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How to Setup Work Orders
Inspection, Replacement and Maintenance

Overview

Work Orders in PubWorks is an optional module that fits a number of situations:

1. Recurring tasks, such as an annual inspection or replacement of an item every
three years.

2. Performing a task on a large number of assets in a single job, such as selecting all
the signs in a particular district, or of a certain type, that need to be replaced all
together.

3. Adding a number of Service Requests to a job.

4, Setting-up one time jobs to be done in the future.

There are two important requirements to remember when using PubWorks Work Orders:

1. Unlike Service Requests, where actual work performed is entered with an activity
record; Work Orders have both the work and resources recorded with the Work Order Record.
You do not enter work performed on a Work Order in an Activity; the Work Order takes the
place of an Activity for capturing costs.

2. A Work Order is not an ad hoc entry done on-the-fly. Work orders can only be
setup when pre-defined assets and tasks have been linked to create work orders.

A common use of Work Orders is the tracking of sign installations or sign inspections for
fulfilling sign retroreflectivity standards. The following example tracks signs, however you can
setup Work Orders to track any scheduled event.

Note: Make sure that you have the PubWorks “Work Order” module and that it is turned on
If you need to purchase the module, or need to have it turned on, please contact us.

Make sure that the Work Orders tab at the top of
System PubWorks Data Service Requests | Work Orders Fleet Reports V| PubWorks is highlighted. You must have
Work Orders... purchased the work order module and the

module must be turned on in the user setup.

’ Work Order Status...
To Do List...

>
‘ Asset-Task Plans...

The following steps must be done prior to tracking your assets:
1. Create the assets (if not already done)
2. Create the task (if not already done)
3. Setup a Plan - Link the assets with the task to create a Work Order
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NOTE: A Plan must be setup before you can create a Work Order — you cannot just
enter a Work Order on-the-fly if there is no plan established.

4. For recurring items, such as an annual inspection, make sure that you initiate the
process by performing the trigger task on each asset. For example, you will need to
enter the install date for a sign, if an installation triggers a 10-year replacement
schedule. Otherwise, the software doesn’t know when to start counting.

5. Generate your To Do List

6. Setup Work Order criteria such as frequency and batches

7. Generate the Work Order List

Create the assets

Define the asset that you want to maintain. In this example you are going to replace all Type 3
signs every 10 years. You need to make sure that you have the Type 3 signs in your list of

location features.

In the following example, all our Type 3 signs are the same material and with the same

replacement schedule.

ion Code |253 = Latitude

Pill Location Features (Sign Type 3 10YR) : Stop Sign 100 / Sign100 — o] x|
@ | 2 B
ous Save Locate Sort. More Map
General i GASE 3¢ Plan (2 Activiy Log® List View
Featwe Code  [Bign100 RecodActive ¥ Distict South West ~
Feature Name  |Stop Sign 100 Asset Class | Traffic Contiol 2
Feature Type Sign Type 3 10YR hd Fund hd

40.028407880853 Acquisition Date

Area (sqin)

ion Name [Mebvile Ln =] Longtude  |748318024613503 Disposal Date
I =] Evtemal Code
r—Muted
Notes -
[ —
- Custom Attributes

FFFFF Attributes (15) More Attibutes (10)

. Height i Installation Date Sign Type

ADT ﬁ%ﬁn‘l_ 1172004 [Regulatory =

Lanes | Width (in) Replacement Date Shesting Material

Right Shouider | lmfn]_ [Z'%zmw [Engineering Grade I ]|

L

ion Date Blank Material

1296.0000 |

Begin Mile Post |0.000 End Mile Post ]0.000

[ExtudedBlark 7],

Oty Of Supports  Fabrication Date. Support Type
Side = ot 0.0000 1.0000 12/7/2003 [Wood Past =]

o Signs On Support Manufacturer Breakaway Type

Length (Mies) | Square Yar

Square Meters

[1.0000 [Bwery Denrison [ =]

Record: 1 of 301 [Sign100 | Stop Sign 100 Melville Ln Active: Yes

Note: You can search for groups of assets by attributes, districts and MUTCD. This is a very
powerful and useful feature. With this lookup table (Work Orders>Asset Search) you can find

all signs of a certain type with certain attributes.

The MUTCD feature is automatically turned on if you select the “Is Sign” checkbox in the

Location Feature Type category data list.
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P Asset Search
Search Criteria

Location Type District Filter (4) M | Location Code / Name Filter (2243) M Mutcd M
" Locations - [North West =l || | Ri-1 ~

'_M;_'FE“‘“'E Type (3 Atribute Operstor umericValue TextValue ListValue
@ Features [Sign Prismatic - = =l =l
jv LA ]
| | |
I I7] |
I _| _|
Generate List SetAll Checks Clear All Checks | Create New W0 dd fr 0] I Print List ep List Exportto C5Y Caopy to Clipboard
Found Assets 1 Incomplete Work fters
56 Sign Prismatic found - Nane Selected
District Location Type | Location Code | Location Name Featwe Type __[Mutcd MutcdVarinfo Festure Code | Feature Name
» | T [Northwest Steet 20 Bermuda Oir Sign Prismatic RI-1 Signt Stop Sign 1
I~ [NorthWest Strest 37 or Sign Prismatic | R0 Sign1 Stop Sign 11
| © [Norhwest Street 13 Beachfem Ln Sign Prismatic | R1-1 Sign13 Stop Sign 13
| NorthWest Stest 5 Butiercup Ln Sign Prismatic Rl Signis Stop Sign 15
T [NorthWest Strest 12 Beaverdale Ln Sign Prismatic | R1-1 Sign17 Stop Sign 17
™ | NorthWest Stest 22 Birchwood Ln Sign Prismatic | R1-1 Sign1® Stop Sign 19
[ |[North West Street a0 |Buckingham Dr Sign Prismatic RI-1 Sign21 Stop Sign 21
I~ | NorthWest Steat ) |Buckingharm Dr Sign Prismatic | R0 Sign23 Stop Sign 23
kI

Create the task

www.PubWorks.com

Define the task which will trigger the desired scheduled action. In this case, the task of “sign
installation” will trigger a replacement in 10 years, assuming that the material has a warranty of
10 years. Anytime we perform a “sign installation” on a particular sign, it will create a new 10
year replacement period. So if a sign is damaged and is re-installed, a new 10 year period will

begin with the replacement date.

Pl Tasks : Sign Installation / 114 _|o] x|
& 7] 4 3 M @4
Reports First |Previous | Next Last Add New Locate More
Description Activity Log* Task List View
Task Code 114 Record Active ¥ Activities Require/Allow
Task Name |Sian Installation Employee |~ Fund [ ZeoEmpHouws [~
Contractor [ Project [ Force 0 Eqp He/Mi T
Task Type l Sign Management j Equipment [~ Service - Force 0EgpRate |
Ext Code Materials [ Request
Unit Cost A ing Settings Overhead, GASB. GIS
Requires Units [~ MTD QTD TITD — I;TD Include in Overhead v
Unit Type Total Cost 0.00 0.00 iz 427.315.20 || allocations
R Prod Units - 0 o 0 - _‘:‘ Include in GIS Export v
$ / Unit 0.00 0.00 0.00 0.00 Filtering
FieldTask [V Standard Hours
‘|| ShopTask I~ l%
ecord: 46 of ign Installation ctive: Yes
l[H d: 46 of 58 [114 [ Sign Instalati | Active: Y

Create the Work Order Plan - Link assets with the task

Note: Every Work Order must have a pre-defined plan!
So what exactly is a plan? Some examples:
All prismatic signs must be replaced every 10 years

Every sign needs to be inspected once a year

Every culvert in the Middle River watershed needs to be cleaned once a year

In 2016 the Muffin Master needs a complete overhaul by a certified technician
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First, tie the asset and the action together.

a. Goto Work Orders>Asset-Task Plans

System PubWorks Data Service Requests | Work Orders Fleet Report
Work Orders...

Work Order Status...
To Do List...

Asset-Task Plans...

b. Select the asset type that you want and the task that you need to perform.
c. Select the frequency and time period
d. Create a Default Result for a Task

When you have a large number of items on your “To Do List” it is easier to create a default
result and then make any changes to the norm. OK is the most frequent default value. This
feature will come in handy when you complete a work order.

SIS

_&iéﬁlu <

Previous

General Information Assets™ Activity Log List View
Record Active [V
— Task being perf d —Freq Y
Task Code / Name (= Recuring Evey |10 [reas |
|114 ~| |S|gn Installation =]  None
& Planfor a Tvoe of Asset © Plan for a Specific Asset
— Type of Asset — Specific Asset
Location Type Code / Name Location Code / Name
=1 = I I~}
Feature Type Code / Name Feature Code / Name
SP10 ~1 [Sign Type 3 10VR =] | =] I~
— Task Completion Results
Follow-Up Done =
Result Default | Follow-Up Task * Immediate After Active
P | 0K ~ r [ [cal
PARTIAL r r r ~

Now “Save” the task plan. Notice that before saving the plan (above) the tab for Assets has no
asterisk.

After saving the plan, the tab for Assets has an asterisk. The asterisk in PubWorks means that

there is something in that tab...in this case the assets in PubWorks that meet the criteria of the
To Do Plan.
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Pl Asset-Task Plans

| Fll’St Prevtous Next Last Add Newl Save | Cancel | Delete |l

=101 ]

General Information Activity Log List View
301 Assets
| Location | Feature | 0/D | Last Done | Next Plan | Scheduled ]| Active | «
P | BEabbitt Ln Stop Sign 14 09/02/10 |08/02/20 I_

Baldwinln _____ |StopSignd53 |  |08/26/03 |08/26/13 |08/21/03 | I |
-_
-
-
-_
-
-
-_
-
-

v
Stop Sign 32 Maple Street e Johr| | 01/03/08 | 01/03/18 | 08/21/03
v
Beverly Rancocas Rd Stop Sign 350 02/04/08 | 02/04/18 ~
| Record: 16 of 22 | Sign Installation | Sign Type 3 10YR | Active: Yes

Creating Alternative Results

The results are where you setup possible outcomes. For example, it is OK, Broken, Partially

Complete, etc.

Pill PubWorks Version 5.8.41 / dB Version 58a C:\Program File]

‘System | PubWorks Data Service Requests Work Orders Fieet Rep: Pl Results ] 3
Daily Activities...
RNL Activities...
Crew Activities... I Code I Name I Active I
Crews... v
Equipment... ﬂ
l;::::;ﬂg < Blockage | Major Blockage Fixed
iﬁhddrassesm Minor Repair Fixed
Routes...
Tasks... PARTIAL | Partially Complete
Funds..

Vouchers/Warrants. ..

P
VANDAL
T

|| Results: 9

Delete l Print l Close l

You also have the option to create a Follow-Up Task for a specific Result. For example, the
following inspection of a culvert says
“if minor repair is needed, do the repairs immediately and the task is Culvert Repair ”

“if major repair is needed, schedule a task for Culvert Repair at a later date”
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=] 14 2] “ =
Reports First Last ey Save Cancel Delete Edit
I G 1 Inf {0 T Assets™ Activity Log T List Wiew
h Record Active [V
I|  Task being ({ d —F
Task Code / Name = Recuring Every |1 [Vears = |
301 ~1 l?ulverl Inspection = | ‘& [
7 Plan for a_lype of Asset: " Plan for a Specific Asset
— Type of Asset — Specific Asset
Location Type Code / Name Location Code / Name
[ = =1 | I I=|
Feature Type Code / Name Feature Code / Name
C | [culver ~1 = |
— Task Ci leti Results
Follow-Up Done =
Result Default | Follow-Up Task * Immediate After Active
» |OK ~ = = =
Blockage r r r ~
M ajorR epair — Culvert Repair — ~ ~
MinorR epair r Culvert Repair ~ r ~
PARTIAL — — — ~
+ Active Only Al Add Result I Delete Result I
|Record: 2 of 14 | Culvert Inspection [ Culvert | Active: Yes

Selecting a follow-up of “Immediate” or “After” does the following:
Immediate follow-up will say that the work for that asset has been completed and is now
off of the to-do list.
After means that some work is not done. So the asset will remain on the Work Order’s
to-do list along with the “Follow-Up Task” selected.

Initialization of Schedule

Note: Before you can run a report that lists when signs need to be replaced, you must input
the original date of the triggering task. In this case “sign installation,” was performed.

An easy way to find out which assets need to be initialized is to run the “To Do List” for a
particular asset with all dates included for the timeframe.

Print a report and any asset that doesn’t have a “Last Done” date needs to be performed.
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~ Search Criteria
_M | Distict M Planned Timefi
= | | | _Change Tinefiame |

Location Type M | Location Code # Name. ll I Exclude Overdue Items
I - I I - I I ;l
Task Type M | Task Code / Name M Scheduled Timeframe
I ~] I ~] [— =~ Change Timefi |
~Work Items (604)
[ [Location Name | Feature Name [ Task Name [0/D[ Last Done [ Planned [ Scheduled|Inwo | «
|_ Gramercy Ln Stop Sign 208 Sign Installation 07/18/07 | 07/18/17 |08/21/03 17

---
-II_-
-———-
-———-
--———-

- Stop Sign 256 |Signinspection [ | | | | | -

Twin Hill Dr Stap Sign 278 |Signlnspecton | | | | | |
u
™ | Twin Hill Dr Stop Sign 248 Sign Inspection -
138 Locations 302 Features 2 Tasks
Generate List | SetAllChecks | | ClearAllChecks | | CreateMewiwd | addtown || Bintlist | Cose |

Town of Hanover

www.PubWorks.com

Work Order To Do List The assets highlighted in yellow do not have an original installation date,
so one will need to be added.

Location Feature Task Last Done Planned

Bermuda Cir Signl Sign Inspection 07/17/2008 01/17/2010

Bradford Ln Sign2 Sign Inspection

Bradford Ln Sign3 Sign Inspection 07/30/2009 01/30/2011

Shelboumne Ln Sign4 Sign Inspection

Summit Ln Sign3 Sign Inspection 07/17/2008 01/17/2010

SunsetRd Sign6 Sign Inspection

Bradford Ln Sign7 Sign Inspection 07/30/2009 01/30/2011

Sheffield Dr Sign8 Sign Inspection

BartlettLn Sign9 Sign Inspection 08/06/2008 02/06/2010

Brooklawn Dr Signll Sign Inspection 07/30/2009 01/30/2011

Brierdale Ln Signl2 Sign Inspection

BeechfernLn Signl3 Sign Inspection 07/18/2008 01/18/2010

BabbittLn Signl4 Sign Inspection

Buttercup Ln Signl3 Sign Inspection 07/30/2009 01/30/2011

Pembrook Ln Signl6 Sign Inspection

Beaverdale Ln Signl7 Sign Inspection 07/18/2008 01/18/2010

Birchwood Ln Signl8 Sign Inspection

Birchwood Ln Sign19 Sign Inspection 07/30/2009 01/30/2011

Birchwood Ln Sign20 Sign Inspection

Buckingham Dr Sign21 Sign Inspection 07/18/2008 01/18/2010

Buckingham Dr Sign22 Sign Inspection

Buckingham Dr Sign23 Sign Inspection 07/30/2009 01/30/2011

Birchwood Ln Sign24 Sign Inspection

Buckingham Dr Sign23 Sign Inspection 07/18/2008 01/18/2010

Buckingham Dr Sign26 Sign Inspection

Buckingham Dr Sign27 Sign Inspection 07/30/2009 01/30/2011

Buckingham Dr Sign28 Sign Inspection

Buckingham Dr Sign2% Sign Inspection 07/21/2008 01/21/2010

Scheduled

After entering a date to initialize the process, you are ready to start creating your “To Do” list.
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Creating the Work Order

Below are Work Orders created in different ways:
1. Froma “To Do” List
2. From a Service Request
3. From an “Asset Search”
4. From an Existing Work Order

Creating a Work Order from the To-Do List

The “To Do List” will aggregate all assets that meet certain criteria — feature type, location,
location type, district, task, etc.

After you have selected the criteria, click the “generate list” box in the lower left. This will tell
you what needs to be done based on your selections.

In the screenshots below there are 4 signs in the upper screenshot, but only 3 planned
replacements in the screenshot directly below. Manor Lane is missing. Why is this?

The reason for the ommission is that the yield sign on Manor Lane has not had a task

performed for “sign installation,” the computer program counts from the last “sign installation”

date. If there isn’t a sign installation date, there will not be a replacement date.

N

4 4 M

Reports First | Previous | Next Last Add New

General Information

Assets™ Activity Log

List View

=loix]

Note that while the planned timeframe is 2023,
the work items are scheduled for 2017, 2018 &
2019. This is because these items are overdue

sl and overdue items are listed unless you check
Location Feature 0/D | Last Done | Next Plan | Scheduled | Active « . >
¥ | Babbitt Ln Test sign 08/21/09 | 08/21/19 [ the box for “exclude overdue items
Brooklawn Dr Stop Sign 10 01/10/08 | 01/10/18 v
John F Kennedy Wy Stop Sign 101 John F Kennedy Wa 01/16/08 | 01/16/18 v
Manor Ln Vield Sign 302 Manor Lane v
L5 x|
—Search Criteria
Feature Type ll District ll Planned Timeframe
'R & 5 |Al| of 2023 Change Timeframe I
Location Type ll Location Code / Name M [~ Exclude Overdue Items
vI vI I LI
Task Type LI Task Code / Name l’ Scheduled Timeframe
=] ]_ | I_ =] Change Timeframe I
—Work Items (3)
Location Name Feature Name Task Name 0/D | Last Done | Planned | Scheduled| In'Ww0 |
» | T |Brooklawn Dr Stop Sign 10 Sign Installation = | 01/10/08 |01/10/18 | 08/21/09 17
™ JohnF Kennedy Wy Stop Sign 101 John F Kenn | Sign Installation * |01/16/08 | 01/16/18
[~ |Babbitt Ln Test sign Sign Installation * |08/21/09 |08/21/19 18
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To fix this problem go to a daily activity and perform the task for “Sign Installation” and say that
it was done on mm/dd/yy, so this is entered along with an employee. Now the yield sign on
Manor Lane has an original installation date.

Re-running the planned list, it now shows.

[
| PW To Do List

ure

Feat

S h Criteria

1 Type 4

Type

District

Ml
|

Planned Timeframe

|l of 2023

Note that while the planned timeframe is 2023,
the work items are scheduled for 2017, 2018 &
2019. This is because these items are overdue

I
v
Location Type M1 Location Code / Name LMl I” Exclude Overdueltems | and overdue items are listed unless you check
- =l - the box for “exclude overdue items”
Task Type M| Task Code / Name M| Scheduled Timeframe
] 1] | Change Timeframe I
—Work Items (4)
Location Name Feature Name Task Name 0/D | Last Done | Planned | Scheduled | In'W0 |
p | I | Brooklawn Dr Stop Sign 10 Sign Installation * (01/10/08 | 01410418 |08/21/09 17
™ John F Kennedy Wy Stop Sign 101 John F Kenn | Sign Installation > 01/16/08 01416418
[ | Babbitt Ln Test sign Sign Installation * |08/21/09 |08/21119 18
: ™ ManorLn Yield Sign 302 Manor Lane | Sign Installation * 11/03/07 | 11/03417
|

The “To Do List” can also be used as a help with your budgets. Below there are 195 signs that
have to be replaced in 2018. If the average cost is $100 per sign, then $19,500 should be
budgeted for sign replacement.

Eixi
S h Criteria
Feature Type LI District LI Planned Timeframe
lSi_gn Type310vR x| | =~ | of 2018 Change Timeframe |
Location Type l‘ Location Code / Name LI [V Exclude Overdue Items
= = [~
Task Type l‘ Task Code / Name l‘ Scheduled Timeframe
4| I_ 4| |_ 4| Change Timeframe |
~Work Items (195)
Location Name Feature Name Task Name 0/D | Last Done | Planned | Scheduled| InW0O |
» | ¥ |Bemuda Cir Stop Sign 32 Maple Street (| Sign Installation 01/09/08 |01/09/18 |08/21/09 17
™ Bradford Ln Stop Sign 2 Sign Installation 01/09/08 | 01/09/18 | 08/21/09 17
¥ | Bradford Ln Stop Sign 3 Sign Installation 07/17/08 | 0717418
™ Shelboume Ln Stop Sign 4 Sign Installation 07/17/08 | 0711718
¥ | Summit Ln Stop Sign 5 Sign Installation 01/10/08 |01/1018 | 08/21/09 17
™ | Sunset Rd Stop Sign 6 Sign Installation 01/10/08 | 01410418 | 08/21/03 17
¥ | Bradford Ln Stop Sign 7 Sign Installation 07/17/08 | 0717418
¥ Sheffield Dr Stop Sign 8 Sign Installation 07/18/08 | 07/18/18
¥ |Bartlett Ln Stop Sign 9 Sign Installation 01/10/08 |01/1018 | 08/21/09 17
¥ | Brooklawn Dr Stop Sign 11 Sign Installation 07/18/08 071818
V' | Brierdale Ln Stop Sign 12 Sign Installation 07/18/08 |07/18/18
¥ Beechfern Ln Stop Sign 13 Sign Installation 01410708 | 01410418 | 08/21/09 17
¥ |Buttercup Ln Stop Sign 15 Sign Installation 07/18/08 |07/18/18
¥ | Pembrook Ln Stop Sign 16 Sign Installation 07/18/08 | 07/18/18
V' |Beaverdale Ln Stop Sign 17 Sign Installation 01/10/08 |01/1018 | 08/21/09 17
¥ Birchwood Ln Stop Sign 18 Sign Installation 01/10/08 | 0141018 | 08/21/09 17
V' | Birchwood Ln Stop Sign 19 Sign Installation 07/18/08 |07/18/18 -
101 Locations 195 Features 1 Tasks
Generate List | Clear All Checks Create New W0 Add to W0 Print List I LClose I

10
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Creating a Work Order from the “To Do” list

1. From the “To Do List” apply your filters. When you have the items to be worked on,
either manually check all items you want to include for this particular work order, or
click “Set All Checks” at the bottom of the “To Do List” screen.

2. Click on “Create New WQ” to generate a new work order which looks like the work
order below.

I« 4 b | =] sl X &4 & 2
Reports First | Previous | [iext Last Add New | S5& Cancel | Delete | Locate Edit More Map
—Work Order WO Status
0# Description Date Scheduled Date Completed Created
|uungzu [Generated from the To Do List on 12/02/2010 = Scheduled
Department Project Number / Project Name In-Progress
I Completed
WorkView———————— ~Work Date(s) Actions
Gl IoDo € wakDas ( ( Modify Item List : AddGenice Request |
[~ Work Order DelailL\g
Work Items (195) T Resources T Notes ]‘
Task Location Feature Serv Regft | Done | Result Task Units | Work Date | Follow-Up Task 2|
P | Sign Installation Babcock Ln Stop Sign 40 r 0.00
Sign i Balfour Ln Stop Sign 453 r 0.00
Sign Installation Barnwell Dr Stop Sign 35 r 0.00
|| Sign Installation Barrington Ln Stop Sign 390 r n.00
Sign Installation Bariington Ln Stop Sign 333 r 0.00
I || Sign Installation Barrington Ln Stop Sign 394 r 0.00
| Sign Installation Bartlett Ln Stop Sign 9 r 0.00
| Sign Installation Bayberry Ln Stop Sign 37 0.00
| Sign Installation Baybery Ln Stop Sign 38 r 0.00
|__|Sign Installation Baybery Ln Stop Sign 39 r 0.00
Sign Installation Bayberry Ln Stop Sign 41 r 0.00
|| Sign Installation Bayberry Ln Stop Sign 42 r 0.00
Sign Installation Beaverdale Ln Stop Sign 17 r 0.00
i Sign Installation Beechfern Ln Stop Sign 13 r 0.00
i Sign Installation Beechnut Ln Stop Sign 265 r 0.00
- Sign Installation Bemuda Cir Stop Sign 32 Maple Street ¢ r 0.00
Sign Installation Beverly Rancocas Rd Stop Sign 350 r 0.00
Sign Installation Beverly Rancocas Rd Stop Sign 538 r 0.00 -
_————————————
Record: 12 of 12 000020 | Generated from the To Do List on 12/02/2010 $0.00 Created

Hint: Rename the Work Order so that it means something to you. You may have hundreds of
Work Orders, so what does “Generated from the To Do List on 12/02/10” mean? Probably
nothing, however, changing the Description name to “Signs to Install 2018” tells you why the
Work Order was generated.

8| u | { | ¢ | — : : :
Reports | | First | Previous | rext Changing the Description to something that is meaningful

Work Order
W0 Description Date Sche

[000020 [Bigns to Install 2018

Department Project Number / Project Name

F\\fork Yiew [ F\\Fork Date(s) ———

3. Click the “Edit” button at the top of the Work Order
4. Establish a scheduled date
5. Save

11
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Reports First | \Previous | Hext Last Addiew | Save | Cancel | Delete | Locate Edit Copy. More Map
[~ Work Order WO Status
WO Description Date Scheduled Date Completed Created
[000020  [Signs to Install 2018 |Fri dpr 22 2011 j | Scheduled
Department Project Number / Project Name In-Progress
- - vI Complete AL Completed
~WorkView————————— ~Work Date(s) Actions
@Al CToDo € WokDate Modiy Item List_| _Add Service Request |
R Add Single tem_|
[~ Work Order Details |
Work Items (195) 1 Resources | Notes ]‘
Task Location Feature Serv Req#t | Done | Result Task Units | Work Date | Follow-Up Task =
P | Sian Installation Babcock Ln Stop Sign 40 r 0.00
Sign Installation Balfour Ln Stop Sign 453 r 0.00
Sign Installation Barnwell Dr Stop Sign 35 r 0.00
Sign Installation Barrington Ln Stop Sign 390 r 0.00
Sign Installation Bartington Ln Stop Sign 393 r 0.00
|__|Sign Installation Barrington Ln Stop Sign 394 r 0.00
Sign Installation Bartlett Ln Stop Sign 9 r 0.00
|__|Sign Installation Baybery Ln Stop Sign 37 r 0.00
Sign Installation Bayberry Ln Stop Sign 38 r 0.00
|__| Sign Installation Baybery Ln Stop Sign 39 r 0.00
Sign Installation Bayberry Ln Stop Sign 41 r 0.00
|| Sign Installation Baybery Ln Stop Sign 42 r 0.00
Sign Installation Beaverdale Ln Stop Sign 17 r 0.00
|| Sign Installation Beechfern Ln Stop Sign 13 r 0.00
Sign Installation Beechnut Ln Stop Sign 265 r 0.00
|| Sign Installation Bermuda Cir Stop Sign 32 Maple Street ¢ r 0.00
Sign Installation Beverly Rancocas Rd Stop Sign 350 r 0.00
Sign Installation Beverly Rancocas Rd Stop Sign 538 r 0.00 -
Record: 12 of 13 000020 | Signs to Install 2018 $0.00 Created

Hint: Include the Department to facilitate looking-up Work Orders by Department.

Modifying Items on the Work Order

This allows you to delete items from your list.

Creating a Work Order from Service Requests

It can be helpful to create a single work order from multiple Service Requests.

1. Add Service Requests to an existing Work Order. You have maintenance scheduled
on culverts in the Northeast Section. While there you already have the proper
equipment with you to handle Service Requests for drainage problems. Solution:
You filter the Service Requests for drainage problems in the Northeast Section and
then add these Service Requests to the existing Work Order.

2. Create a new Work Order from one or many Service Requests. You have a number
of drainage service requests which may start with an inspection and lead to
extended work. You want to keep track of all these Service Requests together over
the life of the work.

NOTE: Remember that a plan needs to be created in advance for the work that you want to
do. So in the following example, you must already have a pothole plan for all roads created.

Both of the examples above are created in the same way.
Go to your Work Orders and

1. Find an existing Work Order that you want to add Service Requests to
2. Or “Add New” Work Order from Service Requests.
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| Work Orders Fleet Reports Windows Help

| Pl Work Orders =10) x|
Work O.rder Status... 5 Tl 4 » NI D (=] “ E
I‘;::':";l Reports | First | previous | Next | Last | AddNew| save | cancel Delete Locate g it Copy More Map
e ‘Work Order ‘WO Status
Asset-Task Plans... WO # Description Date Scheduled Date Completed Schedule Created
1 [000011  [Culvert Repair = JMon Dec 12 2011 Newwark Dotz | | Seheduled
Department PIO jiect Number / Project Name In-Progress
Engineering Road Overlays Complete ALL | | Completed
Work View | ~Work Date(s) Actions
e [ € ToDo  WorkDate ﬁ I;:JJJV ‘11342700‘\?( ¢ MonDec 122011 Modify ltemn List | £dd Service Request l
Weduli42010 fdd Single tem_|
‘Work Order Details
‘Work Items (14) T Resources (3Emp, 1 Eqp, 3 Mat) T Notes*
Task Location Feature Serv Reqlt | Done | Result Task Units| Work Date | Follow-Up Task
p | Culvert Repair Babbit Lane Culvert 5 ¥ |0K 7,894.000) 121211
Culvert Repair Babcock Ln Culvert 52 MoK 0.000 07/13/10
Culvert Repair Baldwin Ln Culvert 6 ¥ oK 0.000| 07/14/10
Culvert Repait Bancroft Ln Culvert 141 v 0K 0.000 07/13/10
Culvert Repair Barnwell Dr Culvert 152 v |OK 0.000] 07/14/10
Culvert Repait Beaverdale Ln Culvert 1 v 0K 5618738 12/12/11
Culvert Repair Express Ln Culvert 90 v |OK 0.000] 07/13/10
Culvert Repait EstonLn Culvert 96 v 0K 0.000) 07/14/10
Culvert Repair Flint Rock Ln Culvert 39 v |oK 0.000| 07/13/10
Culvert Repair Garfield Ln Culvert 84 v 0K 0.000 07/14/10
Culvert Repair Garner Ln Culvert 100 ¥ |0k 0.000| 07/13/10
Culvert Repair Marblestone Ln Culvert 74 v 0K 0.000 07/14/10
Culvert Repair tarchmont Ln Culvert 76 TS 0.000| 07/13/10
Culvert Repair Marshal Ln Culvert 68 v 10K 0.000] 07/14/10
i B 1
r I | — =
— — e
- :.: P Record: 1 of 19 000011 Culvert Repair $19.6731 Completed | 12/12/201

When you click “Add Service Request” to either an existing Work Order or a new Work Order,
the dialog box for selecting Service Requests will display.

Piil Work Orders (o]
3 W« » | om B|=| x|&a| & =
Reports First__| Previous | Hext Last | Addiew| Save | Cancel | Delete | Locate Edit Copy, More Map
*Wolk Drder WO Status
Description Date Scheduled = Date Completed Schedule Created
qunum = New Work Date | | Scheduled
Department Project Numhei / Project Name In-Progress
~Work View ‘Work Date(s) I -
@Al € IoDo € WokDae _‘._
Add Single Item
rl ( ' -1
Work Items Resources Notes — -J
[Task [ Location [ Feature [ Serv Regtt [ Done [ Result [ Task Units | Work Date [ Follow-Up Task Iif
ork Order - Add Service Request Work Item X
[ Open Service (243 of 243)
Request #|'wWO # | Date Description Assignee Department Request Type istrict Location =
» [ [ (000619 12/07/09 | There is & problem on Gimble Ln ast, Grover Public Works Traffic Light Out outh East Gimble Ln
000620 12/08/03 | There is a problem on Ginger Ln ast, Grover Missed Trash outhEast | Ginger Ln
[ | 000621 12/14/09 | There is & problem on Glen Wy ast, Grover Potholes outh East Glen 'y
000623 '21/03 | There is a problem on Glenview Ln ast, Grover Line Locate outh East Glenview Ln
[ | 000624 /22/09 | There is 3 problem on Globe Ln ast, Grover Flooding outh East Globe Ln
000626 '29/03 | There is a problem on Glover Ln ast, Grover Public Works Snow Plowing/Sani| South East Glover Ln
[ | 000627 1/04/10 | There is a problem on Goodwin Ln ast, Grover Public Works Street Sign Down | South East Goodwin Ln
000623 1/11/10  There is a problem on Granby Ln ast, Grover Public Works Traffic Light Out outh East Granby Ln
[ | 000630 01/12/10 | There is a problem on Granite Ln East, Grover Street Sign Down | South East Granite Ln
™ | 000631 01/18/10  There is a problem on Gray Ln East, Grover Potholes South East GrayLn
I | 000632 01/19/10 | There is a problem on Grayson Cir East, Grover Flooding South East | Grayson Cir 5
LT 2
= Al Dpen Requests ) "
£ In aWork Order For Assignee... For Department... For Request Type... For District...
I———o=| setAliChecks |  ~ potinaWork Order ~ 2 2 ~
New W0
T ¢ | N RS Needed for Work Item New Work Order - All Work Items
— = —=———— —|Task Code / Name Task I Location ] Feature. I Request #
- =
Al 1 0 iz Homo s isvu /U Jisis @ Alworkltems " Work ltems for a Service Request
Save Concel |

Select the filters you wish to apply. In the following screenshot the results are filtered by
Request Type and by District. The results show each time your select a filter. In this case we
have ended up with 11 of the 243 open Service Requests.
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Pl Work Order - Add Se idtem X
~Dpen Service Reques s (11 of 243)
Request # | W0 TN b | De jplion Assignee Department Request Type District Location
»| [T 002551 01/26/101 There is a problem on Meadowbrook PI |'Watts, James Pothales North West | Meadowbrook PI
[~ 005035 | 000049 |05/19/09  There s a problem on Torington Ln Long, Glen Public Works Pothales Northwest 36 Babbit Lane
[ |005091 000043 |12/01/09 | There is a problem on Blackwell Ln Long, Glen Public \Works Potholes North West 11 Blackwell Ln
[~ 005095 | 000043 |12/15/09 There s a problem on Bonnie Ln Long, Glen Public Works Potholes North'West | 33 Bonnie Ln
[ | 005105 000043 | 01/19/10 | There is a problem on Brunswick Ln Long, Glen Public Works Potholes North West 12 Brunswick Ln
™ 008381 01/12/10 | There is a problem on Stafford Ln Mitchell, Sam Potholes North'West | Stafford Ln
[ | 006385 01/26/10 | There is a problem on Stretton Cir Mitchell, Sam Public \Works Potholes North West Stretton Cir
™ 008291 12/21/09 | There is a problem on Wilingboro Square Kramer, Jery Potholes North'Wwest  ‘Willingboro Square Con
" | 008301 01/25/10 | There is a problem on Bayberry Ln Kramer, Jemy Potholes North West Bayberry Ln
™ 008371 06/02/11 | This is causing me to miss. Brady, Billy Engineering Potholes NorthWest 55 Babbit Lane
[ | 008372 06/07/11 | demo Long, Glen Public \Works Pothales North West Babbit Lane
Ll | o
(¢ Al Open Requests
Clear Al Checks e . For Assignee... For Di For Request Type... For District.
€ Ina'work Order
Set Al Checks  Notin aWork Order x| | |Patholes | 4|
~Information Needed for Work Item New Work Order - All Work Items
Task Code / Name | Task | Location | Feature | Request # |
v v
Add to WO Items | Remove from W0 ltems | * All'work ltems  Work Items for a Service Request
Save I LCancel I

www.PubWorks.com

Next you either click the “Set All Checks” button to select all the results, or you check each
service request that you wish to add to the Work Order.

B
~Open Service R: (11 of 243)
|| Request #|'WO # [ Date Description Assignee D Request Type District Location
» | ¥ |002551 01/26/10 | There is a problem on Meadowbrook Pl | Watts, James Potholes North West Meadowbrook Pl
¥ 005035 | 000043 | 05/19/09 | There is a problem on Torington Ln Long, Glen Public Works Potholes North West 36 Babbit Lane
v | 005091 000043 |12/01/09 | There is a problem on Blackwell Ln Long, Glen Public Works Potholes North West 11 Blackwell Ln
v 005095 | 000043 |12/15/03 | There is a problem on Bonnie Ln Long, Glen Public Works Potholes North West 33 Bonnie Ln
v | 005105 000043 |01/19/10| There is a problem on Brunswick Ln Long, Glen Public \Works Potholes North West 12 Brunswick Ln
[V | 006381 01712410 There is a problem on Stafford Ln Mitchell, Sam Potholes North West Stafford Ln
v | 006385 01/26/10 | There is a problem on Stretton Cir Mitchell, Sam Public Works Potholes North West Stretton Cir
~ 008291 12/21/03 | There is a problem on Wilingboro Square | Kramer, Jemy Potholes North West Wilingboro Square Con
v | 008301 01/25/10| There is a problem on Bayberry Ln Kramer, Jerry Potholes North West Bayberry Ln
¥ 008371 06/02/11 | This is causing me to miss. Brady, Billy Engineering Potholes North West 55 Babbit Lane
v | 008372 06/07/11 | demo Long, Glen Public Works Potholes North West Babbit Lane
Ll | o
—Itlear ElChecks g ﬁ‘" aD 5;;5 ;?::rsts For Assignee... For Department... For Request Type... For District...
¢ Notin awork Order | | [Potholes x| [Northwest |
i~ Information Needed for Work Item New Work Order - All Work Items
Task Code / Name Task ] Location I Feature | Request # I
I =
Add to W0 ltems Remove from W0 ltems & All'Work ltems " Work Items for a Service Request

Save | Cancel

A task is then selected that you wish to be performed on these items. Remember: This task
must already be linked to the assets.

You must also select if you want to add only those Service Requests that are not already in

another Work Order.

Notice that in the dialog box above there are 11 items that match the filtered results.
However, in the dialog box below we have only 7 items. This is because the other 4 items are
already included in another Work Order. This keeps you from duplicating work requests.
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il Work Order - Add Service Request Work Item ] x|

— Open Service Requests (7 of 243)

Request # | WO # | Date Description Assighee Department Request Type District Location
» | ¥ 002551 01/26/10 | There is a problem on Meadowbrook Pl | atts, James Pothales Naorth West Meadowbrook Pl
~ 006381 01/12/10 | There is a problem on Stafford Ln Mitchell, Sam Potholes North 'West Stafford Ln
vV | 006385 01/26/10 | There is a problem on Stretton Cir Mitchell, Sam Public Works Potholes North ‘West Stretton Cir
008291 12/21/03  There is a problem on Wilingboro Square  Kramer, Jery Potholes North West ‘Wilingboro Square Coru
v | 008301 01/25/10 | There is a problem on Bayberry Ln Kramer, Jerry Pothales North West Baybery Ln
~ 008371 06/02/11 | This is causing me to miss. Brady, Billy Engineering Patholes North 'West 55 Babbit Lane
v | 008372 06/07/11 | demo Long, Glen Public Works Potholes North "West Babbit Lane

| ~ i
" AllOpenR t |
Clear All Checks C In a\?\::k g?::rs s For Assignee... For Department... For Request Type... For District...
A
& Notin aWork Order I 3 I zl IPolhoIes zl INorlh West ZI
— Information Needed lor\»‘*-kll\em— y B New Work Order - All Work Items
Task Code / Name J Task I Location I Feature I Request # I
IS_SS 52 l | Patching-Pot Holes ~|
Add to WO ltems Remove from W0 Items * All'work ltems ¢ Work Items for a Service Request
Save I Cancel

Finally, click “Add to WO Items” and “Save.”

il Work Order - Add Service Request Work Item x|

— Open Service Requests (0 of 243)
I ] Request # I W0 # I Date ] Description IAssignee ] Department I Request Type I District I Location I
K1 i
¢ All Open Requests
Clear All Checks 4 % For Assignee... For Department... For Request Type... For District...
" In aWork Order
Setll Checks | & NotinaWork Order | = | =] [Patholes | [North west =l
r Information Needed for Work Item———————————— ~ New Work Order - All Work Items (7 of 7)
Task Code / Name _ Task Location Feature Request # |~
B3 <] [PatchingPet Holes | | [Patching Pot Holes Meadowbraok PI 002551
Patching-Pot Holes Stafford Ln 006381
Patching-Pot Holes Stretton Cir 006385
Patching-Pot Holes Willingboro Square Condos 008291
Patching-Pot Holes Bayberry Ln 008301
Patching-Pot Holes 55 Babbit Lane 008371 -
D Addto W0 ltems | Femove from W0 ltems o " Work Items for a Service Request
_—

S —— Save I Cancel |

The Work Order is now complete and can be handled like any other Work Order.
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e

=] Iq ) > " I I~ I i [Fs 2
Reports First | Previous || Mext LLast Add ey | Save Cancel | Delete | Locate Edit Copy. More Map
—Work Order W0 Status
WO # Description Date Scheduled = Date Completed Schedule I Created
1000070 _[Potholes 12122011 _ | = Hew Work Date | | Scheduled
Department Project Number / Project Name In-Prog
| vl I v” :l Complete ALL I Completed
—Work View Work Date[s) Acti
& Al € ToDo ¢ Work Date Modify Item List | Add Service Requestl
Add Single ltem |
—Work Order Details
Work Items (7) T Resources T Notes
Task Location Feature Serv Flgiﬁ Done | Result Task Units | ‘Work Date | Follow-Up Task
p | Patching-Pot Holes | Meadawbrook Pl 2551 T 0.000
Patching-Pot Holes | Stafford Ln 6381 0.000
Patching-Pot Holes | Stretton Cir 6305 [ 0.000
Patching-Pot Holes | Wilingboro Square Condos 8291 ™ 0.000
Patching-Pot Holes | Bayberry Ln am| 0.000
Patching-Pot Holes | 55 Babbit Lane 83n 0.000
Patching-Pot Holes | Babbit Lane 8372| O 0.000
- ————————————————————|

[Neww0

Creating a Work Order from the Asset Search

Using the Asset Search to create Work Orders is a very powerful and useful function.

Go to Work Orders>Asset Search

Pl PubWorks Version 5.8.66a C:\PubWorks\Data\

System PubWorks Data Service Requests | Work Orders Fleet Repor
Work Orders...

Work Order Status...
To Do List...

Asset Search...

Asset-Task Plans...

Select the asset and the criteria for filtering such as districts, MUTCD and any attributes for the
asset.
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Pill PubWorks Version 5.8.66a C:\PubWorks\Data\ - [Asset Search] -[8] x|

(] system PubWorks Data Service Requests VWork Orders Fiest Reports Viindows Help =18 x|
| Search Criteria
Location Type (7] Distrct Fiker (4] M Location Code / Name Fiter (224 l] Muted l,
" Locations [ South East v v y A1l ¥
Feature Type (9 .
Attibut Operato Numeric Value  Text Valug List Vil
( Fealuss mﬁﬁ 7 ute = =HE I = 5lEI|VIHE aue  lextval Ist ¥ alue
j‘
Fl Il I _
Generate List | | SetdiChecks | (CealCheoks | Destelienl | Acdiown | il || Wl | Epotiofsy | Copyloihend |
Found Assets r Incomplete Work ltems
33 Sign Prismatic found - None Selected
| Distrct | Location Type | Location Code | Location Name | Feature Type ] Muted | MutedVailnfo | Feature Code | Feature Name | Address | R2 ] RS | QO
I | South East Sign Prismatic 100 2

ITT T T T I T T I T T T ITTT I+

To filter by your selection criteria, Click “Generate List”

www.PubWorks.com

You then need to select the assets that you want in the new Work Order. It may be quicker to

click the “Set All Checks” button to select everything.

In order to create the Work Order with the filtered items, Click “Create New WO”

(&l system i Fleet Reports Windows Help
|- Search Criteria

Location Type Distict Fiter (4) M| Location Code / Name Fiter (224 M Muted M |
" Locations = South East 'I . R11 |

Festure Tpe (] Atibute Operstor__ NumericValue TextValue Lit Ve
& Featuies [Sign Prismatic = Rz ~ I

<

7] _ClearAliChecks | _CieateNewwD | _ AddtowD | PintList Meplist | _ ExporttoCsV | _Copy to Cliphoard
Found Assets Incomplete Waork ltems
33 Sign Prismalic found - 33 Selected
Distict Location Type | Location Code [ Location Name FestueType | Mutcd | MutodValnfo | Featue Code | Feature Name [Address
D[ [SouhEast __[Steet 167 [Gramercyln ______[SignPismatic _[R11___ | [Sign20s Stop Sign 208
Vi
| ¥ [SouhEast __|Steet ____[140 ____[Galantln _______[SignPrismatc _[R11___ | |Sign216 Stop Sign 216

This will pop-up a dialog box that asks which task you want to perform.

NOTE: As always, the asset and the task must already be planned. You can not select an asset

and a task that is not already linked.
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AddtowD |

PrintList |

Map List I Export to CSY I Copy

Flooetane T

Asset Type of Selected Assets
|Sign Pri

=
@

Available Tasks
Task Code

1gn Task Name

Frequency
Sign | 'S

18 Months
10 Years

Sign Inspection

Sign Installation

WERERE

Cancel I

Sign Prismatic [R1-1 | | Sign2s8 ] St0|r3 Si;n 258

www.PubWorks.com

This generates a new Work Order. You will want to change the default WO name to something

usefull.
Pil Work Orders =] 3]
S H ] C || = B
Reports First | Previous | [iext Last Add New | Save Cancel Locate Edt Copy More Map
~Work Order WO Status | - Actions
W0 # Description Da\e Scheduled Dale Completed Created Gohedule I New Work Date
|[]l]l]l]81 |F=nevar=d from Asset Search on 10/23/2012 Scheduled
Department Project Number / Project Name: In-Progress Complete ALL
l I I I Completed
~Work View————————————— ~Work Date[s)
Modify tem List I Add Service Requesll
 ToDo ¢ Work Date
Add Single [tem
~Work Order Details
Work Items (33) T Resources T Notes
Task Location Feature Sery Reqit | Done | Result Task Units | Units ‘Work Date | Follow-Up Task B
D | Sign Inspection Gallant Ln Stop Sign 216 - 0.000 | Unit/ltem
| |Sign Inspection Gamer Ln Stop Sign 212 | 0.000 Unit/ltem
Sign Inspection Gramercy Ln Stop Sign 208 r 0.000| Unit/tem
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Creating a New WO from an Existing Work Order — the “Copy” Button

It can be very convenient and time saving to create a new Work Order from an Existing Work
Order. For example, you inspect a group of signs every year, and the same signs are always in
the same group.

When you finish with a Work Order with these items, Click “Copy”

8| |y | DR X8| R ]
| Reports | _ First |Previous | Next Last | AddNew| 5 Cancel | Delete | Locate Edit | Copy More Map
.- Work Order WO Status | - Actions
| W # Description Date Scheduled Date Completed | ¢reated Cohedile | e
| ]000053  [sian Inspeciions fpon May 232011 24 Scheduled = , =
| Department Project Number / Project Name In-Progress Complete AL
[~ &l Completed
~Work View———————————————————— ~Work Date(s)
0 & Wor Map 23,2011 flodify ltem List ENyice Hi‘\]HE‘ﬁl
ok 1 W S
d ToDo: { I¥akDas £ Tue ey 24 2011 G aelen
-~ Work Order Details ]
[ Work Items (129) T Resources (1 Emp, 1 Eqp) T Notes
Task Location Feature |Se|v Reqlt | Done | Resul Task Unitsl Units Work Date | Follow-Up Task | *
» | Sign Inspection Babbit Lane Stop Sign at 24 Babbit Lane v oK 0.000|UnitAtern | 05/23/11
Sign Inspection Babcock Ln Stop Sign 40 v 0K IlUUU| Unit/itemn ~ 05/23/11
Sign Inspection Baldwin Ln Stop Sian 459 ¥ oK 0.000| UnitAltern | 05/23/11

Give the new Work Order a new Description and select a date one year from the completed

x|
New Date Scheduled
j05/23/2012 —_Calendar
t
1| Work ltems to Copy: (& All " ToDo ¢ Completed
)
) | ResourcestoCopy: [ Employees [V Equipment [V Materials [V Notes
)
1
) 0K I Cancel |
)

Looking Up Scheduled Work Orders

Looking up scheduled Work Orders, for either now or in the future, is a convenient way to
monitor your work.

Go to Work Orders>Work Order Status
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Pl PubWorks Version 5.8.66a C\PubWorks\Data\

System PubWorks Data Service Requests | Work Orders Fleet Repor
Work Orders...

Work Order Status...

To Do List...
Asset Search...

Asset-Task Plans...

Select the filters you want to apply, and then generate your list.

S|
Work Orders (1) ]
WO # [ Status [Date [ Desciiption [ Task #] Taskis) [ Location(s) [ Employeels) [ Service
» [000080 |Schedued | 03/11/12[ Culverts to be inspected 3312 | 6 | Culve | Gunner Ln; Marchmont Ln; Mariner | Meadows, Daryl | 636,126
(
(
kI } Bl
]
For Task. Jia L1
For Locali =] M
C Crested & Schedued " InProgress " Completed " Any Stage F: E::\::e... LIJJ
" Custom  MontoDate ¢ QutoDate ( YrtoDate ezt =] —MJ

Pint_ | Displywo | Mop | Clese |

TIP: Assign Work Orders to a Department. This allows you to quickly view only your
department’s Work Orders.

Printing a To-Do List for Work Orders

Here is a simple way to print the Work Order.

W work orders =0 x]
g [« 1 » I w | ) x h & 2
. _Report  This Work Order Add Caricel | Delete | Locate Edit Copy More Map
L werk This Work Order with Grid — A
—Worl . - tatus — ctions
WO # le WorI': Or:er w“:: M:g d Date Scheduled Date Completed Created Schedule | New Work Date
000C Th_sxorkgrderwmoioan Map I i‘ IM‘:‘” Dec 122011 | Scheduled
Depar !s lork Order (‘Ijo ¢ nly) i R e In-Progress Complete ALL
S This Work Order with Grid (ToDo Only) A Foad Ovarlavs
ngin I JI oad Overlays J Completed
| A Blank Work Order
rk Date(s)
Email this Work Order... FrueJul13 2010 € hon Dec iz 2011 tdodifyltermn List I Add Senvice Peguest |
. Emall this Work Order with Map... I ffed Jul 14 2010 Add Single lterm
—Work Order Details
Work ltems (14) I Resources (3 Emp, 1 Eqgp. 3 Mat) T Notes* ]
I
| Task Location Feature Serv Reg# | Done | Result Task Units | Units Work Date | Follow-Up Task
» | Culvert Repair Babhit Lane Culverts ¥ |OK 7.894.000|Foot 12/12/11
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Work Order # 20 Town of Hanover
Description: Generated from the To Do List on 12/02/2010 Scheduled: Mon, Jan 03, 2011
Employees:  NoneAssigned Equipment Materials:
Item# SR# Location Feature Task Done Remarks
1 Babcock Ln Stop Sign 40 Sign Installation
2 Balfour Ln Stop Sign 433 Sign Insallation
3 Barmwell Dr Stop Sign 35 Sign Insallation
4 Barrington Ln Stop Sign 390 Sign Installation
5 Barrington Ln Stop Sign 393 Sign Installation
6 Barrington Ln Stop Sign 394 Sign Insallation
7 BartlettLn Stop Sign 9 Sign Insallation
8 BayberryLn Stop Sign 37 Sign Insallation N
o BayberryLn Stop Sign 38 Sign Installation
10 BayberryLn Stop Sign 39 Sign Insallation
11 BayberryLn Stop Sign 41 Sign Installation
12 BayberryLn Stop Sign 42 Sign Installation
13 Beaverdale Ln Stop Sign 17 Sign Installation
14 Beechfern Ln Stop Sign 13 Sign Installation
15 BeechnutLn Stop Sign 263 Sign Insallation
16 Bermuda Cir Stop Sign 32 Maple Strestem Sign Installation
17 BeverlyRancocas Rd Stop Sign 350 Sign Insallation
18 BeverlyRancocas Rd Stop Sign 538 Sign Insallation
19 BeverlyRancocas Rd Stop Sign 541 Sign Insallation
20 Birchwood Ln Stop Sign 18 Sign Insallation
Employees: Equipment:
Name Reghrs  OT hrs Callout hrs Unit Name Hours Miles
Materials:
Quantity Part Number Descrip tion Unit Cost | Total Cost

Completing the Work Order

Upon completion of the work you must enter at a minimum the following: which assets had
work performed and who did the work and how much time did it take. The WO already has
the task that was done.

Were all items done — if not, which ones were completed?

Who was assigned the work?

Does vehicle and material usage need to be recorded?

Do incomplete items need to be scheduled?

Note: Work performed on a Work Order is the same as entering a daily activity for the asset.
You do not re-enter work performed on a Work Order under Daily Activities. This will cause
you to double count the work done by an employee.
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Entering Work that was Performed

After completing the work, do the following:
Edit
New Work Date — Enter the date that the work is being performed
Complete ALL —if all the work was done, then click this box
All items will be given the default result, which in this case is OK

Note: Each asset will now reflect that the task was performed on a date, by which employee,
etc. If there are 100 items on the “To Do List”, then 100 items will reflect the work performed!
This is a real benefit of the Work Order Module.

Pill work orders

=lolx|

=" I« | > ] O | H| » | % | -}
Reports First e Iext Last addiew | Save | Cancel | Delete Edit Copy More Map
~Work Order ‘WO Status
W0 # Description Date Scheduled Date Completed Un-Schedule Created
[000020 [Signs to Install 2018 [Mon &pr 25 2011 j | New Work Date | | Scheduled
Department Project Number / Project Name In-Progress
| = ~ Completed
~Work View Work Date(s) Actions
S0 @il (U & Mon Apr 25 2011 Modify Item List_ | Add Service Request
Add Single ltem |
~Work Order Details
Work Items (195) T Resources T Notes
| Task Location Feature Serv Regit | Done | Result Task Units | Work Date | Follow-Up Task <
P | Sian Installation Babcock Ln Stop Sign 40 [2TS 0.00| 04/25/11
|__| Sign Installation Balfour Ln Stop Sign 453 TS 0.00 04/25/11
Sign Installation Barnwell Dr Stop Sign 35 M |oK 0.00| 04/25/11
|__| Sign Installation Barrington Ln Stop Sign 330 [TS 0.00| 04/25/11
Sign Installation Barington Ln Stop Sign 393 ¥ oK 0.00] 04/25/11
|__| Sign Installation Barrington Ln Stop Sign 394 ~ [ok 0.00| 04/25/11
Sign Installation Bartlett Ln Stop Sign 9 M |0k 0.00] 04/25/11
|__| Sign Installation BaybenyLn Stop Sign 37 VoK 0.00 04/25/11
Sign Installation Baybery Ln Stop Sign 38 ~ [ok 0.00| 04/25/11
|__| Sign Installation Baybery Ln Stop Sign 39 TS 0.00| 04/25/11
Sign Installation Bayberny Ln Stop Sign 41 M |oK 0.00 04/25/11
|__| Sign Installation Baybery Ln Stop Sign 42 TS 0.00| 04/25/11
Sign Installation Beaverdale Ln Stop Sign 17 (TS 0.00] 04/25/11
|__| Sign Installation Beechfem Ln Stop Sign 13 ~ |oK 0.00 04/25/11
Sign Installation Beechnut Ln Stop Sign 265 ~ [ok 0.00| 04/25/11
|__| Sign Installation Bermuda Cir Stop Sign 32 Maple Street ¢ V |oK 0.00| 04/25/11
Sign Installation Beverly Rancocas Rd Stop Sign 350 M [oK 0.00| 04/25/11
Sign Installation Beverly Rancocas Rd Stop Sign 538 Vv |oK 0.00| 04/25/11 -
Record: 120 13 000020 | Signs to Install 2018 $0.00 Created

Entering Resources for a Completed Work Order

Entering labor, equipment and materials in Work Orders is very easy and takes the place of
entering the work as a daily activity.

Under the “Resources” tab, enter labor, equipment and materials. You have now entered the
equivalent of a daily activity for each of the employees.
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Pil work Orders =) x|
I ] > ] H| =« x| é & )
Reports First | Previous | Mext Last addfiew | Save | cancel | pelete | Locate Edit Copy More Map
~Work Order WO Status
w0 Description DateSchedued - Date Copleted UnSchedue || Created
[000020 [Sians to Install 2018 ] ] [Mon g 252011 = | NewWork Date || Scheduled
Department Project Number / Project Name. In-Progress
- v - Complete ALL Completed
~Work View | ~Work Date(s) Actions
" Mon Apr 25 2011 i
CAl CToDo @ 'wokDas on Apr AddEmployes | AddEquipment |
Add Material | AddCrew |
~Work Order Details
Work Items (195) )l Resources 1 Notes
Employees (2] Employee Cost ($)
Employee Code | Employee Name Lead Hours | Rate ($)| OT Hrs| Rate ($) Cost ($) . l—“jﬂ
14 East, Grover W | 00| 3317] 000 4976 26536 Eensae) 2400
» P12 Mitchell, Sam r 800, 1832 000 2448 130.56 Material Cost ($) 97.72
* o ‘Work Order Total ($) 757.64
Equipment Materials (2)
| Equip Code Equipment Name: Hi/Mi| Rate| Cost($) Mat Code Material Name Oty| Rate| Cost[$)
1015 F250 Pickup 8.00| 33.00| 264.00 spl2 12 foot sign post 400| 1565 B2E0
* SAKCS Sackrete 800 433 3512
* I k2 |
Record: 12 0f 13 000020 | Signs to Install 2018 $757.64 | Created |

The total costs are allocated evenly to each of the assets. The work is recorded under the
asset’s record. So for this WO, each asset is assigned 1/195" of the total labor, material and

equipment costs.

Managing Partially Completed Work Orders

Done — Not Done Items
There are various reasons why a Work Order isn’t completed in a single day:

There are just too many items on the list
A single item is repaired immediately and this takes a long time

Major repairs are needed and this will be done later

PubWorks gives you the flexibility to enter partially completed work orders.

The simplest form of an incomplete work order is to just say OK to those items completed and

leave the other items open.

Notice in the record below there are:
14 total work items

2 work items are not done
12 work items were done on either July 13" or July 14™, 2010.
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Pl work Orders = ] 3]
=] I | » M | W (=] @ X | & & %
Reports First | Previous | Mext Last Add ew | Save Cancel | Delete | Locate Edit Copy. More Map
—Work Order W0 Status
W0 # Description Date Scheduled Date Completed Schedule I Created
000011 [Fulvert Repair | = Scheduled
N k Dat I
Department Project Number / Project Name o Worl 2 In-Progress
IEngineering 'I IA v”Fh:nad Overlays | Complete ALL I Completed
—Work View ‘Work Date(s) Acti
& Tuedul 1212010 i i i
& Al  ToDo  WorkDate - \,;ed: B Modify ltem List I Add Service Request |
cosu Add Single Item |
—Work Order Details
Work Items (14) T Resources (3 Emp, 1 Eqp, 3 Mat) T Notes*
I Task I Location | Feature I Serv Reght I Done | Result I Task Unitsl Work Date | Follow-Up Task I
Culvert Repair Babbit Lane Culvert 5 r 0.000

V]|

Culvert Repair | Baldwin Ln Cuvet6 | [ M ok [ oo o740 | |
V]

| Culvert Repair | Bamwell Dr Culvert 152 S 2 S 1 7T 7
rC

Culvert 30 | [ & jox | oo o730 |
V|

 Culvert Riepair | Flint Rock Ln Culvert 33 | M ok | oooof 074300 [ |
]

Culvert 100 | [ & ok | oo o730 |
V]|

Culvert 76 | Mok | oooof 074300 [
V]

000011 Culvert Repair $10,901.04 In-Progress

Record: 1 of 18

Clicking the “To Do” radio button gives me what is still open and you can perform this work.

Pl pubworks Version 5.8.41 / dB Yersion 58a C:\Program Files (x86)\PubWorks'Data’,

System PubWorks Data Service Requests ‘Work Orders Fleet Reports Windows Help

Pill work Orders =10 x
& I ] » 7] a [ x| & & 2
Reports First | Previous | [ext Last Add rew | Save Cancel | Delete | Locate Edit Copy. More Map
—Work Order ‘WO Status
W0 # Description Date Scheduled Date Completed Schedule I Created
. I=|
|oooo11 ICuIvett Repair : : I = New Work Date I Scheduled
Department Project Number / Project Name In-Progress
IEngineering 'I IA 'I I Road Overlays 'I Complete ALL I Completed
—Work View Work Date(s) Acti
& TueJul 13 2010 i i
Al ®  Work Date - \::Ju i Modify ltem List I Add Service Request
el Add Single Item |
—Work Order Details
Work ltems (2+) 1 Resources (3 Emp, 1 Eqp, 3 Mal) )i Notes*
| Task | Location I Feature | Serv Req | Done | Result | Task Uritsl ‘Work Date | Follow-Up Task |
» | Culvert Repair Babbit Lane Culvert 5 r 0.000
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Report  This Work Order
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~Work  This Work Order with Grid
WOH#  This Work Order with Map
0000  This Work Order with Grid and Map

Deparl  This Work Order (ToDo Only)
Engin

This Work Order with Grid {ToDo Only)
~Work A Blank Work Order

¢ Al Email this Work Order...
Email this Work Order with Map. ..

Work Order # 11 Willingb oro Public Works

Description: Culvert Repair Scheduled:

Employees: Anderson, Pete (Lead) Equipment: Ford F350 Pickup Materials: Culvert 18 Inch
Brady, Billy Culvert Bolis
Pierce, Tom Culvert Nuts

Item# SR# Location Feature Task (To Do) Done Remarks

1 Babbit Lane Culvert 5 Culvert Repair

2 Beaverdale Ln Culvert 1 Culvert Repair

Notes: do this
do that
then do this thing last.

Employees: Equip ment:
Name Reghrs . OThrs _ Callout hrs Unit Name Hours Miles
Materials:
Quantity Part Number Descrip tion Unit Cost | Total Cost

NOTE: This Work Order is already in process, so you do not add a new “Date Scheduled” rather
you add a “New Work Date” to the on-going list of work dates. This will add a new work date
and you can then enter completed work and resources used for the new work date. Notice
below that the work date of Monday, December 12, 2011 has been added.
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PubWorks Yersion 5.8.41 / dB Yersion 58a C:\Program Files (x86)PubWorks'Data",
System PubWorks Data Service Requests ‘Work Orders Fleet Reports Windows Help

Fiworcoaers: Eix
=} 4 < > M oDl & » | s & 2
Reports First | Previous | [ext [Last AddKew | Save Cancel | Delete | Locate Edit Copy. More Map
—Work Order WO Status
W0 # Description Date Scheduled Date Completed Schedule | Created
000011 [Culvert Repair | = | Scheduled
Department Project Number / Project Name In-Progress
|Engineering 'I IA v [ I Road Overlays 4| Complete ALL | Completed
—Work View Work Date(s) Acti
¢ TueJul 132010 ¢ Mon Dec 12 2011 f i i
e Al € ToDo & WorkDate - “;'Jed :1 o + Mon Dec Modify Item List | Add Service Request I
ecd Add Single ltem |
—Work Order Details
Work Items (2+) T Resources (3 Emp, 1 Eqp, 3 Mat) T Notes*
Task Location Feature Serv Reqlt | Done | Result Task Units | Work Date | Follow-Up Task
p | Culvert Repair Babbit Lane Culvert 5 r 0.000
Culvert Repair Beaverdale Ln Culvert 1 r 0.000

You enter the resources used and any notes for the current work date. If this completes all the
assigned items, the “Date Completed” will automatically be entered, closing this Work Order.

Pilf Pubworks Version 5.8.41 / dB Yersion 58a C:\Program Files (x86)'PubWorks'Data",
System PubWorks Data Service Requests Work Orders Fleet Reports Windows Help

R
I < » » P2 & & 2
Reports First | Previous | Kext Last Addiew| Save Cancel | Delete | Locate Edit . More Map
—Work Order ‘WO Status
WO # Description Date Scheduled = Date Completed Schedule | Created
J000011  [Culvert Repair : : | =i JMon Dec 12 2011 NewWork Date I Scheduled
Department Project Number / Project Name: In-Prog
IEngineeling 'I IA v”Fh:uacl Overlays ;I Complete ALL I C leted
—Work Yiew Work Date(s) Acti
@ TueJul132010 ¢ MonDec 122011 i
oAl £ ToDo @ WarkDate - \:ed : o on Dec Add Employee | Add Equipment |
ecu Add Material | AddCew |
—Work Order Details
Work Items (6+) T Resources (3 Emp. 1 Eqgp. 3 Mat) T Notes*
Employees (3) Employee Cost ($) | 453.24
Employee Code | Employee Name Lead | Hows| Rate ($)| OT Hrs| Rate ($) Cost [$) . 12800
» [505 Anderson, Pete ™ | 800 1875 000 2813  150.00 Eopepieea3) &
15 Brady, Billy r 8.00f 25.00 0.00| 3750 200.00 Material Cost ($] I 4,098.00
19 Pierce, Tom r 8.00f 1353 0.00( 20.30 108.24 Work Order Total 5) YT
* r
Equipment (1) Materials (3]
Equip Code Equipment Name Hr/Mi| Rate| Cost ($) Mat Code Material Name: GOty| Rate| Cost($)
P [2345 Ford F350 Pickup 8.00f 16.00] 128.00 »|C18 Culvert 18 Inch 18.00| 221.00| 3,978.00
* ChNuts Culvert Nuts 2400, 300 7200
CB Culvert Bolts 2400/ 200| 4800
*
Record: 1 of 18 000011 Culvert Repair $4,684.24 Completed | 12/12/2011
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Work Orders with Different Outcomes

When performing an inspection, cleaning or other task, you may find that additional work is
needed such as:

Additional Repairs

Replacement

You want to record what needs to be done. So instead of checking that an item is OK, you will
check the appropriate outcome. In the following example you need additional Major Repairs
which will be performed at a later date.

The culverts were cleaned and “OK” with the exception of the first 4 culverts. These culverts
need Major Repair work done. So when you check “Done” you then choose Major Repair as the
“Result.”

=151
8| K| «[r | v ]| ||| x]|&a| @ 2
Reports First Previous || Next Last Addiew | Save Cancel | Delete Locate Edit Copy. More Map
—Work Order WO Status
‘W0 # Description Date Scheduled Date Completed Un-Schedule | Created
J000069 |Culvert Cleaning 2012 4 . JMonDec 122011 = | New Wark Date | Scheduled
Department Project Number / Project Name In-Progress
| vl - l v I Complete ALL I C leted
—Work View Work Date(s) Acti
' Mon Dec 12 2011 f i i
oA £ ToDo @ WorkDate on Dec Modify Item List I Add Service Request I
Add Single ltem_|
~Work Order Details
‘Work Items (40) T Resources T Notes
Task Location Feature Sery Req# | Done | Result Task Units | ‘Work Date | Follow-Up Task =
Culvert Inspection Babbit Lane Culvert 5 V| MajoRepair [+ 0.000f 1241211 | Culvert Repair
& | Culvert Inspection | Babcock Ln Culvert 146 v 0K > 0.000] 1212411
Culvert Inspection Babcock Ln Culvert 52 ™ |Result Default | Next Task Next Scheduled
Culvert Inspection | Baldwin Ln Culvert 6 r v
Culvert Inspection Ballad Ln Culvert 147 ~ Blockage r 12/12/2012
Culvert Inspection | Ballad Ln Culvert 51 M |MajoRepair 7 |Culvert Repair 1241242012
Culvert Inspection Bancroft Ln Culvert 141 ~ MinorRepair r Culvert Repair 12/12/2012
Culvert Inspection Barker Ln Culvert 142 M [ParTIAL -
Culvert Inspection Bamwell Dr Culvert 152 v [TK 0.000] 1277277
Culvert Inspection Barnwell Dr Culvert 53 V |OK 0.000] 12412411
Culvert Inspection Bayberry Ln Culvert 149 M |oK 0.000| 12412411
Culvert Inspection Baybery Ln Culvert 50 ¥ |oK 0.000| 12412411
Culvert Inspection Beaverdale Ln Culvert 1 M 0K 0.000f 12/12/411
Culvert Inspection Beechfern Ln Culvert 33 ¥ |oK 0.000] 12412411
Culvert Inspection Belmont Ln Culvert 144 M 0K 0.000| 121211 '
Culvert Inspection Bently Ln Culvert 19 V |oK 0.000] 12412411
Culvert Inspection Bently Ln Culvert 22 M |oK 0.000f 12412411
Culvert Inspection Berkshire Ln Culvert 145 V |0K 0.000] 12412411 -
Record: 190f 19 000063 Culvert Cleaning 2012 $0.00 Scheduled | 12/12/2011

In the original setup, a result of Major Repair, creates a follow-up task of Culvert Repair.

Selecting a follow-up of “Immediate” or “After” does the following:
Immediate follow-up will say that the work for that asset has been completed and is now
off of the to-do list.
After means that some work is not done. So the asset will remain on the Work Order’s
to-do list along with the “Follow-Up Task” selected.
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— Task Compl Results
Follow-Up Done <
Result Default | Follow-Up Task * Immediate After Active |__]
p | OK ~ r r 2l
Blockage | | I v
MajorRepair r Culvert Repair r v v
MinorR epair [ Culvert Repair v r I
PARTIAL r r r v

After entering the results of Major Repair for these 4 culverts, you now have the following:

Pill work Orders =10] x|
T ] > M H| o | x| & & &
Reports First | Previous || [ext Last Add rew | Save Cancel | Delete | Locate Edit Copy, More Map
~Work Order WO Status
W0 # Description Date Scheduled = Date Completed Schedule Created
|000069  |Culvert Cleaning 2012 _ _ JMonDec 122011 = | New Work Da‘el Scheduled
Department Project Number / Project Name In-Progress
I vI I v” Ll Complete ALL I Completed
—Work View Work Date(s) Acti
& hion Dec 122011 i i i
& Al £ ToDo  WorkDate onDec Modify Item List | Add Service Flequesll
Add Single ltem |
—Work Order Details
Work Items (44) T Resources (1 Emp, 1 Egp) T Notes ]‘
Task Location Feature Serv Reglt | Done | Result Task Units | Work Date | Follow-Up Task =
P | Culvert Inspection Babbit Lane Culvert § V| MajorRepair 0.000| 12212411 | Culvert Repair
Culvert Inspection Babcock Ln Culvert 146 V| MajorRepair 0.000 12412411 | Culvert Repair
Culvert Inspection Babcock Ln Culvert 52 ¥ | MajorRepair 0.000f 12/12/11 | Culvert Repair
Culvert Inspection | Baldwin Ln Culvert 6 V| MajorRepair 0000 12/12/11 | Culvert Repair
Culvert Inspection Ballad Ln Culvert 147 ¥ 0K 0.000| 121211
Culvert Insp Ballad Ln Culvert 51 V0K 0.000 1241211
Culvert Inspection Bancroft Ln Culvert 141 ¥ |0k 0.000| 121211
| Culvert Inspection | Barker Ln Culvert 142 v OK 0000 12/12/11

If you go to the “To Do” view, you will now see that you have a new tasks added to the existing
work order for these 4 items. Notice that the original task was “Culvert Inspection” but now

the task is “Culvert Repair.”

Pl work Orders =101 x
I 7] > M B - i @& 2
Reports First | |Previous || [ext Last Add ew | Save Cancel | Delete | Locate Edit Copy. More Map
~ Work Order WO Status
WO # Description Date Scheduled = Date Completed Schedule Created
[000069  |Culvert Cleaning 2012 ' ' [Mon Dec 122011 = | New Work Dae Schedulad
Department Project Number / Project Name In-Progress
| vl | v” z’ Complete ALL | Completed
~Work View Work Date(s) Actit
& MonDes 122011 i i i
Al @  Work Date on Dec Modify Item List | Add Service Request
Add Single Item I
~Work Order Details
Work Items (4+) T Resources (1 Emp, 1 Eqp) T Notes
Task Location Feature Serv Reg# | Done | Result Task Units | Work Date | Follow-Up Task
» | Culvert Repair Babbit Lane Culvert § r 0.000
Culvert Repair Babcock Ln Culvert 146 r 0.000
Culvert Repair Babcock Ln Culvert 52 r 0.000
Culvert Repair Baldwin Ln Culvert 6 r 0.000

You can now create a printed work order for these 4 items and then enter the work with a new

“Work Date” and task completion.
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