Open Work Activities—enter the number of open work activities to
display when a user creates a new work order or inspection. Only work activities with the same
description will be displayed. The default is 10.

Email Settings Tab

The Email Settings tab sets up the automatic and manual email information for Cityworks to send internal
email to designated employees within the organization and external email to callers. The emails can be sent
at certain times, such as when service requests or work orders are created or closed, when a Submit To or
Dispatch To person is changed, or when a work order is sent to the Print Queue. Internal emails are sent
to both the Submit To and Dispatch To personnel set on the request or work order templates.

TIP: If using the internal email option for WO Print Queue as the event, the number set for the Days
before Projected Start Date set on the Printing tab of Work Order Templates determines when the
Submit To person receives email notification that the work order is in the Print Queue and is ready for
printing.

To email callers, the customer’s email address must be listed with the caller information on the request. It
can be typed into the Email field (or if available may be stored in the CustomerAccount table so it loads
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with the rest of the customer account information). Work order information can also be sent to a caller if a
work order is created to resolve the problem.

NOTE: If an email address is found in the CustomerCall table and external emails selected as part of the
Preferences settings, an email with the subject listed will be automatically generated and sent to the caller.

RESIE, s
Incident &ddress [1 061 E COVELL RDAD ]Locate Usina:
City/Zip [THDMASVILLE ][840?0 ]?
Date/Time[12/11/2006 2:58] Account[50200 |
O Mr [ Ms
First Name[MARC ][ ] LastIHELDS I
Address|1061 E COVELL ROAD ] [
City| THOMASWVILLE Zip|84070
Home Phone|(801) 203-8255 Work
Other Phone Type(R
F[marcfields@hotmail.co |
Caller Information

Default email templates are found in the Cityworks > Templates directory with these names:
SRInternal.doc, SRCaller.doc, WOInternal.doc, and WOCaller.doc. Associated request information
populates on internal and caller work order emails. If desired, the administrator may create customized email
templates for internal and/or external service requests and/or work orders. For Cityworks Desktop, edit and
save the existing default templates. The four Custom Email Template fields on the Email Settings tab
apply only to Cityworks Server AMS. Set up these custom email templates in MS Word and save as .doc file
type (rather than usual .dot template file) in the Cityworks > Templates directory. The hame must be 8
characters or less. The Description can be up to 35 characters. To have information load with data from the
database, type the field name in square brackets into the template where the information is wanted.

NOTE: See Customizing Print or Email Templates for more information.

The .doc file combines a macro to replace keywords with database values and saves it as an .htm file so it
can be embedded into the email. Hence, the Templates directory will contain both a .doc and .htm file for
each template following the initial email.

NOTE: Custom Email Templates fields apply only to Server users.
1. Switch to the Email Settings tab and select the desired domain.

NOTE: A brief description of the fields found in the Account Settings section can be found in the shaded
panel on the right.

2. Type the reply to address in the From field.
NOTE: The From field must be a valid emall account on the client’s email server.

3. Type in the address of the email Server for the organization’s IP or network location of the email
server.
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Preferences

Current Domain | Pt Jo]

K General| @ Email Settings EL Holidays |
Account Settings

1 | From: address from which the email will ‘
| | appear to be sent.
| |Server: IP or network location of email

From | kthomas@cityworks.com

Server |mail azteca.com . Port 587 S
kit ' Port: port used for SMTP transacti
User |kthomas Password | *ees [chtiol:‘gfll.use r ransa ":Tns
UUse Suthentication Enable SSL User: account used when connecting to

the email server.

Service Request Emailing

Internal — Caller -
Custom Email Template | SRINTERNAL Custom Email Template | SRCALLER
Event Email Subject Event Email Subject
‘ SR Created New service request ‘ ‘ SR Created  Service request created for your call. |
SR Submit To Change Service request submitted. | SR Closed Request for service complete.
SR Dispatch To Change  Service request dispatched. |
SR Closed Service request closed.
Work Order Emailing
Internal Caller
Custom Email Template | WOINTERNAL Custom Email Template |WOCALLER
| Event Email Subject || Event Email Subject
W0 Created MNew work order ‘ W0 Created  “Work crew assighed to handle yo...
W0 Submit To Change  Work order submitted. W0 Closed  Work completed.
W0 Closed Work order closed.

W0 Print Queue

=

Save

4. Enter the number for the SMTP (Simple Mail Transport Protocol) Port on that server that accepts
outgoing email connections.

5. Type in the portion of the email address entered in the From which comes before the @ in the User
field from which emails are to be sent.

6. Enter the corresponding Password (for the User) for Cityworks to use to connect to the email
server.

7. For external emailing: Check the box for Use Authentication. Not checking this box only allows
internal emailing as the User and Password are not passed to the email server.

8. Check the box for Enable SSL (Secure Sockets Layer) to encrypt communications with the server.
NOTE: SSL is required by most servers.

9. In the sections for Service Request Emailing and Work Order Emailing, double-click in the
Email Subject field for each Event where an email is wanted to open the Enter an Email Subject
box.
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NOTE: Double-clicking in the Email Subject field automatically checks the box in front of the Event so it is
included.

10. Type in the text for the Subject line of the email and click OK to load the Email Subject field.

NOTE: If data from a request or work order is wanted on the subject line, type the field name in square
brackets to fill in the space with data from the database. For service requests, use [REQUESTID],
[PROBADDRESS], [PROBCITY], [PRIORITY], [PROBZIP], [ DESCRIPTION], [PROBLEMCODE], or
[STATUS]. For work orders, use [WORKORDERID], [WOADDRESS], [DESCRIPTION], [PRIORITY],
[LOCATION], or [STATUS].

F’Iease enter an ernall sub|ect
‘work crew ass:gned to handle your request.

&/ )
oK L\\§ Cancel

11. Custom email template fields for Cityworks Server AMS users only: To use custom email templates:
Double-click in the Custom Email Template field to open a Codes box. Enter the custom template
name and a Description of 35 characters or less. Click the Save button to save the code and click
the Select button to load the code on the Email Settings tab.

NOTE: If the Custom Email Template is left blank, Cityworks uses the default email templates.
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“EMAILTMP Codes
Code Description ‘
SRCUSTCA SR custom caller template
SRID Request # [RequestiD]
WOCUSTCA WO custom caller template
WOID Work order # [workOrderlD]
Pgde Qrgslciriplion
WOCUSTCA | WO custom caller template
H @ ‘ ¥ | R
Save Delete || Select|.;Cancel

The Email Word Templates may also be populated in Others > Codes > EMAILTMP.

| Units of Measure AWOCAT Work Order Category
&, Codes AYNNA Yes, No, Not Applicable

| Custom Data Fields | EMAILTMP Email Word Templates
B Donfirin s | || PMTSTAT Work Permit Status

=8 Others AUDITINT Material Audit Interval

12. Click the Save button to save the information.

The tabbing sequence moves from left to right and top to bottom. For the Emailing panes, the cursor moves
to the last Email Subject field in the list. Pressing the space bar opens the Enter an Email Subject box
and checks the box in front of the Event. Type in the subject line, tab to the OK button, and press the
Enter key to close the box and load the field. Use the up arrow key to move to the next Email Subject
field. When the Email Subject fields are complete for the section, tab to the Custom Email Template field
at the top of the section. Press the space bar if using a custom template to open the Codes box for defining
and selecting the Code. Tab to the next set of Email Subject fields. From the last Custom Email
Template field for the Work Order Emailing: Custom Email Template field for Caller, tab to the Save
key and press Enter to save the information.

Holidays Tab

The Holidays tab sets up a holiday schedule to avoid having cyclical work orders start on a holiday. Holiday
schedules are defined by domain. Add all holidays to be skipped for cyclical work. The work orders are
scheduled for the following work day.

1. Switch to the Holidays tab and select the domain.
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— Preferences
Current C'omain IKSM j
@\J General | o] Email Sethings '_l? Holidays |
Select a Holiday I Maonday . January 14,2013 ;I \/,) &
Description I Add Remove

Haoliday = | D'ezcription |
1414203 Mew Years Day
1/21/2013 kartin Luther King Day
21352013 Fresidents Day
B2 2013 kemorial Day
T2 3 |ndependence D ay
972023 Labor Day
114142013 Weterans Day
1142842013 Thankzgiving Day
12/25/2013 Chriztrias

2. Select a date by clicking on the dropdown arrow at the end of the Select a Holiday field to open
the calendar.

3. Type in the Description.

4. Click the Add button to list the holiday.

5. Add all holidays for the domain.
Update the holiday list each year.

TIP: Once a holiday is in the list, the same holiday can easily be added for the next year. Double-click on the
holiday in the list to reload the fields, click on the year to access the up/down arrows, change the year, and
click the Add button.

The organization may choose to keep the entire holiday schedule intact or may wish to delete holidays after a
certain amount of time has elapsed. To delete, select the holiday(s) and click the Remove button.

I/I Quantity Matrix for Smoke Testing

Define the categories for Light, Medium, and Heavy smoke amounts if custom values are wanted for
smoke testing the inflow and infiltration defects found in wastewater and stormwater assets. If no custom
values are entered for the Leak Categories, the default values are used on the Smoke Test.

The Leak Categories are found under the Code: SLEAKCAT in Others > Codes > Asset Group: SEWER
or STORM when the Code Format is set to Descriptions and Scores.

NOTE: The Description and Score fields may be modified as desired by clicking on the desired
Description to load it into the fields, making the changes, and clicking the Save button. New ones may also
be added and old ones deleted as desired to meet the needs of the organization.
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Codes
Current Domain { Pw v
9 Add/Modify L! Import |4 CCTV |

Asset Group Code Format
| SEWER v ’ |Desc¢iptions and Scores v
Code Types Descriptions and Scores

Code Description | | Description Score
SBASECND  Dbservations of Manhole Base A, - In Drainage Channel .0000
SBNCHCND  Observations of Manhole Bench B - Storm Sewer Connect .0000
SBRLCND Observations of Manhole Barrel C - Surface Drain Connect .0000
SBSNCND Basin Condition D - Open Ended Pipe .0000
SCHNLCND  Dbservations of Manhole Channel E - Soil Fissure Connect .0000
SCONECND  Observations of Manhole Cone F - Roof Drain Connect .0000
SDETERIO Deterioration Codes G - CO Plug Defect .0000
SDPTHRNG  Leak Depth to Mainline H - CO Broken .0000
SDYESRC Suspected Source of |/ | - Manhole Cover .0000
SFLOW Observations of Manhole Flow J - Manhaole Ring .0000
SFRMCND Observations of Manhole Frame o4 K - Manhole Wall/Cone .0000
SGRNDCND  Observations of Ground Condition L - Manhole Bench .0000
SIANDI Amount of Inflow and Infiltration M - Manhole Channel .0000
SINLTCND Inlet Condition N - Smoke Inside Building .0000
SLEAKCAT Locations of Leak 0 - No Smoke From Yent .0000
SLEAKSRF Surface Cover at Leak P - Bypass .0000
SLEAKTYP  Leak Source @ - Storm Connected Isolation  .0000
SLIDCND Observation of Manhole Lid Crack <.05 1.0000
SMHCOND Manhole Condition v Crack >.05 >.1 2.0000
Code Type Description Code Description
SLEAKCAT | [Locations of Leak | I

= = = =
Save Clear Save Clear

1. Select the Leak Type from the dropdown list.

Define 1/ Quantity Matrix for Smoke Testing
Leak Type Leak Category
|Crack in pipe vl ‘Crack »1.0 <15 v!
Light Medi H
iq : edium { eavy = &
475 | |5.00 | 15.25 Save, || Delete
Leak Category Light Medium Heawy
Crack <.05 75 1.00 1.25
Crack >.05 »>.1 1.75 2.00 2.25
Crack >.1 <05 275 3.00 3.25
Crack >.05<1.0 375 4.00 425

2. Select the Leak Category from the dropdown list.

TIP: You can type in the first letter and use the arrow keys to navigate through the /ist.

232 e Others Designer 2013 Guide



3. Type in the custom values for the ratings Light, Medium, and Heavy.

4. Click the Save button to save the information to the database and list it on the lower pane.
NOTE: To delete a Leak Category from the list, select it and click Delete.

5. Repeat steps 2-4 for each set of custom values needed for the selected Leak Type.

6. Repeat steps 1-5 for each Leak Type.

I/I values may be updated by double-clicking the item in the list to load the information back into the fields,
making the changes, and clicking the Save button. Click Yes when the confirmation box opens to save the
changes in the database.

Map Layers and Fields

Define layer names and associated fields within the layer which can be used to assign Submit To, Dispatch
To, or capture other data according to the location of the request. This information is automatically populated
when the address is geolocated.

The map layer must be defined in ArcMap and may have a field containing an employee name used for
Submit To or Dispatch To fields. The name format must be <Last Name>, <First Name> <MI>.

NOTE: These layers must exist in the map document.
1. Type in the Layer Name.

TIP: SDE users should only enter the feature class name, such as POTHOLE (not the fully qualified name,
e.g., SDE.POTHOLE).
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Map Layers and Fields

Layer Hame Field Name
WATER ZONE 5 Delete
Layer Name Field Name
| ANIMALCTRL ACTRLAREA
ANIMALCTRL SUBMITTO
ANIMALCTRL SUBMITTDZ
ANIMALCTRL SUBMITTO3
| POTHOLE NAME
POTHOLE SUBMITTO
POTHOLE SUBMITTDZ
POTHOLE SUBMITTO3
| SANITATION SANITAREA,
SANITATION SUBMITTO
SANITATION SUBMITTDZ
SANITATION SUBMITTO3
| SERVICE PAGE
SERVICE SUBMITTO
SERVICE SUBMITTDZ
SERVICE SUBMITTO3
| STORMAREA STRMAREA
STORMAREA SUBMITTO1
STORMAREA SUBMITTDZ
STORMAREA SUBMITTO3
| TRACTS0 SUBMITTO
TRACTS0 SUBMITTODZ2
TRACTSD SUBMITTOD3
TRACTS0 TRACTID
| TRAFFIC SUBMITTO
TRAFFIC SUBMITTODZ2
TRAFFIC SUBMITTOD3
TRAFFIC TRAFAREA
| WATER ZONE 1
WATER ZOME 2
WATER ZONME 3
WATER ZONE 4

2. Type in the Field Name.

3. Click the Save button to list and save the information in the database.

Customer Accounts

Customer account with its related address and personal data can be set up to populate the request data
fields associated with a customer call. This information is accessed by typing in part or all of the Last Name,
Address, or Account Number on the request.

Edit/Add Customer Account Tab

The Edit/Add Customer Account tab tracks customer data and can be used to add new customer data as
well as update existing information. Use a query to open the existing records and update the information.
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A search may be performed prior to entering a new customer to verify that the customer is not already in the

database.

To add a new customer, follow these steps:

1. Type in the Account number.

NOTE: Account is a required field. However, the gray AcctSID (Account System ID) field cannot be entered

or edited as it is system-generated when the information is saved.

Customer Account Data

|

% Edit/Add Customer Account It 3 Import Custorer Accounts j Import Street Names |
AcctSID - Account Account Type M First Name ~ LastName
30043 | 90162 | |RES l O WILLIAM |[L | [JoHNSON
2 =1

Address Apt.

[1901 SANTAFE || |

City State , Zip District Email

| THOMASYILLE | | 84070 [ | [WJOHNSON@THOMASYI |
Home Phone ‘Work Phone Cell Phone Other Phone Fax

leo)e77-3533 || | |(801) 8911261 || ||
Comments

[Wworks in the mayor's office.

||

—|
Sy

SaveN Clear Search Delete | 2= el Srech )

F{esu s

‘ AcctNum  Last Name  First Name  Middle Initial =~ Title  Address AptNum  City State Zip D'
50001 JOHNSON  DANIEL  J MR 1485E COVELL ROAD THOMASVILLE 84070
72933 JOHNSON ~ ROYAL S MR 1676 E GEBRON DR THOMASVILLE 84070
30162 JOHNSON  WILLIAM - L MR 1901 SANTAFE THOMASYILLE 84070

& >

)

(
2. Select the Account Type from the popup Codes box.
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“ACALLTYP Codes
Code Description ‘
APT Apartment
BUS Business
COUNCIL City Council
GOV Other Government Office
MAYOR Mayor's Office
VISIT Visitor
Pgde Qgstgriplion
RES | | Resident
= @ ‘ ¥ | R
Save Delete || Select[\Cancel

3. Check the box for Mr. and/or Ms.

4. Enter the First Name, middle initial, and Last Name.

5. Enter the Address, Apt. number, City, State, Zip code, and District (if applicable).
6. Enter the Email address.

7. Enter the Home Phone, Work Phone, Cell Phone, Other Phone, and/or Fax.

8. Enter any Comments about the customer that may be helpful.

NOTE: Public records may be requested by a number of sources, including the individual customer, so keep
that in mind when adding Comments.

9. Click the Save button.

10. Click Yes when the confirmation box opens to add the new account.
Customer details may be updated by doing a search and changing or adding the applicable information.
To edit a customer’s information, follow these steps:

1. Enter the desired search parameters in any of the fields and click the Search button. The number of
records matching the query is listed to the right of the Comments field unless there are a large

number of matching records. Then a message box opens telling how many records there are. Only a
1000 will load at a time.

NOTE: A progress bar is found at the bottom of the tab.
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Question X

4 1723 records found. Only the first 1000 records will be displayed.
\-?/ Do you wish to continue?

[ es !%J [ Mo ]

Wildcard searches are also allowed if only part of the information is known.

Customer Account Data
4 Edit/add Customer Account \E Import Customer Accounts | [ Import Street Names | B

AcctSID  Account Account Type ] M. First Name _ LastName
[ Il O ! [ ] [xcoprx
Address B Apt.

||
City State Zip District Email
| I | I |
’ﬁgme Phone ’}.@Lo[k Phone Cell Phone Other Phone ‘Eax
Comments

Save Clear Search | Delete IR S

Results
‘ AcctNum  Last Name First Name  Middle Initial =~ Title  Address AptNum Cil}v
112787 THE COPY CENTER 1915 N BLOSSOM HILL ROAD THC
| 13258 LABAR DATA INC PRINTING & COPY CE 1935 E CABILERD ROAD THL
4‘20837 COPYTELE, INC. 1728 N THOMAS DR THC
|51 J o

( )

2. Double-click on a record in the list to populate the fields, update the fields as needed, and click the
Save button.

3. When the confirmation message opens, click Yes to update the account listed.

Import Customer Accounts Tab

The Import Customer Accounts tab imports existing customer data from a delimited text file where the
first row lists the field names and loads the information into the CustomerAcct table in the Cityworks
database. Using this function allows the organization to use an existing file to load the data, rather than
having to add each customer in one at a time.
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! CUSTOMERACCT - Notepad E]@@

File Edit Format WYiew Help

ACCTNUM, FIRSTNAME , MIDDLEINITIAL, LASTNAME, TITLE, CUSTADDRESS, CUSTCITY,CUSTZ A
1,,,SIGNAL COMMUNICATIONS._ INC..,2231 E POWELL ST, THOMASVILLE, 84070, (801)
10, , ,CIPHERGEN BIOSYSTEMS_ INC..,2100 SHOREWOOD LN, THOMASVILLE, 84070, (80
100, ., GEORGIA GULF,,624 W 15T ST, THOMASVILLE, 84070, (801) 125-3558,,,,E,,
1000, GERARDO, , REESE, ,1376 E APPLE HILL LN, THOMASVILLE, 84070, (801) 207-161
10000, JAVIER, ,COUSIN, , 2400 BROOKSIDE AVE, THOMASVILLE, 84070, (801) 348-752
10001, SAM, , RANSON, ,1546 E DANFORTH RD, THOMASVILLE, 84070, (801) 347-8646,,,
10002, DARYL, , STAATS, ,1293 E DANFORTH RD, THOMASVILLE, 84070, (801) 360-5884,

< ! >

IMPORTANT: Any row with a blank ACCTNUM (Account Number) field will not be saved to the Cityworks
database as this is a Not Null field. ACCTNUM s the only required field.

Multiple files may be added using the same steps; however, each file must be loaded into the list for viewing
and then saved to the database using the Save button at the bottom of the form before loading another list.
Saving the list clears the fields so it's ready to import another file. Any existing list is cleared when the Load
button is clicked to import another file so there’s no way to append files together before saving.

If a file has already been imported, it will add additional records to the Cityworks database for each row
containing an account number, even if the information is identical to the information already there.

TIP: Use the Edit/Add Customer Account tab to search for records to see if a file has already been
imported.

Customer &ccount Data o
| #} Edit/Add Customer .é_xcpc_uunt 14 Import Customer Accounts | _x§ Import Street Names |
Animport file has to be a delimitted text file and the first row has to be the delimited field names. You need to Delimited By
select the file, specify the field delimiter, and then click the load button to load the file into the listview. Click (® Comma
save to update the database. - O Tab
Import File 1 cuments - and Settingshall Users\Documents\CWw Impot(ﬁuféﬁ\CUSTOMEF!ACCT txt‘ L:;;d O Other
| ACCTNUM  FIRSTNAME  MIDDLEINITIAL ~ LASTNAME N TITLE  CUSTADDRESS | cus A
[| 1 SIGNAL COMMUNICATIONS_ INC. 2231 E POWELL ST THOF—
|| 10 CIPHERGEN BIOSYSTEMS_ INC. 2109 SHOREWOOD LN THOt
|| 100 GEORGIA GULF B24\W 15T ST THOt
1000 GERARDO REESE 1376 E APPLE HILLLN  THOt
10000 JAVIER COUSIN 2400 BROOKSIDE AVE  THOt
|| 10001 SaM RANSON 1546 E DANFORTHRD  THOt
|| 10002 DARYL STAATS 1293 E DANFORTHRD  THOt
} 10003 MICHAL DELOZIER 2801 ALLENS TRL THOt
|| 10004 07170 CONLIN 225 ASHLEY DR THOt
10005 EDMUND STRODE 2028 E DANFORTHRD  THOt
|| 10006 SHANE VADEN 1367 E DANFORTHRD  THOt
|| 10007 DEREK COLLARD 220w BTH ST THOt
|| 10008 ABRAHAM YEH 2516 E DANFORTHRD  THObw
(25 \ b
‘ [] Delete all records from Customerdcct table before adding these accounts?
4 J| @
Save Clear | Remove
( )

1. Click in the Import File field to open the box for browsing to the file.

2. Navigate to the desired file and click Open to load the path in the Import File field.
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3. Select the radio button option for Delimited By. See the description under Importing Data.

¢ Comma
e Tab
e Other

4. Click the Load button and wait while the data loads into the fields. A progress bar displays at the
bottom of the window.

5. Verify each record contains an ACCTNUM value or the row will not be saved to the Cityworks
database.

NOTE: Any row missing an ACCTNUM value is ignored when saving information to the database and that
customer will not be added.

6. Optional: Select any record(s) not wanted for importing into the database and click the Remove
button to remove them from the list.

NOTE: The Clear button clears all the information from the list.

7. Optional: Uncheck the box for Delete all records from CustomerAcct table before adding
these accounts? to keep the data that already exists in the CustomerAcct table.

IMPORTANT: If the checkbox for Delete all records from CustomerAcct table before adding these
accounts? is checked, all current information in the Cityworks CustomerAcct table is deleted before adding
the new information from this list. This process may take some time depending on the number of records
being deleted and then added. To append the new information to the existing information, this checkbox
must be unchecked.

8. Click the Save button to add the information to the CustomerAcct table in the Cityworks database
and clear the list.

Import Street Names Tab

Before using the Import Street Names tool, delete any existing records in the StreetCode table from the
Cityworks database. This eliminates the possibility of duplicate and extraneous data when records are loaded
through Designer.

NOTE: It is not necessary to delete existing records in the table if there is a script which appends only new
streets to the table.

The Import Street Names tab imports existing street data from a delimited text file with these fields:

e StreetName

e Code

o City

e Zone

e District
e State
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| STREETCODE.xt - Notepad

S | B ]

File Edit Format View Help

E ADAMS TRL,ADA,,

ALTA AVE,ALT,,

AMBER AVE,AMB,,
ANTELOPE CIR,ANT,,
ANTELOPE TRL,ANT,,
APPLE HILL LANE,APP,,
ASHLEY DR,ASH,,
ASTORIA LANE,AST,,
ATHLEEN CT,ATH,,
AYERS ST,AYE,,
BARRETT PL,BAR,,

BENT TRAIL ROAD,BEN,,
BERNADA DR,BER,,
BLANCH AVE,BLA,,
BLOSSOM AVE,BLO,,

L Mmmmmmmmmmmmmmm

Figure 1

To create the list, export the street name list from the GIS database into a delimited text file (comma, tab, or
other). The StreetName and Code fields must be populated. The other fields allow null values; no place

holders are needed for them in the file and they can be blank in the list.

If there are multiple files containing street information, these must be loaded on the form one at a time
where all the rows can be viewed and then saved to the database using the Save button at the bottom

before navigating to another file and loading new information.

IMPORTANT: Attempting to load a new file when information is already loaded but not yet saved,

overwrites the current information with the new information.
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Customer Account Data
‘\v ¥} Edit/Add Customer Account l [=§ Import Customer Accounts ‘ [ Import Street Names ‘

An import file has to be a delimitted text file with 4 fields (StreetName, Code, City, and Zone). You need to Delimited By
select the file, specify the field delimiter, and then click the load button to load the file into the listview. Click @ Comma
save to update the database. =S
2 Tab
Import File : C:ACWData\Admin TrainingData\Cityworks_Data\Import Data\STREETCODE bdt L;éd ") Other
ID1 STREETNAME CODE CITY ZONE DISTRICT STATE s
E ALTA AVE ALT -

EAMBERAVE  AMB
EANTELOPECIR  ANT
EANTELOPE TRL ANT
EAPPLEHILLL.. APP
EASHLEYDR  ASH
EASTORIALANE AST
EATHLEENCT  ATH
EAYERSST  AYE
EBARRETTPL  BAR
EBENT TRAILR... BEN
EBERNADADR  BER
EBLANCHAVE  BLA
EBLOSSOMAVE  BLO
EBOWMANAVE  BOW

< mn . »

8 | @

Save Clear | Remove

Figure 2
1. Double-click in the Import File field to open the box for browsing to the file.
2. Navigate to the desired file and click Open to load the path in the Import File field.
3. Select the radio button option for Delimited By: Comma, Tab, or Other.
4. Click the Load button and wait while the data loads into the fields.

5. Verify a StreetName and Code are populated for each record or the row will not be saved to the
Cityworks database. An error message opens to alert the user that either the StreetName or Code

is required.

NOTE: Any row missing a StreetName and/or Code is ignored when saving information to the database
and that customer will not be added.

6. Optional: Select any record(s) not wanted for importing into the database and click the Remove
button to remove them from the list.

NOTE: The Clear button clears all the information from the list.

7. Click the Save button to add the information to the StreetCode table in the Cityworks database and
clear the list.

8. Click the Save button to add the information to the CustomerAcct table in the Cityworks database
and clear the list.
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CU Material Groups

CU Material Groups are used by the Miner & Miner Designer application for in-house assembly of materials
with various parts. These material groups, referred to as “favorites,” are defined here and the assemblies can
be stored together or the parts used separately.

Groups Tab

The Groups tab sets up the names and descriptions for groups in each asset group.

CU Material Groups
& Groups | A Materials

Erartergoryr Ef\-:irst@nrg Grqus
Category Code Description Group Name Description
ELECTRIC EEET | | SUBSTATION Substation assemblies
FACILITIES Facilities
PARK Park
SEWER Sewer
STORM Stormwater
STREET Street
WATER “Water
Add/Modify Description
POLE | |Pole assemblies
H| | @
| |SaveN Clear Delete
—

1. Select the Category from the list on the left pane.

2. Type the Group Name in the Add/Modify field at the bottom of the right pane, 20 characters
maximum.

3. Type in the Description, up to 250 characters.

4. Click the Save button to add the group to the Existing Groups list on the right pane and to the
database.

NOTE: To delete a group, double-click on it in the list to load the fields, click Delete, and click Yes when the
confirmation box opens.

5. Repeat steps 2-4 for any additional groups in the selected Asset Group.

6. Repeat steps 1-5 for groups in other asset groups.

Materials Tab

The Materials tab is used to place the materials into the groups.
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1. Switch to the Materials tab.

CU Material Groups
& Groups | Vé_]VMatenals ‘

Category Code  Description Materials Search

ELECTRIC  Electic || Searchby S
FACILITIES Facilties | KEYWORD v | [POLE
|| PARK Park I o
| SEWER Sewer = ]
STORM Stormwater || 1D Description Manufacturer  Su “
STREET Street || ELCBRACE Brace for power pole Powertrusion  Pov |
(| WATER Water || ELCCRSARM Crossarm for power pole  Powertrusion  Pou
[T = — | ELCINSULATOR Insulator for power pole  Powertrusion  Pou
Group Name Description } ELCPOLEASMB  Electric pole assembly
POLE Pole assemblies || PT305 30 FT Composite Pole  Powertrusion  Pot
| SUBSTATION  Substation assemblies || [IREEES 35 FT Compostite Pole | Powertusion | PoJssll
; || PT355 35 FT Composite Pole ~ Powertrusion  Pou ™ |
1L L _||iS8) ) &
Quanty o @
1 s Primary Material Ad Remove
Group Name MateriallJID 7 Quantity I Primary
POLE ELCERACE 1 N
POLE ELCINSULATOR 1 N
POLE ELCCRSARM 2 N

2. Select the Category Code from the top left pane to load the associated Group Name pane.

3. Select the Group Name.

4. Select the Search by field from the dropdown selection on the top right pane: Keyword, Name, or
Hierarchy.

5. Select the material from the list.

6. Type in the Quantity needed to build the assembly.

7. If the material is the primary part of the assembly, check the box for Is Primary Material.
8. Click the Add button to list the material.

9. Repeat steps 4-7 for each additional material that belongs to the same assembly until each material
is added.

10. Repeat steps 1-8 to define each group of materials.

Macro Manager

The Macro Manager function copies the macros, in this case the printing instructions, for custom templates
for email, requests, or work orders when a new version of Cityworks is installed where the macros were
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changed. New macros are read from the new Cityworks template and applied to the selected custom
templates so the data loads correctly.

NOTE: Macros are a list of commands Cityworks uses to perform a series of actions for emailing and printing
requests or work orders which link the stored data to variable fields.

1. Load the fields to select the files to copy the macros from (source file) and to (destination file).

Macro Manager

Select the Cityworks Template files you wish to update by clicking the 'Add’ button, or drag and drop the
files into the list view. Remove unwanted file(s] by selecting the filename(s) and clicking the 'Remove’
button. Select the file containing the Cityworks macros to be copied by double-clicking the box below.

(Ci\Program Files'\Cityworks\Templates\Pu/.dot |
= @ 3
Add Remove Update

‘ Destination File(s)

| C:\Program Files\Citywork s\ T emplates\Sewerw/0.doc
| C:\Program Files\Citywork s\ T emplatessgrymnwo. dot
| C:\Program Files\Cityworks\Templatesh\Stormi/0.doc
| C:AProgram Files\Citywork s\ T emplates\WwWaterw/0.doc

e Browse to the desired file(s) in Program Files > Cityworks > Templates and drag to load
either the source file or destination file.
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Address | () C:\Program Files\Cityworks|Templates

Folders X  Name
# ) CallCenterSupport A sRCALLER
3 DB Manager ) SRINTERNAL
) Georules L’QJSSReIay
() SymbolThemes @SSReIeyAIIﬁelds
) Temp ll";';]SSTransfmr
) Templates l;"—":JSSTransfmr.tsIIFields

B stormwo
Cityworks Designer - BThomasville - CWDBA - Macro Manager

:_'g::,i,:Login ODisconnect GeoDB ]@Exit

Macro Manager

Select the Cityworks Template files you wish to update by clicking the 'Add' buttol
by selecting the filename(s) and clicking the 'Remove' button. Select the file cont
below.

aad Remove Update

}r Destination File(s)
| C:\Program Filesh\Cityworks\Templates\Sewerw/0.doc
| N

| (4]

e Double-click in the source file field or click Add Files to open the box for navigating to the file.
Select the desired file(s) and click Open (or double-click on the desired file) to load the file.

NOTE: Multiple templates may be selected as destination files by using the Shift or Ctrl key.

2. Verify that the source and destination files are either request or work order files and remove any
unwanted file(s) by selecting and clicking the Remove button.

NOTE: Different macros are used for requests than for work orders. Do not copy macros from a service
request template to a work order template or vice versa.

3. Click the Update button to copy the macros to the fields.

4. Click Yes when the confirmation box opens to update the macros for the selected files. The progress
displays in the space below the buttons path until the update is complete.

The Destination File(s) are removed once the macros are updated and the message in the space below the
buttons and above the Destination File(s) list changes to read Update Complete.

Record Lock

The Record Lock function is a convenient way for the Cityworks domain administrators to remove locks on
service requests and/or work orders. It links directly to the PwRecordLock table in the Cityworks database,
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listing information about requests and/or work orders that are currently open. Removing the lock allows
another user to open and edit a record. This function allows locked records to be opened for processing and
closed.

NOTE: Be sure not to remove locks from work orders that are currently being accessed by a user to prevent
changes from being made by another user at the same time. The date/time of the lock is included to see
which records may have been left open.

IMPORTANT: Requests and work orders currently checked out using DataPump are listed in the LockedBy
column as the user name followed by _dp and should not be deleted as the records will not be able to be
checked back into the production database.

1. Select the Current Domain from the dropdown selection.

Record Lock
Current Domain PW | V‘ 6 locked record(s).
® | @

Refresh | Unloc
D DesVS?iplion Status LockedBy DateTimelLocked TableMName
74417 | Manhole Problem CLOSED 12/6/2007 255:45PM | REQUEST
‘ j 4731  Repair Manhole OPEN P 4/28/2008 2:53:13 PM WORKORDER
; j 4780  Debris Removal Tree  OPEN P 5/19/2008 11:2416 AM  WORKORDER
‘ _1 4786  Debris Removal Tree OPEN P 5/24/20081211:.07 PM  WORKORDER
il as57 CLOSED 5/16/20081:24:03PM | WORKORDER
‘ _] 4977 Pole Installation OPEN P/ 4/3/2008 1:53:27 PM WORKORDER

2. Select the service request(s) and/or work order(s) to remove from the table and allow users to
access them, using <Shift + click> or <Ctrl + click> for multiple selections.

3. Click the Unlock button to remove the lock.
NOTE: Unlock does not delete the record] it only removes it from the PwRecordLock table.

4. Click Yes when the confirmation box opens to unlock the selected record(s) and remove them from
the list.

NOTE: The Refresh button can be used to refresh the list without having to log in to Designer again as it
goes back to the PwRecordLock table to list all the requests and work orders currently being used.

Other System Codes

Other System Codes allows the administrator to relate a Code and up to two descriptions from another
system, like 311, to a Cityworks request template. The mapping may be done by entering the information or
importing a file.

The import file may contain up to three fields for the other system codes: its Code, Description 1, and
Description. The corresponding Cityworks Request Template Code may be added as a fourth field or it
may be quickly added to the imported information on the window selecting from the dropdown list. A 1:1
correspondence is required so each Cityworks request template may only be used once. Each Code,
Description 1, and Description 2 combination must be unique.

246 e Others Designer 2013 Guide



P 311 Codes - Notepad Q@@

File Edit Format WYiew Help
AV, Abandoned vehicle, Tow, ABANDONED CAR A
ACCT, CuUustomer ACCount, Update, ACCTUPDATE )

ACCTX, Customer Account, Close, ACCTCANCEL
CART, Garbage Cart, Request Additional, ADDITIONAL CART

ADMRPR, Administration, Repairs, ADMIN REPAIR 3

1. If importing a file, select the radio button for the Delimiter used in the import file.

¢ Comma

e Tab

e Other—Specify the delimiter in the box that opens when this option is selected. A semi-colon is
the default.

2. Use the Load dropdown Load File option to open a browser.

t—jgv
Load

|| LoadFile
k4 Save Codes
&3 Remove From List

3. Navigate to the file when the Select Other System Code File box opens.

4. Click on a Code in the list to load the information into the fields at the top or type in the Code along
with up to two descriptions (Description 1 and Description 2).

TIP: If the imported information already contains the Cityworks Request Template Code, sclect the
desired codes in the File Codes list (or select the ones to remove and use the Remove From List option in
the Load dropdown to eliminate any codes not needed first) to transfer to the Defined Codes /st on the
right pane and use the Save Code option in the Load dropdown to save the Defined Codes. Skip the

remaining steps if using this option.
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Other System Cq§§§

Current Domain | P4 v ‘,DEfinEd Codes .

Code i | Code Description 1 Description 2~ Request Template
CART ALLEY Alley Litter Trash Pickup  ALLEY
Description 1 | WMB Water Main  Break MalN BREAK
Garbage Cart

Description 2

| Request Additional
Request Template- ,
IDDITIONAL GARBAGE CART REQUESTED IV

= | l @ \ = .
Save NClear | Delete | Load
File es

Delimiter: &) Comma () Tab () Other

| Code Description 1 Descriptiot

| A Abandoned Vehicle Tow
ACCT Customer Account Update
ACCTX Customer Account Close
CART Garbage Cart Request &
ADMRPR  Administration Repairs
AAS Adopt-a-Stream Group Cle:
ALLEY Alley Litter Trash Pick
ALLEYLT Alley Light Replace
WhB Water Main Break

(£ >

5. Select the Cityworks Request Template from the dropdown list for where to link the fields.

NOTE: A defined code set may also be added to a request template on the Request Template Edit form
by selecting from the dropdown for Other System Code.

6. Click the Save button to save the information to the right pane.

NOTE: Once a Request Template has been saved, it is removed from the dropdown list. All mapped fields
are listed on the right pane and can be reloaded into the fields if changes occur.

The Clear button clears all the information on the left pane. The Delete button can be used to delete any
records selected from the Defined Codes list and opens a confirmation box before deleting the selected
code(s).
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Cityworks Data Template
The Cityworks Data Template is a specialized Excel interface that links directly to the Cityworks database for
editing multiple values. It is ideal for setting up a new Cityworks database or editing an existing one.

NOTE: Since request and work order templates require much more setup than can be done on the
ProblemLeaf or WOTemplate tables, most editing will need to be done in Designer.

Logging into the Database

The Cityworks Data Template is found on the ftp://ftp.cityworks.com/ site. Contact Azteca Systems Inc. client
support staff for login instructions. Only Cityworks domain administrators or superusers can log in to this
application.

1. Download a copy of the Cityworks Data Template from the ftp site.

2. Double-click on the CityworksDataTemplate in the saved location to access the Cityworks Login
dialog box.

NOTE: Once the Cityworks Data Template is open, the Cityworks Login screen can be accessed from the
Load Cityworks Table Menu option found in the context menu which opens by right-clicking in a cell,
allowing the user to switch tables.

MName Type Packed Size H... Size Ratio Date
& CityworksDataTemplate \ Microsoft Excel Worksheet 193KB No 487 KB 61% 4/13/2007 5:25 PM
@_]CityworksExcelTemplate( .3) Microsoft Word Document 429KB Mo 4,718KEB  91% 1/3/2006 4:15 PM

If a Security Warning box opens instead of the login screen, click Enable Macros.

NOTE: If the Cityworks Login screen doesn't open, refer to No Login Screen for how to change the Macro
> Security setting.

3. Enter the User ID and Password . Domain administrators may access all the tables. A superuser
can only access the employee table. If a superuser tries to open another table, a Login Error opens.
Clicking OK returns the superuser to the login screen.

4. Select the Cityworks Database from the dropdown listing the computer’s available ODBC
connections.
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ftp://ftp.cityworks.com/

Cityworks Login @

Verion 1.7

User ID: i

Password: *

Database: |BThomasville v

Table: |ProblemLeaf v
v Advanced oK L\\‘ | Cancel |

Select * From Azteca.ProblemlLeaf

Where
ProblemSID = 387

Order By
ProblemCode Desc

5. Select the desired Table from the dropdown list of predefined Cityworks tables that the template is
designed to access.

e ContractorLeaf
¢ Employee

e EquipmentLeaf
e MaterialLeaf

e ProblemLeaf

e TaskLeaf

¢ WOTemplate

NOTE: The columns, field types, number of characters, and other instructions are listed for each template in
Appendix 2. Cityworks Data Template Fields.

6. Optional: For more advanced login options, check the Advanced box to enable the additional SQL
query options for Where and Order By. Type the query in the Where field and the desired
column(s) for sorting the results in the Order By field.

7. Click the OK button to log in and load the information from the selected table or data matching the
advanced SQL query into Excel.
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A |

[ D ]

Database: BThomasville

UserlD: pw

PROBLEMSID |

PROBLEMCODE DESCRIPTION

| PRIORITY |

10222 YDPICKUP

= WA=

9933 YARD OVERGROWWN

YARD WASTE PICKUP REQUESTED 3
YARD OVERGROWWN-NEEDS CUT 3

8. Enter, review, update, or delete data as discussed in the following sections.

Menu Options

There are six menus associated with the Cityworks Data Template. Right-clicking in a cell opens this context

menu for these four options.

¢ Load Cityworks Table
e Import From Data Sheet
¢ Export to Data Sheet

¢ Clear Excel Data

Bl

N

o 2

Cut
Copy
Paste

Paste Special...

Insert...
Delete...

Clear Contents

Insert Comment

Format Cells...

Pick From Drop-down List...

Add Watch
Create List...

Hyperlink. ..

Look Up...

Load Cityworks Table
Import From Data Sheet
Export To Data Sheet
Clear Worksheet

The other two options are accessed by first highlighting the information to update or delete and then right-

clicking to open another context menu.

e Update Cityworks Record(s)
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¢ Delete Cityworks Record(s)

& | Cut
=3 Copy

|4 Paste

Paste Special...

Insert
Delete

Clear Contents

' Format Cells...
Row Height...
Hide
Unhide

Update Cityworks Record(s)
Delete Cityworks Record(s)

Load Cityworks Table

The Load Cityworks Table menu allows access to the Cityworks Login screen to switch between the

Cityworks tables.

Cityworks Login @

Verion 1.2

User ID: wsd

Password: ok

Database: |TVilled43

Table: |WOTemplate

v

Where

[~ Advanced oK [ I Cancel |

Select * From Azteca.WOTemplate

Order By
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IMPORTANT: Loading a table removes any previous table data from the template. Make sure all changes
are updated in the database before loading another table. See Update Cityworks Record(s) for more
information.

1. Right-click in any cell and select the Load Cityworks Table option from the context menu.
2. Enter the Password when the Cityworks Login screen opens.

NOTE: The cursor is set in the Password field on the login screen when the Load Cityworks Table option
Is selected.

3. Change to the desired Table.

4. Click OK to open the new table.

Import From Data Sheet

A copy of the template can be made and exported to a data sheet to allow other users to make updates to
the information without changing the information in the Cityworks database. These data sheets can then be
imported back into the Cityworks Data Template using the Import From Data Sheet menu option. Any
changes are displayed in green text so the domain administrator can review the information and commit the
changes to the database or discard them. See the following section, Export To Data Sheet, for information on
how to create the data sheet.

1. Right-click in a cell and select the Import From Data Sheet option from the context menu.

NOTE: If opening the template, click Cancel on the Cityworks Login screen to avoid having to log in
twice.

2. Select the desired radio button option for the data sheet to import from the Select Data File to
Import list.

NOTE: Only data sheets located in the same directory as the template are listed. When receiving the data
sheets back, store them in the Cityworks directory with the Cityworks Data Template file.

Select Data File to Import @

Select the data sheet you wish ta import. If the
desired data sheet is not listed, make sure it is in the
same directory as the Cityworks Data Template file,

ContractorLeaf.xls

Employee. xls
EquipmentLeaf.xls
MaterialLeaf . xls
TaskLeaf . xls

000®O0

QK % Cancel
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3. Enter the User ID, Password, and Database to log in into the main Cityworks database when the
Cityworks Login screen opens. The Table and Advanced checkbox are grayed out as they are
based on which data sheet was selected.

Cityworks Login @

Verion 1.7
User ID: [
Password: *
Database: [BThomasville N
Table: |Employee v

v advanced OK [ I Cancel |

Select * From Azteca.Employee

Where
DomainlD=1

Order By
LastNa mel

4. Click OK to load the table data. As the data loads, each cell is checked against the data sheet for
changes. Cell values changed in the data sheet are displayed in green, unchanged cells remain black,
and any row in another font color retains that font color.

NOTE: New records are added after the last entry in the data sheet.
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B [ C [ D 1 E 1 F I

i Employee

2 |EMPLOYEESID |EMPLOYEEID [ FIRSTNAME [ MIDDLEINITIAL| LASTNAME | TITLE |
| & | 5744 21138 CHARLIE BAXTER Storm Supervisor
4 11930 20225 WENDY 8. DAVIS Call Taker
| & | 4031 21238 BOBBY D GUNTER Water Supervisor
B 11934 00001 BRIAN L HASLAM President
| 7 | 5885 20221 JOHN F HASSLEBACK Call Taker
| G | 5686 20223 MICHEAL R JONES Call Taker
| ] | 575921038 FREDERICK J LARSEN Sewer Supervisor
10| 5754 21142 Jim B MARSHALL  Storm Maintenance Warker 2
11 4035 21042 TOM A MESSER Sewer Maintenance Worker 2
12 5854 20224 SUSAN J MILLER Call Taker
i3 5762 21241 | GUY F ROBERTS Water Maintenance YWorker 1
14 7890 10 AZTECA SYSTEMS Superuser
ey 12009 5 STEVE THOMAS WSD Supervisor
B 5743 21141 RUSSELL D VALENZY Storm Maintenance YWorker 1
Gl 5764 21242 FRANK D WADE Water Maintenance Worker 2
18 | 5667 20200 WsD WD Domain 2 Administrator

19 21041 DAVID B. JOHNSON Sewer Maintenance Worker 1

u

Review the data and edit current values directly. If records need to be deleted, highlight the
record(s) in a font color other than blue, red, green, or black.

6. Select the desired changes to add to the database, holding down the Shift or Ctrl key to make
multiple selections.

NOTE: Use <Shift + click> for consecutive selections or <Ctrl + click> for individual selections.

7. Right-click to open the context menu and select the Update option to update the Cityworks database
with the selected information.

8. Review the data and select any items for deletion and use the right-click context menu to select the
Delete option to delete the selected data from the database. See Delete Cityworks Record(s) for
more information.

NOTE: Perform update changes to the database before deletion changes.

Export To Data Sheet

The Export To Data Sheet function creates a static copy of the data displayed in Excel for allowing the
Cityworks domain administrator to permit any user to edit the data without altering the actual Cityworks
database.

1. Load the desired table into the template.
2. Right-click in a cell to open the context menu and select the Export To Data Sheet option.

3. An Excel file <TableName>.xIs is created in the same directory as the template containing the
current information in the data template.

NOTE: The table name, SQL query used to extract data from the main database, validations, lists, and codes
from the template are saved with this data sheet.
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Once the file is created, a message opens to inform the user, unless a data sheet has already been created.
Then another message box opens to ask if the user wants to replace the current file. Click Yes to save the
most recent data template or one with a different SQL query.

If a SQL query was used to create the data sheet, it is listed at the top of the data sheet.

| A | B l C l D 1 E | F
1 ol [AVI-T-W Select * From Azteca.Employee Where DomainlD = 2 And DomainlD=2 Order By LastMame
2 | EMPLOYEESID EMPLOYEEIDI FIRSTNAME IMIDDLEINITIALI LASTNAME I TITLE
3 5744 21138 CHARLIE BAXTER Storm Supervisor
4 11930 20225 WENDY S. DAVIS Call Taker

4. Send the data sheet to the desired user(s) to update the data with instructions to return it after
making the necessary changes.

5. When the data sheet is returned, the Cityworks domain administrator imports the data and commits
the desired changes to the actual tables. See the section Import From Data Sheet for more
information.

Clear Worksheet

The Clear Excel Worksheet clears the Excel spreadsheet of any data preparatory to importing a table.
Right-click in any cell to open the context menu and select the Clear Worksheet option.

Update Cityworks Record(s)

To update records from a data sheet, see the section Import From Data Sheet.

NOTE: Charts for each of the data templates can be found in Appendix 2: Gityworks Data Template Fields.

1. To add, update, or delete Cityworks data, enter data into the desired cell. An input message box
displays information to aid data entry. NULL means that the field may be left blank; NOT NULL
fields must have a response entered.

NOTE: Data validation occurs for each cell as data is entered.

¢ Text—Provides requirements for entering varchar (varying-character or alpha-numeric) text with
the maximum number of characters listed in parenthesis.

PROBLEMSID| _ PROBLEMCODE
56590 WATER I
5660 LEAK :
5562 LOVY PRES{ Liarchar] (20)
5669 INLET BACH (Required for
5670 CHANNEL B[ new entries)
5671 CULVERT BACKUP B

NOTE: If a number is inserted into a varchar field, a triangle is inserted into the corner of the field by Excel,
Indicating that Excel wants to format the field as a numeric field. The data loads correctly into the Cityworks
database.
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| MODEL |
G1600

Ba00

L37-HTC
W00

[varchar] (20) NULL

e Numeric fields—The first number in parenthesis lists the possible number of places to the left of
the decimal point and the second number lists the number of decimal places.

[numeric]
(S, 2) NULL

¢ Select from list— Select from the list of valid values.
SUBMITTO PROBCATEGORYI

40311 » ATER
MNULL YNISS
4009 n Select from list
5737 [ORM
5744 'ORM
5759 TE;
5773 .ORM
5744 5TORM

If the selection lists numeric codes which are not recognized, scroll ten columns past the last column of the
main body of the spreadsheet to view the user-defined lists with their associated values.

WOCUSTFIELDCATID
NULL MNULL
1 WATER
2 SEWER
5 BUILDINGS
6008 DIGSMART
6010 STORM

Do not change!

IMPORTANT: Do not change this information as it is listed for the user’s information only. These fields are
defined in Designer.

e For dropdowns with just a few options, the options are listed in the box.

D = Day
Y W = \Week
M M = Month

MOT MULL ¥ = Year

o Date Time—Use a standard date notation.

¢ KEYWORDS—Enter desired keywords, separated by a comma and a space.
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KEYWORDS
4 FIRE, HYD, HYDRANT, KEN, KENMNEDY
Enter a

comma
delimited list

¢ Must use Designer—This field must be populated using Cityworks Designer.

¢ No longer used by Cityworks—These fields may contain information from older versions of
Cityworks that have changed in more recent versions of Cityworks.

[varchar] (30)
NOT NULL
(Required for
new entries)

¢ Required for new entries—Must populate this field.

¢ Do not alter/add values—Unique ID and SID fields cannot be edited as they are consecutive,
system-generated, numbers and are automatically populated with the appropriate values when
the new information is added.

NOTE: MaterialUID and EquipmentUID must be assigned unique IDs; for example, use a different ID for
each battery size.

EMPLOYEESID | EMP]
PR

Do not
alterfadd
column values

2. Select the entire row(s) of desired data to add to the Cityworks database.
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71138 CHARLIE _ BAXIER

¥ cut DY S. DAVIS
i B D GUNTER
=3 Copy N L HASLAM
% Paste *J F HASSLEBACK
Paste Special... [EAL R JONES
ERICK J LARSEN
Insert B MARSHALL
Delete A MESSER
= S J MILLER
Clear Contents F ROBERTS
2 Format Cells... FCA SYSTEMS
Row Height... /E THOMAS
2 SELL D WALENZY
Hide K D WADE
Unhide WWSD
< : B. JOHNSON
a0 r— Update Cityworks Record(s)
21 Delete Cityworks Record(s) %_

3. Right-click the mouse in the highlighted region to open this context menu.

4. Select the option Update Cityworks Record(s). The template cycles through each cell in each
selected row, updating existing data and inserting new data. New cell values committed to the
database without any errors are displayed in blue. Cell values with errors are shown in red. Unaltered
values are black.

A B [ C D] E | F f G | H |
i Employee
2 |EMPLOYEESID |[EMPLOYEEID | FIRSTNAME [El| LASTNAME | TITLE | PAGER |WORKPHONE|
3 5744 21138 CHARLIE BAXTER Storm Supervisor  801-537-1111 801-537-1131
4 11930 20225 WENDY 3. DAVIS Call Taker 801-537-1134
5 4031 212358 BOBBY D GUNTER Water Supervisor | 801-537-1122 801 537-1132

Delete Cityworks Record(s)

Deleting a record removes the items from the specific table as well as all related data in related tables.
However, it does not delete existing work order or service request data. See Associated Table Deletions for all
related table deletion information.
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MATERIALSID MATERIALUID

RTNUM|

DESCRIPTION

12024 YLVACTRHYD

M3-203

— %
_.;51
e

Cut
Copy
Paste

Paste Special. ..

55412

Hydraulic valve actuator
Electric valve actuator

5630
16931
17153
50334
£0357

Insert
Delete

Clear Contents

50302
33198
39218
PO536

Format Cells...
Row Height...
Hide

Unhide

21963
52032
55218

Update Cityworks Record(s)

45561

Delete Cityworks Record(s) [k_ 45229

4 inch Watts gate valve

1-1/2 inch Crane gate valve

2 inch Watts backflow preventor

1 inch Febco backflow preventor
12 inch Techno gear-operated waf
3 inch ITT-Grinnell lug style butter
“ortran air release valve

Benton air release valve

5 HP Aerator motor

1.5 HP Generator Motor

USA Electronics Receiver well col
Textronics Wire Terminal Kit

430 %olt Single Phase distribution
120/240 %olt Single Phase distriby
232%1 inch PVC tee

12%12x%12 inch PVC tee

6x6x6 inch cast iron tee

5. Select the entire row(s) of data to delete.

6. Right-click in the highlighted region to open this context menu.

7. Select the option Delete Cityworks Record(s) to open the confirmation box.

8. Click Yes to confirm the data deletion and delete the selected rows.

Associated Table Deletions

The associated tables where data is deleted when deleting records from the various templates include the

following.

WOTemplate

Employee

WOTempAttachment
WOTempComment
WOTempGroupRight
WOTemplnstruction
WOTempTask

CwCustField
EmployeeAttachment
EmployeeSkill
EmpModule
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e GroupUser
e RelEmpToField
e StoreGroupUser

ProblemLeaf

e ProblemAttachment
e ProblemComment

¢ ProblemGroupRight
e ProblemKeyword

e ProblemMapLayer

e ProblemNode

¢ ProblemQuestion

ContractorLeaf

e ContractorNode
¢ CwCustField
EquipmentLeaf

e EquipmentNode
e CwCustField

MaterialLeaf

e MaterialNode
¢ CwCustField
TaskLeaf

e TaskNode
e CwCustField

Inserting New Data

New data may be entered using the template or using a data sheet. See Import From Data Sheet for
information on that option.

1. Scroll to the first empty row at the bottom of the table.
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il ContractorlLeaf

2 | CONTRACTORSID

10 11950 Cazi
11 11954 All-S
12 11956 Timb
13 |

14 Do not -

15 alter/add

16 column values

17

2. Skip the cell in the first column (SID value) since new records added to the database are
automatically assigned the appropriate SID value.

IMPORTANT: Do not populate the SID (system ID) value for new entries or alter it for any existing records.
3. Enter the new information in the row, completing all required data fields for the new record(s).

4. Select all new records and right-click in the highlighted area to open the context menu.

12 | 11956 Timberline Construction Co. F5477811 Construction services
RH Johnson Construction Inc. 2158692 General & engineering contractors
Hunt Electric, Inc. 681547 Electric contractor & project managers

5. Select the Update Cityworks Record(s) option near the bottom to commit the new record(s) to
the database.

New cell values displayed in blue have been committed to the database. Cell values with errors are red.
Unaltered values are black.

ContractorLeaf
CONTRACTORSID CONTRACTORNAME LACTORNI DESCRIPTION I

11956 Timberline Construction Co.  F5477811 Construction services
12025 RH JOHNSON CONSTRUCTIC 2158692 General & engineering contractors
12026 HUNT ELECTRIC, INC. 681547 Electric contractor & project managers

IMPORTANT: When copying data from another worksheet, use the Excel Paste Special command from the
Excel Edit menu to paste only the cell values. If Paste Special is not used, all validation checks on the
destination cells are removed.
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Edit | View Insert Format Te
Can't Undo Chrl+-2Z
(L] : Repeat Alignment  Ctrl+Y
& Cut Chrl+¥
=3 Copy Chrl+C
&b Office Clipboard...
A .
4 Paste Crbtv Paste Special @
Paste Special...
| = [,E | Paste
Paste as Hyperlink O al () validation
Fill > () Formulas () all except borders
Clear 8 [k (O Column widths
o () Formats () Formulas and number formats
S () Comments () Values and number Formats
Delete Sheet :
Operation
Move or Copy Sheet... (%) None () multiply
43 End... Ctrl+F O add © bivide
() subtract
Replace... Ctrl+H
goTo... QrhG [] skip blanks [] Transpose
Links...
Object [ QK ] [ Cancel ]

Cityworks Custom Data Fields

The template works with Custom Data Fields (not the same as Custom Categories) defined in Designer.
When custom fields are detected for the desired table, the fields are loaded in the spreadsheet at the end of
the standard table fields, right before the Keywords column if Keywords is part of the selected template.

Custom fields must first be defined in Designer in order for them to appear in the template. If the custom
fields use codes, those codes are loaded into the template as a selection list.

AM | AN | AO | AP

All Employee Custom Data Fields

EMERGENCY CONTACT HIRE DATE| MAILING ADDRESS |[BIRTH DATE|
Melissa Johnson 798-6571 121072006 1901 M. Santa Fe Ave., Thomasville 84070 1/26/1981
Amber Connor 882-9475 1/1/1996 1743 Raquel Rd., Thomas Lake 840394 31741956
Keith Davis 560-0333 34172001 1388 E Wingpoint Ave., Thomasville 84070  5/30/1981

If new records have required fields with a default value, this value is entered automatically. Required fields
with no default value have a temporary value assigned in the field, such as Value Required. The
administrator should add the information.

[ EMERGENCY CONTACT |
Yalue Required
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Troubleshooting

The most common errors when accessing the Cityworks Data Template are having no login screen open, a
missing or incorrect list selection, and a password prompt when closing. Please call Azteca Systems Inc.
Customer Support if additional help is needed.

No Login Screen

If no login screen appears after opening the CityworksDataTemplate.xls file, check the Macro Security

setting. Macro security set to Very High or High disables the macros.

NOTE: A dialog box may open after logging in where the user may select Enable Macros to open the
Cityworks Data Template (if the setting is set to Medium). See the image at the end of this section.

1. Using the Tools menu in Excel, select Macro > Security.

Tools | Data ‘Window Help

2. Set the Security Level to Medium or Low.

& speliing... 7 | @ E§Aria| > 10
4 Research... Alt+Click
‘(g} Error Checking... ] G ] H | I
Shared Workspace...
Share Workbook. ..
Protection >
Online Collaboration »
Formula Auditing »
Macro Pl »  Macros... Alt+Fg
Customize... @ Record New Macro...
Options... Security... >
¥ #] visual Basic Editor " Alt+F11
O Microsoft Script Editor  Alt+Shift+F11
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Security @

Security Level ’ Trusted Publishers

(O very High. Only macros installed in trusted locations will be allowed
to run. All other signed and unsigned macros are disabled.

(O High. Only signed macros from trusted sources will be allowed to
run. Unsigned macros are automatically disabled.

(® Medium. You can choose whether or not to run potentially unsafe
imacros,

() Low {not recommended). You are not protected from potentially
unsafe macros. Use this setting only if you have virus scanning
software installed, or vou have checked the safety of all documents
vou open.

Yirus scanneris) installed.

[ OK %J [ Cancel ]

NOTE: The LOW setting allows macros to always run.

Setting the security to MEDIUM prompts the user to enable or disable the macros each time the file is
opened.

Security Warning @

"C:\Documents and Settings\AdministratoriMy Documentsi\My Received
Files\CityworksDataTemplate.xls" contains macros.

Macros may contain viruses, It is usually safe to disable macros, but if the
macros are leqgitimate, you might lose some functionality.

Disable Macros ] [_I;Znable Macros %J [ More Info ]

Missing or Incorrect List Selection

Selection list values are loaded into the spreadsheet from the database into columns not used by the
template. They can be viewed by scrolling to the top record, then scrolling ten columns past the last
Cityworks field. These values must not be altered, deleted, or overwritten.
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PRIORITY SUBMITTO

NULL NULL NULL NULL
f Wery High 4009 GAINES, NATHAN

2 High 4031 GUNTER, BOEBBY D

3 Medium 5737 MEYERS, CLINT P

(! Medium Low 5744 BAXTER CHARLIE

(3 Low 5759 LARSEN,FREDERICK J

Pasting data without using the Paste Special command may override these cell values. The only way to
repopulate these lists is to reload the table.

Password Prompt When Closing

A bug in Google Desktop search is responsible for a password prompt appearing when closing the template.
This happens because Google desktop tries to index the macros but can’t because the macros are password-

protected.

CityworksDatalemplate Password

Password

| | Cancel |

The fix requires changing a registry key value from 2 to 3 (2 is the default value).

1. Open the registry editor and search for this key:
HKEY_CURRENT_USER\Software\Microsoft\Office\Excel\Addins\Office.Desktop.Google.

com)\
2. Change LoadBehavior value from 2 to 3.
3. Close the registry editor.
4. Cancel the CityworksDataTemplate Password message.

5. Exit out of the Cityworks Data Template.
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Cityworks Customization

Cityworks can be customized to an organization by modifying the text, labels, and colors of fields in Cityworks
and creating or modifying print templates.

Cityworks Customize Form

The Cityworks domain administrator may choose to customize the Cityworks service request and work order
forms. These modifications are effective for all users in the domain. The ability to customize the layout of
these forms allows the organization to designate mandatory fields for their users to fill in through color-
coding and change text captions to reflect the organization’s nomenclature to facilitate data entry or for non-
English users to view the text in their own language. However, changing the layout of the form does not
affect the backend of the Cityworks database which retains the original names.

Customization may include changing the text on buttons or field labels; hiding a field; italicizing, bolding, or
underlining; adding a border; and modifying the text color or background color. A Preview box shows a
sample of the selections so they can be viewed before applying them.

However, not all options are available for all items. For example, the only thing that can be changed on a
Tab, Toolbar, or Toolbar Menu is the Caption; therefore, the Preview box and color dropdowns are

black with the checkboxes grayed out, leaving only the Caption field active. Hide is also grayed out for

some functions for items which cannot be hidden.

Preview

O O Bold
O ek O Underline

O Boder ]

Caption [Buttons and Labels)
| Close

W | Text Color
_!] ] Backaround Color

Service Request Customize Layout
1. Log in to Cityworks Desktop or Standalone.

2. Open the service request form and select Customize Layout from the Tools dropdown menu to
open the Customize box.
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%] Customize: frmRequest

* View By Layout
" View By Control

Iﬁ ﬁ Search for Request ID:

Tools Labor ! Toolbar
Email Request % Tools Menu
Email Caller Séve Menu

Print Menu

Delete Request

£
View Audit Log g Search Tab

Change Request Security
Customize Layout
Open Closed Request k

Data Collection Flow
Hot Keys

3. Select the radio button which is best suited to the task.

e View By Layout—Use for changing the field labels, colors, or backgrounds by pane.

e View By Control—Use to change the layout of all buttons, checkboxes, data entry areas, labels,
lists, options, tabs, toolbars, and toolbar menus.

NOTE: View By Control lists the pane where the item is found in parenthesis following the name.

" View By Layout
@ \fiew By Control

E2] Button

&2 CheckBox

i) Data

4+ Label

[2:5] List

[2::] Option

Parcels [Caller)
Streets [Caller)

[ >

Caller (Search Tab)
'% Custom [Search Tab)
'% General (Search Tab)
'% Problem [Search Tab]
'% Status [Search Tab)
'% Text [Search Tab)
Toolbar
Toolbar Menu v

4. Double-click on the icon in the list to display the contents inside, clicking on the plus sign if needed to
display the individual items.
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TIP: The items are displayed in alphabetical order.

&+ View By Layout
" View By Control

* View By Layout
" View By Control

w Request
= U Upper Left
+ A Request Management

+ 73] Questions and Answers
+ %) Problem Keywords
* , Problem Tree

= L) Lower Left
+ @ Problem Details
+ ©) View Questions/Answers
+ Work Comments

-+

,.ﬁ New Work Comments
= U Upper Right
* Caller
= LJ Lower Right
+ W& GIS Information
+ Attachments

+ - (0 Additional Callers

|>

v

mﬂe

+

+

quest
U Upper Left

= 6 Request Management

= Iﬂ Button

M CheckBox

+
- |l Data
- | Label

! "g Questions and Answers
[+ 7] Prablem Kepwords
#

? Problem Tree
L) Lower Left
| | Upper Right

Attach To
Attach To
Create
Open w0
Open

5. Select the item(s) to change, using Ctrl or Shift for multiple selections.
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[i| Customize: frmRequest Q@@

* View By Layout
" View By Control

= .& Request Management ~
2 Button
[+ CheckBox
= B Data
I!J Category

B Date Inventory Do
B Date Time Init

[CfDisptach Tl

B Priority E
l!J Pri Comp Date
B Project Name
B Request IDs
B Status
(]
B workOrder D
# A Label bd
< |
Preview
Disptach To
[ Hide [ Bold
O s [ Undeiline
O

Caption [Buttons and Labels)
| Disptach To

W ~| Text Color

|_| 'I Background Color

¥
Ugave % | IDefauIt

[ Reset all controls to default

6. Check the desired checkboxes.

¢ Hide—Use to hide the field, leaving an empty space matching the background color instead of
the item.

[ Is the Investigation Complete?  [] s the Investigation Complete?

[ Is This Incident an Emergency?
[ Is aWoark Order Needed? [ Is a Work Order Needed?

O O
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e Bold—Use to draw attention to an item.

TIP: When bolding text, verify there is enough space to read the text on the form. If there is not enough
room, not all of the text will be visible.

Submit To | L|
Opened By
ispatched To | LJ

o TItalic—Use to italicize the text.

TIP: Italics require more space than regular text so verify the selected fields are still visible once the change
s made.

T | l

¢ Underline—Adds a line under the text in the same color as the text.
Dispatched To

e Border—Adds a black box around a button, data field, or label.

NOTE: Border does not apply to checkboxes.

[ Create |

7. Optional: Change the Caption by typing the new text in the box.
NOTE: Field captions must be changed one at a time.

TIP: A caption may be changed to incorporate the terms used by the organization and with which the
employees would be more familiar with, e.g., changing Shop to Service Area.

8. Click the Save button to change the layout.

Click the Default button with the item(s) selected to restore the default settings or check the box for Reset
all controls to default to restore all default settings.

IMPORTANT: To add a hidden item back on to the form, select it and uncheck the Hide box. Click Save
and exit out of the service request form. This will automatically close the Customize form. Open the request
window to refresh the form which adds any hidden items that have been unchecked.

Work Order Layout Manager

Work orders are customized in the same manner as service requests. Open any work order template using
Standalone or ArcMap and select Layout Manager from the Tools dropdown menu to open the Customize
form and follow steps 3-8 under Service Request Customize Layout. In addition to having a Layout
Manager for work orders, there is a separate Layout Manager option on the Work Order Search window
(see Work Order Search Layout Manager) and a Form Layout button on each Cityworks inspection form that
opens a Customize window for each inspection.
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Ig I'v' [

» Tools Inspections
Security
Costs
Email
Delete
Create Child WO
Change WO Description
Hot Keys
Highlight Features
New Work Order
Audit Log

[i| Customize: frmCreateWO

* iew By Layout
" View By Control

o] Attachments
Bottom Tab
2] Comments
=] Custom

2] Cycle

2] Details

[E2] E ntities

&2) Equipment
%] General

%] Instructions
@3] Labor
Location

] Main Tab
2=] Main Toolbar
2] MaplLayers
2] Material

|2

Print

Preview
Sample
[ Hide [ Bold
O s [ Underline
O

Caption [Buttons and Labels)

W ~| Text Color

|_] 'I Background Color

¥
U Save I I Default

[ Reset all contrals to default
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" View By Layout
& View By Control

Button

£ Cancel Work Order [Details)
£ Contractor Billable (Details)
¢ Legal Billable (D etails)
4 Update Map (Details)
£ Apply To All (General)
£4) Print Inventory with W0 [Print)
£4) Continue [T ask)
o Rework (T ask)

122

|E2] T oolbar Menu v

Work Order Search Layout Manager

A separate Layout Manager is available for the Work Order Search window and is accessed in the
Search dropdown menu. This Customize form works the same as the others.

¥ Work Order Search

‘Searcb Results _ Exit

Layout Manager
worcar |y ties/&ctivitiesl
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[i| Customize: frmW0OSearch

* View By Layout
" View By Control

EEX

" View By Layout
* ‘iew By Control

[2::] Option

Custom [Main Tab])

& Details (Main Tab)

% General (Main Tab)

@ Tasks (Main Tab)

% Facilities/Activities [Main Tab)
Toolbar

Toolbar Menu
[E2] Tools Menu

Customizing Print or Email Templates for Desktop

Print or email templates may be customized by the organization to contain the information needed in the
format desired for requests, work orders, inspections, and emails. Different print templates may be created
for each request or work order type or the default template may be modified and used for all requests or
work orders. Enter the print template name in Designer. For requests, use Cityworks Setup > Request
Templates > General Info tab > Word Template field. For work orders, go to Cityworks Setup >
Work Order Templates > Printing tab > Microsoft Word Template field.

NOTE: Custom inspections can also be created but must be saved with the default template name since
there is no field for pointing to a custom template.

Email templates can be created for customers and internal emails which can be sent automatically when
requests or work orders are created, closed, etc. Specify custom email templates under Others >
Preferences > Email Settings tab.

All Cityworks print templates must be located in the Templates folder. If customized templates are used,
also store a copy in another location to facilitate updating Cityworks software so they can be retrieved and
updated using the Macro Manager function. The macros are a set of instructions that are carried out before
printing to populate the designated field values. Azteca Systems Inc. recommends not editing macros.

TIP: When upgrading Cityworks, Cityworks must first be removed and then reinstalled. Therefore, all custom
print or email templates are lost unless they have also been stored in another location. Beginning with
Cityworks 4.5 sp 4, print templates are not automatically installed with the setup.

The files called SRAllfields and PWAIlfields contain a list of all the Cityworks fields that can be used on a
service request or work order template. Similar Allfields files also exist for each inspection type. Field names
are listed in square brackets and are replaced with the field values before printing.
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05/05/08

1

This template contains all work order fields that can be printed. When finished editing, save this template as PYW.dot

Description Of Value
| Waork Order ID #
| WWork Order Category
Work Order Description
| Work Order Priority
| Supervisor 7
Projected Start Date
| Projected Finish Date
Actual Start Date
Actual Finish Date
| Associated Project Name
| Account Number
Work Order X Coordinate
| ¥Work Order ¥ Coordinate
| Shop Field Value
Work Order |nitiated By Name

Value To Insert Into Print Template

| [WaorkOrderID)
 [WoCategory]

[Description]

| [Priority]
[Supervisor]

[ProjStartDate]
[ProjFinishDate]
[ActualStartDate]
[ActualFinishDate]
[PrajectName]
[AcctNum]

[WoXCoordinate]
| [WoYCoordinate]
[Shop]

[InitiatedBy]

When the Print button is clicked, the values are written to a key in the registry. The key is created the first
time it prints. The last loaded values remain on the key. The macro is used to retrieve the field values and
place them in the designated location on the form.

1. Right-click on the desired default template found in the Cityworks directory > Templates folder

and select Properties.

TIP: It may be easier to begin with the corresponding AllFields.dot file and delete any fields that are not

needed.

New

Open

Print

Open With...

Scan with Norton Internet Security
| &) WinZip 3
Send To »

Cut
Copy

Create Shortcut
Delete
Rename

e Work orders—PW.dot file.

e Service requests—SR.dot file.
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Folders

= () Program Files
# [5) Adobe
# () ArcGIS

& I3) ChartDirector

= I3 Cityworks

® () ArcGIS Engine Runtime

() bin

# () CallCenterSupport

X Name -

A BimH, dot

— B|MHAlIfelds. dot
] oH. dot
W] oHAlFields. dot
LJ’ PW.dot
@JPWAIIFleIdRot
@‘]Smoke dot
8| smokeAlIFields. dot

|5) DB Manager @JSR'd“

() Georules
() SymbolThemes

) Temp

) Templates

e Inspections—the remaining .dot files as shown in the table.

| spallFields. dot
#SRCALLER. doc
W) srcaller.htm

) SRINTERNAL .doc

Template Name

Form

AR.dot Automatic Reclose Inspection
Battery.dot Battery Inspection

Chgout.dot Meter Changeout Report
CrackSeal.dot Crack Sealing

Dye.dot Dyed Water Flood Test Report

EChgout.dot

Meter Changeout Report

FireFlow.dot

Hydrant Flow Test Report

General.dot General Inspection Report

HydDev.dot Hydrant Device Inspection Report

Inlet.dot Inlet Inspection Report

Inspection.dot Inspection

Meter.dot Water Meter Test Report

MH.dot Manhole Inspection and Manhole Dye Test Report
OH.dot Overhead Electrical Line Inspection

Smoke.dot Smoke Test Report

SSRelay.dot Substation Relay

SSTransfmr.dot

Substation Transformer

SubStat.dot

Substation Inspection

SwchDev.dot

Switch Device Inspection

SwchDevRel.dot

Switch Device Relay

Transfmr.dot

Transformer Inspection

Tree.dot Tree Inspection

TV.dot TV Inspection Report
UGFac.dot Underground Facility Inspection
Valve.dot Valve Inspection Report

e Emails—SRCALLER.doc, SRINTERNAL.doc, WOCALLER.doc, or WOINTERNAL.doc file.
2. Uncheck Read-only under Attributes and click OK.
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PW.dot Properties @

General 1

E ; PW.dot J

Type of file:  Microsoft Word Template

Opens with: ] Microsoft Office Word [ Change... ]
Location: C:\Program Files\Cityworks\Templates
Size: 69.5KB (71,168 bytes)

Size ondisk:  72.0 KB (73,728 bytes)

Created: Tuesday, April 17, 2007, 7:26:00 AM
Modified: Tuesday, April 17, 2007, 7:26:00 AM

Accessed: Today, May 29, 2007, 10:34:45 AM

Attributes: I%Read-only [JHidden

[ OK I[ Cancel ]

3. Right-click on the template and click Open or open from Microsoft Word by browsing to the location.

NOTE: If the file is opened by double-clicking on it, it will be a read-only file which may not contain the
attached macro.
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New

Open

Print \
Open With...

Scan with Norton Internet Security
3 WinZip 3
Send To »

Cut
Copy

Create Shortcut
Delete
Rename

Properties

4. Move current fields to the desired locations and delete any information that is not needed.

5. Type in information labels with database fields in the desired location. Any Cityworks field found in
the accompanying AllFields.dot file, such as PWAIlIFields.dot for work orders or SRAIIFields.dot
for requests, in the Templates directory of Cityworks may be added to a template.

NOTE: Fields that have associated information coming from the Cityworks database may not be added to
headers or footers.

TIP: Be sure to leave enough room for the data as it will wrap to the next line if it is too long.

Add information in tables when the information may require multiple rows to keep it lined up correctly. Long
field values wrap to the next line and expand the columns downward to accommodate the additional
information. If there are multiple field values, such as entities or callers, place the information in a table with
the first row listing the desired column names and the second row the Cityworks field name to provide a
separate line for each value when loading the information. When adding multiple asset types to a single work
order template, each asset type must be in a separate table with a header row and the tables must be placed
at the bottom of the print template. Other Cityworks fields do not need to be in tables.

Sewer Gravity Main WORK ORDER [Description]
Work Order Number: [WorkOrderID]

In Service: Out of Service:
WO Initiated Date: Supervisor: Team [EstLaborName]
[nitiateDate] [Supervisor] Members:
| Address: [WOAddress] . Key Map: [MapPage]
[Location] Shop: [Shop]
Asset ID: Main Diameter: | Material:

[SGRAVITYMAI | [SGRAVITYMA | [SGRAVITYMAINMATERIAL]
NFACILITYID] | INNOMINALSI
ZE]
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Geodatabase fields may be added to a work order template but must be added in a separate table with the
label on the first row and key word [FEATURENAMEFIELDNAME] on the second row, such as
[SGRAVITYMAINFACILITYID]. They must also be set to Printable in Designer under GIS Setup >
Asset Form Configuration for the values to load into the fields.

| Field Name Fore Color Bold Visible Flle Path Pnntable
| OBJECTID 0 N Y N Y
i Enabled 0 N Y N N

[ Administrativedrea 0 N
‘_I_-II_
| Location N
| InstallDate 0 N Y N Y

6. Save and close the new template if replacing the default template or save with a code name of 8
characters or less as a .dot file for requests and work orders (or as a .doc file for emails) in the
same file directory. The default location is Program Files > Cityworks > Templates.

File name: m .
Save as type! |Document Template (*.dot)
NOTE: Inspection templates must retain the default name.

TIP: When replacing a default template, save the original in another location or with another name. After
verifying that the data loads correctly, this template can be deleted.

7. Right-click on the file in the Templates directory, select Properties, and check the Read-only box
so the template cannot be changed by a user viewing a print preview. See image with step 2.

8. For defining custom email or work order templates: Go to Others > Codes, select the Current
Domain and Others as the Asset Group, and either the Email Word Templates or Work Order
Print Template and populate the Code and Description for each custom template.
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Codes

Current Domain | F'W V
P Add/Modity | @8 Import | 4 CCTYV|
Asset Group 7 Code Format - )
OTHERS v ‘ Codes and Descriptions v
Code Types : Codes and Descriptions
Code Description » Code Description
EMAILTMP Email Word Templates SRCUSTCA SR custom caller template
PMTSTAT Work Permit Status SRID Request # [RequestiD]
PMTTYPE Work Permit Type WOCUSTCA W0 custom caller template
PRJTSTAT Project Status
SHOP Maintenance Shop or Department
SRSTATUS Service Request Status
STORERM Storeroom Name
UJACCDESC Units Accomplished Description
UNITMEAS Material Quantity Unit of Measure
WOPRINT  Work Order Prnt Templste
Focelpe . Desoibin e Descrplion
i VEmaiI Word Templates , 'WDID ‘ ]}Mork orderr #MorkDrderrer]
= = = =
Save Clear Save Clear Delete

1A

9. Open to the applicable location and add the template name.

¢ Requests—Type the template name in the Value column under Request Templates >
General Info tab > Word Template field (multiple requests may be done at the same time) or
Request Template Edit window for the desired request > General tab > Word Template
field.

¢ Work Orders—Open the desired Work Order Templates for the desired asset (multiple work
order templates may be selected for the asset) and switch to the Printing tab. In the Template
Settings box, double-click in the Microsoft Word Template field and select the template from
the Codes box.

e Emails—Select from the Codes box by double-clicking in the Custom Email Template field
under Others > Preferences > Email Settings tab > Service Request Emailing or Work
Order Emailing box > Internal or Caller.

10. Verify that the information is loading correctly and that the layout is acceptable by opening a request,
work order, or inspection that uses the newly created template and clicking Print Preview, Print, or
Email.

If the form loads without inserting the specific field information, go to Designer under Others > Macro
Manager, select the existing Cityworks template as the source file from which to apply the macros and
the template(s) to copy them to as the destination files and click the Update button to apply the macros.
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Macro Manager

Select the Cityworks Template files you wish to update by
Remove unwanted file(s) by selecting the filename(s) and
Cityworks macros to be copied by double-clicking the box

 C:\Program FileshCityworks\Templates\F/. dot

Add Remove |Update

"y

Destination File[s]
C:\Proagram Files\Cityworks\T emplateshsgrymnwo. dot

11. Make a backup copy of all custom templates in another location so they can be copied back into the
Templates folder when uninstalling and reinstalling Cityworks.

Updating Cityworks Print Templates

Beginning with Cityworks 4.5 sp 4, the setup comes with a separate folder of print templates so it will no
longer automatically install new print templates and overwrite custom templates which have the same name.
Two methods are available for Cityworks domain administrators to handle updating print templates.

e Manually copy the updated print templates to the user’'s Templates folder.

e Update using a network location.

Manually Adding Custom Print Templates
Follow these steps each time a new Cityworks service pack contains a separate folder for print templates.
1. Move custom print templates with the default file name to another location before running the install.

NOTE: Custom print templates which have been renamed may be left in the Templates folder and updated
from there.

2. Install the service pack.
3. Copy the Templates folder contained in the service pack to the Cityworks folder.

4. Update the macros on the custom templates using Cityworks Designer > Others > Macro
Manager.
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Macro Manager

Select the Cityworks Template files you wish to update by clicking the 'Add' button, or drag and drop the
files into the list view. Remove unwanted file[s) by selecting the filename(s) and clicking the 'Remove’
button. Select the file containing the Cityworks macros to be copied by double-clicking the box below.

|C:\Program Files\Cityworks\Templates'PW dot

i @ ]
Add Remove Update

" Destination File[s]

C:\Proaram Files\Cityworks\Templates\Sewerw/0.doc
| C:AProgram Filesh\CityworkshTemplateshsgrvmnwo. dot
| C:\Program Files\Cityworksh T emplates\Stormi/0.doc
‘ C:\Program Files\Citywork s\ T emplatesiw aterw/0.doc

5. Copy the updated custom print templates back into the Cityworks Templates folder.

Using the Network Updating Function

Using the network updating function allows the print templates to be stored in a centralized location which
can be accessed by each user. The Cityworks domain administrator is responsible for following these steps

each time a new service pack is installed which contains changes to the print templates.

1. Copy the Templates folder from the service pack.

Folders wi pra—
S £ Projects A // CW4.55P4RC406032009 C)) prin Terplates 060320098
[ Anywhere Graphics Explore
() Becky_M%D_ThomasvillepGDE Open
() bm_addressranges Search...
() CityworksExcelTemplate Sharing and Security...
# |2) CW4.5RC1211252008
() CW4S Service Pack 3 Send To »
= 29 CwA4s 5P4 cut
|2 CW4.55P4RC406032009
w,j Print Templates 06032009 m
() Karen Stuff Create Shortcut
() MicroPAYERS32 3 Delete
[C3) MicroPAVER 533 Rename
LD MXDFile Properties

# [2) Python21

2. Place it in the desired network location.

3. Log in to Cityworks Designer > Others > Preferences > General tab and scroll down to the

Print Templates - network location option.
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Cityworks Designer - BThomasville - PW - Preferences

R :
{JLogn (g Connect GeoDB [ QExnt
& Cityworks Setup Preferences :
L Storeroom Current Domain ( P/ v
= Others e — — -
" | Units of Measure & General 1L & Email Settings | 57! Holidays |
JI Codes Description Value N
J Custom Data Fields Use ArcGIS Data Model Y
5% Preferences Include Cancelled Templates and T asks in Searches Y
| 141 Quantity Matrix for Smoke Test lL-Ilse EE’-{_‘S“"C&"‘; Checkout $
| Map Layers and Fields ki oces
JI Customer Accounts First Day of Week Sunday
J! ; lJse Dynamic Cost Codes N
_, U Material Groups First Month of Fiscal Year January
JI Macro Manager Default \Workday Hours 8
Jl Record Lock Default Applied Overhead Percent 0
Default Budget Range Years 3
Geodatabase Asset Groups Owned by SDE N
Default Inspection Status - New PEND
Default Request Caller Type RES
Auto format phone numbers Y
lUse Request domain preferences for GIS layers first. Y
MNumber of system |Ds to use during DataPump checkout. 100
Print Templates - network location.
Print Templates - last update. e
Sagve [C] Update 'Print Templates - last update.' to current date/time.
< | BB

4. Double-click in the field (or press the spacebar) to open the Browse for Folder navigation box.

Browse For Folder

PX

) CwWimages
() Flexim

() Karen

[) Projects

HEBEBR®

EN®] Templates

<

& () CW Import Files ~

I0) stored Documents

# 2) SRInternal_files
® () wolnternal_files v

| >

[Make Mew Folder ] [ QK %_J [ Cancel ]

5. Browse to the network location and click OK to load the file path (or double-click).

6. Check the box for ‘Update Print Templates - last update.’ to current date/time (next to the
Save button) and click the Save button to populate the current date into the Print Templates -
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last update field. The software uses this date to compare the dates of the templates, adding a date
to the older file name.

IMPORTANT: This checkbox must be checked each time a new service pack containing new templates is
Installed to refresh the date.

7. Update the macros on all custom templates using Cityworks Designer > Others > Macro
Manager. Skip to step 9 if using only the Cityworks default print templates.

Macro Manager

Select the Cityworks Template files you wish to update by clicking the 'Add’ button, or drag and drop the
files into the list view. Remove unwanted file(s] by selecting the filename(s) and clicking the 'Remove’
button. Select the file containing the Cityworks macros to be copied by double-clicking the box below.

;Y:\foice\Staff'\Kar_en ThomashT emplat_es'\F’W.dot

e @ [ 2
Add Remove |Update
e

| Destination Files]
C:\Program Files\Cityworks\T emplates\Fiw/. dot

8. Place the custom templates in the network Templates folder.

9. Start up ArcMap or Standalone. The first time Cityworks is accessed by each user after the update,
the software searches the network folder for newer versions of the print templates. If it finds any, it
copies the template(s) into the user’s Cityworks Templates folder, automatically updating it to
match the Templates folder in the network location.

Renaming and Linking Custom Print Templates

A default template can be customized, renamed, and stored in the Cityworks Templates folder with a new
name to avoid the problem of figuring out which template is the custom one. Cityworks Designer allows
adding a custom print template to multiple requests or work orders at the same time so it's quick and easy to
link the custom templates to the desired requests or work orders.

1. Create the custom print templates.
2. In Designer under Others > Codes on the Add/Maodify tab, populate the code type for

REQPRINT/Request Print Templates and WOPRINT/Work Order Print Templates with the
custom names.
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Codes

Current Domain ’ P v l
9 AddModiy | G import | Ji CCTV|
Asset Group Code Format
I OTHERS v ! ] Codes and Descriptions v
Code Types Codes and Descriptions
Code Description N Code Description
REQPRINT Request Print Templates P CR PwWCR
SHOP Maintenance Shop or Departm... SQIYMNWo Sewer Gravity Main Work Order
SRSTATUS Service Request Status WATERWO  Water Work Orders
STORERM Storeroom Name
SUBCONTP  Subcontractor Type
UACCDESC  Units Accomplished Description
UNITMEAS M aterial Quantity Unit of Measure
WOPRINT Work Order Print Template 3
WOSTATUS  “Work Order Status v
Code Type Description Code Description
(WOPRINT | [Work Order Print Template || | |
= =l = =l @
Save Clear Save Clear Delete

3. On the Request Templates/General Info tab under Cityworks Setup, select the request

templates from the Existing Templates list on the right pane and select the Word Template from
the dropdown list.

TIP: Sorting the list by Category (or another applicable column header) before selecting the templates may
make it easier to find the desired templates.
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Request Templates

Current Domain l P/
, I-iierarChP] m General Info ‘

General Info Existing Templates
Field Value Code Description Category L1 A
Category STREET LIGHT OUT  STREET LIGHT OUT TRAFFIC
Duration ACCT UPDATE UPDATE REQUIRED TO ... WATER
Duration Units BROKEN HYDRANT  HYDRANT NEEDS REPAIR  WATER
Submit To CLOUDY WATER CLOUDY/MILKY WATER WATER
Dispatch To CREDIT CREDIT DUE TO CUSTO... WATER
Priority DAMAGED HYDRANT DAMAGED HYDRANT -N... WATER
Custom Field Category FROZEN FROZEN SERVICE LATE... ‘WATER
Printer HIGH BILL HIGH “WATER BILL WATER
LEAK WATER LEAK WATER
Auto Close Request LOw PRESSURE LOW WATER PRESSURE  WATER
Cancel MaIN BREAK Emergency water main break  WATER
For Public \Website MaJOR LEAK WATER LEAK WATER
Default Project METER PROBLEM METER PROBLEM WATER
(34 Model NEW SERVICE TURN ON NEW SERVICE  WATER
NO WATER NO WATER WATER
NOISY METER NOISY WATER METER WATER
NOT MY BILL INCORRECT ACCOUNT B... WATER
RATE PROBLEM RESIDENT CALLING WIT... WATER
RUSTY WATER RUSTY WATER FROM TAP WATER
SHUTOFF TURN OFF EXISTING SE... WATER
SPECIAL READING SPECIAL METER READING WATER
TASTE /0ODOR WATER TASTE BAD OR ... WATER
== = & l 7] WATER PARTICLES  PARTICLES/MATTER FL... WATER e
Savel aClear Refresh | Delete < ] ~T

4. Under Work Order Templates, select the work order templates for each asset from the General
tab, switch to the Printing tab, click in the Microsoft Word Template field to open the selection

box, double-click on the desired template, and save.
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Work Order Templates: Pressurized Water Main: Check for Main Leak, Flush Main, Inspect Main, Install Main, Locate Main,

‘\:t', E 4 ' l;l 1 Main, Replace Main, "/ ater Distribution - Other
=y Budget Plan

| General | G Tasks| ¥} Labor| & Materials | 5€ Equipment | g Misc. Info (= Printing | & Security

Template Settings Map Settings
Microsoft qud Template Default Map Template
WATERWO

Days before Projected Start Date [

to be available in Print Queue. Print map with scale [x) times

the extent of the selected set.

Default Printer (leave blank to use
individual computer's default printer)

By default print
&) Work Order
O Map
) Both

= =)
Save Clear

1A

5. Update the macros on all customized templates using Cityworks Designer > Others > Macro
Manager.

Customizing Server Print Templates

NOTE: The print templates in Server no longer have macros. Macro Manager is only used or needed on
Desktop print templates.

Server AMS print templates are located in the PrintDocx folder at

<install_drive>[inetpub/wwroot/ < site_alias>/WebSite/PrintDocx. The files called InspAllfields.docx,
SRAllfields.docx, and PWAIIfields.docx contain a list of all the Cityworks fields that can be used on an
inspection, service request, or work order print template. The inspection, request, and work order default
print templates are titled Insp.docx, PW.docx, and SR.docx.

1. Copy the InspAllifields.docx, SRAllfields.docx, or PWAIlfields.docx template to a new location so you
are not editing the original.

2. Edit the copied template to delete any fields that are not needed.
3. Replace the appropriate default templates (Insp.docx, PW.docx, and SR.docx) with the edited copy.

4. Make a backup copy of all custom templates in another location so they can be copied back into the
PrintDocx folder when uninstalling and reinstalling Cityworks.
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Map Images Print Template Configuration

Beginning with Cityworks Server 2011 B2 sp1, Cityworks Server users can generate map images for printing.
When a work order, request, or inspection is created, a map using the X,Y coordinates is stored at
</nstall_drive>[inetpub/wwroot/ < site_alias>/WebSite/WorkManagement/Printing/Media with the work order,
request, or inspection unique Id number.

To generate map images, ensure the Map Placeholder Image field (on the last page) is copied to the
default print template from the InspAllfields.docx, SRAllfields.docx, or PWAIlfields.docx print template.

NOTE: To print asset printable fields, ensure the IAssetPrintFields! field is copied to the default print
template.

Designer Configuration

To configure Designer to print map images, go to Others > Preferences. Scroll to the bottom of the list of
preferences on the General tab.
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@ General | ;) Email Settings | 55 Holidays
1

Description

Default Request Caller Type
Auto format phone numbers
|Use Request domain preferences for GIS layers first.

Mumber of system D= to use during DataPump checlc...

Print Templates - network location.

Print Templates - last update.

|se server attachment structure

Cityworks Server Ui

Exdemal App

Server Crystal Reports root directony

Server attachments roat directony

Server map default starting position

Server map scale bar large scale display units
Server map scale bar small scale display units

Server map scale bar switch display units threshald val. ..

Server default layout folder

Server paging rows per grd

Server default employee labor seanch by option
Server default cortractor labar search by option
Server default materal search by option

Server default equipment search by option
Server default task search by option

Server request tree texd display.

Server equipment tree text display.

Server material tree text display.

WValue

1000

CRYSTAL
CACWData"Attachments
Minimized

Feet

Miles

G000

Default

100

GROUP
HIERARCHY
HIERARCHY
HIERARCHY
HIERARCHY
Code ~ Description
Code ™ Description
Code ~ Description
Lode - Nescription

Server Cihywarks well known id (spatial reference)
Server map image output piel size
Server map image x buffer distance
Server map image y buffer distance

2257
medium
1500
1500

e Server Cityworks well known id (spatial reference)—Enter the well-known ID (spatial
reference) for your map service. To find the well-known ID, open ArcGIS Services Directory, click

on the map server being used, and scroll to the spatial reference.
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I A IV I i O e V

O Wastewater Gravity Main (35)

O Wastewater Siphon (36)
O Wastewater Lateral (37)

Tables:

Description:

Copyright Text:

Spatial Reference: 2257 @

Single Fused Map Cache: false
Intial Extent:

XMin: 2112409.1466106
¥Min: 245343.136761817
¥Max: 2114510.58017787
YMax: 246092.276698961
Spatial Reference: 2257

Full Extent:
¥Min: 2099851.22252687
¥Min: 214327.081578526
XMax: 2188080.38919354

YMax: 270837.455245153
Spatial Reference: 2257

Units: esriFeet
Supported Image Format Types: PNG32,PNG24,PNG,JPG,DIB, TIFF,EMF,PS,PDF,GIF,5VG,5VGEZ,BMP

Document Info:

* Title: KokopelliSprings

# futhor: g edward arrington
* Comments:

* Subject:

® Category:

* Keywords:

*® AntialiasingMode: None

* TextAntialiasingMode: Force

Supported Interfaces: REST SOAF

Supported Operations: Export Map Identify Find Generate KML

e Server map image output pixel size—Double-click in the value field and select from small,

medium, or large pixel sizes.
o Small = 240 x 320 pixels
o Medium = 480 x 640 pixels
o Large = 720 x 960 pixels

Server map image x buffer distance—Enter the number of units from a center point on the
X-axis. This determines how much of the map is included in the picture.

Server map image y buffer distance—Enter the number of units from a center point on the
Y-axis. This determines how much of the map is included in the picture.

The X and Y buffer values define the size of the image bounding box by subtracting and adding the buffer
distances, in map units, to the X,Y coordinate stored within the Cityworks record (Request, Inspection or

Work Order). Save all changes and exit Designer.
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Appendix 1: Cityworks Codes

The required Code Types for each Asset Group can be found on www.mycityworks.com to assist the
Cityworks domain administrators in knowing which Codes to populate. Predefined asset groups include:

e Electric (E)

e Park (P)
e Sewer (S)
e Storm (D)

e Street (R)
e Traffic (T)
¢ Water (W)

e Others (A)—Add custom codes here.

The default values are listed in this appendix for the Others code tables as this group of codes applies to all
Cityworks users. Following those tables are the codes used in predefined Cityworks inspections and tests.

Others Codes and Descriptions

If using the Cityworks Storeroom add-on, populate the ACCOUNT code type with the desired values
(numbers, work descriptions, departments, etc.) so when the user clicks in the Account or Account # fields
for Issue and Receive, the options will be available to them.

Code Type | Description Code Description Location
ACALLTYP Caller Type Service Request/Caller pane/Type field
ACCOUNT Storeroom Storeroom/Issue/Details tab/Account field
Accounts Storeroom/Issue/Search tab/Account field
Storeroom/Receive/Details tab/Account#
field
Storeroom/Receive/Search tab/Account#
field
ACITYCOD Code for City Cityworks Server AMS
Name
ACODEMAP Code Mapping CLOSED Closed IMPORTANT: These codes are not found
as selection lists or boxes in Cityworks. They
COMPLETE Complete update Status on SR, WO, and Tasks. Do
CURRENT Current not delete these default codes. Descriptions
PENDING | Pending may be modified.
ACREWCAT Employee Crew Cityworks Server AMS
Category
ACTGCODE ActPerf Mgt Unit Designer/Work Order Templates/Budget
Description Plan tab/ Unit Description field
ACTPAVDP ActPerf Avg Designer/Work Order Templates/Budget
Daily Production Plan tab/ Avg Daily Production field
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Code Type | Description Code Description Location
ACTPCODE ActPerf Code Designer/Work Order Templates/Budget
Plan tab/ Activity Code field
ACTPELEV ActPerf Effort Designer/Work Order Templates/Budget
Level Plan tab/ Effort Level field
ACTPINVT ActPerf Designer/Work Order Templates/Budget
Inventory Plan tab/ Inventory field
Description
ACTPMGTU ActPerf Mgt Unit Designer/Work Order Templates/Budget
Plan tab/
Management Unit field
ACTPPRGC ActPerf Program Designer/Work Order Templates/Budget
Code Plan tab/ Activity Program field
ACTPWKQD ActPer Work Qty Designer/Work Order Templates/Budget
Description Plan tab/ Work Qty field
ACUCAT CU Category Designer/Materials/Material Edit
form/General tab/CU Category field
ADISTRCT District Cityworks Server AMS
AEMPSKIL Employee Skill Designer/Employees/Skills tab/Defined Skills
Sets frame
AMATACT Material Work Designer/Materials/Material Edit/Labor &
Activity Equipment tabs/Activity field
AORGCODE Organization Designer/Employees/Employees tab/General
Codes Information box/Organization field
APRIORIT Priority 1 High Service Request/Management pane/Priority
field
’ Medium High Sgrwce Request/Search/Status tab/Priority
field
3 Medium Work Order/General tab/Priority field
4 Medium Low Work Order/Att_achments tab/Service
Requests/ Priority column
Search Work Orders For/General tab/Priority
5 Low .
field
APROBCAT Request Problem Service Request/Management
Category pane/Category field
Service Request/Search/Status tab/Category
field
APSOURCE Permit Source Work Order/Define a Permit form/Source
field
ATSKSTAT Task Status COMPLETE COMPLETE Work Order/Tasks pane/Status field
CURRENT CURRENT Search Work Orders For/Tasks tab/Status
PENDING PENDING field
AUDITINT Material Audit ANN ANNUAL Designer/Materials/Material Edit
Interval M Monthly form/General tab/ Audit Interval field
Q Quarterly Storeroom/Materials/Details & Search
UNK Unknown/Not tabs/Audit Interval field
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Code Type | Description Code Description Location
Specified
w Weekly
AWOCAT Work Order Work Order /Work Order form (create new)/
Level
Category field
Search Work Orders For/Facilities/Activities
tab/
Category field
CONSTAT Contract Status Cityworks Server AMS
CONTFUND Contract Fund Cityworks Server AMS
Source
CONTTYPE Contract Type Cityworks Server AMS
EMAILTMP Email Word Designer/Preferences/Email Settings
Templates tab/Custom
Email Template fields
GLACCOUNT General Ledger Service Request/Labor pane/Account field
or Financial
Account Work Order/Details tab/Account field
Numbers
Work Order/Labor pane/Employee radio
button option/Account field
GLACCOUNT General Ledger Work Order/Labor pane/Contractor radio
or Financial button option/Account field
Account
Numbers
(continued)
Work Order/Material pane/Account field
Work Order/Material pane/Contractor
Material Cost box/Account field
Work Order/Equipment pane/Account field
Work Order/Equipment pane/Contractor
Equipment box/Account field
Work Order Search/Details tab/Account field
Designer/Work Order Templates/General
tab/Account field
INSPPRINT Inspection Print Designer/Custom Inspection
Templates Templates/Print Template field
INSPRESO Inspection Cityworks Server AMS
Resolution
INSPSTAT Inspection CANCEL Cancel Cityworks Server AMS
Status
CLOSED Closed
PADDTYPE Address Type Cityworks Server AMS
PMTSTAT Work Permit ACT Active Work Order/Define a Permit form/Status
Status CLOSED Closed Permit | f€ld
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Code Type

Description

Code

Description

Location

UNK

Unknown/Not
Specified

Valid

PMTTYPE

Work Permit
Type

Cityworks Server AMS

PRITSTAT

Project Status

Completed

P

In Progress

NS

Not Started

UNK

Unknown/Not
Specified

Service Request/Project form/Project
tab/Status field

REQPRINT

Request Print
Templates

Designer /Request Templates/General Info

tab/Word Template field

Designer /Request Templates/Request
Template

Edit form/General tab/Word Template field

SHOP

Maintenance
Shop or
Department

SR/GIS Information pane/Shop field

Service Request/Search/Status tab/Shop
field

Work Order/Details tab/Shop field

Search Work Orders For/Details tab/Shop
field

SRRESO

Request
Resolution

Cityworks Server AMS

SRSTATUS

Service Request
Status

CANCEL

Cancel

Service Request/Management pane/Status
field

CLOSED

Closed

Service Request/Search/Status tab/Status
field

STORERM

Storeroom Name

Work Order/Material pane/Storeroom list

Designer/Materials/Material Edit
form/General tab/

Storeroom field

Storeroom/Issue/Details tab/Storeroom field

Storeroom/Issue/Search Results tab/Source

(Storeroom) field

Storeroom/Receive/Details tab/Storeroom
field

Storeroom/Receive/Search tab/Destination
field

Storeroom/Materials/Details tab/Storeroom
field

Storeroom/Materials/Search tab/ Storeroom
field

Storeroom/Transfer/Search tab/Source &
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Code Type | Description Code Description Location
Destination fields
Storeroom/Audit/Search tab/Storeroom field
UACCDESC Units Work Order/General tab/right of Units
Accomplished Accomplished field
Description
Designer/Work Order Templates/General
tab/Unit Accomplished Description field
UNITMEAS Material Quantity Work Order/Material pane/Unit of Measure
) EA EACH
Unit of Measure column
. Designer/Materials/Material Edit
M Metric form/General tab/Unit of Measure
Unknown/Not Storeroom/Materials/Details tab/Unit of
UNK . .
Specified Measure field
WOPRINT Work Order Print Designer/WO Templates/Printing
Template tab/Microsoft Word Template field
WORESO Work Order Cityworks Server AMS
Resolution
WOSTATUS Work Order CANCEL Cancel Work Order/General tab/Status field
Status
CLOSED Closed fSigls::jrch Work Orders For/General tab/Status

Code Types Needed for Cityworks Inspections & Tests

Populate all codes in Designer under Others > Codes by selecting the corresponding Asset Group and
Code Format. Codes that begin with the letter D are populated under the Storm, E under Electric, P
under Park, R under Street, S under Sewer*, and W under Water.

NOTE: The TV Inspection and Tree Inspection are the only ones which use the Code Format of Codes,
Descriptions, and Scores. The Code Type of STVOBSRV is used for the TV Inspection unless the
organization is utilizing PACP codes. (Be sure to change the Use CCTV Codes option under Preferences to
Y.) PTREEOBSRYV is on the Tree Inspection.

*These Sewer codes can also be populated under Storm.

Asset ) Codes and Descriptions  |[Descriptions and Scores
Grou Inspection or Test Form - -
p Code Type Field Code Type [Field
ALL Custom Inspection (Inspection) No defaults No defaults
General Test SGENTYPE Test Type None
SGENUNIT Unit of
Measure
Stormor | Dye Test SDIAM Diameter | SGRNDCND* | Ground
Conditions

Sewer SSURFC Surface SLEAKCAT * Leak
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Asset ) Codes and Descriptions  |Descriptions and Scores
G Inspection or Test Form - :
oLy Code Type  [Field Code Type [Field
Category/Le
ak Type
STVOBPOS* | Position SLEAKSRF * | Surface
Cover
Leak
SLEAKTYP * Category/Le
ak Type
SPRECIP * Precipitation
Type
Unable to
SUTSC * Complete
Due to
Inlet Inspection DCBNMT Basin SBSNCND Basin
Condition
DFRAMEMT Frame SFLOW * Flow Type
Frame
X
DGRATE Grate Type | SFRMCND Condition
Inlet
DINLFEAT Sub Type SINLTCND Condition
DLIDMT Lid stipenp * |Hd
Condition
DSTATUS Status SPRECIP * | Precipitation
Type
Manhole Inspection SACCESS Access SFLOW * Flow Type
SBNCHMT Bench SGRNDCND * | Ground
Conditions
SBRLMT Barrel SMHCOND Condition
SCHANLMT Channel SMHLKCAT | LeaK
Category
SCONEMT Cone SMHLKTYP Leak Type
SDIAM Diameter SPIPECND * Condition
SFRAMEMT Frame SPONDCND * | Ponding
SLIDMT Lid SPRECIp * | Precipitation
Type
Structural
Storm or Manhole Inspection (continued) SMHPART Parts SSPOT * Spot
(dropdown)
Sewer SMHTYPE Sub Type
gcont'”“e‘j SPIPEDIR * Direction
SPIPEMT Material
SRING Ring
SSTEPMT Steps
SSURFC Surface
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Asset ) Codes and Descriptions  |Descriptions and Scores
G Inspection or Test Form - :
el Code Type  [Field Code Type [Field
STSTMTHD Test Method
STVOBPOS * Position
Smoke Test SDIAM Diameter SGRNDCND * Gmuf“.’
Conditions
Type Smoke " Leak
SMBOMBTY Bombe Used | SLEAKCAT Category
SSURFC Surface SLEAKSRF * | Surface
Cover
STVOBPOS * Position SLEAKTYP * Leak Type
SPRECIP * Precipitation
Type
Unable to
SUTSC * Complete
Due to
TV Inspection SDAREA Drainage | gpprppyg | Deterioratio
Basin n
SDIAM Diameter | SGRNDCND * | Ground
Conditions
SJOINT Joint Type | SPRECIP * | Precipitation
Type
Lining "
SLMETHOD Method SSPOT Spot
SPIPEMT Material
Rehab
*
SRSTAT Status
SSURFC Surface
Clock
*
STVOBPOS At/From
STVREASN * Reason_for
Inspection
SVTRFMAT VTR Format
Electric Battery Inspection None None
Substation Relay Inspection ESWITCH Sub Type None
(Induction Overcurrent Relays) ESWMODEL Model
EWSMANUF ?’Ianufacture
Meter Changeout None None
Overhead Facility Inspection EPOLCLSS Class None
Electric Overhead Facility Inspection EPOLHGT Pole Height
gcontmued (continued) ETRNMAK I;’Ianufacture
Substation Inspection ESSITYPE ICF;ISC?:‘:UO” None
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Codes and Descriptions

Descriptions and Scores

Asset .
Grou Inspection or Test Form - :
p Code Type Field Code Type [Field
Automatic Reclose Operations ERCCAUSE Cause None
(Substation Reclose Operations)
Underground Facility Inspection ETRNMAK I:/Ianufacture None
Park Tree Inspection None None
Street None RSEALMAT Sealant
Estimate - Crack Sealing Material &
(Crack Seal Estimate) Crack Size
Factor
Pavement Inspection RSIZUNIT Sample Unit
(dropdown)
Sample
(Road Inspection) RSMPTYPE Type
(dropdown)
Surface
RSRFMTRL Type
(dropdown)
Water Hydrant Flow Test None None
Hydrant Inspection WDEVSTAT Status None
WHYCLASS Flow Class
WHYDRNT Hydrant
Type
Water
WHYDWAT Condition
WHYMK :YIanufacture
WHYVALV Valve Type
Meter Changeout None None
Meter Test WDEVSTAT Status None
WMETER Sub Type
WMTMAKE :YIanufacture
Valve Inspection WDEVSTAT Status None
WDIRECT Direction to
Close
WIOINT Joint Type
Operation
WPOSIT Mode
WVLLEAK Location
WVLFUNC Function
WVLMAKE I;/Ianufacture
WVLTYPE Sub Type
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Appendix 2: Cityworks Data Template Fields

Each Cityworks Data Template is listed in the dropdown order with the column headers, field type, number of
characters, and other information found in the tips for each field to provide at-a-glance information for
administrators.

Table: || v
ConfractorLeaf J‘k
vanced ["Ermplayee
EquipmentLeaf
MaterialLeaf
ProblemLeaf
TaskLeaf
WOTemplate
ContractorLeaf
Column Header Field Type Length Null Other Instructions
ContractorSID Do not alter/add column values
ContractorName text 35 Not null
ContractorNumber text 15 Null
Description text 50 Null
RateType Not null A = Hourly
B = Fixed
C = Per Unit
Rate numeric (8,2) Null
OvertimeFactor numeric (3,2) Null
EmergencyFactor numeric (3,2) Null
OverheadType Not null A = Hourly
B = Fixed
OverheadRate numeric (7,2) Null
ProviderType 000 = Nome
001 = Labor Only
010 = Material Only
001 = Equipment Only
011 = Material and Labor
101 = Equipment and Labor
110 = Equipment and Material
111 = All
Licensed Null YorN
LicenseExpireDate DateTime Null
LicensedWork text 250 Null
Address text 256 Null
City text 50 Null
State text 50 Null
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Zip text 20 Null

CellPhone text 50 Null

OfficePhone text 50 Null

Email text 256 Null

LocallyBased Null 1 = true

0 = false

Comments text 256 Null

ContactName text 100 Null

Viewable (Visible in Server) Null 1 = true

0 = false

MWBE (Minority/Women Null 1 = true
Owned Business Enterprise) 0 = false
FederalTaxId text 50 Null

FMSNo text 50 Null

PIN text 50 Null

RegistrationDate Date Time Null

OtherPhone text 50 Null

Fax text 50 Null
LiabiltiyInsCertificate text 50 Null
LiabilityInsEffectDate DateTime Null
LiabilityInsExpireDate DateTime Null
LiabilityInsAmount numeric (12,2) Null
WorkersCompCertificate text 50 Null
WorkersCompEffectDate DateTime Null
WorkersCompExpireDate DateTime Null
WorkersCompAmount numeric (12, 2) Null
AutomobileInsCertificate text 50 Null
AutomobileInsEffectDate DateTime Null
AutomobileInsExpireDate DateTime Null
AutomobileInsAmount numeric (12,2) Null
GeneralLiabilityCertificate text 50 Null
GeneralLiabilityEffectDate DateTime Null
GeneralLiabilityExpireDate DateTime Null
GeneralLiabilityAmount numeric (12, 2) Null

Custom Data Fields

Keywords Enter a comma-delimited list

Employee

Column Header Field Type Length | Null Other Instructions
EmployeeSID Do not alter/add column values
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EmployeelD text 15 Null Required for new entries
FirstName text 15 Null

MiddleInitial text 2 Null

LastName text 30 Not null Required for new entries
Title text 40 Null

Pager text 24 Null

WorkPhone text 24 Null

Email text 256 Null

Login Name text 30 Null

Hourly Rate numeric (5,2) Null

OvertimeFactor numeric (3,2) Null

HolidayFactor numeric 3,2) Null

OverheadType Percent, Fixed
OverheadRate numeric (7,2) Null

Custom1-5 Retired fields
OvertimeType Percent, Fixed
OvertimeRate numeric (5,2) Null

HolidayType Percent, Fixed
HolidayRate numeric (5,2) Null

BenefitType Percent, Fixed
BenefitRate numeric (5,2) Null

StandbyType Percent, Fixed
StandbyRate numeric (5,2) Null

ShiftDiffType Percent, Fixed
ShiftDiffRate numeric (5,2) Null

OtherRateType Percent, Fixed
OtherRate numeric (5,2) Null

EmailReq text 1 Null

DomainID Select from list
Organization Select from list
DefaultImgPath text 250 Null

Password Must use Designer
IsActive YorN
MapServicelD numeric (10,0) Null

Custom Data Fields

EquipmentLeaf

Column Header Field Type Length | Null Other Instructions

EquipmentSID

Do not alter/add column values
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EquipmentUID text 20 Not null Required for new entries
Description text 56 Null
Manufacturer text 20 Null
Model text 15 Null
RateType Not null A = Hourly
B = Fixed
UnitCost numeric (7,2) Null
WarranteeDate DateTime Null
Custom1-5 Retired fields
ForCheckout Null YorN
DefaultImgPath text 250 Null
Viewable (Visible in Server) Null 1 = true
0 = false
Custom Data Fields
Keywords Enter a comma-delimited list
MaterialLeaf
Column Header Field Type Length | Null Other Instructions
MaterialSID Do not alter/add column values
MaterialUID text 20 gﬁltl Required for new entries
PartNumber text 20 Null
Description text 56 Null
Manufacturer text 20 Null
Supplier text 20 Null
Model text 15 Null
MinQuanity numeric (5,0) Null
UnitCost numeric (11,2) Null
CostType A = Weighted Average
B = Current/User Defined
LIFO
FIFO
Detail text 150 Null
UnitMeasure Select from list
AuditInterval Select from list
Custom1-5 Retired fields
DefaultImgPath text 250 Null
GDBTableName text 50 Null
CUCategory Select from list
GDBSubtype text 8 Null
Viewable (Visible in Server) Null 1 = true
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0 = false

Custom Data Fields

Keywords Enter a comma-delimited list
ProblemLeaf

Column Header Field Type Length | Null Other Instructions
ProblemSID Do not alter/add column values
ProblemCode text 20 :Sltl Required for new entries
Description text 50 Null

Priority Select from list

SubmitTo Select from list
ProbCategory Select from list

Custom1-5 Retired fields

AutoClose YorN

DomainID Select from list
ReqCustFieldCatID Select from list

Cancel YorN

DispatchTo Select from list

Duration numeric (7,2) Null

DurationUnit H = Hours

D = Days

SRPrintTmpt text 50 Null

Printer text 100 Null

ForPublicSite Null True or False

DefaultProject Select from list
OtherSysCodeCWID numeric (10,0) Null

DefaultProjectSID numeric (10,0) Null

QAModel text 10 Null

Keywords Enter a comma-delimited list

TaskLeaf

Column Header Field Type Length | Null Other Instructions
TaskSID Do not alter/add column values
TextName text 20 ggltl Required for new entries
Description text 50 Null

AssignedTo Select from list

Shop Select from list
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Duration numeric (4,0) Null
DomainID Select from list
Cancel YorN
AssignedToName Select from list
NotifyMM Null YorN
Responselabel text 11 Null
Comments text 250 Null
Keywords Enter a comma-delimited list
WOTemplate
Column Header Field Type Length | Null Other Instructions
WOTemplateID Do not alter/add column values
Description text 60 m
ApplyToEntity Select from list
Priority Select from list
CreateDate DateTime Null
NumDaysBefore (Printing) numeric 3,0) Null
MapTemplateName text 250 Null
WOMapExtent Must be ‘A’
WOMapScale numeric (6,0) Null
WOOutput Print Options
A: WO Only
B: Map Only
C: Both
WOCategory Select from list
AccNum text 20 Null
Shop Select from list
WOPrintTmpt text 50 Null
WorkMonth 12 characters of 1’s and 0's, one
char. per month
1 = Work Month
0 = No Work
CycleType A = Never Repeat
B = Repeat Once
C = Repeat on Cycle
CycleIntervalNum numeric (4,0) Null

CyclelntervalUnit

D = Day
W = Week
M = Month
Y = Year

CycleFrom

Actual Finish Date or Projected
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Start Date

DomainID Select from list
WOCustFieldCatID Select from list
DaysToComplete numeric (5,2) Null
Cancel YorN
AutoCreateTask YorN
Printer text 100 Null
Stage Actual
Proposed
ExpenseType Maint (Maintenance)
CIP (Capital Improvement)
CycleIncludeWeekends text 1 Null
DefaultProject Select from list
WarrantyDuration numeric (10,0) Null
WarrantyDurationUnit text 20 Null
UnitsAccompDesc text 40 Null
UnitsAccompDescLock text 1 Null
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Appendix 3: Cityworks Desktop Administrator

Cityworks Desktop Administrator is a Cityworks form used to manage the connections to the
geodatabase and the Cityworks database. The geodatabase connection must be set for each computer that
uses Cityworks and can be accessed by any Cityworks user. However, the Cityworks database connection can
only be accessed by the Cityworks domain administrator and must be set up per user on the user’s machine.

1. From the Cityworks menu, select Configuration and then Administrator to open the login
screen.

[ Configure Citywarks
£ Administrator &

[ Cityworks & Configuration

?Jj Interoperability Suite  »

2. Log in as the Cityworks domain administrator (or any Cityworks user) to open the Cityworks
Desktop Administrator form.

NOTE: Any user may set the Cityworks geodatabase connection (through step 6); however, only the
Cityworks domain administrator can access the Cityworks database connection information.

Cityworksa

™

Database I BThomasville L]

User ID Iazteca I

Cancel

Password

YYersion [nformation v Save Password
Copyright Azteca Systems 1996-2006

3. Click on the Cityworks Geodatabase Connection button to open the Configure Cityworks
Geodatabase form.

= Cityworks Desktop Administrator

Cityworks Database Connection Manage Cityworks Database Connection

Cityworks GeoDatabase Connectior& Manage Cityworks GeoD atabase Connection

4. Select the radio button option for the Geodatabase Type to use with Cityworks.

¢ Access Personal Geodatabase
¢ File-based Geodatabase
e ArcSDE Geodatabase
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w Configure Cityworks Geodatabase @

Geodatabase Type

{+ iccess Personal GeoDatabase " ArcSde GeoDatabase
" File based GeoDatabase

Select a personal geodatabase

I

Save GeoDatabase Connection

5. Click in the field at the bottom of the form and browse to the desired geodatabase or geodatabase
connection to load it in the field.

NOTE: For questions, contact the GIS administrator.
6. Click the Save Geodatabase Connection button and close the form.

NOTE: The Save GeoDatabase Connection button is grayed out next time the form is opened until either
the Geodatabase Type or path is changed as this just needs to be done once per computer unless a
change is made.

w. Configure Cityworks Geodatabase %]

Geodatabase Type

+ iccess Personal GeoDatabase: ¢ ArcSde GeoDatabase
" File based GeoDatabase

Select a personal geodatabase

[C: “Projects\Becky MXD_ThomasvillepGDE\Thomasville2007.mdb

Save GeoDatabase Connection R

7. Click on the Cityworks Database Connection button to open the Define Cityworks Database
Connection form for setting up the Cityworks database login configuration.

NOTE: The Cityworks Database Connection button is only active for the Cityworks domain administrator.

= Cityworks Desktop Administrator

Cityworks Database Connection Manage Cityworks Database Connection
s

i Cityworks GeoDatabase Connection i| Manage Cityworks GeoD atabase Connection

8. Fill in the information to set the Cityworks database connection and logins.

NOTE: The Define Cityworks Database Connection form is completely blank the first time it is opened.
Checking some of the boxes activate other fields as shown below.
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m| Define Cityworks Database Connection @

[ My database login is different from Cityworks user 1D

Database |BThomasville |

Cityworks User ID |pw |

Password [ |

Pass Windows User to D atabase for login
(for Windows Authentication only)

™ Suppress login dialog
[V | have an ArciGIS License
A

Data Pump

Remote Database [{ZREi ol e X

[v Suppress DSN choices for Data Pump login

Test Login[i oK I Cancell

e My database login is different from Cityworks user ID checkbox—Check if the user logs in
with a different login and password than is used to log in to the Cityworks database. Type in the
Cityworks User ID and Password and the DB Login and DB Password.

NOTE: The Cityworks User ID and Password and the DB Login and DB Password is a 1.1 relationship
so a DB Login cannot be used more than once.

[V My database login is different from Cityworks user 1D

Database ]BThomasviile L’
Cityworks User ID |iblack | DB Login |Iaptop02 I
Password | | DB Password [ |

o Database field—Select from the dropdown selection of ODBC data sources which have been
configured on each computer.

¢ Pass Windows User to Database for login (for Windows Authentication only)
checkbox—Check if using Windows authentication for passwords.

308 e Appendix 3: Cityworks Desktop Administrator Designer 2013 Guide



r

Database I BThomasville

v Pass Windows User to Database for login
(for Windows Authentication only)

™ Suppress login dialog
¥ | have an ArcGIS License

-

e Suppress login dialog checkbox—If there is only one user per computer, the Cityworks login
screen may be bypassed. Suppressing the dialog box activates the checkbox for Access
GeoDatabase from Standalone and Designer.

NOTE: Suppressing the login dialog box only allows access to one Cityworks database. However, users
cannot access the functionality on the login screen, such as changing the Cityworks database, viewing the
Version Information which may be helpful during troubleshooting, or accessing the geodatabase when

logging in to Cityworks Standalone or Designer.

Cityworksa 39

Database 17l§fl:|omas;ilvlé 7 7vrj
User ID (pw
| I [ oK ][Cancel]
Password |** I
Yersion |nformation Save Password
Copyright Azteca Systems 1996-2006 [IEACCBSS Geodatabase

™ My database login is different from Cityworks user 1D

Database l BThomasville

Cityworks User 1D [Garth Arington |

Password | I

r Pass Windows User to Database for login

(for Windows Authentication only)

IV Suppress login dialog

[V | have an ArcGIS License

%Access GeoD atabase from Standalone and Designer
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e Access Geodatabase from Standalone and Designer—Check this box if the Suppress
login dialog is being used but the geodatabase needs to be accessed from Standalone (for
searching the asset inventory) or Designer (to use the Asset Setup functionality).

e I have an ArcGIS License checkbox—Check on each computer that is running Cityworks with
ArcGIS Desktop or ArcGIS Engine. When checked, Cityworks utilizes the existing license for any
ArcGIS application running on that computer which has already been checked out from the
license manager. If the box is not checked, a new ArcGIS license is checked out.

9. Click the Test Login button at the bottom of the form to verify that the ID and password work for
logging into the Cityworks database.

Test Login [ ! oK Cancel |

A message box confirms if the login was successful. Click OK to close the message.

If the login is unsuccessful, a message box opens to tell the user that the login to the Cityworks database
failed. Click OK and reconfigure the settings until the login is successful.

10. Optional for computers running DataPump: Select the Remote Database created to use out in the
field with DataPump from the dropdown selection of available databases.

Data Pump
Remate Database l BThomRemote _'_I

[v Suppress DSN choices for Data Pump login:

The box for Suppress DSN choices for DataPump login may be checked to prevent the user from
changing the databases on the DataPump login screen. If the box is unchecked, both database fields will be
available to the user.

Cityworksa 59

Database [ — __|
Remote Database [ sl __|
User ID Ipw |
Cancel
Password I“ |
Yersion Information [v Save Password

Copyright Azteca Systems 1996-2006

11. Click OK to close out of the Define Cityworks Database Connection form.
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Glossary of Terms

.mxd

The file extension used for a GIS project file or ArcMap document. A map document can be printed or utilized
by other software programs, such as in Cityworks Anywhere.

access rights

Privileges or permission for user groups to view, add, update, delete, and view cost for request and work
order templates to provide security to Cityworks.

add-on

A separate application designed to complement another product with which it integrates or shares common
data by giving it additional capabilities. It works in conjunction with a primary software application and has
no value without it.

address locator

A dataset in ArcGIS for storing the address, attributes, associated indexes, and rules that define the process
for translating nonspatial descriptions of places, like street addresses, into spatial data that can be displayed
as features on a map. It contains the reference data used for geocoding and parameters for standardizing
addresses, searching for match locations, and creating the output. Address locator files have a .loc extension
and the file must be loaded into the .mxd for geocoding to work in ArcMap.

API

An application programming interface is a set of calling conventions, functions, or procedures by which an
application program accesses the operating system and other services. An API is defined at the source code
level to ensure the portability of the code between the application and other privileged utilities. An API can
also provide an interface between a high-level language and lower-level utilities and services written without
consideration for the calling conventions supported by compiled languages. The API's main task in that case
is to translate parameter lists from one format to another and interpret the call-by-value and call-by-
reference arguments in one or both directions.

application

A software program or group of programs that can run independently to help a user carry out a task, such as
word processors, spreadsheets, database management systems, Cityworks, etc.

ArcCatalog

Esri’s GIS desktop application for managing spatial data, organizing geographic data, recording/viewing

metadata (data about data), creating geodatabases to store feature datasets and feature classes, creating
address locators, and distributing GIS data to an existing map in ArcMap.
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ArcEditor

An Esri license for ArcMap that contains all the functionality of ArcView plus advanced editing capabilities to
update attributes in the geodatabase. ArcMap utilizes CAD editing tools that can construct features quickly
and easily while maintaining the spatial integrity of the geodatabase.

ArcGIS

Esri’s integrated collection of GIS software products for building a complete GIS. Their three desktop
applications consist of ArcCatalog, ArcMap, and ArcToolbox (for geoprocessing).

ArcInfo

An Esri license designed for advanced GIS users which adds advanced geoprocessing functionality to the
ArcEditor capabilities.

ArcMap

Esri's ArcGIS desktop application for composing and publishing professional maps as well as creating,
viewing, editing, querying, and analyzing geographic data and associated tables. ArcMap is used for all
mapping, editing tasks, and map-based analysis (which places tabular data on the map in hopes it will reveal

spatial patterns, relationships, or trends). Esri has three levels of licensing for ArcMap: ArcView, ArcEditor,
and ArclInfo.

ArcSDE
A gateway to a commercial RDBMS which serves as an open, high-performance spatial data server that

employs client/server architecture to perform efficient operations and manage large amounts of shared
geographic data.

ArcView

An Esri read-only license for ArcMap which provides comprehensive mapping and analysis tools with some
simple editing and geoprocessing tools.

assembly

A material assembled from multiple materials which groups the required parts and can include the associated
labor and equipment costs for use in Miner & Miner’s Designer application.

asset group

A collection of specific groups of features and related objects in ArcGIS and Cityworks.

assets

Property or inventory stored in the geodatabase as features or related objects that have associated
maintenance activities.
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attribute

A characteristic or quality of an object, such as its name, measure, or identifier. An attribute is stored as a
column or field in a database.

attribute domain

A valid value table that stores available characteristics, qualities, or numeric ranges for an object; e.g.,
measurement, count, classification, category, condition, type, or other identifier.

call-level interface

A programming interface designed to support SQL access to databases from off-the-shelf application
programs with a set of client-server tools that can easily access databases through dynamic link libraries
(DLL).

CCTV

Closed-circuit television; a CCTV system uses a special remote-controlled camera to videotape systems that
are too small or too dangerous for people to get into, including stormwater/wastewater/water systems,
treatment plants, electrical conduit, etc. The condition can then be assessed by viewing the video.

CCTV Interface for PACP

A Cityworks add-on product that exports Cityworks work order data to a blank PACP exchange database to
populate the pipe segment IDs and other mapped fields to any third-party database to perform a TV
inspection. The TV inspection data is then imported into the Cityworks TV Inspection form associated to the
work orders.

checkbox

A square box which clicks on/off as indicated by a checkmark. Any or all options may be selected.

Cityworks

A GIS-centric, location-based software application for creating service requests and work orders and tracking
maintenance history. This AMS (Asset Management Solution) is configurable for any geodatabase asset model
and can be used for managing infrastructure for public works and utilities—water, wastewater, stormwater,
electric, streets, traffic, plants, etc.

Cityworks database administrator

The person in charge of establishing and maintaining the Cityworks database structure and creating the
domains.
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Cityworks Designer

A Cityworks database administrative tool for configuring and customizing Cityworks. This application allows
the Cityworks database administrator and Cityworks domain administrators to set up domains, materials,
equipment, employees, user groups and rights, request and work order templates, tasks, custom inspections,
preferences, and security.

Cityworks domain administrator

The person responsible for the majority of the Cityworks configuration and overseeing a domain with full
access rights to requests and work orders.

Cityworks Server AMS

A state-of-the-art, browser-based asset management solution which has been built on Esri’s ArcGIS Server
technology which allows a high level of customization capabilities and the ability to support loose coupling to
other systems. Users need a browser (Azteca uses and recommends Firefox) and Microsoft Word Viewer
installed on their computers. Generally, at least two servers are required: one for the web, ArcGIS, and
Cityworks and another server for the ArcGIS geodatabase and the Cityworks work management data. Three
different deployment options are available: full, service requests only, or read-only. In November 2010, the
name was changed from Cityworks Server MMS (Maintenance Management System) to Cityworks Server AMS
(Asset Management Solution) to reflect its nature as a true asset management solution. [ NOTE: Azteca
recommends that users employ the Firefox browser when using Server because it has adhered to the W3C
(World Wide Web Consortium) guidelines. The use of another browser will cause the Server to render more
slowly and images may be lost.]

Cityworks Server PLL (Permits, Licensing, and Land)

A GIS-centric community development software that is fully integrated with Cityworks Server AMS, allowing
permit, license, and land data to be viewed in the same environment as the GIS asset data, work orders,
and/or service requests. It enables agencies to track permits, planning and development applications,
engineering construction processes, business licenses, code enforcement cases, and land development work,
from initiation to closure. The built-in workflow engine efficiently tracks all applicable tasks, beginning with
the initial application or customer call through the complete process of departmental plan reviews, planning
commission meetings, issuance, inspections, signoffs, abatement, hearings, applications, renewals, fee
calculations, payments, tasks, and more. It can track land, such as parcels, street segments, or any land
object, along with the associated data, or cases which store transaction data for permits, applications, and/or
code enforcement processes.

class

A set of similar objects where each object has the same set of attributes. A class is stored as a table which
consists of a matrix of rows that represent objects and columns that represent attributes.

data

A collection of related facts usually arranged in a particular format and gathered for a particular purpose.
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data model

A representation of something in the real world.

database

A logical data model constructed to represent the objects of interest through the use of related tables for
data entry and transfer to a computer application.

DataPump

A check-out system for Cityworks which saves service requests and/or work orders and related inspections to
a SLQ Server 2005 Express database on a PC notebook for field access and updating. Checked-out items can
still be viewed by any Cityworks user but can only be updated by the user who has checked them out. The
central database is updated at check-in. DataPump is designed for users who don't have a wireless WAN
(wide-area network).

dataset

A named collection of logically-related data items arranged in a prescribed manner.

delimiter

A symbol or character used to separate or indicate the beginning or end of data items, character strings,
words, or fields in a database, source code, or text file. A blank space, comma, tab, semicolon, or other
symbol may serve as a delimiter.

device

A term in ArcView 3x for related object.

Dig-Smart

A software program that uses Esri’s ArcGIS to provide an all-encompassing, geospatial solution for one-call
ticket management to service all public and private sector utilities with a call-before-you-dig requirement. The
core product, Dig-Smart Enterprise, was developed to help utilities manage their daily excavation requests.
Dig-Smart, LCC (Limited Liability Corporation), is NASGC-certified. Cityworks provides a Dig-Smart Interface
which generates requests for underground pipe and cable locating. See their website for more information at
www.dig-smart.com.

DLL

Dynamic Link Library; a collection of executable functions or data used by a Windows application to provide
one or more particular functions which are accessible through either a static link (remains constant during the
program’s execution) or dynamic link (created by the program as needed).

[NOTE: DLL files usually end with these extensions.

Designer 2013 Guide Glossary of Terms e 315



e .dll—Dynamic Link Library (Windows 3.x — 0S/2)
e .exe—directly executable program (DOS)
e .drv—device driver, such as for a printer

e .fon—font file (Windows 3.x font library)]

domain

A distinctive group with shared work activities and resources, such as a department or multiple departments.
Cityworks uses domains to set up its work management system and security.

end user

A user who runs an application program. In Cityworks, an end user has access to the Cityworks work
management system as defined by the group rights specified in Designer.

entity

In Cityworks, entity is considered the same as an asset.

Equipment Manager

A Cityworks add-on product for checking out, returning, reserving, and tracking equipment as well as keeping
a history of equipment and employee usage.

Esri

Environmental Systems Research Institute, Inc.; a company established as a consulting firm specializing in
land use analysis projects and currently is the largest worldwide research and development organization

dedicated to designing software and developing GIS technology. For more information, see their website at
www.Esri.com.

export

To take data out of one application in a format that can be used in another application.

extension

A program which extends an application by increasing its functionality and broadening its capabilities, such as
when Cityworks Desktop is used in conjunction with ArcMap. Extension can also refer to a file extension
which is a short character suffix following the period (dot) after the filename or root hame indicating the type
of information stored in the file.

Examples of file extensions include:
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e .com indicating it is a command file

e .exe for an executable program

e .mxd for an ArcMap document or GIS project file

o .txt for a text file

e .doc or .docx for a Microsoft Word document file

e .xls or .xIsx for a Microsoft Excel file

e .jpg for a JPEG (Joint Photographic Experts Group) image
o .tif for a tagged image file

e .bmp for a Windows Bitmap image

feature

A discrete object on a map that has geometric shape (point, line, or polygon); a spatial object that can exist
above or below ground and typically remains in one location during its lifespan, such as a mainline, manhole,
or pump station.

feature class

A database table for storing spatial objects that uses a geometry field to keep the shape (point, line, area, or
annotation) and location of the features. A feature class may have subtypes and attribute rules. An object
class becomes a feature class when the geometry is added.

feature dataset

A collection of feature classes that shares the same spatial reference which enables them to participate in
topological relationships, such as geometric network, linear network, or topology.

FIFO

A cost type for use in the Cityworks Storeroom add-on which utilizes the “first in, first out” inventory method
of using the older unit costs first for parts distributed until the older inventory is gone and then uses the
newer unit costs for the newer inventory.

geocoding

The process of creating geometric representations for locations of point data from descriptions of locations,
such as addresses, intersections, x-y coordinates, etc.
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geodatabase

A geographic database hosted inside an RDBMS for managing geographic data. This collection of complex
geographic data includes spatial, topological, and attribute information for a set of objects and features with
their relationships which allows for geographic data storage, referential integrity constraints, map display,
feature editing, and analysis functions.

A geodatabase contains:

o feature classes

o feature datasets

e object classes

e relationship classes

e attribute domains

geoprocessing

An operation which is performed on an input dataset to return the result as an output dataset which defines,
manages, analyzes, and manipulates the information stored in a GIS for formulating decisions. Geographic
feature overlay, feature selection and analysis, topology processing, and data conversion are common
geoprocessing operations.

GIS

Geographic Information System; a data system which collects, processes, stores, manages, retrieves,
analyzes, manipulates, displays, and reports spatial data for phenomena on, above, or below the earth’s
surface. GIS links information or data to a geographic location.

GIS workspace

An Esri ArcGIS programming object created by the software which is used to open the connection to the
geodatabase when Designer accesses the geodatabase.

hierarchy

A data structure for storing information in folders and subfolders; similar to an electronic filing system.
Cityworks uses tree and hierarchy interchangeably in the software, even though hierarchy generally implies
ranks or graded elements. These structures are user-defined and elements may be placed in multiple
locations or groups to facilitate data entry for the end user.
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import

To bring in data from an existing file which was produced by another application. Importing data is important
in software applications because it allows one application to complement another application and reduces the
need for additional data entry.

initialize

Process of starting up or opening a program where all of the general settings and forms needed are loaded.

interface

A link which passes data between two databases or programs by changing data in one format to what the
other system requires. There is no communication between the actual applications.

keyword

A reference point for finding information. In Cityworks, a user-defined word or abbreviation end users can
enter to access information. Keywords can be set up for request templates, tasks, employee groups,
contractors, materials, equipment, etc.

LIFO

A cost type for use in the Cityworks Storeroom add-on which utilizes the “last in, first out” inventory method
of using the most recent costs first when distributing parts until the newer inventory is gone and then uses
the older unit costs when the older inventory is distributed.

login

A user name and password typed into a network environment to allow the user to execute or access the
program and thereby protect against its unauthorized use.

macro

A series of commands, actions, or keystrokes that perform a whole series of actions. A macro is executed in
the same order each time it is run. Cityworks uses macros for its print and email templates. The macro
variable points to another variable where the data is actually stored.

NASSCO

National Association of Sewer Service Companies established as a not-for-profit trade association by a small
number of sewer service contractors who recognized the benefits of establishing industry standards for the
pipeline rehabilitation industry. They are the leading resource for specification guidelines, industry practices,
inspector training, and new technology know-how for sewer system rehabilitation. See their website at
www.nassco.org for more information.
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network

A collection of computers and other devices that have been connected to share data, hardware, and software
which requires a login to protect against unauthorized users.

object

A basic element representing an entity, such as a building, river, tree, sign, or customer. An object is stored
in a row in an object class within the database.

object class
A collection of objects in the geodatabase that have the same behavior and the same set of attributes. All

objects in the geodatabase are stored in object classes. A table in the database for an object becomes an
object class when geodatabase intelligence is added to it, such as an object ID or class ID.

ODBC

Open Database Connectivity; serves as a standard software API method for accessing different database
systems by providing an interface between an application which submits statements to ODBC which then
translates these statements to what the database understands, independent of programming language,
database system, or operating system. ODBC is based on call-level interface with interfaces for Visual Basic,
Visual C++, and SQL and drivers for Access, Paradox, dBase, Text, Excel, and Btrieve databases.

PACP

Pipe Assessment and Certification Program implemented by NASSCO to standardize sewer pipe condition.
Because of the standard PACP format which defines fields, formatting, and valid entries, Cityworks CCTV
Interface for PACP can be used to create the PACP database for exchanging information between the two
systems.

program

A set of variables and detailed, step-by-step instructions that tells a computer how to use the variables to
solve a problem or carry out a task.

radio button

A round option button which allows only one selection to be made for the group.

RDBMS

Relational Database Management System, such as SQL Server or Oracle; a database management system
with the ability to access data organized in tabular files that can be related to each other by a common field.
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related object

An object from an object class not usually displayed on a map but related to a mapped feature at some n-
level in the geodatabase. A related object is associated with a feature through a relationship class defining
which related objects belong to the feature, such as a pump station (feature) containing pumps, motors, and
valves (the related objects). Related objects may move to different locations in the network during their
lifespan but their maintenance history can be tracked through Cityworks. Related objects are stored as
tabular entries with no graphic representation. Cityworks requires that an object is related to a feature at
some n-level. ArcView 3x uses the term device for related object.

relationship

An association or link between two or more objects in a geodatabase, such as features in feature classes or a
feature with its related objects. Relationships are stored as rows in a table or as a foreign key field in the
dependent object class.

relationship class

A table that stores relationships or dependencies between features or objects in two feature classes or tables.

role

A classification for user groups assigned in the database to control access to the resources based on the
predefined access rights for the group. Each user is assigned to one or more roles and each role is assigned
to one or more privileges. A role provides the ability to give database rights to multiple users by including
them in the role. All Cityworks users must have the Create View right, which is provided by adding them to
the PWDB_USER role.

SDE

Spatial Database Engine; provides an enterprise-wide repository for spatial and attribute data within the
RDBMS. Its client/server architecture and built-in spatial analysis and query tools allow efficient access,
management, storage, and distribution of spatial and attribute data throughout a network. See Esri’s website
at www.Esri.com for more information.

SID

A system-generated ID field (numeric field of up to 10 characters) in Cityworks used for identifying
employees, contractors, request problems, work order tasks, permits, projects, materials, equipment, assets,
and entities. The SID fields are frequently used as links between the various Cityworks tables.

software

A set of statements or instructions and associated data used directly or indirectly by a computer that specifies
how to process data and accomplish a task. Computer software may include more than one computer
program.
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SQL

Structured Query Language; provides basic syntax constructs for defining and manipulating tables of data for
creating, updating, and querying RDBMS.

Storeroom

A Cityworks add-on product for tracking materials and managing multiple storeroom locations, including work
vehicles. It handles functions from requisitioning to distributing materials and performing audits with special
search capabilities to help maintain the desired stock on hand.

superuser

A login for Cityworks Designer with access to both the Cityworks database administrator and domain
administrator functions. However, since a superuser cannot be a member of any domain group, this login
cannot access the Cityworks work management system (as an end user must belong to a group with
specified rights).

table

A set of non-spatial data elements that has a horizontal dimension (rows) and a vertical dimension (columns)
in an RDBMS (database). A table has a specified number of columns but can have any number of rows. In
ArcGIS, table often refers to an object class without geometric shape; a row in the table is referred to as a
related object or asset.

task

A definite and specific act of work. Tasks in Cityworks are set up by the organization outlining the steps that
must be followed to complete a work activity and track related costs.

template

An electronic file predesigned to generate the desired information including the location and length of fields
to display that link to data that can be filled in and used to generate forms for printing or emailing. Cityworks
uses templates to print service requests and work orders as well as email callers and employees. Default
templates are available or custom forms may be created and used as long as they are stored in the
Templates file of the Cityworks directory. Template is also used in Cityworks Designer to refer to the
predefined settings for each type of request or work order.

topology

Relationships between connected features in a geometric network or shared borders between features.

tree

A data structure for organizing computer storage where the elements are interconnected and the trunk
represents the root directory, branches are folders and may be split into smaller branches or subfolders, and
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leaves represent the individual files or parts. While it differs from a hierarchy because its organization lacks
ranks or graded elements, the terms are used interchangeably in Cityworks.

UID

A user-defined ID field (a variable character field of 17, 20, 35, or 40 characters) used in Cityworks to identify
entities, devices, materials, equipment, suppliers, and sections. The UID can also be used as a field for linking
Cityworks tables.

URL

Uniform Resource Locator provides the global address of documents or other resources on the web.
Attachments in Cityworks may be loaded with paths to websites or documents on a local network.

user

Any individual who uses a computer. In the database, a user is assigned to a role or multiple roles which
allows the user’s login to access the information and use the software.

weighted average

A cost type for use in the Cityworks Storeroom add-on which totals all the costs for the selected material
divided by the number of units on hand to calculate the cost of an item.
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A

access geodatabase 2
account 68, 171, 183, 234, 291
actions tab (asset reading) 173
add
asset types to inspections 167
employees to group 51
features to asset group 158
map layer to request 63
new customer 234
objects to asset group 158
Server AMS users 202
Server PLL users 202
Storeroom domain administrator 25
Add/Modify tab (codes) 209
Additional Configuration tab (asset reading) 176
administration 19
analyze entity IDs (geodatabase sync) 178
asset group definitions 156
assign
asset groups 20
cost codes 40
database administrators 19
feature class to group 158
features/objects to asset group 158
rights to custom inspections 143
rights to Storeroom groups 185

Server users 51

storerooms 25
assign assets tab 158
assign employee
event layers 46
groups 43
map layer 60
permissions 31
task 75
to domain groups 51
associate
inspections to asset types 167
labor to asset or task 40
task to WO template 75
WO template to request 65
attachments 31, 55, 60, 87, 111, 116
answers on request template 60
employee 31
equipment 111
WO template 87
audit
interval for materials 183
audit permission in Storeroom 185
audit settings 194
azteca login
remove 19
B
background color
customize layout label option 267

backup
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CW database before gdb sync 178
blue text (CW data template) 256
bold field label 267
border on field label 267
branch (Q/A model) 55, 137, 140, 217
branch Q/A model (request) 137
budget plan tab 91
button

build tree 14

functions 6
C
calendar 8
call taker questions 60
cancel

information in CW 17

task 132

WO generated by incorrect reading 177

category 14, 55, 68, 99, 105, 145, 242

category (hierarchy) 54, 105, 115, 131, 191

CCTV inspection codes 213
CCTV tab 213
certification
employee 38
pipe assessment (PACP) 213
change
CW asset forms 163
labels on CW forms 267
permissions for employee groups 146

table on CW data template 252

check infout equipment 111

checkbox
asset groups owned by SDE 156
delete all records (customer account) 237
delete all records (street names) 239
notify M M 132
reset all controls to default 267

show tables owned by SDE (GIS attribute
updates) 198

show tables owned by SDE (inspection asset edit
fields) 197

use alternating colors 142

use mobile asset tracking system 156
Cityworks asset form

asset identify form 155, 156, 159

customize 163

store images for 159
Cityworks Asset Identify Form 159
Cityworks data

add tree items 13

problem leaf 14
Cityworks database

manager 1

manager add Server tables 188
Cityworks domain administrator

assign login 19

set custom employee info 30
Cityworks inventory editor 159
Cityworks Server

add asset edit fields to inspection 197
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add valid Server tables 188
additional configuration 190
contract line items 191
custom rating method 137
edit GIS attributes 198

set up functions 188

set up map documents and geolocating 195

WO:request relationship 65
classes

rule set values 153

tab for WO template classes 152
Clear

button 6

fields on Server panel 142

worksheet on CW data template 256
clone 66, 98, 132, 191

request template 66

task 132

WO template 98
codes

AEMPSKIL 38

CCTV codes 213

Cityworks 209

employee skill sets 38

format 209

other system 246

others 291

predefined inspections 295

Server contacts 191

Storeroom 183
collapse navigation tree 5
color coding

customize CW form 267

CW data template import 253

CW data template update 256
columns

resize 7

width on custom Server inspections 142
comments

add to WO template 87

asset reading 173

permit 134

predefined for request 145

task 132

task on WO templates 75
comments (request) 55
comments (work order) 87
commit gdb sync 178
common errors for CW data template 264
configure

asset inspections 167

Cityworks.xml file 28

CW asset form 163

CW asset form display fields 159

isolation trace 171

Server panel on custom inspection 142
connect GeoDB 3

context menu

Designer 2013 Guide

Index e 327



change view 5

CW data template 251
contractor

information 105

provided materials 105
contractor-provided equipment 86
contractor-provided materials 83
contracts 191
convert Excel file to text 11
copy

data from another worksheet 261

event layers 46

macros 243
correct asset reading 177
cost

assign labor codes 40

employee permissions to view 146

labor codes 78

materials 81

tables 63, 89
cost codes tab 214
count assets for reading 176
create

custom field templates 99

domain groups 51

new event layer 46

new storeroom location 25
cursor

arrow with double bar 17

double arrow 7
custom
contractor fields 105
Dig-Smart fields 27
employee cost codes 214
employee fields 31
employee job codes 215
employee labor rates 40
equipment fields 111
field templates 99
fields on CW forms 263
inspection (Server fields) 197
inspection security 146
inspection templates 135
map templates 88
names of custom print templates 284
print templates 88
rating method (Server) 137
template macros 243
update gdb when close WO 198
values for smoke testing 231
custom asset tab
custom data fields 216
custom data fields 263
customer accounts 234
customize
Cityworks 1
CW asset forms 156

CW forms 267

328 e Index

Designer 2013 Guide



request layout 267
request templates 53
D
data validation 256
database
field names on import 11
view 3
database administrator 19
DataPump
set number of checkout IDs 217
date
custom fields 99
range for employee job codes 215
date fields 8
default
button on customize layout 267
code type values 291
custom field values 99
date 8
field value tables 8
general tab (preferences) 217
image directory 159
inspections on WO template 97
restore on CW asset forms 163
define
asset groups 156
codes for employee cost 214
codes for employee jobs 215

codes for field value table 9

custom categories 99
custom inspections 135
GIS layers for work order assets 156
map layers/fields 233
new code type 209
permits 134
valid values for observations 144
delete
all records from CustomerAcct table 237

all records when importing street names to
CustomerAcct table 239

asset reading 177

buttons 6

custom inspections 137

employee cost codes 214

employee job codes 215

from CW data template 259

from hierarchy 14

leak category 231

other system code 246

permissions on request 63

permissions on WO 89

request labor 63

rights on custom inspections 143

Server contract 191

task from database 132

task from WO 75

valid values for observations 144
delimited text file

codes 212
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customer accounts 237
street names 239
delimiter 11
WO template classes 153
Designer
rights to tables 149
Server configuration 190
tools 3
version information 3
Dig-Smart 27
directory
collapse/restore 5
disable
information in CW 17
task 132
WO generated by incorrect reading 177
DisconnectGeoDB 3
dispatch to
based on request location 60
update request templates 66
display
asset ID field on CW asset forms 159
asset reading field 173
custom fields 99
field for CW asset forms 163
field for CW asset ID 156
field for materials stock search 128
gdb relationships 162

materials on WO 115

display fields tab

asset group definitions 156, 159

distribute password 29

district
domain 20
domain groups 51
request 63

domain 20
asset groups 156
custom inspections 143
Dig-Smart 27
employee groups 31
global settings 217
groups 30
groups setup 51
holidays 230
Storeroom 183

template security 146

domain administrator 20, 23, 25

drag/drop into 14
dropdown selection
custom field templates 99
field value tables 8
populate employee lists 149
dynamic cost
employee cost codes 214
employee job codes 215

WO labor codes 78
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E
edit
after close 149
ConfigureCityworks.xml 28
CW data 255
multiple request templates 66
multiple values 249
request question answers 60
Server custom inspection fields 197
edit/add customer account tab
customer accounts 234
email
contractors 105
email settings tab 226
email template 274
employee 30
cost codes 214
group rights 149
job codes 215
labor for material assembly 78
permissions for costs 146
relates 149
skill sets 38
tab 31
employees tab 31
encrypt login 29

equipment 20, 84, 86, 91, 105, 111, 122, 123,
125, 149, 216, 217, 249

domain 20

information 111

equipment manager 111
equipment tab
WO templates 84
Esri License
view 3
estimated
days to complete task 132
equipment on WO 84
labor for material assembly 78
on WO 68
event layers 46
Excel
CW data template 249
paste special 261
explanation on custom inspections 140
export data sheet 255
F
failed gdb sync 178
favorites in Miner & Miner Designer 242
features 158, 170
asset reading 176
update gdb when close WO 198
field is active 17
field mapping
code to another system 246
field value
tables 8
update attributes in gdb when close WO 198
fields
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other system codes 246
file
load WO template classes 153
filter
inactive employee search 44
records in gdb sync 178
find items in hierarchy 14
fixed
contractor rate 105
cost codes 40
flat rate employee job codes 215
folder
for print templates 281
structure 5
format
answer on custom inspections 140
answers request 60
CW codes 209

valid values for observations 144

G

general info tab
request template edit 66
geocoding service (Server) 195

geodatabase (gdb) 3, 155, 162, 163, 170, 172,
178, 197, 198

geographic area 53
request map layers 63

geolocate address 233

geometric network

isolation trace 171

geometry
assign GIS rights 51
GIS
fields on requests 63
Server info 195
GIS layers
create WO on 156
isolation trace 171
setup 155
GIS rights for Anywhere/Server 51
glossary 311
green text on data sheet 253
group
domain 51
storeroom 184
group rights tab 185
group tamplate security 146
groups tab
CU material groups 242
Storeroom groups 242
H
header row in import file 153
customer accounts 237
employees 43
street names 239
hidden columns
filename (load tab of codes) 212
locating 17
hide label 267
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hierarchy
build 14
contractors 105
equipment 111
Server contracts 191
holidays tab 230
host type 195
hours
contractor 105
runtime 172

WO labor 78

I
I/T1231

image
CW asset forms 159
default image directory 159
employee 31
equipment 111

import
codes 212
customer accounts 237
data types 11
employee file 43
from data sheet 253
other system codes 246
street names 239

WO template classes 153

import customer accounts tab 237

import street names tab 239

import tab 212
inactivate
employee 31
task 132
inactive
employee search 44
information 17
inflow/infiltration 231
inspection
field mapping 170
observations 144
predefined CW 167
tables for employee permissions 146
instructions 87
add to WO template 87
custom inspections 140
request templates 60
insurance contractors 105
interval 172
isolation trace 171
issue permission in Storeroom 185
italic field label 267

item in tree 14

J
job
rates 215

job codes 31, 68, 78, 215

K
keywords 7, 51
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Cityworks data template 256
contractors 105
employee groups 51
equipment 111
tasks 132
L
label
customize 267
response on WO task 132
labor 78, 91, 105, 122, 123, 214, 215, 217
labor tab
materials 78
layer
map 233
parcel in isolation trace 171
Server map 195
layout
request 267
leak categories 231
leak category 231
line item cost (Server permission) 146
linear (Q/A model) 55, 137, 140, 217
linear Q/A model 137
link
answers to questions 60
asset group to CW 156
code to another system 246
contract to WO/inspection 191

custom field names 99

custom print templates to request/WO 284
inspections to asset types 167
map layer to request 63
map layers to fields 233
rule set values to WO templates 153
Server inspections to WO template 97
tasks to WO template 75
WO templates to rule set 152
list
order 7
reload item from 6
load
button 11
customer accounts 237
CW table 252
employees 43
gdb values on inspections 170
other system codes 246
street names 239
tab 153
location
cancelled information 17
storing custom print templates 282
login
assign database administrators 19
employee 31
encrypt 29
no screen for CW data template 264

Storeroom domain administrator 183
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tool 3
view 3
loop questions 60
M
macro
manager 243
security in CW data template 264
magnifying glass button 25
maintain history 17
map
employee field layer 60
layers/fields 233
printing options 88
request layers 53
Server 195
material
domain 20
groups 242
on work order 115

materials 81, 83, 91, 105, 115, 149, 183, 216,
217, 249

materials tab

CU materials tab 81

work order template 81
maximize

calendar 8

Designer window 4
menu

CW data template 251

Designer 4

milestone in asset reading 172
Miner & Miner Designer 115
activity 78
material groups 242
task 132
minimize Designer 4
miscellaneous functions 207
mobile assets tab 156
model field
equipment 111
modify
asset groups 156
labels 267
permissions for employee groups 146
question on custom inspection 139
question order 60
multiple
asset reading actions 173
attachment file paths 163
selections 7
WOs to request (Server) 65
must use Designer 256
N
NASSCO codes 213
navigation tree 5
network location
asset image 159
to update print templates 282

new
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records in CW data template 253
trunk 14
no login screen 264
not null fields 256
notify M M checkbox 132
null fields 256
number
sorting 7
numeric
custom fields 99
fields 256
@]
objects 158, 170
asset reading 176
update gdb when close WO 198
observations
answers 140
configure on Server panel 142
custom inspections 135
populate on predefined inspections 144
questions 139
TV inspections 209
observations tab 139
open
folder 19
function 5

storeroom codes 25

functions 207
overhead (contractors) 105
=]
PACP codes 213
pane resizing 7
password 28, 29
encrypted 28
prompt when closing CW data template 266
real 29
paste cell values 261
percent on cost codes 40
permissions
custom inspections 143
CWWebUser 188
request templates 63
storeroom transactions 185
templates 146
permit 134
populate
CW codes 209
employee dropdown lists 149
field value 8
predefined
inspection codes 295
instructions 87
materials 81

request comments 145

others preferences 217
codes 291 ArcGIS 155
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employee cost codes 214

employee job codes 215

print templates network location 282

use CCTV codes 213

use dynamic cost codes 40
preliminary setup 1
prerequisites to create database 1
print

asset inspection definitions 167

employee relates 149

field mappings for inspections 170

gdb sync 178

inactive employee search 44

queue 88

template security settings 146
print template 88, 163, 217, 243, 274, 281, 287
printable fields on CW asset forms 163
printing tab 88
priority

default values 291

Server AMS custom inspection 137

update request by question 60
privileges

custom inspections 143

CWWebUser 188

request templates 63

storeroom transactions 185

templates 146

work orders 143

Q
QA

answer on custom inspections 140
model of custom inspection 137
requests 60
Q/A model 55, 137, 140, 217
quantity
I/T smoke test 231
material group 242
material search minimum 128
required for assembly 242
Server contract 191
units of measure code 183
questions
custom inspection 137
requests 60
R
rate types
contractors 105
readings tab 177
receive permission in Storeroom 185
record employee skills 38
record lock 245
red text (data template) 256
refresh
button 6
list 7
print templates last update 282

related objects 156
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relationship WO to request 65
relationships tab 162
request
answers 60
customize layout 267
other system codes 246
security 63
tables for employee permissions 146
required 31, 99, 142
ACCTNUM field 237
code types 291
custom fields 99
reset all controls to default checkbox 267
resize 7
Designer window 4
response field on tasks 132
restore
asset form defaults 163
customize layout defaults 267
tree 5
results tab 140
reverse tab 8
rights
custom inspections 143
CWWebUser 188
request templates 63
storeroom groups 185
storeroom transactions 185

to access templates 146

work orders 89
rule fields 152

rule sets tab 153

S

save
button 6
inactive employee search 44
save to file
gdb sync 178
material stock search 128
scores 209
SDE feature class name 233
search
inactive employees 44
print templates 282
tree item 14
search by field
labor 78
material 242
material groups 242
stock on hand 128
task 75
search stock on hand tab 128
security
domain groups 51
employee group security 146
request templates 63
Server map 195

storeroom groups 185
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security tab
custom inspections 143
WO templates 89

Server
configuration 190
contracts 191
custom inspections 97
custom rating method 137
equipment 111
GIS info 195

line item cost permission 146

panel configuration on custom inspection 142

setup functions 188
Server panel configuration tab 142
show tables owned by SDE 197, 198
smoke testing 231
sorting columns 7
source (permits) 134
SQL query 178, 249, 255
SQL statement (event layers) 46
status 17, 178, 217
stock on hand 128
Storeroom 20, 25, 149, 183, 184, 217
storeroom domain groups 184
storeroom groups 184
street names 239
submit to

based on request layer 60

define map layers 233

employee email 31

permission to change on WO 143
print queue (WQO) 88

replace inactive employee 44
request template 55

task 132

update request templates 66
within domain only 20

superuser 2

T

tabbing sequence 8

tasks 13, 17, 75, 131, 132, 149, 217
template security 146

templates tab (custom inspections) 137
transfer permission in Storeroom 185
tree 5, 13, 54, 105, 111, 115, 131

U

unit accomplished description 68

units of measure 208

units required 81, 84, 125

use mobile assets tracking system 156
utility line marking 27

\%

varchar 99, 216, 256

version information 3

viewable in Server 111

W

warranty 111

water isolation trace 171
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wildcard search
materials 128
WO templates tab 65

work order 65, 68, 99, 145, 146, 149, 172, 198,
217

work order layout manager 271

work order template classes 151
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