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- Work Orders Overview

~ ....What will we be focusing on today




Work Order Overview

« Work Order Permissions, Validation Sets & Settings
» Setting up Work Order Types

« Creating, Completing, Results & Reporting

» Adding Charges To Work Orders

» Best Practices

» Troubleshooting/Common Issues

 Questions
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Permissions
Maintenance > new world ERP Suite > Security > Users

Security Component Search: Work Order | Maintenance

Applications: Ultility Management
Feature Groups: UM — Work Orders

Main permissions you want to be aware of...
» UM Customer Service — Work Orders

» UM Customer Service — Work Orders Maintenance

» UM Work Order Interface e e e

gies 2024



New World ERP Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

ser List
User Permissions - NWS

Permissions

Security Component Add Change  Delete

<]

Completed Werk Order Report

<]

Print Work Order Form

< |
< |
< |
< |

Print Work Orders

W

- W

< |
< |
< |
< |

TCM UM Work Order Form

<]
<]
<]
<]

UM Account Process - WorkOrders

(® show Al

O Show Access Only

<]
<]
<]
<]

UM Customer Service - Work Orders

<]
<]
<]
<]

UM Work Order Interface
O Show No Access Only

<]
<]
<]
<]

Work Order Assignment

<]
<]
< ]
<]

Work Order Import

<]
<]
< ]
<]

Work Order List

<]
<]
< ]
<]

Work Order Results

<]
<]
< ]
<]

O
O
O
O
O
O
O
O
O
O
O
O
O

Work Order Type

USER SECUI INHERIT User specific Template overridden Template rule




Work Order Forms

Maintenance > new world ERP Suite > System > Form Layout

The Form Layout List page
includes Echo, SSRS and
ReadyForm

Form Type selected under
UM Settings General Tab

| Financial Management | Human R t ommunity Development | Maintenance
Form Layout List
Form Type

End Of Year Forms (4)

Lics inquent Notice (1)
License Form (2}

Lics



UM Settings > Work Orders

WelsileWAEle
 Add New Service

Options creating work orders
when adding a new service.

o (Customer Service

See a history of work orders
associated with that utility account

Ease of Access

Highlight and click the ‘Use’

checkbox

JM Settings

New Account Process

te, Used

Move In/Out Process

e, Used

Move In/Out Automation

Meter Entry

Required Bef:

Required B

Regquired

opment | Maintenance

Add New Service

1 Metered Units, U

quired Before Mext

Customer Service

Orders, U
Billing

g

Bad Debt, Used
User D

Billing

eter Audit

Billing Audit
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3 New World ERP Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Customer Service
Bia) i«
Account

Account Number  30140380-001 Billing Profile  Monthly (Zones 1-3)

Service Address 291 W Richards ST Account Type  Residential
Hame Troy M1 48085-153 o

Name  Xavier Laprise Date Moved In ~ 01/01/2000

G Rt Prore Numoea s 1

Address

T e i o

Customer Service 9701659 IConversion 04/17/1997 30140380-001

5 30140380001 - Active B3
Loprae, Hevi 0300020 D 07/01/1993 07/01/1093 07/01/1992

291 WRichards ST 202400000138 EXCHANGE METER 05/06/2024 Open 0042579201 30140380-001 NWS
EJ @ Transactions
& services 'b

@ Storm Water X

30140380-001

@ Trash caHectlonX
@ Water & Sewerx

@ Associated Customers (0

b User Defined tf
@ Bank Drafting m Refresh
D billing lte
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myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Customer Service
New Service - Work Orders

® 0 ® @ workonrs

Account Work Order
Account | 30140380-001 o- 83

Account Number  30140380-001
Type

Service Address 291 W Richards ST
Troy M1 48085-153 Request Date  05/00/2024 |
Name Xavier Laprise
@ Scheduled
& Phone

Priority

Scheduled Date

Comments
Service
Service Fireline Flat
Start Date 05/09/2024 Override Units

Frabee men

Work Orders

e Y

0-0of 0 records
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UM Settings > Work Orders

Work Orders Tab

| Maintenance

« Completion Date and Results fields enabled in
Work Order Maintenance

« Meters inactivated when a shut off is performed

» Work Orders Printed On Enter (recommended
smaller organizations)

» User-Defined Fields

gies 2024




UM Settings > Work Orders Tab

UM Settings

Work Orders »

Work Orders Form User-Defined Fields
Allow Work Crders to Be Completed in Maintenance User-Defined Field 1 | Curb Stop Status

Inactivate Meter on Shut Off User-Defined Field 2 | Meter Make
Print Work Crders as They Are Entered User-Defined Field 3
Require Rate and Service Information on Attach Work Orders User-Definzd Field 4
User-Defined Field 5
User-Defined Field &
User-Defined Field 7
User-Defined Field &
User-Defined Field 9
User-Defined Field 10

tyler
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Work Order Types

Creating/Editing Work Orders

o tyler



I Work Order Types

Maintenance > Utility Management >
Miscellaneous Definitions > Work Order Types

Apr 2024

Define and maintain the different work .
order types ) " T

'Th
11

0 Events

» List contains all Work Order Types
created.

» Immediate information available can
be useful including which work orders
have added charges

* Able to print this list!




I List of Created Work Orders

« Work Order Type: Uniquely identifies the
work order type.

ter and S

» Description: Additional details to help
identify the work order type.

» Service Class: Category of services
(e.g., water & sewer)

lling Read

«  Activity: The task that will be performed _. " TT—
to complete this work order (e.g., read). pncion s -

» Create Charges: Displays if this work
order will result in charges being
assessed to the account.

1- 26 of 26 records
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Creating Work Orders

New World ERP Search

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

‘Work Order Type List

Work Order Type - INSTALL NEW

Description Characteristics

Work Crder Type | INSTALL NEW Standard Time
Description | INSTALL NEW METER AND RF Default Pricrity

Service Class | Water & Sewer - Water & Sewer v Default Read Type

Activity | Attach v Default Completion Date | Scheduled Date

Export Through Work Order Interface [

Employees

Department | Council

Available Employees: 56 Assigned Employees: 3

Beebee, Joanne C Adelblue, Julie G
Bescken, Marlon Amaker, Anahi W
Blessman, Colton L - Bacchus, Peyton A

Bobseine, Heather L Note: Employee Setup in HR

Brassell, Tyrone . .
Casterline, Rose G under Workforce Administration

Choat, Blaise L
Chrismon, Christiana
Cottman, Keyshawn D
Cozza, Felipe

Cutrell, Keith
Debeaumont, Dayana

save I sovomon | oo | reect |




l Creating Work Orders

Required Fields

Attach
Exchange

(Any Field with a light Blue Hue) Description

° N ame Work Order Type

Description | Add a Description here!

« Description
« Activity
» Assigned Employees™

Characteristics

Standard Time

Optional Fields

Default Prionity
Service Class

Default Read Type

» Service Class

Default Completion Date

» Characteristic

Export Through Work Order Interface

tyler
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Accessing Work Orders




How do | navigate to Work Orders?

es | Utility Management | Community Development | Maintenan

« Utility Management > Work Orders
List
Results
Work Order Import
Print Work Orders
Completed Work Order Reports




Work Orders: List

-,
% New World ERP Search

Search and display open and
completed work orders.

Create new work orders, export work
orders, print a listing of search results,
and assign work orders to employees.

* Managers & Users: See what work T

FINAL

orders have not been assigned. e o

DELINQ TURN OFF

FINAL

FINAL

+ Employees: Find work orders that
have been assigned to them.

'::. tyler
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»  New World ERP Search

myFavorites | Financial Management | Human Resources | Ufility Management | Community Development | Maintenance

Employee | <Allx ¥ | Only Open

Work Crder Number Account Number

Requested Completed
Fram Fram
Through Through
Scheduled Title
From Type

Through Priority

i3 [rm  — omeie o s [ o s o g
K v K K v v v v ¥| v v v

20771535-006 FINAL 05/18/2023 05/19/2023 274 Pine AVE Any time Zone 2, Book 077

30190830-005 FINAL 10/13/2023 10/16/2023 989 Weems AVE Any time Zone 3, Book 019

2021-00003035 30110830-002 TURN OFF 07/16/2021 07/19/2021 187 Creek ST Any time
2021-00004544 21010205-007 DELINQ TURN OFF 10/19/2021 10/20/2021 633 Prayer DR HIGH ', Book 101
2021-00004847 10610465-002 FINAL 11/03/2021 11/04/2021 965 E Autry 5T Afternaon il , Book 061
2022-00003158 30190220-001 FINAL 08/04/2022 08/05/2022 61 W Pompano CT . Book 019
-00003380 21050310-003 TURN OM /17/2022 08/17/2022 57 W Overlook ST Afternaon il ', Book 105
30250605-001 REREAD 08/26/2022 08/29/2022 244 W Wood ST Any time . Book 025

21011015-003 FINAL 09/1472022 09/15/2022 252 W Overlook ST Any time

00004863 10450065-001 FINAL 11/02/2022 11/04/2022 943 E Cantrell ST Afternoon

2023-00000313 20771663-001 WERIFY 01/19/2023 01/20/2023 563 Heritage AVE Any time . Book 077

2023-00003042 21141335-002 FINAL - 07/25/2023 07/28/2023 644 Howell DR Any time Book 114

1- 50 of 93 records
CJ
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Work Order

Request Date
Scheduled
Priority
Scheduled Date
Employes

Comments

Lo ]| canca |

o- @

ER - INSTALL NEW METER AND RF +

Select Account
Select Type (Required)
Request Date (Required)

*  Priority (Optional)
+ Schedule Date (Optional)
+ Employee (Optional)

+ Comments (Optional)



[ scarch
ok im0 [T o i g o o v i o= ]

2024-00000138 | 30140280-007 | EXCHANGE METER | | 05/06/2024 ‘ | | 291 W Richards 5T ‘ ‘ Zone 3, Bock 014

1. Confirm the work order
exists

2. Assign Work Order using
the Assignment window.

3. Employee dropdown at the
top



Work Orders: Results

Utility Management > Work Orders > Results

Navigate here to complete/close out Work Orders

Search Pane allows user to search for their
desired Work Orders

Assign to Employee (If Unassigned)

Enter in work order information (meter
changeout example)

Work Order Results
=PI

Third Party Only [
[ Go I fesct | ew |

B Work Orders



Work Orders: Results

Utility Management > Work Orders > Results

(] nwerplab1.tylertech.com

ESS TYLER Tyler University Login {78 Tyler Community [B Search Pilot  [#] KiteWorks 1 gmail Twitter  » YouTube @l Phone Dashboards &g CRM LUVE W] VMCheckout - SQL.. 1S5 new world ERP Sup...

Employee | <All>

Account Number  30140380-001 Work Order Type  INSTALL NEW METER AND RF
Name Laprise, Xavier Scheduled Date

Scheduled Date Address 291 W Richards ST Priority

Third Party Only [
[ co | [ new |

Work Orders

2024-00000138 (EXCHANGE METER)

Work Order Number | 2024-00000138

Work Order Type  INSTALL NEW METER AND RF &
Work Completion Date | 03/06/2024 [

Employes | <Unassigned>

Unable to Complete [

Current Meter New Meter
Device 0042579201

Device |0042579201
Category Meter

Type Part Type 78 - Description 78 Category | Meter

Location  EAST - Description 18229 &
Type | Description 78

Rate Disabled because muttiple rates are selected.

Final Read

Employee Resource...

t
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Print Work Order

Utility Management > Work Orders > Print Work Orders

Ta bS "5:3-, New World ERP Search

=  Work Order Types (required) T T

Load Saved Report Distribution Group

= Routes (optional)

From Scheduled Date

Report requires one of the following
fields...

« Work Order Number
« Scheduled Date Range
* Request Date Range

 Employee

= tyler
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Print Work Order

Utility Management > Work Orders > Print Work Orders

'-5:3-, New World ERP Search

/nC/Ude Comple te myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance
Adds completed work orders to Prit Work Order

the list in the Work Order Number

field. —

ed Date

Include Reprints

Selected Work Order Type(s): 0

Adds previously printed work
orders that fall within your
selection criteria to be included

= tyler
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l Completed Work Order Report

Utility Management > Work Orders > Completed Work Order Report

ment | Community

e WO Required Fields: Load Saved Report Distrbution Group

Override Report Title Email Group

From Date & To Date
\Nork Order Types Completion Request

From Date 5/ From Date

To Date

Prints completed work orders
that meet the criteria

Selected Work Order Type(s):

o technologies



Output

& Completed Work Orders - Google Chrome

2% nwerplabl.tylertech.com
4 4 1 of1 B Bl Find | Next b - o

e Completed Work Orders

Completion Date Range 05/01/24 - 05/31/24

Completion pleted
Work Order Date ssfully  Completed By Result Code

Account Number Address

30160440-003 78 W Luther ST, Troy, MI 430 2024-00000141  05/10/2024

31111111001 291 W Richards ST, Troy, MI 480 Z024-00000140  05/10/2024
Completed Work Orders Grand Totals W 0

COoMP

Run by NWS on 05/10,/2024 05:48:02 AM Page 1 of 1

'::. tyler

technologies
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: ding Charges to Work Orders
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Work Order Charges

The Charges tab allows your organization to bill for services that are tied to a work order.

Billing items are optional for all work order types.

1. Select the Create Charges check box to create charges when a work order of this type is completed.

2. Select the Allow Edits in Work Order Processing check box if users should be able to edit the billing item
charges on the Work Orders Results page.

3. Select the billing items that should create charges when a work order of this type is completed. The
billing items will display in the following locations:

Work Order Type Listing.
Work Order Results page.
Customer Service > Billing Items.

Customer Service > Work Orders > Billing Items section.

5 tyler
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Adding Charges to Work Orders

Work Order Type List

Work Order Type - Install Meter

Description Characteristics
Work Order Type | Install Meter Standard Time
Description | Install Meter Default Priority
Service Class | Water and Sewer - Water & Sewer v Default Read Type
Activity | Attach hd

Default Completion Date
Export Through Work Qrder Interface

Chargess

Create Charges

Allow Edits in Work Order Processing
Available Billing ltems: 27 Assigned Billing Iltems: 0
$1.00 Charitable Contribution

$10.00 Charitable Contribution

$2.00 Charitable Contribution

$5.00 Charitable Contribution

alot

Amortization of past due balance

Bad Check Charge

Credit

Disconnect Charge

Ext Sanitation Pickup

Extra Sanitation Pickup

Final Read

yler
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l Creating Billing Items

Maintenance > Utility Management > Rates > Billing Item

Billing Item List page displays all billing
items defined in the system

*:s= NWERP 2021.1 Search

No. of Time to Apply o

Billing ltem

st due balance

Tier 1 Admin Fee

ion

tyler
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Creating Billing Items

Work Order Type List
Billing ltem - TCSewer, Turn on charge sewer side

Default Quantity
Default Rate

f Times to Apply

----

Work Order Type List
Work Order Type - TURN ON

ent | Maintenance

. tyler
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Customer Service
£ 31111111001 - Active [F

291 W Richards ST

@ @ Transactions

= services
@ Fireline Flat (Pending Activation) »
B Storm Water x
B Trash col\e:‘lmnx
@ Water & Sewer 3¢
Associated Customers (0

‘Work Orders (1 o
b User Defined Y

Customer Service

Account

Account Number
Address

Service Address
Name

Name

<2 Phene
[ et |

Customer Service

B 31111111-001 - Active EF
Laprise
291 W Richards ST

& ® Transactions

[ services @
D Fireline Flat (Pending Activation) 3¢
D storm Water ¢
D Trash collection 3¢
D Water & Sewer ¢

) Associated Customers (0)

B (D) Work Orders (0 open)

B User Defined

D Bank Drafting

52 Billing tems (1

& Payment Plan

9701659
Laprise 9300020

ZConversion

ZConversion

2024-00000139 TURMN ON

[ New | Detcte || petresh

31111111-001

291 W Richards ST
Troy MI148085-153
Laprise

§25.00

04/17/1997
07/01/1993 07/01/1993
05/10/2024

Billing Profile
Account Type

Class

Date Moved In

Number of Units

0000140

S e o i

31111111-001
31111111-001
0042579201 EIRRRRRRE I

Monthly (Zones 1-3)
Residential

01/01/2000
1

T Y Y

$25.00

tyler
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Best Practices




Advance Work Order Search

Advance Work Order Search great
for having more options for your
search

Small Magnifying Glass in the top
left corner of the search pane

Search by Employee, Account
Number, scheduled and complete
range dates

oty

New World ERP

S 2024

Search

es | Utility Management | Community Development | M|

Scheduled Range

Show Work Order Detail in Results List [

Completed Range

ok | Concet |

mbe

From

To

E =3
Advanced Work Order Search Bl

v



Work Orders & Meters

Meters must exist and be
attached to the account before

creating a VgL oo

Work Order
Account |21191425-001 o- 3
Type | INSTALL NEW - INSTALL NEW METER AND RF v

Request Date | 05/10/2024 ﬁ

Scheduled

Work Order B8

Priority it
Work Order ed
Scheduled Date i
Account 21191425001 o3
Type | REREAD - REREAD METER v Employee hd
l1este
! Meter |0077426602 v Comments

0077426602 3

Request Date

Scheduled

Scheduled

Briority v

Scheduled Date = m m

Emplayes v

Comments



Reprinting Work Orders

Once the work order has been printed, you must
select this check box if you want to print it again.

Print Work Order

Load Saved Report

Override Report Title

From Requested Date

From Scheduled Date
To Requested Date

To Scheduled Date
Priority
Employee =
Include Reprints

Work Order Number
Include Completed

Work Order Types

Selected Wark Order Type(s): 0

tuon

DELINQUENCY

tyler

gies technologies



Miscellaneous Tips

s Same Dbilling items can be used on multiple
work orders with no issue.

s When printing open work orders use the
requested from and through dates as some
work orders may not be scheduled.

s Malfunction Work Orders can be used to
correct wrong consumption

Technologies 2024



Trouble Shooting / Common Issues




Delete Work Orders

The faollowing errors have oceurred:
= This Work Order cannot be deleted. It has either been completed, assigned to an employee, or printed.

IMENTS

Cannot Delete Work Orders Once they are
assigned. Use ‘Unable to Complete’




Cannot Complete Work Order

Check Unable to Complete Work Orders

Work Order Results
BN Work Order 2024-00000143

B3

Employes
unt Number  30349312-001 | rder Type SEE COMMENTS

MName Helker, Tanya Scheduled Date
uled Date Address 495 W Piute AVE Priority

Order Number

Third Party Only
[ Go | et e

T Work Orders

2024-00000143 (FINAL

Request Information

Order SEE COMMENTS &

sletion Date | 03/10




Why did a Work Order not

apply a charge to an account?

Work Order Type List

Work Order Type - BILL MISC

More than likely the ‘create charges’  pmm—m
bOX WaS |eft UnCheCked Work Order Type | BILL MISC

Description | Miscellaneous information
Service Class | Water & Sewer - Water & Sewer v

Activity | Miscellaneous v

Account Number  30160440-003 Work Order Type
Name  Wirfs, Josue Scheduled Date
Address 678 W Luther ST Priority

Miscellaneous information

Allow Edits in Work Urder Processing L

Employee

Available Billing ltems: 23

add sewer EPA compliance
Charge to mail additional bill
Chargeback fee (CC declined)
City Trash pickup

credit account for PRV install
Damaged Meter

Distro After Hours Call Out
failure to sign up timely
Industrial Surcharge
Miscellaneous Charge
NUISANCE TRASH PICKUP
remove sewer EPA

Request Date 05/10/2024 Requested By  NWS
Comments

Result

Comments Forgot the charges?

Assigned Billing ltems: 1

Tumn on fee water side

[ save ] savernion || peicte J reset |




Completed Work Order Report &
IS m|53m97 Work X @ Comp X @ Custe X @ Gener X {-‘;N{v +

g
X

Ensure you are selecting
0 D ew world ERP Sup... s Employ
the correct criteria. Pop-ups blocked: X

» aboutblank

|’::| Always allow pop-ups and redirects from

Check your browser — e S

settings and make sure ©  Continue blocking

Ad block is allowing the anace -
report to come through. :

Technologies 2024



We updated our Work Order form

but its still using the old one?
Change the form under UM Settings > General Tab

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

UM Settings

General »

Miscellaneous

Form Types
Company | NWERP 20211 ~ Bill | SSRS BILL - SRS BILL hd
Utility Department | FIN_CSC - Finance.Customer Service A Work Order | Standard SSRS - Standard SSRS v
Aging Balances Report Threshold 250,000 Exception Bill | S5RS BILL - SSRS BILL v
Usage Charges Report Threshold 255,000 Aggregate Bill | AGGREGATE BILL - AGGREGATE BILL v
Transaction Statement | SSRS TRANSACTION STATEMENT - SSRS T v
Consumption Trend Report | CONSUMPTION STATEMENT - CONSUMPT
Route Remittance Address
Route Level 1 | Route Remitto | Utility Billing
Route Level 2 Address | 123 Main 5t
Route Level 3 Zip Code | 49682 o~
Initial Set Up City | SUTTONS BAY

Enforce Maintenance Rules State | MI - Michigan b

=




Recent Fixes (2023.1.10 - 2023.1.17)

The Requested By user changed to the current user
when a work order was opened or completed. (Utility
Management > Work Orders > Results)

NWERP-¢0722"-"2023.1.17

The Work Order Import did not import/add billing items to
a work order. (Utility Management > Work Orders > Work

Order Import)
NWERP-69984 - 2023.1.12 g

- — - -
e
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Questions




Thank You!

Contact Info
Ethan.Coggins@tylertech.com

Shawn.Savaya@tylertech.com

tylertech.com f
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