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1 Introduction
1.1 Objective

This document outlines the assigning of work and the means of tracking progress in the
Roadway module of the Enterprise Information Management System (EIMS).

The intended users of this manual are designated users of the Roadway offices who have
involvement in planning and assigning work activities.

1.2 Key Concepts

+ In the Roadway module, the Project is the highest level in the work-tracking hierarchy
(Figure 1-1). For each Project, one or more Asset Types are defined, and specific Activities
from the EIMS Master Activity Codes list are selected.

In House Projects

Project Project Project ‘

“wor |
WO # wo# | WO #
WO # WO #

Example

i
i

Project Name

Pavement Marking

Asset Type Activities

Pavement Marking

(Route) Section Activity 1

Pavement Marking
Activity 2

Pavement Marking
Activity 3

Figure 1-1. Overview of Roadway Project Structure
+ A set of standard Projects, introduced in the EIMS Business Rules document, will be

pre-configured and made available for use by each Division/Cost Center at “Go
Live.”
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+« Additional Projects may be issued as needed such as for special events (Major:
statewide, Minor: by District/County).

The next level of detail for recording work in the Roadway Module is the Work Order. The Work
Order specifies an Activity type (from the ODOT Master Activity Code List) to be performed
and its planned duration. Work Orders have a many to one relationship with a Project, as
shown in Figure 1-1. It is also important to note that in EIMS a Work Order is one Activity type.

The last level is the Day Card. Day Cards, as the name suggests, are date/day specific. Day
Cards are created from Work Orders and record the Labor, Equipment, Materials (LEM) plus
Other Costs and any work Location and/or Asset Inventory performed for a specific date.

The upcoming sections describe in detail how to create Projects, Work Orders and Day Cards
as well as several related tasks (Short Lists, Work Requests and others) system users need to
be familiar with when working with these system functions.
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2 Projects

2.1 Creating a Project

This section explains the EIMS Project structure and the process of creating Projects in the
Roadway module, should the need arise, such as with an Emergency or special event Project.

1. Navigate to Road Maintenance > Issue > In House Project window (Figure 2-1).

2. Perform an Insert (Figure 2-1).

=]+ T Te—r——

+ § Edit Selection
g Ins

| f*Status JOPID__[* StartDate _[Finish Date _[Compl. WO [Open WO [Record History |Comments

A

111312014

[Att. JUser Update  [Date Update

SARITHAM1 11312014

No
Delete
1 Update Child Projects Active s | 1MIHM2/2013 5 G No CHIDI 111212013
Bl Propagate Children Projects Active [ [se| 1111802013 57 m Yes MATTBA 111912013
pjDelete Children Projects Adtive [+ «| 11912013 “'.' “'.' Yes Yes Mo ROB
Set Bookmark Location —
C st Active v| 112012013 57 ] Yes Mo MATTBA 1112012013
0
Aring Active [] [s] 1112002013 57 m Yes Mo VALARIEST 1112002013
Work With Atachments
Export Data
Copy rows to clipboard (CSV),
<< < pws 1-6 of 69 total rows

6559 - SCAN INSTALLATION {Labor Hrs)

Guardrail
Bridges 6565 - TRAFFIC PHOTO LAB (Labor Hrs)
Signs 6571-TCD, REPAIR (Labor Hrs)

M100-001 - Administration (Labor Hrs)
MB26-001 - Barrier reflectors (Each)

<< <u2 3456789 10> >> Rows 1-6 of 129 total rows

E8E in House Projects

* Project/Contracts ' Mew 508989

<< < [l >> Rows 1-4 of 4 total rows

* Status Pending

ol
OPID ol
* Start Date

v

113112014 sl
Finish Date st |
Compl. WO
Open WO
Record History
Comments
Att.

User Update TERESACH
Date Update 1/31/2014

Plan Budget

NEW ROW — RECORD VIEW

Figure 2-1. In House Project Window
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3. Edit the new In House Projects record (Figure 2-1), as follows:

a. Point to the Project/Contract (name) field, and overwrite the default name

with an appropriate name. (Refer to the EIMS Business Rules document for
Project naming conventions.)

b. Edit fields as applicable to the planned Project, required fields are identified
with an asterisk (*).
Table 2-1. Setup Project Fields
Label Overview
Project/Contract* Free-text entry field for the description of the effort. Field accepts text up to 100
characters.
Status* Defaults to Pending
OPID (Optional) Allows selection from OPID number list, to associate an OPID to the new

Project. May be left blank.

Start Date*

Date when project began. Defaults to the current date when the record is initiated.

Finish Date Field for recording the date when project will finish, if known, or when completed
Compl. WO Read-only: system generated tracking to Completed WO# numbers
Open WO Read-only: system generated tracking to Open WO# numbers

Record History

Read-only: system generated tracking to updates performed on the Project

Comments Free-text entry field for the Comments about the planned work
Att. Accepts an attachment by way of the Work With Attachments feature
Plan Budget (Optional) Allows you to input a total dollar ($) estimate for the project.

4. Perform an Edit Selection function on the newly created Project record (Figure 2-2).

=]+ O e Projects

* Project/Contract #* Status QOPID [* Start Date
Bridge Active |« || 11942013
.INew 509177 | 'vﬂ 'vHBIBL‘ZUM
Cl 2le O
Drainage ' 1/9/2013
g Insert jud N
General Delete W || 11942013
Guardrail/Barrier fUpdate Child Projects v || 15922013
TS Propagate Children Projects = (o] 192013
Delete Children Projects
Set Bookmark Location P
\Sort

Figure 2-2. In House Project — Edit Selection
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5. When prompted for Asset Type (Figure 2-3), apply a checkmark beside the Asset
Types that apply to the Project. For example “Section” and/or “Bridge Structures.”
Although you will see Asset Types that may not apply to Roadway, only the Asset
Types relevant to Roadway operations will be available for selection.

TIP! A dialog box shows a list of Asset Groups (Figure 2-3), individual Asset Types
may be expanded, by using the [ sign.
6. When appropriate asset types have been selected, click Next to proceed.

TIP! If the need arises to go back and change Project profile selections, select
Cancel and re-initiate the Edit Selection process.

Guardrail Find

Select This
Select All

Select Visible ltems
Supports

I ) Select Branches
B Print..

[=] [ Bridge Structures Deselect This
Tunnels Deselect Al
Bridges Deselect Visible ltems
Culvert Deselect Branches

MNew section
Signs

General
Employee
Improvements/Lands
[+ [ | PEC
Fuel Pod

Mext | | Cancel|

Figure 2-3. Dialog Box — Asset Type (Section and Bridge Structures Expanded)

7. Nextis the Activity selection screen. (Figure 2-4), Expand the “Roadway” list to
select Activities as applicable. Select all Activities that should be available to the
Project,). Activities may be selected all at once, by way of the Select Branches
command, or selected individually by a check box or the Select This command.

Click the OK button.

This completes the selection process. The user may now view the list of selected
Asset Types and Activities appearing in the lower panes (Figure 2-5).
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Multi Selection

Activities
General
=
65 - Traffic Find
M - Roadway Select This
Select All

B - Bridge (Labor Hrs)
| Select Visible ltems

B[] Fleet Select Branches
Flanning, Engineering & Construction Print
Improvements/Lands Deselect This

Deselect All
Deselect Visible ltems
Deselect Branches

| OK Cancel

Figure 2-4. Dialog Box — Activity

TIP! The user may now view the list of selected Asset Types and Activities
appearing in the lower panes (Figure 2-5).

B0 E Asset Types BEE Activities
Asset Type
Bridges M516-001 - Expansion and contraction joints (Sq. Ft)

M519-512 - Special - Patching Concrete Bridge Diecks (Sqg. Yd.)

M519-848 - Special - Patching Concrete Bridge Decks (5q. Yd.)
M524-001 - Drilled shafts (Feet)

M501-001 - Bridge Replacement per Force Account (5q. Ft.)
M514-001 - Painting of structural steel (3q. Ft.)

Figure 2-5. Project Detail Pane Examples

10. Click B in the left gutter to save the new data.

TIP! The Project may still be deleted. To delete, right-click and select the Delete
command. The deletion is not permanent until a Save is performed.

11. (OPIONAL) To make the Project available to lower-level Division/Cost Centers,
proceed as follows. Otherwise, skip to step 12 to activate the Project.

a. Point to the record, and select Propagate Children Projects (Figure 2-6).
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1M c it Selection
Insert

Delete
Propagate Children Projects A€
Update Child Projects :
Delete Children Projects
Set Bookmark Location 0
Sort 0
Find

Work With Attachments P
Export Data 0
Copy rows to clipboard (CSV) B0
Copy all to clipboard (CSV) g

Show Changes

L

Figure 2-6. Project Add Propagation Function

TIP! If the logged-in Division/Cost Center has no other Division/Cost Centers
subordinated to it in the organization, an error appears (Figure 2-7).

Message from webpage (S|

h There are no children to which to propagate this project.

Figure 2-7. Project Add Propagation Error (No Child Present)
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b. If one or more Division/Cost Centers are available for selection, the list of
available Divisions/Cost Centers appears in a dialog box (Figure 2-8).

EI'H'EI Select children to propagate project to:

6 5432 - Headquarters
2848 0006 6100 - Delaware
2849 0006 6101 - Berkshire
2850 0006 6200 - Fayette
2851 0006 6201 - Jeffersonville
2852 0006 6300 - Franklin
2853 0006 6320 - Hilliard

‘
<<<[l2 3 456 > >> Rows 1-7 of 41 total rows

OK [ Cancel

Figure 2-8. Project Add Propagation Selection

c. Select any Division/Cost Centers as needed (Figure 2-8), by holding the
CTRL or SHIFT key while making cursor selections if selecting multiple items.
Selections appear highlighted.

d. Select OK to apply the selection(s) and exit the dialog box.
TIP! If the need arises to revisit the selections made in Figure 2-8, the Delete
Children Projects function may be used, to modify existing selections.

e. Click B in the left gutter to save the new data.

TIP! The Project will now be available within the In House Projects menu for
each specified Division/Cost Center.

12. To commence the Project and make it available for creating Work Orders:

a. Point to its Status field (Figure 2-9), and change the value of Pending
(default) to Active.

*Status  Active

\Active
Completed
Pending

Figure 2-9. Project Status Selection

b. Update the Start Date field to the current date, for reference, as needed.

TIP! Unsaved records are highlighted according to the color scheme in use,
and when the record is saved, the highlighting disappears.

c. Click B in the left gutter to save the new data.
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2.2 Editing a Project
While a project is Active, the user is limited to performing the following edits:
1. Return to the Road Maintenance > Issue > In House Projects window (Figure 2-1).

2. To change Project attributes, perform the Edit Selection function, and follow the
same procedure as for setting up a Project Profile. At this stage, the user may only
add Asset Types or Activities and Divisions/Cost Centers. The user may not
remove.

3. To remove lower level Division/Cost Centers from the Project, to the extent the
system permits, proceed as follows:

a. Point to the Project, and perform a Delete Children Projects function
(Figure 2-10).

[|Active
—IEdit Selection [
Insert
Delete F
Update Child Projects 3

Propagate Children Projects {

Delete Children Projects

Set Bookmark Location

Sort

Find

Work With Attachments

mExport Data r
Copy rows to clipboard (CSV)

Copy all to clipboard (CSV)

Figure 2-10. Project Delete Propagation Function

TIP! If the logged-in Division/Cost Centers has no Division/Cost Centers
subordinated to it, an error appears (Figure 2-11).

Message from webpage lﬁ

l . There are no children from which to delete this project.

I

Figure 2-11. Project Delete Propagation Error (No Child Present)
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b. If one or more Division/Cost Centers are available for selection, the list of
candidates appears in a dialog box (Figure 2-12).

Sedo ehote project from: 1
temMame ______________________________________________________________________________________|

- Auglaize

2606 0007 6101 - Saint Marys

2607 00OT 6200 - Champaign
2608 DOOT 6201 - Mechanicsburg
2600 0DOT 6202 - Saint Paris

<< < [l >> Rows 1-5 of 5 total rows

oK | | Cancel

Figure 2-12. Project Delete Propagation Selection

c. Select any Division/Cost Center(s) as needed for deletion (Figure 2-12), by
holding the CTRL or SHIFT key while making cursor selections if selecting
multiple items. Selections appear highlighted.

d. Select OK to apply the selection(s) and exit the dialog box.

TIP! If a subordinate Division/Cost Center of the Project is unable to be
deleted, as indicated with an error, the user is informed that a Work Order
has been issued from that Project. If a Work Order exists, that Division/Cost
Center cannot be removed/deleted.

e. Click B in the left gutter to save the new data.

2.3 Completing a Project

In the event a Project needs to be closed and completed, and all of its Work Orders are
completed, proceed as follows:

1. Navigate to the Road Maintenance > Issue > In House Projects window (Figure 2-1).

2. Locate the appropriate Project record, and confirm its Open WO field shows a status
of “No,” to signify all Work Orders associated with it are closed.

3. Use the Status drop list (Figure 2-9) to select Completed status on the Project
record.

Enter the current date in the Finish Date field, for future reference.

Enter any Comments for future reference.

6. Click B in the left gutter to save.

TIP! This project will no longer be available in the Labor Summary sheet, as of the
next date.

TIP! After six months, the completed Project will be hidden from view.
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2.4 Reopening a Project

In certain circumstances a closed Project may need to be re-opened. If a Project has been in
closed status for less than 6 months the County Manager/Transportation Manager or Business
SME Security Roles are able to revert the Project back to Open status. If closed for more than 6
months, the System Administrator will need to be contacted.

1. Return to the Road Maintenance > Issue > In House Projects window (Figure 2-1).
2. Identify the Project record being Completed status that needs to be re-opened.

a. If not displayed, due to being in Completed status for at least six months and
becoming hidden, consult an ODOT System Administrator.

Use the Status drop list (Figure 2-9) to select Active status on the Project record.
Enter a future date, or make the field blank, in the Finish Date field, for reference.

Enter any Comments for reference.

6. Click B in the left gutter to save.

TIP! This project will be available for selection immediately, in Resources > Labor
Summary by Pay Period.
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3 Sharing (LEM) and Work Orders, Creating Shortlists

Before moving on to creation of Work Orders and Day Cards it is important to understand the
various inputs into Work Orders and Day Cards. These are Labor, Equipment, Materials (LEM)
and Other Costs. There are also several features of EIMS designed to speed up Day Card
creation that require pre-configuration to use. In EIMS it is possible to share LEM with another
Divisions/Cost Center(s) as well as to share Work Orders. In this section we will cover Sharing
and Short List Creation.

3.1 Sharing
3.1.1 Resource Sharing

You may only create work orders using the resources (labor, equipment, and material) that are
assigned to your Division / Cost Center. Generally, this works fine. Yet, situations may arise
where you need to use resources assigned to another Division / Cost Center. When these
situations occur more than once in a while, it is best to share resources (one or multiple)
between Division / Cost Centers. This allows you to include the other Division / Cost Center’s
resource in one of your Shortlists, which in turn allows you to use that resource in your work
orders.

TIP! Resource sharing only occurs in one direction. That is, if Division / Cost Center A is
allowed to share the resources of Division / Cost Center B — Division / Cost Center B is
not automatically allowed to share the resources of Division / Cost Center A. To allow
two-way sharing of resources, each unit must be configured to share resources with the
other.

In the example, the Guernsey Division / Cost Center will be allowed to utilize the resources of
the Coshocton and Fairfield Division / Cost Centers. Four tasks need to be accomplished to
permit the sharing of all resources.

3.1.1.1 Step 1. Select the Division / Cost Center

In this task, you select the Division / Cost Center that will be allowed to use the resources of
other Division / Cost Centers. For this example, this will be the Guernsey Division / Cost Center.
To select this unit, perform the following steps:

1. Navigate to the Resource Sharing window (Resources > Setup > Resource Sharing). An
example of this window is shown below. (Note that no resources are yet shared because
the three panes on the right are empty).
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2. Inthe left pane, expand the hierarchy for District 05 (which is the district in which the
Guernsey Division / Cost Center is located) by clicking the + sign. The system displays
the units in District 05.

8= Admin. Units

Admin. Unit Inv. Owner

0000 - ODOT Statewade

> >> Rows 0.0 of 0 total rows
& Equipment
Admin. Unit Inv. Owner

< <
o

A
| Click + to expand Division 5 f

] () 0010 - Drision 10
0011 - Drision 11
0012 o0 2
0013
0014

Admin. Unit Inv. Owner

0015 |~

v 0001 - Dlvision 01

0017 0002 - Dvision 02

9015 0003 - Dlision 03

e 0004 - Dlvision 04

e 0005 - B¥lsion 05

Cn 0005 6100 - Coshocton County Garage
9022 0005 6200 - Fairfisld County Garage

0005 6300 - Guemsey County Garage Admin. Unit Inv. Owner
0005 6400 - Knox County Garage

0005 5430 - Division Garage

0005 6500 - Licking County Garage

0005 6700 - Perry County Garage

0005 2310 - Facilities Opsrations.

0005 5410 - Traffic

0005 5400 - Roadway Senices

0005 5000 - Highway Managemant Admin
0005 5300 - Construction Admin

0005 5310 - Tasting

0005 2000 - Business & Human Svcs Admin
0005 3500 - Planning & Enginesring

0005 1600 - Deputy Director

0005 2110 - Accaunting

= < > >> Rows 0.0 of 0 total rows.
B OE Material

Admin. Unit Inv. Owner

< < > >> Rows 0-0 of 0 total rows

3. Click 0005 6300 — Guernsey to select it.(you must click to select/highlight. This is
different to most other hierarchy lists where you check the box)

I

D& Admin. Units
=] [ 0000 - ODOT Statewide
[#1 ) 0001 - Dndsion 01
[#] () 0002 - Division 02
[#] () 0003 - Division 03
+

Admin. Unit Inv. Owner

0004 - Division 04
0005 - Onision 05

0005 6100 - Coshocton County Garage << < » »» Rows 0.0 of 0 total rows
0005 £200 . Faifield Connty Garang (=] +]0} Fq“ipmen(

3
+| | 0005 6300 - Guemsey County Garage Admin. Unit Inv. Owner
i 05 8400 - Knox County Garage
0
+
+

0005 5430 - Division Garage

0005 8500 - Licking County Garage
0005 6700 - Pemy County Garage
0005 2310 - Facilities Operations
0005 5410 - Traffic e< < > 5> Rows 0.0 of 0 total rows
0005 5400 - Roadway Senices DOE Material

0005 5000 - Highway Management Admin Admin. Unit Inv. Owner

0005 5300 - Construction Adrmin

0005 5310 - Testing

00052000 - Business & Human Svcs Admin
0005 3500 - Planning & Engineering

0005 1600 - Deputy Director

0005 2110 - Accounting

< < > >> Rows 00 of 0 total rows

This completes Task 1. The Division / Cost Center with which others will share their resources is
now selected. Next you will select the Division / Cost Centers that will share their labor
resources with the Division / Cost Center selected in Task 1.

3.1.1.2 Step 2: Sharing of Labor Resources

In Step 2 we select the Division / Cost Centers that will share their labor resources with the
Division / Cost Center selected in Task 1. For this example, the labor resources of the Fairfield
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Division / Cost Center will be shared with the Guernsey Division / Cost Center. To accomplish
this sharing of resources, perform the following steps:

1. Inthe Labor pane on the right side, right-click to display the shortcut menu and then click
Edit Selection. The system responds by displaying the Selection dialog box.

N

"
/Right-click in the Labor pane r

L
3@ Admin. Units
g 0000 - ODOT Statewids

DOE Labor
Admin. Unit Inv. Owner

o oot Dnesion 01 l; to display the shortcut menu.
[ L) 0002 - Division 02
[#] () 0003 - Dvision 03 Edit Selection
] 0004 - Diasion 04 Delete
= ) 0005 - Division 05 Sort . . . .
0005 6100 - Coshocton County Garage P —— Click Edit Selection to d|splay
[#] ) 0005 6200 - Fairfield County Garage DOE Equipment [l the Selection dlalog box.
[+ | 0005 6300 - Guemsey County Garage Admin. Unit Inv. Ow| COPY 10WS to clipboard (CSV) |
[# () 0005 6400 - Knex County Garags Copy all to clipboard {CSV)
[3] ] 0005 5430 - Division Garage SNETHI N @
[#] CJ 0005 6500 - Licking County Garage
[ () 0005 6700 - Pery County Garage

0005 2310 - Facilities Operations.
Lo TS << < > >> Rows 0.0 of 0 total rows
0005 5400 - Roadway Senices D BE Material
0005 5000 - Highway Management Admin Admin. Unit Inv. Owner -
0005 5300 - Construction Adrmin £
0005 5310 - Testing +
0005 2000 - Business & Human Svcs Admin +
0005 3500 - Planning & Engineering =
0005 1600 - Deputy Director [#] || 0006 - Divisicn 06
+
=
=
=
=
=

| Selection (multi_sel_one_col) E|
| BE Mgmt. Unit Admin. Unit Inv. Owner
= 0000 - ODOT Statewide
[# || 0001 - Dwision 01
0002

0005 2110 - Accounting 0007 - Dwigion 07
0003 - Dnision 08
0009 - Dwision 09
0010 - Dwisicn 10
0011 - Dnision 11
0012 - Drasion 12

An4 O

[<< < = == Rows 0.0 of 0 total rows

OK Cancel

2. Inthe Selection dialog box, locate the Fairfield Division / Cost Center by expanding the
hierarchy for Division 5 by clicking the + sign.

Selection (multi_sel one col) [ <]

B= mgmt. Unit Admin. Unit Inv. Owner
=] 0000 - ODOT Statewide
0001 - Division 01
=1 0002 - Division 02
=l 0003 - Division 03
=] 0004 - Division 04
0005 - Division 05

0009 - Divisior] 09

[+ N0 - Divicin® 10
G Selection (multi_sel_one_col) E3
G EB®= mgmt. Unit Admin. Unit Inv. Owner
=1 0000 - ODOT Statewide

=] 0001 - Division 01

[+] 0002 - Division 02

[=] 0003 - Division 03

3 0004 - Division 04

= 0005 - Division 05

0005 6100 - Coshocton County Garage
0005 6200 - Fairfield County Garage
0005 6300 - Guernsey County Garage
0005 6400 - Knox County Garage

0005 5430 - Division Garage

0005 6500 - Licking County Garage
0005 6600 - Muskingum County Garage

NONE C7ON 0 Fal e

HEEHEEEE

oK | Cancel
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3. Right-click 0005 6200 Fairfield County Garage to display the shortcut menu and then

click Select This.

| Selection (multi_sel_one_col)

B= Mgmt. Unit

=] 0000 - ODOT Statewide
3] 0001 - Division 01

Right-click 0005 6200 to
display the shortcut menu.

0005 - Division 05
0005 6100 - Coshocton Cou

0005 6400 - Knox County G
0005 5430 - Division Garage|
0005 6500 - Licking County
t_ﬂli}(IlS 6600 - Muskingum Coy|

~
nANE £700 D o
3

HEEHEBEEEE

$ap

nty

00056200 = Fairfield County Ga| Dese'ect Visible ftems
0005 6300 - Guernsey County Q

3 B

Find —
Select This < Cliclf Seleqt Thi; to select the
Select All adm|n|'strat|ve unit.

Select Visible Items

Select Branches
Print._.

Deselect This
Deselect All

Deselect Branches

Selection (multi_sel_one_col)

BE mgmt. Unit

=

oy
e
-~

Note: Only solid boxes (like tﬁis) L

(like this) cannot be selected. .-~

may be selected. “Shadow” boxes |t

Admin. Unit Inv.
0000 - ODOT Stapewide

0001 - Divisigh 01
[#] | | 0002 - Divigfon 02
b

0003 - Difision 03

0004 - Pivision 04

0005 / Division 05

gD05 6100 - Coshocton County Garage
E@OOOS 6200 - Fairfield County Garage

‘-\v',/’ ] 0005 6300 - Guernsey County Garage
) 0005 6400 - Knox County Garage
= 0005 5430 - Division Garage
= 0005 6500 - Licking County Garage
3] 0005 6600 - Muskingum County Garage
Ll NONE 700 D Fa) dae O
oK ||[ca
4. The Division / Cost Center is now selected, so click OK to close the dialog box.
Selection (multi_sel_one_col) E3
B @ Mgmt. Unit Admin. Unit Inv. Owner
(=] ) 0000 - ODOT Statewide
0001 - Division 01
[#] ' 0002 - Division 02
0003 - Division 03
[*] ' 0004 - Division 04
[=] © ' 0005 - Division 05
0005 6100 - Coshocton County Garage
[+] ¥/ 0005 6200 - Fairfield County Garage
[+] = 0005 6300 - Guernsey County Garage
[#] () 0005 6400 - Knox County Garage Click OK to close
[+] [} 0005 5430 - Division Garage the dialog box.
3] 0005 6500 - Licking County Garage
+| [ 0005 6600 - Muskingum County Garage
[l AANE B7ON  Darne Coauinde (& N/
OK Cancel
5. The dialog box closes and 0005 6200 Fairfield appears in the Labor pane.
15
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EE Admin. Units BBE Labor
(=] [ 0000 - ODOT Statewide Admin. Unit Inv. Owner
1 ) 0001 - Division 01 » 0005 6200 - Fairfield County Garage
0002 - Division 02
0003 - Division 03
0004 - Drision 04
0005 - Division 05
0005 6100 - Coshocton County Garage

13 FEEE

<< < 1 > >> Rows 1.1 of 1 total rows
0005 6200 - Fairfield County Garage DBE Equipment

0005 6300 - Guemsey County Garage Admin. Unit Inv. Owner

0005 6400 - Knox County Garage
0005 5430 - Division Garage

0005 6500 - Licking County Garage
0005 6700 - Perry County Garage
0005 2310 - Facilities Operations
0005 5410 - Traffic << < > >> Rows 0.0 of 0 total rows
0005 5400 - Roadway Senices B OE material

0005 5000 - Highway Management Admin Admin. Unit Inv. Owner

0005 5300 - Construction Admin

0005 5310 - Testing

0005 2000 - Business & Human Sves Admin
0005 3500 - Planning & Engineering

0005 1600 - Deputy Director

0005 2110 - Accounting

HEEEEEE

[2< <= > >> Rows 0.0 of 0 total rows

6. Click B in the left gutter to save the new data

3.1.1.3 Step 3: Sharing of Equipment Resources

Step 3 is concerned with selecting the Division / Cost Centers that will share their equipment
resources with the Division / Cost Center selected in Task 1. For this example, the equipment
resources of the Coshocton Division / Cost Center will be shared with the Guernsey Division /
Cost Center. To accomplish this sharing of resources, perform the following steps:

f. In the Equipment pane on the right side, right-click to display the shortcut
menu and then click Edit Selection. The system responds by displaying the
Selection dialog box.

EBE Admin. Units

=l 0000 - ODOT Statewide Admin. Unit Inv. Owner

0001 - Division 01 » 0005 6200 - Fairfield County Garage

0002 - Division 02

0003 - Division 03

0004 - Division 04

0005 - Division 05
0005 6100 - Coshocton County Garage
0005 6200 - Fairfield County Garage
0005 6300 - Guemsey County Garage
0005 6400 - Knox County Garage
0005 5430 - Dvision Garage
0005 6500 - Licking County Garage
0005 G700 - Perry County Garage
0005 2310 - Facilities Operations
0005 5410 - Traffic

IEEEE

DDE Equipment

/Right-click in the Equipment pane
to display the shortcut menu.

HEEEBE

< < = >> Rows 0.0 dcport Data
0005 5400 - Roadway Senices BO=E Material Copy rows te clipboard (CSV)
0005 5000 - Highway Management Admin Admin. Unit Inv. O Copy all to clipboard (CSV)

0005 5300 - Construction Admin L e

0005 5310 - Testing @
0005 2000 - Business & Human Svcs Admin

0005 3500 - Planning & Engineering

0005 1600 - Deputy Director = mgmit. Unit Admin. Unit Inv. Owner
0005 2110 - Accounting B o [T T e T Ty = 0000 - ODOT Statewide

0001 - Diision 01
0002 - Division 02
0003 - Daision 03
0004 -
0005 - Drision 05
0006 - Division 06
0007 - Division 07
0008 - Diision 08
0009 - Division 09
0010 - Drision 10
0011 - Diision 11
0012 - Daision 12
an1z o 1

Click Edit Selection to display
the Selection Idialog box.

Selection (multi_sel_one_col)

FHEARFREEEEEEE

oK Cancel
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g. Inthe Selection dialog box, locate the Coshocton Division / Cost Center by
expanding the hierarchy for Division 5 by clicking the + sign.

Selection (multi_sel_one_col) E3

B & Mgmt. Unit Admin. Unit Inv. Owner
[=] 0000 - ODOT Statewide
0001 - Division 01
[ 0002 - Division 02
= 0003 - Division 03
0004 - Division 04
[@. 0005 - Division 05|
lﬁ\\ NANE . Nivicinn OA
Click + to expand Division 5 |
=] 0008 - Divisior] 08
[*] | ' 0009 - Division| 09

B B3
| 2= Mmgmt. Unit Admin. Unit Inv. Owner
[=] [} 0000 - ODOT Statewide

0001 - Division 01

0002 - Division 02

0003 - Division 03

0004 - Division 04

0005 - Division 05
0005 6100 - Coshocton County Garage
0005 6200 - Fairfield County Garage
0005 6300 - Guernsey County Garage
0005 6400 - Knox County Garage
0005 5430 - Division Garage
0005 6500 - Licking County Garage
0005 6600 - Muskingum County Garage

OO0 E700 Daocos Cosantie (2

DEHEBE

®

&

IEEEE

OK Cancel
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h. Right-click 0005 6100 Coshocton County Garage to display the shortcut
menu and then click Select This.

Selection (multi_sel_one_col)

[+ (0] Mgmt. Unit Find . _
=] (] 0000 - ODOT Statemde Select This < Cl|ckl Seleqt Thlg to selectthe
1 G0 0001 Oideian o Select Al adm|n|str§t|ve unit.
Right-click 00056100 Select Visible Items
to dlspIaQ\Qe shortcut 1select Branches
menu. Print...
= 05 - Division 05 Deselect This
D&boos 6100~ Coshoctg Deselect Al o
0005 6200 - Fairfield (Peselect Visible ltems
0005 6300 - Guernse Deselect Branches
0005 6400 - Knox County Garage

0005 5430 - Division Garage Selection (multi_sel_one_col)
Tr.wos. 6500 - Licking County (([JOIT AT TTATT Admin. Unit Inv.
00056600 - Muskingum Coull=] () 0000 - ODOT Statewide

HEEBEEHEBEB

n0ns 6708 Daca: Countie O [+] 0001 - Dihsion 01

— 0002 - Pivision 02

Note: Only solid boxes (like this) [;9 0003 /Division 03
may be selected. “Shadow” boxes [T"[5]  0004/- Division 04
(like this) cannot be selected. /—"" [= () 00g5 - Division 05

ha - ® 0005 6100 - Coshocton County Garage
0005 6200 - Fairfield County Garage
0005 6300 - Guernsey County Garage
0005 6400 - Knox County Garage

0005 5430 - Division Garage

0005 6500 - Licking County Garage
0005 6600 - Muskingum County Garage

AONE GTO0  Dearne Couunta Snran

EEEEEHBE

b

OK || G
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i. The Division / Cost Center is now selected, so click OK to close the dialog

box.

Selection (multi_sel_one_col) | X|
BE Mgmt. Unit Admin. Unit Inv. Owner
= 0000 - ODOT Statewide

[#] () 0001 - Division 01
0002 - Division 02
[*] = 0003 - Division 03
0004 - Division 04
[=] () 0005 - Division 05
+ 0005 6100 - Coshocton County Garage
[# 0005 6200 - Fairfield County Garage
[+] 0005 6300 - Guernsey County Garage
[+] [} 0005 6400 - Knox County G .
nox ourty ©5arage Click OK to close
[#] 0005 5430 - Division Garage .
o the dialog box.
[+] [} 0005 6500 - Licking County Garage
[+ 0005 6600 - Muskingum County Garage
[al AANE E700 Daens Coauindss O
4
OK || Cancel |

The dialog box closes and 0005 6100 Coshocton appears in the Equipment pane.

& Admin. Units
=1 (] 0000 - ODOT Statewide Admin. Unit Inv. Owner
[* (] 0001 - Division 01 » 0005 6200 - Fairfield County Garage
23] 0002 - Division 02

[* ) 0003 - Division 03

[* ) 0004 - Division 04

= 0005 - Division 05

0005 6100 - Coshocton County Garage
0005 6200 - Fairfield County Garage B 0= Equipment

0005 6300 - Guemsey County Garage Admin. Unit Inv. Owner
0005 6400 - Knox County Garage » 0005 6100 - Coshocton County Garage
0005 5430 - Division Garage

0005 6500 - Licking County Garage
0005 6700 - Pamy County Garage
0005 2310 - Facilities Operations

0005 5410 - Traffic << < 1 > >> Rows 1-1 of 1 total rows

0005 5400 - Roadway Senices — D= Material
0005 5000 - Highway Management Admin Admin. Unit Inv. Owner

0005 5300 - Construction Admin

0005 5310 - Testing

0005 2000 - Business & Human Svcs Admin
0005 3500 - Planning & Engineering

0005 1600 - Deputy Director

0005 2110 - Accounting

FEZTT1 > 5F RoOwWs 1-1 0

HEEEEEE

|<< < = >> Rows 0.0 of 0 total rows

j-  Click B in the left gutter to save the new data.
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3.1.1.4 Step 4: Sharing of Material Resources

Step 4 is concerned with selecting the Division / Cost Centers that will share their material
resources with the Division / Cost Center selected in Task 1. For this example, the material
resources of both the Fairfield and Coshocton Division / Cost Centers will be shared with the
Guernsey Division / Cost Center. To accomplish this sharing of resources, perform the following

steps:

1. In the Material pane on the right side, right-click to display the shortcut menu and then
click Edit Selection. The system responds by displaying the Selection dialog box.

& Admin. Units
(=] ) 0000 - ODOT Statewide
0001 - Division 01
0002 - Division 02
0003 - Division 03
0004 - Division 04
0005 - Division 05
0005 6100 -
0005 6200 -
0005 6300 -
0005 6400 -
0005 5430 -
0005 6500 -
0005 6700 -
0005 2310 -
0005 5410 -
0005 5400 -
0005 5000 -
0005 5300 -
0005 5310 -
0005 2000 -
0005 3500 -
0005 1600 -
0005 2110 -

DEEEE

Cashocton County Garage
Fairfield County Garage
Guemsey County Garage
Knox County Garage
Diision Garage

Licking County Garage
Pemy County Garage
Facilities Operations
Traffic

Roadway Senices

BEEEEEE

Highway Management Admin
Construction Admin

Testing

Business & Human Svcs Admin
Planning & Engineering

Deputy Director

Accounting

Admin. Unit Inv. Owner

p 0005 5200 - Fairfield County Garage

|<< < 1 > >> Rows 1.1 of 1 total rows
BOE Equipment

Admin. Unit Inv. Owner
p 0005 6100 - Ceshocton County Garage

/Right-click in the Material pane to
display the shortcut menu.

[e< < > >> Hows 1
DDE Material
_———rrre i

<< < > >> Rows 0.0 of 0 total rows

Copy rows to clipbeard (CSV)
(Copy all to clipboard (CSV)

Ohio Department of Transportation

0000 - ODOT Statewids

=

Admin. Unit Inv. Owner

0001 - Diasion 01
0002 - Dhision 02
0003 - Division 03
0004 - Division 04
0005 - Division 05
0006 - Division 06
0007 - Division 07
0008 - Division 08
0009 - Division 09
0010 - Diwsion 10
0011 -
0012 -

nn1%

Dinasion 11

Dnasion 12
Clieteiet 4

:

0K Cancel
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2. Inthe Selection dialog box, locate the Coshocton and Fairfield Division / Cost Centers by

expanding the hierarchy for Division

Selection (multi_sel_one_col)

E= mMgmt. Unit

=] 0000 - ODOT Statewide
0001 - Division 01

=] 0002 - Division 02

0003 - Division 03

[a]

0004 - Division 04

@ 0005 - Division 05 __|
+ nons . Di i ne

5 by clicking the + sign.

E3
Admin. Unit Inv. Owner

A3
Click + to expand Division 5

0003 - Diisior] 08
0009 - Divisior] 09
NN410 - Niviein® ()

53]
[+
[+

E= mMgmt. Unit

0001 - Division 01
0002 - Division 02
0003 - Division 03
0004 - Division 04
0005 - Division 05

DEEEHE

B

HEEEE

ANNE E700 O

G Selection (multi_sel_one_col) E3

E]
=] 0000 - ODOT Statewide

0005 6100 - Coshocton County Garage
0005 6200 - Fairfield County Garage
0005 6300 - Guernsey County Garage
0005 6400 - Knox County Garage

0005 5430 - Division Garage

0005 6500 - Licking County Garage
0005 6600 - Muskingum County Garage

Admin. Unit Inv. Owner

ne Couintie £

OK Cancel

Right-click 0005 6100 Coshocton County Garage to display the shortcut menu and then click

Select This.
Selection (multi_sel_one_col)
1+ O] Mgmt. Unit Find .e . _
= 0000 - ODOT Statewide Soloct g - Cllck Seleqt Thls to select the
1 = aons  mucoien og Select All admlnlstretlve unit.
Right-click 0005 6100 —Select Visible ltems
to displaythe shortcut 1select Branches
menu. Print
= 05 - Division 05 Deselect This
D&boos 6100 - Coshoctg Deselect All o
= 0005 6200 - Fairfield Peselect Visible ltems
= 0005 6300 - Guermnse Deselect Branches
[E3] 0005 6400 - Knox County Garage
= 0005 5430 - Division Garage [tk w- I
= Y9005 6500 - Licking County ([ 1OEI AT TRVET Admin. Unit Inv.
= 0005.6600 - Muskingum Coul([=] 0000 - ODOT Statewide
ral anne g7na _‘1-3 ~ e 3 [+] 0001 - Dipision 01

MNote: Only solid boxes (like ﬁ'nis)
may be selected. “Shadow” boxes
(like 'lhj_g.) cannot be selected. __--~

Ohio Department of Transportation

0002 - [2 n 02

’_I# 0003 #/Division 03

=] 0004/ - Division 04

= 0ogs - Division 05
@ 0005 6100 - Coshocton County Garage

[ 0005 6200 - Fairfield County Garage
=] 0005 6300 - Guernsey County Garage
= 0005 6400 - Knox County Garage
= 0005 5430 - Division Garage
=] 0005 6500 - Licking County Garage
+] 0005 6600 - Muskingum County Garage
] NAONE ST00 =] l'ad + =
ok ||l
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3.

Repeat the previous step to select 0005 6200 Fairfield County Garage. (If needed, see

the illustration on page 15 for assistance.)

k. The Division / Cost Centers are now selected, so click OK to close the dialog

box.

Selection (multi_sel_one_col)

B & Mgmt. Unit
0000 - ODOT Statewide

=]
0001

DEEEB

HEBEEHEEE

- Division 01
0002 -
0003 -
0004 -
0005 -
«| 0005 6100 - Coshocton County Garage
« 0005 6200 - Fairfield County Garage
0005 6300
0005 6400
0005 5430
0005 6500
0005 6600

NONE E700

Admin. Unit Inv. Owner

Division 02
Division 03
Division 04
Division 05

- Guernsey County Garage
- Knox County Garage

- Division Garage

- Licking County Garage

Click OK to close
the dialog box.

- Muskingum County Garage

D ~ dae

A

| OK | Cancel

The dialog box closes and 0005 6100 Coshocton and 0005 6200 Fairfield appear in the

Material pane.

E
BE Admin. Units
=] 0000 - QDOT Stat
[+ () 0001 - Division
23] 0002 - Division
[#] ] 0003 - Division
[#] [ 0004 - Division

0005 - Drasion
0005 6100 -

[ ) 0005 6200 -
[+] L) 10005 6300 -
[# ) 0005 6400 -
[# () 0005 5430 -
[# ) 0005 6500 -
[+] £ 0005 6700 -

0005 2310 -
0005 5410
0005 5400 -
0005 5000 -
0005 5300 -
0005 5310 -
0005 2000 -
0005 3500 -
0005 1600 -
0005 2110 -

ewide

L]

02

03

4

05

Coshocton County Garage
Fairfield County Garage
Guemsey County Garage
Knox County Garage
Division Garage

Licking County Garage
Perry County Garage
Facilities Operations

- Traffic

Readway Senices

Highway Management Admin
Construction Admin

Testing

Business & Human Svcs Admin
Planning & Engineenng

Deputy Director

Accounting

Admin. Unit Inv. Owner

p 0005 6200 - Fairfield County Garage

l<< < 1 > >> Rows 1.1 of 1 total rows
Admin. Unit Inv. Owner ¥

p 0005 5100 - Coshocton County Garage

DDE Material
Admin. Unit Inv. Owner

p 0005 6100 - Ceshocton County Garage
0005 6200 - Fairfield County Garage

<< < 1 > >> Rows 1.2 of 2 total rows
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I.  Click B in the left gutter to save the new data. These resources will now be
available to add to Shortlists. (See the Shortlists section for instructions on
that process)

This completes the steps needed to share the labor, equipment, and materials resources of the
Coshocton and Fairfield Division / Cost Centers with the Guernsey Division / Cost Center.

TIP! These tasks do not result in the resources of the Guernsey Division / Cost Center being
shared with either the Coshocton or Fairfield Division / Cost Centers. If you wish to establish
such sharing, you would need to perform the tasks again with the selection of either Coshocton
or Fairfield (as desired) in Step 1 and then selecting Guernsey in the remaining tasks.

3.1.2 Inventory Sharing

"Inventory" refers to highway control sections, bridges, signs, buildings, land, or any other asset
type that has a detailed inventory and location. Each Division / Cost Center is assigned
particular assets that they are charged with maintaining.

When a work order is created, it may only specify an activity to be performed on an asset
belonging to the Division / Cost Center in which it is being created. In other words, a Division /
Cost Center may only work on assets in its own inventory.

However, in some cases, a Division / Cost Center needs to work on a highway control section or
building that is not part of its own inventory (for example, a highway section or building
belonging to a neighboring Division / Cost Center).

In this example, the Coshocton Division / Cost Center will share (that is, be able to access) the
inventory of all other Division / Cost Centers in its Division (Division 5). To accomplish this
sharing of inventory, perform the following steps:
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1. Navigate to the Share Inventory window in the Roadway module (Roadway > Inventory>
Shortlist > Share Inventory). The Share Inventory window shows those Division / Cost
Centers whose assets are shared with the Coshocton Division / Cost Center. Since no
assets are yet shared (for the purposes of this example), the window will be empty as
shown below.

2. Right-click the window to display the shortcut menu and then click Edit Selection. The
system displays a dialog box to select the Division / Cost Center(s) whose assets you
will be allowed to use.

(1) .
o e T Right-click in the window to
‘Adimin, Unit Inv, Owner /| display the shortcut menu.

Edit Selection

Delete
Sort

Click Edit Selection to display
the Selectionldialog box.

(Copy rows to clipboard (CSV)
(Copy all to clipboard (CSV)

| selection (multi_sel_one_col)
O Mgmt. Unit
0000 - ODOT Statewsde
0001 - Drasion 01
0002 - Dedsion 02
0003 - Division 03
0004 - Division 04
0005 - Division 05
0006 - Divisicn 06
0007 - Dnisicn 07
0003 - Dnisicn 08
0009 - Drasicn 09
0010 - Drasion 10
0011 - Draision 11
0012 - Draision 12
A4 Fletoes 4

Admin. Unit Inv. Owner

0K Cancel
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3. Expand the hierarchy for District 05 by clicking the + sign.

Selection (multi_sel_one col) | X|

£ Mgmt. Unit Admin. Unit Inv. Owner
(=] | 0000 - ODOT Statewide
0001 - Division 01
[#] | ' 0002 - Division 02
0003 - Division 03
0004 - Division 04
|G 0005 - Division 05 |
lﬁ\\ 000F . Diisinn 0F
Click + to expand Division 5
[#] 0008 - Divisior] 08

i Selection (multi_sel_one_col) [ X|
B & Mgmt. Unit Admin. Unit Inv. Owner

' [=] () 0000 - ODOT Statewide

[+] = 0001 - Division 01

[+] = 0002 - Division 02

[+] = 0003 - Division 03

[# 0004 - Division 04

[=] 0005 - Division 05

0005 6100 - Coshocton County Garage
[#] 0005 6200 - Fairfield County Garage
[+] 0005 6300 - Guernsey County Garage
[#] 0005 6400 - Knox County Garage
[+] [} 0005 5430 - Division Garage
[+] [} 0005 6500 - Licking County Garage
[# 0005 6600 - Muskingum County Garage
[a] ONNE E700 Dacn: Cauntie Sa
OK | Cancel
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4. Right-click 0005 — Division 5 to display the shortcut menu and then click Select
Branches. The system selects all Division / Cost Centers in Division 5, placing a check

mark in the square beside each unit’'s name to denote that it is selected.

Selection (multi_sel_one_col)

B & Mgmt. Unit

£} 0004 - Division 04
=l 0005 - Divisioj

Right-click 0005 — Division 05
to display the shortcut menu.

Click Select Branches to
select all units in Division 5.

Find
Select This

Select All

Select Visible Items
Select Branches
Print

Deselect This
Deselect All lgrage
Deselect Visible ltems
Deselect Branches

FEEEEE
5

.
=
=
S
I
=2
~
=

[=]'_ 0005 - Division 05
#| 0005 6100 - Coshocton County Garage
[+] ¥ 0005 6200 - Fairfield County Garage
) 0005 6300 - Guernsey County Garage
[#] & 0005 6400 - Knox County Garage
) 0005 5430 - Division Garage
[*] & 0005 6500 - Licking County Garage
# 0005 6600 - Muskingum County Garage
[+] ¥ 0005 6700 - Perry County Garage
# 0005 2310 - Facilities Operations
«| 0005 5410 - Traffic
# 0005 5400 - Roadway Senices
#| 0005 5000 - Highway Management Admin

0005 5410
UURZUIEE  Selection (multi_sel_one_col) | X|
0004 5000 - Hi|f{+[0] Mgmt. Unit Admin. Unit Inv. Owner

OK || Cancel

Ohio Department of Transportation

26



Roadway RM-201-1
Roadway RM-201-1
Assigning and Tracking Work (Projects, Estimates, Work Orders, Day Cards)

5. When you used the Select Branches command, the system only selected the branches
but not the top-level 0005 — Division 5 node. You should also include this unit, so click
the square beside the name to select it. Also, since by default your Division / Cost
Center (Coshocton) can use its own inventory, you do not need to select this unit. So
click the square beside the name to de-select it.

1 Selection (multi_sel_one_col) E
Click the Square to select +[O)] MgmL Unit Admin. Unit Inv. Owner
0005 — Division 5. 0005 - Division 05
0005 6100 - Coshocton County Garage

#| 0005 6200 - Fairfield County Garage

« 0005 6300 - Guernsey County Garage

]
& %

Click the square to de-select |/
0005 6100 Coshocton.

&

| &/ 0005 6400 - Knox County Garage

« 0005 5430 - Division Garage

| ¥/ 0005 6500 - Licking County Garage

| #/ 0005 6600 - Muskingum County Garage
4
v
4
v

E3]

B E B

| ¢/ 0005 6700 - Perry County Garage
0005 2310 - Facilities Operations
0005 5410 - Traffic
0005 5400 - Roadway Senvices
¥ 0005 5000 - Highway Management Admin

OK Cancel

6. Review your selections in the dialog box.

[=] ¥ 0005 - Division 05

0005 6100 - Coshocton County Garage
0005 6200 - Fairfield County Garage
0005 6300 - Guernsey County Garage
0005 6400 - Knox County Garage

0005 5430 - Division Garage

0005 6500 - Licking County Garage
0005 6600 - Muskingum County Garage
0005 6700 - Perry County Garage

0005 2310 - Facilities Operations

0005 5410 - Traffic

0005 5400 - Roadway Services

0005 5000 - Highway Management Admin

HEEREEHEHE

LY Y Y N VR OV C VR Y CV Y

OK Cancel
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7. When the selections are correct, click OK. The system closes the dialog box and shows
the selected Division / Cost Centers in the Share Inventory window.

B0 = Share 0
Admin. Unit Inv. Owner
» 0005 - Division 05

0005 6200 - Fairfield County Garage
0005 6201 - Baltimore Outpost

0005 6300 - Guernsey County Garage
0005 6301 - North Salem Outpost
0005 6302 - Old Washington Outpost
0005 6400 - Knox County Garage
0005 6401 - Fredricktown Outpost
0005 5430 - Division Garage

0005 6500 - Licking County Garage
0005 6502 - Etna Outpost

0005 6503 - Brownsville Outpost

0005 6600 - Muskingum County Garage
0005 6601 - Dresden Outpost

0005 6602 - Moxahala Outpost

0005 6603 - Duncan Falls Qutpost

<< < 12 3 > >> Rows 1-16 of 37 total rows

8. Click the B icon in the left gutter to save the new data.

This completes the steps needed to share the inventory assets of all Division / Cost Centers in
Division 5 with the Coshocton Division / Cost Center.

3.1.3 Work Order Sharing

The system assumes that the Division / Cost Center that creates a work order will be the unit
that performs the work order. This works well in the majority of cases. However, there are
situations where one or more Division / Cost Centers will work with the originating Division /
Cost Center to accomplish the work order. For this purpose, the system allows the originating
Division / Cost Center to share the work order with other Division / Cost Centers.

Work orders specify where, when, and with what resources a work activity may be
accomplished. By using the technigues in the previous sections, you could create work orders
using the resources of Division / Cost Centers other than your own by sharing those resources.
Similarly, you could perform a work activity on an asset that belongs to another Division / Cost
Center by having that unit share its inventory with your Division / Cost Center.

However, even with sharing resources and inventories, you may still only create work orders for
your particular Division / Cost Center. In other words, the system assumes that each Division /
Cost Center creates and performs its own work orders.

In some situations, this is not the optimal way to accomplish work activities. For example, say a
large section of pavement was damaged by erosion due to a heavy rainstorm. The restoration of
this section is vital and so it needs to be accomplished quickly. Obviously, then, assigning
multiple Division / Cost Centers to this work activity will allow the section to be restored much
more quickly than if a single Division / Cost Center performed the work.

The system requires two major tasks to share work orders:

1. Inthe Day Cards window, the originating Division / Cost Center shares a work order with
one or more Division / Cost Centers via a right-click command.
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2. Each of the Division / Cost Centers with which the work order is shared enters the work

order in their respective Daily Log windows via a right-click command.

TIP! The work order is shared from the Day Cards window, but the shared work order is
accessed from the Daily Log window. The shared work order does not appear in the Day
Cards window of the Division/Cost Centers with which it is shared.

3.1.3.1 How to Share a Work Order

The first step in sharing a work order is for the originator of the work order to share it with other
Division / Cost Centers. In the example provided here, the Guernsey Division / Cost Center will
share an existing work order (#1506530) with the Fairfield Division / Cost Centers.

Perform the following steps to accomplish this task:

1.
2.

Select the Guernsey Division / Cost Center when logging on.
Display the Day Cards window (Roadway > Progress > Day Cards).

Locate work order #1506530, right-click it to display the shortcut menu, and then click
Share with Admin Unit. The system responds by display a dialog box to select the
Division / Cost Centers with which the work order will be shared.

AgileAssets Management System [AgileAsse R Gl ui i

Roadway Fleet Facilities PEC Res«EL

Insert Like
Progress Inventory Issue Reports Sefup .-=\r|.:1"-g':'-

)] Version bou 19372 - 0005 6300 - Guernsey County Garage / TODD / System Role

Click Share with Admin

Save Assignment as Ideal Mix ‘ Unit to d|5p|ay the d|alog
Insert Insert Like Assign Crew Mg Paste Assignment from Ideal Mix § [ gpy oy, Schedul bOX Wl-lh -lhe I|51 Of

Edit Dates

DO E wWork Orders
Activil Make Daycards

1506530 5 i Completely Remake Daycards
899739 - OVERHEAD MID_FLATSHEET SIGN ;nprme ,:.uA"
Isapprove
899710 - FLAT SHEET SIGNS-CBH ¢ He Fcp:Asslgnmen-
y 1
caozed cccn o) AT cuccT cicuc noy

7 Paste Assignment
Right-click the work
order to display the

nens | administrative units.

Assign Crew Members.
Show Licensed Employees
Schedule As Latest

Check For LEMA Errors [T,
Attach to WR |

it Hrs)

shortcut menu. O e e ) k3
o . | B® Shared Owners Division / Cost Center
IIHTE T R aTTowWS Show Schedule - .
Edit Group Schedule =] 0000 - ODOT Statewide
Change Mix Target Stock Bf  [+] 0001 - Division 01
Seat Bookmark Location — e
ATKINSON, MARK C TRANSPORT All St f 0002 - Division 02
¢ BABCOCK, BRIAN S HIGHWAY TECHFilter By This Value 1) 0003 - Division 03
BLACK, DANNIE B HIGHWAY TEC! :‘":’ [+ () 0004 - Division 04
n —/ . s
v BUCHTEL, AMY J ACT CLERK 2 |\wack With Attachments 1+ 0005 - Division 05
BUTLER, JOHN N HIGHWAY TECHShow/Hide Columns [+ 0006 - Division 06
e an [# () 0007 - Division 07
Copy rows to chpmaraicsr . L
Copy all to clipboard (CSV) L 0008 - Division 08 il
1 [# ) 0009 - Division 09
[+] [} 0010 - Division 10
[+ 0011 - Division 11
| 0049 Diiai 49
Ok I Cancel
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4. Inthe dialog box, expand the hierarchy for District 05 by clicking the + sign.

iﬁ Edit Shared Selection (edit_share_selection)
| E3®=) Shared Owners

Orders, Day Cards)

Division / Cost Center

= 0000 - ODOT Statewide
= 0001 - Division 01
0002 - Division 02
=] 0003 - Division 03
= 0004 - Division 04
0005 - Division 05|
faTaTalad Do ne

Click + to expand Division 5

0000 - ODOT Statewide

0001 - Division 01

0002 - Division 02

0003 - Division 03

0004 - Division 04

0005 - Division 05
0005 6100 - Coshocton County Garage
0005 6200 - Fairfield County Garage
0005 6300 - Guernsey County Garage
0005 6400 - Knox County Garage
0005 5430 - Division Garage
0005 6500 - Licking County Garage

AONEC 700 O Fad

IEEEE

HEHEE R

faa

Division / Cost Center

Ok Cancel

5. Select the Division / Cost Center with which the work order will be shared (Fairfield) by

clicking the square beside the name.

=

| B®=) Shared Owners
=] 0000 - ODOT Statewide

[#] () 0001 - Division 01
| [ ) 0002 - Division 02
| [ () 0003 - Division 03
0004 - Division 04
[=] () 0005 - Division 05
Click the square to select =
0005 6200 Fairfield ?_O)oos 6200 - Fairfield County Garage
County Garage. :

Edit Shared Selection (edit_share_selection)

[+] (] 0005 6400 - Knox County Garage
[+] [} 0005 5430 - Division Garage
[+ 0005 6500 - Licking County Garage

Lol ANNE C700  Daes: Casunkes O

Division / Cost Center

Ok

Cancel

Ohio Department of Transportation

30



Roadway RM-201-1
Roadway RM-201-1
Assigning and Tracking Work (Projects, Estimates, Work Orders, Day Cards)
6. Select the sub-units of Fairfield by right-clicking the name of the Division / Cost Center to
display the shortcut menu and then clicking Select Branches.
]

vision / Cost Center

Edit Shared Selection (edit_share_selection)
B ®= Shared Owners Find
= 0000 - ODOT Statewide |Select This
0001 - Division 01 Select All
0002 - Division 02 Select Visible ltems
0003 - Division 03  |Select Branches

0004 - Division 04 [Print... _ Click Select Branches to
0005 - Division 05 |Deselect This select sub-units.

0005 6100 - Coshd Deselect All
. jDeselect Visible ltems

Deselec@ranches

0FBFBB

0005 6300 - Guermiomy . -
0005 6400 - Knox Cuur(zjrage
Right-click 0005 6200 Fairfield / e

County Garage to display the y Garage
shortcut menu. Ca

1

Ok Cancel

7. Click OK to close the dialog box.

:r Edit Shared Selection (edit_share_selection) B x|

E®E Shared Owners Division / Cost Center
=] (| 0000 - ODOT Statewide

0001 - Division 01

0002 - Division 02

0003 - Division 03

0004 - Division 04

0005 - Division 05

0005 6100 - Coshocton County Garage

[=] @ 0005 6200 - Fairfield County Garage
«! 0005 6201 - Baltimore Qutpost
# 0005 6202 - Rushville Outpost .
0005 6300 - Guemsey County Garag{ ~ ClIck OK to close
0005 6400 - Knox County Garage the dialog box.
0005 5430 - Division Garage

B EEE

EHEE

Ok | Cancel |

The work order is now shared with the Fairfield Division / Cost Center and its sub-units. The
units may now place the work order in their respective Daily Log windows so labor activities
against the work order may be recorded. This is described in more detail in the following section
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3.1.3.2 How to Access a Shared Work Order

Once the originating Division / Cost Center has shared a work order, the units with which the
work order is shared may add the shared work order to their Daily Log windows. This allows
personnel in the units to record time spent on the work order.

The following example continues the example given in the previous section. Work order
#1506530 is shared with the Fairfield unit and its sub-units. Perform the following steps to add
the work order to the Fairfield unit’'s Daily Log window:

1.
2.

3.

Select the Fairfield Division / Cost Center when logging on.

Display the Daily Log window (Roadway > Progress > Daily Log).

Effective Date: 3ri2014

BRE Work orders
Wo# Valid Acct |Activity C Division / Cost Center |Start Date |Start Hour [Duration |Finish Date |End Hour |Cale

<< < > >> Rows 0.0 of 0 total rows

Labor Additional Costs || Accomplishments || Location/Asset |[ Contract Costs
[=]+]0] Employees Hours
Employee Name #TRC Hours Shown Other Hours

<< < > >> Rows 0.0 of 0 total rows

If necessary, change the default current date to the date when time was spent on the
shared work order. You may change the date by clicking the calendar icon and then
clicking the desired date in the calendar that displays — or highlighting the date and
typing a new date.

Effective Date: 3/7/2014 i
B = Work orders
WO# Valid Acct |Activity Comments |Divi

<< < > >> Rows 0-0 of 0 total rows
Equipment || Material || Additional Costs || Accomplishments || Location/Asset || Contract Costs
&&= Employees Hours

Employee Name HTRC Hours Shown Other Hout

32

Ohio Department of Transportation



Roadway RM-201-1
Roadway RM-201-1
Assigning and Tracking Work (Projects, Estimates, Work Orders, Day Cards)
4. Right-click the upper pane and then click Shared Work Orders. The system displays a
new window that lists all shared work orders.

1
Right-click in the
upper pane to display (=
the shortcut menu. -

: Click Shared Work Orders to
\ \éﬁ display the dialog box with the
prove . / list of shared work orders.
L

IAsset | Contract Costs

apy rows to clipboard (CSV)
Copy all to clipboard (CSV) /

Shared Work Orders (shared_work_orders)
BB = shared Work Orders

nish Date

Cale

Shared Work Orders
Sont

<= < > >> Rows 0.0 of 0 total rows_ {F
Labor | [ Eguioment | Mate: Additional Costs | ork
D E Employees Hours

Select |Activity Comments |Module (WO# Project/Contract Assy
» 1M253-001 - Pavement repair (Sq. ¥d ) Roadway 1506530 Miscellansous Seq

[ge< < > >> Rows 0.0 of 0 tota:

|<< < 1> >> Rows 1-1 of 1 total rows

Ok Cancel

5. Click the square in the Select column to select the shared work order.

[ Shared Work Orders (shared_work_orders) [ ]

D& shared Work Orders

l—Solect [Activi

» M253-001 - Pavement repair (Sq. Yd.) Roadway 1506530 Miscellaneous

Click the square to selectthe
shared work order.

|z< < 1> >> Rows 1-1 of 1 total rows

Ok Cancel

6. Click OK to close the dialog box.

Shared Work Orders (shared_work_orders)

BEOE Shared Work Orders
Select |Activity 1C Module WO#  |Project/Contract Assq

bi v §M25}001 - Pavement repair (Sq. Yd.) Roadway 1506530 Miscellanzous SQ

Click OK to close
the dialog box.

<< < 1> >> Rows 1-1 of 1 total rows

Ok Cancel
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The system displays the shared work order in the upper pane of the Daily Log window.

Effective Date: 372014 =
B0 E Work orders
WOo# Valid Acct |Activity Ci Division / Cost Center Start Date |Start Hour |Duration |Finish Date [End
» 1506530 + M253-001 - Pavement repair (Sq. ¥d.) 0005 6300 - Guernsey County Garage 2/28/2014 0 20 3472014

<< < 1> >> Rows 1-1 of 1 total rows
Labor |[ Equipment |[ Material | Additional Costs |[ Accomplishments |[ Location/Asset |[ Contract Costs
BB E Employees Hours
Employee Name # TRC 1506530 Hours Hours Shown Other Hours

<< < » »> Rows 0.0 of 0 total rows
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3.2 Shortlists

Short Lists are provided for making quick selections in the Day Cards and Daily Log windows.
The menu options are listed in Figure 3-1.

| Inventary

Data From Map

Inventory and PM

Performance Guidelines

Short List.. Crews

Road View Equipment
Labor
Material

Share Inventary

Figure 3-1. Inventory > Short List Menu Options

3.2.1 Short List - Crews

Crews may be identified when a particular combination of Labor and Equipment is commonly
used together to perform an Activity.

The Crews window (Figure 3-2) enables an authorized user within a specific Division/Cost
Center to configure a Crew, such as the Utility Crew, and assign employees and equipment to
the Crew. Crews may also be edited later as needed by changing the checkbox selections

MyE -
13 213-0419 213 - UTILITY TRUCK 1 TON
Utility Crew £ ‘ 213-0502 - UTILITY TRUCK 1 TON -
My Big Crew MATTBE1 11/20/2017—9 221-7164 221-PICKUP, 1/2 TON r - r
V3E&I Crew Snow and lce VINCENTCA 11/20/201 222-1433 222 - PICKUP, 314 TON r - Il
Regression Regression Crew CHIDI 111812013 213-0467 214 - UTILITY TRUCK 3/4 TON AND OVER [ v Il
Snow and lce Crew ELLENH1 10/18/201 213-0487 213 - UTILITY TRUCK 1 TON r - [v¥

< | [ 3 < | (1 3
<< < [J2 3 4 > >> Rows 1-6 of 21 total rows

WMCCORMICK, DAVID H

LONG, RANDY W

r ™
r r
HOFFMAN, DARRELL E ~ ~
BLACK, DANNIE B ~ ~

- ™

EIBEL, DALER

< | [ 3
-

Figure 3-2. Inventory > Short List > Crews Window Example

The Crews window (Figure 3-2) contains three panes, as listed in Table 3-1.
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Table 3-1. Overview of Crews Window

Pane Label Description
Crews This pane lists all work Crews as configured by the logged-in Division/Cost Center.
Assianed The left side of this pane lists all equipment in the Equipment Short List. The

9 names of the work Crews appear as column headings. A checkmark indicates that
Equipment : . ; .

the piece of equipment is assigned to the Crew.

Assianed This pane lists all employees in the Labor Short List. The names of the work
Empglloyees Crews appear as column headings. A checkmark indicates that the employee is

assigned to the Crew.

TIP! If an employee is cleared from the Labor Short List, or a piece of equipment is removed
from the Equipment Short List, the resource will also be cleared from any Crews to which they

had been assigned.

Once a Crew is selected in the Work Order process, the Assign Crew Members function

populates the Labor and Equipment assignments in the Day Cards area.
3.2.2 Short List - EQuipment

The Equipment Short List window (Figure 3-3) lists all equipment available to a Division/Cost
Center. It assists the user with configuring the quick selection list for the Day Cards window.

This short list may be edited later as needed.

[l Roadway  [IiReseurees ' System e
Inventory  Issue Reports Setup Analysis and Budgets  Utilities

BB E Equipment Short List

213-UTILITY TRUCK 1 TON 0005 6200 - Fairfield | 0005 6200 -

[ Select #|Equipment#  +/Equipment Category Assigned Admin Unit |SHOP Assigned Administrative Unit 4] Asset Status.

Fairfield |IN-SERVICE

F350 [v 213-0502 213-UTILITY TRUCK 1 TON 0005 6200 - Fairfield 0005 6200 - Fairfield  IN-SERVICE
F150 [ 221-T164 221-PICKUP, 112 TON 0005 6200 - Fairfield 0005 6200 - Fairfield  IN-SERVICE
RAM 2500ST [ 222-1433 222 -PICKUP, 3/4 TON 0005 6200 - Fairfield 0005 6200 - Fairfield  IN-SERVICE
3299 [ 213-0467 214 - UTILITY TRUCK 3/4 TON AND OVER 0005 6300 - Guernsey 0005 6300 - Guernsey (D) DISPOSED - TURM IM
F350 [ 213-0487 213 - UTILITY TRUCK 1 TON 0005 6300 - Guernsey 0005 6300 - Guernsey (D) DISPOSED - TURM IM
F350 [ 232-0072 232 - STAKE, 1 TON, WILIFTGATE 0005 6300 - Guernsey 0005 6300 - Guernsey TURN IN
7400 [ 254-5717 254 - DUMP TRUCK, 25000-35000GVW 0005 6300 - Guernsey 0005 6300 - Guernsey TURN IN
7400 [v 254-5721 254 - DUMP TRUCK, 25000-35000GYW 0005 6300 - Guernsey 0005 6300 - Guernsey (D) DISPOSED - TURN IN
7400 [w 254-5722 254 - DUMP TRUCK, 25000-35000GVVW 0005 6300 - Guernsey 0005 6300 - Guernsey IN-SERVICE
7400 [w 256-0536 256 - DUMP TRUCK, TANDEM AXLE 0005 6300 - Guernsey 0005 6300 - Guernsey TURN IN
C-24 12TN [w 272-0113 272 -TRAILER, OVER 10 TON 0005 6300 - Guernsey 0005 6300 - Guernsey TURN IN
H190HD [v 480-0109 480 - FORKLIFT, ALL SIZES 0005 6300 - Guernsey 0005 6300 - Guernsey TURN IN
T20A [ 492-0223 492 - GRADER, LRG, OVER 23000LBS 0005 6300 - Guernsey 0005 6300 - Guernsey IN-SERVICE
T750 [v 591-0085 591 - LOADER, SKID STEER 0005 6300 - Guernsey 0005 6300 - Guernsey IN-SERVICE
512 4WH [V 592-0477 592 - LOADER FRONT EMD SELF 4WH 0005 6300 - Guernsey 0005 6300 - Guernsey IN-SERVICE
a m
k<< 2345678910 > >» Rows 1-16 of 278 total rows

Meter1 -~

m

4384¢

2269¢
7€
1195(
14240
1586¢
107%
98(
1252
646(

Figure 3-3. Inventory > Short List > Equipment Window Example
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3.2.3 Short List - Labor

The Labor Short List window (Figure 3-4) lists all employees available to the Division/Cost
Center. It assists the user with configuring the quick selection list for the Day Cards window.
This short list may be edited later as needed.

0005 6300 - Guernsey
0005 6300 - Guemnsey
0005 6300 - Guernsey
0005 6300 - Guernsey
0005 6300 - Guernsey
0005 6300 - Guemnsey
0005 6300 - Guernsey
0005 6300 - Guernsey
0005 6300 - Guernsey
0005 6300 - Guernsey
0005 6300 - Guernsey
0005 6300 - Guemnsey
0005 6300 - Guernsey
0005 6300 - Guernsey
0005 6300 - Guemnsey

and Budgets  Utilities

ml\ve Employ

WCCORMICK, DAVID H Active Employee
PROUTY, REX A Active Employee
STOTTSBERRY, BRENT A Active Employee

-
v BICHARD, KLINT A Active Employee
¥ BLACK, DANNIE B Active Employee
e CASTELLO, GARY B Active Employee
v EIBEL, DALE R Active Employee
v GUILER, JEFFREY A Active Employee
Ird HASTINGS, EVAN Active Employee
2 HILL, CORY D Active Employee
Ird HINSON, ROBERT E Active Employee
e HUFFSTUTLER, JOHN A Active Employee
v KEHL, JESSE O Active Employee
v LONG, RANDY W Active Employee
¥
[+
I
Ird

SWAIN, WILLIAM J Active Employee

<< < [l2 3 4 5 > >> Rows 1-16 of 65 total rows

HIGHWAY TECH 1

HIGHWAY TECH 2
HIGHWAY TECH 2
HIGHWAY TECH 2
HIGHWAY TECH 3
HIGHWAY TECH 3
HIGHWAY TECH 1
HIGHWAY TECH 1
HIGHWAY TECH 1
AUTO TECH
HIGHWAY TECH 1
AUTO TECH
HIGHWAY TECH 3
HIGHWAY TECH 3
DOT SEASOMNAL

@ @ @ ® @ ® ® @ @ ©

® m @ @

m

Figure 3-4.

3.2.4 Short List - Material

The Material Short List window (Figure 3-5) lists all materials available to the Division/Cost
Center, in the central warehouse and any stockpiles.

Inventory > Short List > Labor Window Example

It assists the user with configuring the

quick selection list for the Day Cards window. This short list may be edited later as needed.

I AN I N Y e e Y Y B (R B I B B

BIN
BIN
YARD
A2
CTOP
B2
B3
B2
B4
B-5
B5
B5
o

c

A

Setup  An and Budgets  Utilit

Rt-MP - 09200540 - END, HOSE, HYD., CRIMP, MALE RIGID, 3/4"X}_. 0005 6200 - Fairfield

Rt-MP - 09200541 - END, HOSE, HYD., CRIMP, MALE RIGID, 3/4” X_.. 0005 6200 - Fairfield

Rt-MP - 42010800 - ASPHALT, GRINDINGS

Rt-MP - 01010024 - BATTERY, UMIVERSAL, 12 VOLT

Rt-MP - 01030016 - BULB, 85/65W, HEADLIGHT

0005 6200 - Fairfield
0005 6300 - Guernsey
0005 6300 - Guernsey

Rt-MP - 01033014 - LIGHT, LED, RED, STOP/TURN/TAIL FITRUCK... 0005 6300 - Guernsey

Rt-MP - 01035013 - BULB, STROBE, DUMPBED, WITRIANGLE PIG_.. 0005 6300 - Guernsey

Rt-MP - 01035037 - LIGHT, LED, 1X3

0005 6300 - Guernsey

Rit-MP - 01035078 - TUBE ASSY, "80" FIOH26HDEP AND OH26HD... 0005 6300 - Guernsey

Rt-MP - 01036018 - LIGHT, MARKER, AMBER, ROUND, 2-1/2" DIAM_.. 0005 6300 - Guernsey

Rt-MP - 01037035 - BULB, AUTO, 12V, 3157, CLEAR

Rt-MP - 01037495 - BULB, MINI, 1662, 24 VOLT
Rt-MP - 01039015 - BULB, HEADLAMP, H4666/654
Ri-MP - 01039017 - BULB, HEADLAMP, HE024
Rt-MP - 01039070 - BULB, HEADLAMP, HE054

0005 6300 - Guernsey
0005 6300 - Guernsey
0005 6300 - Guernsey
0005 6300 - Guernsey
0005 6300 - Guernsey

13

82

o o o o o o = Moo oo o

0.5 0920 - FITTINGS

0.5 0920 - FITTINGS

0.5 4201-AGGREGATES & SALT..
0.5 0101-BATTERIES! MISC BATT
0.5 0103-LIGHTS

0.5 0103-LIGHTS

0.5 0103 - LIGHTS

0.5 0103-LIGHTS

0.5 0103 -LIGHTS

0.5 0103 -LIGHTS

0.5 0103 - LIGHTS

0.5 0103-LIGHTS

0.5 0103 - LIGHTS

0.5 0103-LIGHTS

0.5 0103-LIGHTS

<

m

<< <2 3456 78910 > >> Rows 1-16 of 464 total rows

Figure 3-5.
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4 Work Orders and Day Cards

A Work Order specifies an assignment to be performed and its planned duration.

1. Navigate to the Road Maintenance > Progress > Day Cards window.

4.1 Work Order Record Overview

Available fields of a WO# record are shown in Figure 4-1 and explained in Table 4-1.

&8 work Orders

WR# 4 191 Amount
wor o
ProjectiContract Pavement Source Day Cards
Activity ~ M251-001 - Partial depth pa. .. Cost Summary  yes
* Plan Amount 10 Asset Type Section
Comments Shared W
Crew Leader [+ Status Active [o0
Responsible Crew [ Emergency? [
Calendar Regular P OUPS Ticket
Start Date 1/28/2014 --.- Unplanned Work -
Start Hour 0
Duration a
Finish Date 1/28/2014 e
End Hour a

User Update SARITHAMA
Date Update 12812014
Work Category

Subactivity 00: * NO SUBACTIVITY

Figure 4-1. Work Order Fields (Record View)

Table 4-1. Overview of Work Order Fields

Label Overview
WR# Read-only: WR# is listed and hyperlinked (if present); refer to paragraph 5.1.1 to edit
WO# Read-only: system generated Work Order number (WO#)

Project/Contract Read-only: specified by the user during Work Order Creation

Activity Read-only: specified by the user during Work Order Creation

Plan Amount Numeric amount of work accomplishment that the WO# should produce (format is
based on the Unit of Measure applicable to the specified activity)

Comments Free-text entry field for adding Comments to the Work Order
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Ohio Department of Transportation




Roadway RM-201-1
Roadway RM-201-1
Assigning and Tracking Work (Projects, Estimates, Work Orders, Day Cards)

Label

Overview

Crew Leader

Enables selection from Labor Short List, defaults to blank

Responsible Crew

Enables selection from Crews Short List, defaults to blank

Enables selection of a special calendar type, or defaults to Regular; see Figure 4-2.

Celene See paragraph 4.4 for how to use date editing feature.
mm/dd/yyyy as selected with calendar button; see paragraph 4.4 for how to use date
Start Date oy
editing feature
Start Hour Numeric entry for hour of the workday when the activity starts (“0” for starting hour)
D . Numeric entry for estimated duration of the Work Order in hours; see paragraph 4.4
uration "
for how to use date editing feature
- mm/dd/yyyy as selected with calendar button, which may be dated for the future; see
Finish Date "
paragraph 4.4 for how to use date editing feature
End Hour This is a calculated field; see paragraph 4.4 for how to use date editing feature
Subactivity Read-only: specified by the user during Work Order Creation
Amount Read-only: shows estimate from Estimate / Force Account, or blank
Att. Accepts an attachment by way of the Work With Attachments feature
Source Indicates where the Work Order originated from: Day Cards, Work Request, PM, etc.

Cost Summary

Provides a link to a breakdown of expected costs, based on Duration and any
assignments booked in Day Cards area; see Figure 4-2.

Asset Type Read-only: specified by the user during Work Order Creation
Shared If checked, the Work Order has been shared with another Division/Cost Center
Status This field shows Active, until the Work Order is marked Completed
Select to indicate that the Work Order is in response to an Emergency Event. This
Emergency? checkbox is intended to be used only in cases where an Event project has not yet
been set up.
OUPS Ticket If the Ohio Utilities Protection Services (OUPS) is contacted to mark the location of
buried utilities lines, the ticket number may be entered in this field
Select to indicate unplanned work, indicates that the work was ad-hoc and not part
Unplanned Work

of a work plan.
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Calendar Cost Summary 4

Reguls W Work Order Cost Summary
Mon-Sun 7-24s ;
Mon-Sun 7-2= *\WO# [Labor Cost |Equipment Cost |Mater|| |
Mon-Thr 4-105 725340

Le-Fri 4-10s

4 1
<= = [JJ- => Rows 1-1 of 1 total rows
WORK ORDER CALENDAR SELECTION WORK ORDER COST SUMMARY DIALOG BOX

Figure 4-2. Work Order Dialog Box Examples

4.2 The Day Card

Each Work Order includes a sub-pane beneath the Work Order information. This lower pane is
used to configure the Day Cards to be associated with a specific Work Order. Day Cards
identify the various resources, materials, equipment and other costs to be associated with a
Work Order per date.

Labor |[ Equipment |[ Material |[ Costs, Accomp, & Contracts |[ Location/asset
BD® Employees Short List B0 Assigned Employees | BQE Employee Day Cards
5¢el... |Employee Name #Labor Class Code * Employee Approved |* Employee *Work Date *TRC

Figure 4-3. Work Order Sub Pane — For Configuring Day Cards

Table 4-2. Overview of Day Card Tabs

Label/Tab Description

This tab displays the Employee Short List. Select from the available Short List to

Labor add to a Day Card

This tab displays the Equipment Short List. Select from the available Short List to

Equipment add to a Day Card.

This tab displays the Material Short List. Select from the available Short List to add

Material to a Day Card.

This tab is to record any other Costs to be associated with the work order that
cannot be captured elsewhere. As examples: Rental Equipment Costs, Contractor
Costs, etc.

Costs, Accomp. &
Contracts

This tab enables work locations and/or asset inventory items to be associated with

Location/Asset the work effort.
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4.3 Sharing Work Orders with Other Divisions/Cost Centers

Sharing of the Work Order allows one Division/Cost Center to lead the effort, and another
Division/Cost Center to contribute to the work assignment and record LEM against that Work
Order by using the Daily Log feature.

Once a Work Order has been activated, an authorized user may share it with another
Division/Cost Center at any time as follows.

1. Point to the Work Order, and perform the Share with Admin Unit function

(Figure 4-4).
!Share with Admin Unit

Figure 4-4. Work Order Share Command

2. A dialog box presents ODOT Divisions/Cost Centers (Figure 4-5), where:

c. Any Division/Cost Center may be expanded by use of the # sign.

d. Division/Cost Centers may be selected all at once, by way of the Select
Branches command or selected individually by a checkbox or Select This
command.

e. Apply a checkmark to the appropriate Division/Cost Center(s).

W Edit Shared Selection

| Administrative Unit
fi=1 "] 00000000 -0DOT

Bl 0001 - District 01 Find :
[+] [] 0002 - District 02 Select This
\ C [+] ["] 0003 - District 03 Select All
] [+1 [C] 0004 - District 04 Select Visible ltems
[+] [7] 0005 - District 05 Select Branches
I = 000s-District 06 Print..
N om | 0007 -District 07 g:z::zg L’l"s
. h : Qose O 00 Deselect Visible Items
L3 0000 -District 09 Deselect Branches L,

Ip ok | Cancel

Figure 4-5. Sharing Work Order — Edit Shared Selection Dialog Box

f.  When appropriate Division/Cost Centers have been checked (Figure 4-5),
select OK to apply the update, or select Cancel to exit.

g. Click B in the left gutter to save

Ohio Department of Transportation
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Edit Selection

Shared [
‘Shared Work Orders
DAILY LOG
WORK ORDER RECORD SHARED LOCATION

Figure 4-6. Work Order Shared Field Update

TIPS!

If shared locations wish to record labor activities against the Work Order,
those locations must use the Daily Log window (per Figure 4-6) rather than
the Day Cards window, to select the Work Order and record LEM.

A checkmark appears next the Shared field of the Work Order (Figure 4-6) to
signify that another location has been authorized.

To review or modify the selections, the user may repeat the process.
Enabled selection(s) will show a checkmark.

The Plan Amount field of the Work Order need not account for shared effort.

A Work Order may be shared with any other Division/Cost Center statewide.
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4.4 Edit Scheduled Effort of Work Orders

The dates and/or Duration for a Work Order may be edited from the Work Order Schedule
window, selected with either the Show Schedule button or the Edit Group Schedule button.

1. Point to the Work Order, and perform any scheduling function (Figure 4-7) from the
menu per Table 4-3.

EShow Schedule
:Edit Group Schedule
[ESchedule As Latest }

Figure 4-7. Work Order Schedule Commands

Table 4-3. Overview of Work Order Schedule Commands

Command Description

This command displays a Scheduling dialog box (Figure 4-10) with dates along
the top and the list of Work Orders along the left side.

Show Schedule The displayed information is read-only when this function is selected.

This function is used to view all active Work Orders within the date range
selected in the Graph Setup tab; whereas, Edit Group Schedule is used to show
just those Work Orders belonging to a certain group of Work Orders, such as
those with the same Responsible Crew.

Show Schedule

. The Scheduling dialog box (Figure 4-10) opens, allowing the user to arrange
Edit Group Schedule Work Orders in the order in which they will be performed. The purpose of the
Edit Group Schedule Gantt Diagram tab is to view Work Orders chronologically and to adjust their

start and end dates.

For a Work Order that has a Responsible Crew assigned, this command:
Schedule as Latest e Sequences all open Work Orders for that Crew, by Duration.
e Places the right-clicked Work Order as the last one. (Perform a Save.)

2. Inthe Scheduling dialog box that results from a Show/ Edit Group Schedule
selection.

h. The default tab is Graph Setup (Figure 4-8)
i. The second tab is Gantt Diagram (upcoming Figure 4-10)

a. Configure the criteria for the Gantt diagram by using the Graph Setup tab
(Figure 4-8), using the fields explained in Table 4-4.
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U

| JulRUlvl| Gantt Diagram
Graph Setup —
From date: 6/17/2013 ;{s! Months: 3
Group by: IResponsibility L]
Color by: v
Label by: v
Calendar: Mon-Sun 7-24s 5/

Figure 4-8. Scheduling Dialog Box - Graph Setup Tab Example

Table 4-4. Overview of Graph Setup Pane Fields

Field Description
From Date mm/dd/yyyy as selected with calendar button, for start date in Gantt diagram
Months This field determines the length of time from the start date to show in the Gantt
diagram
Group B This field, only enabled by the Edit Group Schedule function, limits what shows
PBY in the Gantt diagram. A drop list is provided to select criteria (Figure 4-9).
Color B This field causes all bars of a certain type to be colored the same in the Gantt
y diagram. A drop list is provided to select criteria (Figure 4-9).
Label B This field specifies what is shown along the left side of the Gantt diagram. A drop
y list is provided to select criteria (Figure 4-9).
This field specifies the calendar type that is to be used in scheduling. This affects
Calendar which days are shown as working days, and the length of those days, along the

top of the Gantt diagram.

Mone [a
Responsibility
Project’Contract

Activity

Assettype

Figure 4-9. Graph Setup Drop List Example
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TIPS!

Once Work Orders are displayed in the Gantt Diagram (Figure 4-10), they
may be arranged in the order in which they are to be performed, provided the
Day Cards exist and are unapproved.

Available commands in the Gantt Diagram tab are listed in Table 4-5.

720680

Insert Like

Edit Group Schedule

(=] Activity Code Standards

Assign Crew Members Make Daycards Show Schedule

Jun17 | Jun18 | Jun19 [ Jun20 | Jun21 Jun22 | Jun23 | Jun24 | Jun25 | Jun26 | Jun: -

1 »

720754

768477

Save All

Schedule Current
Schedule All

Save Current
Change Cell Width
Change Cell Height
Print...

Figure 4-10. Scheduling Dialog Box - Gantt Diagram Tab Example

Table 4-5. Overview of Gantt Diagram Tab Commands

Command Description
Based on date changes made in the Gantt Diagram tab, this command writes the
Start Date, Duration, and End Date into the appropriate columns in the Work Order
Save All pane of the underlying Day Cards window, for all displayed Work Order bars. If

unapproved Day Cards exist for the Work Orders, the dates are also changed for
these Day Cards.

Schedule Current

This command “stair steps” the Work Order bars that have a Start Date after the
Start Date of the Work Order bar to which the user pointed. The order is defined by
the current order of the Start Dates.

Schedule All

This command “stair steps” all Work Order bars. The order is defined by the
current order of the Start Dates.

Save Current

Based upon the date changes made in the Gantt Diagram tab for just the Work
Order bar to which the user pointed, this command writes the Start Date, Duration,
and End Date into the appropriate columns in the Work Order pane of the
underlying Day Cards window for only the Work Order bar to which the user
pointed. If unapproved Day Cards exist for the Work Order, the dates are also
changed for these Day Cards.

Change Cell Width

Used to modify the width of the columns in the Gantt diagram. The next time this
window is opened, the column width defaults to original.

Change Cell Height

Used to modify the height of the columns in the Gantt diagram. The next time this
window is opened, the column height defaults to original.
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3. Toreschedule Work Orders directly in the Gantt Diagram tab (Figure 4-10), proceed
as follows:

a. Review the Durations of the Work Orders, and modify any as needed by
changing the length of the bars.

TIP! If the user drags a bar to overlap a non-working day, as shown in red
text, the system automatically extends the Duration of the bar to account for
the non-working days.

b. Arrange the bars in the order in which the Work Orders will begin. At this
point, the user only needs to be concerned with the Start Dates of the Work
Orders, and not the End Dates or how the bars overlap.

c. Once the starting dates of the Work Orders are correct relative to each other,
point to the first bar and perform the Schedule Current function.

TIP! This function schedules each Work Order to begin when the previous
Work Order ends; in effect, creating a “stair step” chart without overlap
(Figure 4-11).

|_Scheduling (wo_daycards_schedule)

Graph Setup

antt Diagram

Oct31 | Mov0d | MNov02 | Nov03 | Novod | Nov05 | NovO6 | Movo? | Nov08 | Nov0d | Mov1d | Novit | Naviz &
>
Utility Crew

Utility Crew

Utility Crew

< >

Figure 4-11. Scheduling Dialog Box — Example of Scheduled Work Orders

d. Inthe Gantt Diagram tab, point to any bar and perform a Save All function.
TIPS!

e This function now updates the start and end dates, and Durations, by
copying them from the chart into the main Work Orders pane of the Day
Cards window.

e This also triggers the Completely Remake Daycards function, which re-
creates new Day Cards for all resources for the entire Work Order
Duration.

e. Perform a Save function.
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4.4 Editing an Existing Work Order
4.4.1 How to Edit Work Order Dates

An authorized user has the option to schedule an individual Work Order in an Edit Dates dialog
box. This method is intended for use when the Work Order has no approved Day Cards.

Another scheduling method, involving a Gantt chart for viewing multiple scheduled Work Orders,
is explained in paragraph 4.4.

1. Point to the Work Order, and perform the Edit Dates function from the menu
(Figure 4-12). This command opens the Edit Dates dialog box (Figure 4-13).

[Edlt Dates ]

Figure 4-12. Work Order Date Editing Command

TIP! The Edit Dates dialog box (Figure 4-13) shows the Calendar type at left, the
current Start hour and day, End hour and day, and Duration. It also provides
calculation buttons to assist with deriving the End Date and Hour or the Duration.

Edit Dates

. . S
Calendar Calendar Ng| 2" 10/28/20131=] 0
Mon-Sun 7-24s Mon-Sun 7-4
Mon-Sun 7-8s Mon-Sun 7-§ : .
Duration: 16 Calculate duration from start-end |
Tue-Fri 4-10s Tue-Fri 4-10
End: 1012020130721 8 Calculate end from start-duration |

Mon-Thr 4-10s Mon-Thr 4-1

4 m »
ll<< < (> >> Rows 1.5 of 5 total rows OK | Cancel I

Figure 4-13. Work Order Edit Dates Dialog Box

2. Perform any of the following options in the Edit Dates dialog box (Figure 4-13):

a. Edit the Duration value, and select the Calculate End from Start-Duration
button to refresh the End day and hour.

b. Edit the Start date and/or hour, and the End date and/or hour, and select the
Calculate Duration from Start-End button to refresh the Duration.

c. Select a different Calendar type in the left pane, and select either of the
calculation buttons to derive a new Duration or End date.

d. Edit all fields manually without using the calculation buttons.
3. Select OK in the dialog box (Figure 4-13) to accept any updates, or Cancel to exit.
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TIP! If any Day Cards exist outside of the range of edited dates, the following occurs:

e For Day Card(s) that are unapproved, those Day Card(s) of the outer-range
date(s) are deleted.

o For Day Card(s) that are approved, the user is prompted to either abort the
process, or extend the Duration to cover the already approved Day Card(s)
date.

4. Click B in the left gutter to save.
4.5 Setting Up Day Cards — Adding LEM

45.1 From the Work Orders Pane

The user has the following commands available for performing LEM assignments directly from
the top Work Orders pane.

1. Point to the Work Order, and perform any of the functions listed (Figure 4-12) from
the menu in the Work Orders pane, as explained in Table 4-6.

60[:1;; Assignment )

Paste Assignment
Assign Crew Members

Ehow Licensed Employees )

Save Assignment as Ideal Mix )
Paste Assignment from Ideal Mlxj

Figure 4-14. Work Order Resource Assignment Commands

Table 4-6. Overview of Work Order Resource Assignment Commands

Command Description

This command copies the Labor, Equipment, and Material assignments (Day

Copy Assignment Cards area) from a selected Work Order to the clipboard.

This command pastes the Labor, Equipment, and Material assignments from
Paste Assignment the clipboard to a selected Work Order, which replaces any existing
assignments.

Assign Crew Members If a Crew has been selected in the Responsible Crew field, this command
Assign Crew Members J applies the assignments to the Labor and Equipment tabs (Day Cards area).

This command displays a list of employees who are licensed to perform the
Show Licensed selected Activity. An Activity License is associated with an Activity in the
Employees System module. An employee is assigned a license in the Resources
module, as imported from the Training Records System (TRS) application.

An “ideal mix” is essentially a resource template. Itis a combination of Labor,
Save Assignment as Equipment, and Material assignments that, together, are best able to
Ideal Mix accomplish certain work Activities.

When selected, the system displays the Ideal Mix dialog box (Figure 4-15).

This command displays the Ideal Mix dialog box (Figure 4-15). The user may
then select an ideal mix from the list, and select the OK button to paste the
assignments to the selected Work Order (Day Cards area).

Paste Assignment from
Ideal Mix
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. Setup Assignment Ideal Mix

| B0 ® 1deal Mix
IDEAL MIX NAME |Responsible Crew |Duration |Calendar [Work Category

OK

1 I Cancel

* Employee * Equipment ID * Material Stock * Amount

4 m 3 4 m ]

< < > >»> Rows 0-0 of 0 total rows K< < > 3> << < > >> Rows 0-0 of 0 total rows

Figure 4-15. Ideal Mix Dialog Box

TIP! The Ideal Mix dialog box (Figure 4-15) contains panes for specifying Labor,
Equipment, and Material resources, along with a pane to name the ideal mix. It has
options to assign a Duration and Crew to the ideal mix. Selecting the OK button will
save the ideal mix for future use.

2. Click B in the left gutter to save

4.5.2 From the Lower Day Cards Configuration Pane

The user has the option of performing LEM assignments directly in the Day Cards area, as
follows.

1. Apply a checkmark to any Short List item appearing under Labor, Equipment, or
Materials. This causes the selection to appear in the middle pane as an assignment
(Figure 4-16)

TIP! Clearing the checkbox causes the Assigned selection to be removed.

(L@l Equipment || Material || Costs, Accomp, & Contracts || Location/Asset
E@Emplc-yeeﬁ Short List [=[+]0] Assigned Employees [=[+]0] Employee Day Cards
inistrath * Emnioves Approved _[-Employee  [*Wor
\ A KEHL, JESSE O KEHL, JESSE O |v 112120
r CASTELLO, GARY B HIGHWAY TECH 2 0005 6200 - Guernsey ¥ KEHL, JESSE O |v‘ 1320
r EIBEL, DALER HIGHWAY TECH 2 0005 6300 - Guernsey yy
r GUILER, JEFFREY A HIGHWAY TECH 3 0005 6300 - Guernsey
r HASTINGS, VAN HIGHWAY TECH 0005 G300 - Guernsey ! .
r HILL, CORY D HIGHWAY TECH 1 0005 6200 - Guernsey hml SeIeCt|on(s)
r HINSON, ROBERT E HIGHWAY TECH 1 0005 6300 - Guernsey
- HUFFSTUTLER, JOHN A HIGHWAY TECH 1 0005 6300 - Guemnsey
v KEHL, JESSE O AUTO TECH 0005 6300 - Guernsey
< | [ +
<< < [l2 > >> Rows 1-9 of 17 total rows << < [l> >> Rows 1-1 of 1 total rows [<< < [ll> >> Rows 1-2 of 2 total rows

Figure 4-16. Day Cards — Work Order Resource Assignment Example

TIP! For a Material assignment, an Amount (quantity) must be entered, or the user
will receive an error notification in the upcoming step.
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2. Click B in the left gutter to save
4.5.3 Day Cards LEM Schedule View Windows

For reference, a read-only LEM Schedule window is available in the Day Cards area.

1. Under the Labor, Equipment, or Materials tab, select the Show Schedule function,
where:

The Schedule View dialog box (Figure 4-17) shows a schedule with dates along
the top and the list of resources along the left side. Dates in red indicate non-

working days.

Approved Day Cards are shown as green bars, while unapproved Day Cards are

shown as red bars.

If the user hovers over a bar, a floating box shows the Work Order Number,

Activity, and Duration of the Day Card (Figure 4-17).

spo| From date:

617/2013 [ for 30 days Refres|

_ [iscnedule

Jun 17 Jun18 Jun 19 Jun 20 Jun 21 Jun22 [ Jun23 | Jun24
m

Jun 25

Jun 26

Jun 27

Jun 28

213-0419

-

L

213-0502

221-7164

222-1433

213-0487

]

213-0487

Pavement WO#720754: M252-001 - Full depth

232-0072

1

rigid

pavement removal and flexible replacement 24 hrs |

254-5717

254-5721

254-5722

[ ] 1

o

2. To modify the start and/or end dates being viewed, edit the From date: and for:
(date range) fields as needed, and select the Refresh button.

Figure 4-17. Day Cards — LEM Schedule View Dialog Box Example

3. When finished viewing the schedule, close the window by using the Close I icon.
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4.5.4 How to Assign Locations and/or Asset Inventory

If the Work Order requires a Work Target to be specified, for a route segment or other asset
(e.g., bridge, sign, or guardrail), this paragraph explains how to insert a location.

TIP! Work Targets may already be shown under the Location/Asset tab, from Work Order
Creation.

1. Insert or modify a record under the Location/Asset tab (Day Cards area), using any
of the following menu options (Figure 4-18), as explained in Table 4-7.

Ansert Location(s) from map \

Insert Element(s) from map

Insert Like

Insert

Insert all Inv Items from this location
Find Inv. ltem

@ert new inventory element J

[[Edit Location By GPS ]

Figure 4-18. Work Order Location Assignment Commands

Table 4-7. Overview of Work Order Location Assignment Commands

Command Description

This command is useful if inserting a route segment with its corresponding
county log mile, using a Geographic Information System (GIS) map box.

This command opens the Map window (Figure 4-20), from which the user may
select the inventory item(s) for which the selected Work Order will be performed.
The active layer in the Floating Map window is the layer associated with the
Asset type as selected during Work Order Creation. It allows selection of asset-
specific inventory items.

Insert Location(s)
from map

This command behaves like the Insert Location(s) from map command described
Insert Inv. Element(s) | above, with the exception that the Routes layer is the active layer. The user may
from map select one or more locations, such as bridges or signs, where the selected Work
Order will be performed.

Inserts a blank record from which the user may select a route segment or

Insert .
inventory element.

Insert Like Creates a new record for editing based on the currently selected record.

This command finds all inventory items within the route and mile point
boundaries of the selected record, and inserts each of them as separate records
in the Location/Asset tab. The system inserts the name of an inventory item in
the Inventory Iltem Name column, as a hyperlink. The user may select this link to
display a new window with more detailed information about the inventory item.

Insert all Inv ltems
from this location

This command opens a dialog box (Figure 4-19) that lists all inventory elements
of the Work Order’s Asset type (i.e., Bridges), to assist the user with changing
Find Inv. Item the inventory item of the currently selected record. Multiple items may be
selected by holding the CTRL or SHIFT key. Selecting OK adds the inventory
item in the Work Target pane under Inventory Iltem Name.
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Command Description

This command allows the user to establish a new inventory element and location,
Insert new inventory and save it into inventory. (This function may only be performed on those assets
element managed by EIMS and not an external system — for example Road Sections,
Bridges may not be added/modified )

This command displays a dialog box (Figure 4-19) for manually entering a
location obtained from a GPS device, or viewing the coordinates of a selected
record. The dialog box contains four entry fields: two for longitude (“from” and
Edit Location By GPS | “to”), and two for latitude (“from” and “to”). Once the user supplies this
information and closes the dialog box, the system finds the route, mile point from,
and mile point to values that correspond to the entered coordinates and displays
them in the selected record

f Inventory Assets
ti |! BEO® work Target
_'""e"“’n* Item Name_|County _|Route Segment_|Direction_|Lane_|Begin Measure_|Ending Measure |Offset | Own |
|
‘ 1302345
|

ﬁ 3131726 I
2530287
Ml 1302531
Al 1302620

1200660

=] EY B e &

<<[l23 45678910 > >> Rows 1-6 of 47915 total rows

: OK

FIND INVENTORY ELEMENT - DIALOG BOX

Edit Location By GPS

Longitude From: -83.01601485222594 Latitude From: | 40.12237229244152

Longitude To: -33.0057339974122 Latitude To: 40.13634933767399

Ok | Cancel|

EDIT LOCATION BY GPS — DIALOG BOX

Figure 4-19. Find Inventory Dialog Box Examples

TIP! When the user performs an Insert Location(s) / Inv. Elements from map function,
the system displays a Map window (Figure 4-20). The Map window contains two panes:
the Selected Features pane (at left), from which inventory elements may be selected,
and the Map pane (at right) with a map view of this data.
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Select By Map
BOE selected Features

[ Tcounty [Route Seament |Direction |Lans |Begin teasure |Ending Hessure |dlim EIEE scale 17722308 QI TN OO A QADOO Y 9 &
|H‘NO |TR00119 |Bom |a|| | 0.663| 3.94| L. F‘:u}eG e N\
TRO0120
LIC TRO0OTO Both All 0.644 091
Lc TRODOT1 Both All 0.154 0499
KNO TROD134 Both Al 1.337 19
KMO TROD515 Both All 0.874 1.15
LIC CRO0002 Both All 11.426 11.54
LIC CROO019 Both Al 4949 6.387
LIC TROODGS Both All 1.6 201
KNO CRO0026 Both All 0 2058
KNO CRO0023 Both All 384 5.89
LIc TRODOT2 Both Al 2.441 337
Lc TRO0OT3 Both Al 0 113
L] CRO0029 Both Al 3285 3904
Lc TRO0O20 Both All 0 3624
KMO TRODO20 Both All 0 3.08
KNMO  SRO0661 Both Al 0 2143
KND TRO0135 Bath Al o 15
LIC SRO0EE1 Both All 14.026 1481
£ >
<< < [J> >> Rows 1-19 of 19 total rows

Figure 4-20. Map (GIS Explorer) Window Example

2. Using map pane menu options, listed in Table 4-8, configure the dialog box as
needed. Examples of usage are provided in the following steps.

Table 4-8. Map Pane Options

Command Description

This command places the map view into a new browser window, for

Print... printer compatibility.

This command opens the Layer Properties dialog box, which may be
used to modify how the selected layer is shown on the map.

(Note: Instead, the user may double-click on the layer name or the
symbol used for the layer.)

Edit Layer Properties

After modifying a layer, this command assists the user with saving the
Save As Layer modifications. A saved layer can then be used with the Add Layer
command.

Used to add additional GIS layers to the default layers in the Map
window, from the user’s library of GIS layers, in a Layer Selection dialog
box. The system will recall this selection for subsequent viewings of the
Map window. Opens dialog box (Figure 4-21).

Add Layer

Used to delete the layer from the map and the list of layers. (Note: If the
user only wishes to remove the layer from the map, but keep the layer
available in the list of layers, clear the checkbox beside the name of the
layer.)

Remove Layer

Copy Layer This command copies the existing layer to the clipboard.
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Command

Description

Paste Layer

This command pastes the copied layer from the clipboard to the Map

window.
Show Labels Lrgsn;:;)g?mand is used to display the text labels of inventory elements on
Hide Labels This command removes labels from the map.
Show Attributes... This command displays the inventory items of the active layer.

Set Layer Active

This command may be used to make a theme from which assets
(features) can be selected. The system boldfaces the layer label to
denote that it is the active layer.

Zoom To Layer

This command changes the magnification of the map so the entire extent
of the layer is displayed.

Save Map

This command assists the user with saving the currently displayed map
as a new Report, from a dialog box (Figure 4-21).

Save Map As PDF

This command opens the report in a format readable by the Adobe
Reader application, from a dialog box (Figure 4-21).

Open Map

This command displays the Map Selection dialog box (Figure 4-21).
Select the desired GIS Map, and then select the OK button. The system
then closes the dialog box and displays the selected map.

New Map

This command removes all layers from the map other than those
generated by the underlying window.

To configure the map pane, either: perform an Open Map function
(Figure 4-21) to select an established GIS Map, and/or use map pane

controls (i.e., the Pan #* icon) to center and zoom the viewing area.

To add a layer to the map pane, perform an Add Layer function (Figure 4-21)
to select an established layer.

To save the GIS Report's map pane (such as for other use), use the Save
Map and/or Save Map as PDF functions as prompted in Figure 4-21.
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Select Map

EB® GiS Maps BE® Gis maps
I=] [ | .0 Reports On Dashboard [Public? [Shar|
= 3 My Reports Columbiana Routes Map
WA riew IS Map New GIS Map - =
[# _J Public
—J Shared
4 il [3
<= < [l]> => Rows 1-2 of 2 total rows
Name |Co|umbiana Routes Map | Ok | Cancel |

OPEN MAP / SAVE MAP -DIALOG BOX
NOTE: The Name field at the bottom is only enabled when saving a map.

Select Layer
| G5 Uata SHCES | =]

| SaVEWSTS LAyETS |
B0 E Saved GIS Layers
LAYER NAME #/GIS Data Source Name |GIS Data S

p Bridges Bridges Paint

Sections Sections Line

Map PDF Attributes
Map Title
Footer
4 I 2
<= < 1> >> Rows 1.2 of 2 total rows
Ok Cancel Ok | Cancel |
ADD LAYER - DIALOG BOX SAVE MAP TO PDF — DIALOG BOX

Figure 4-21. Map Pane Option Examples

3. Ensure the desired inventory element’s GIS theme is selected.

4. Draw a box around the desired area of the map, using the Select Features By
Rectangle [Zll icon, to pull in those items into the Selected Features pane.

a. (Optional) With inventory item(s) selected in the Selected Features pane
(such as by holding CTRL or SHIFT when making selections), use the right-
select the Highlight Feature function to highlight the feature(s) on the map.

Table 4-9. Overview of Special Commands in Selected Features Pane

Command Description

With one or more inventory item records selected from the list, this command
adds the selected inventory items to the Work Order as records. The window
remains open to allow the user to select additional inventory items to add to the
selected Work Order.

Add Locations

Highlight Feature This command causes the selected inventory item to be highlighted in the map.
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Command Description

This command allows the user to establish a new inventory element and location,
and save it into inventory. (This function may only be performed on those assets
managed by EIMS and not an external system — for example Road Sections,
Bridges may not be added/modified )

Insert new inventory
element

5. Once the desired inventory item(s) are selected in the Selected Features pane,
perform an Add Locations function to add them to the current Work Order.

TIP! Records appear in the Location/Asset tab, Work Target pane (Figure 4-22).

Equipment Costs, Accomp, & Contracts | lERen G LEET

E BE work Target
Inventory Item Name-
GUE-IR00070

* Portion Worked
05

Approved 4]~ Work Date
11/6/2012

03 11/6/2013
02 11/5/2013
1 111112013

1[‘11111!2013

County
3] cuE

i cuE

Route Segment
+| IRD0OTO

+| IRO007O
7] GUE |[«| croosoo
[ kNG (o] TROD119

T'.':ﬂmo [ HrR00120

Direction
| Both

| Both
| Both
w|: Both

~ fEotn

Lane
| Al

| Al
| Al
| Al

[ A

Begin Measure Ending Measure

170.135 107
173 187

0 1551

0.663 204
of 0.475

GUE-IR00070
GUE-CRO0500

KK K K

| |

v}

<< < [l> >> Rows 1.5 of 5 total rows

Figure 4-22. Work Target Pane Example

6. When finished selecting inventory items, close the Map window by using the Close
I icon.
7. Perform editing on fields in the new Work Target record (Figure 4-23) as required,
where
e The Work Target pane'’s fields are described in Table 4-10.

D83 work Target

Inventory ltem Name Route Segment v
* Portion Worked 1 Direction =
Approved 4 r Lane =

* Work Date 21612014 e Begin Measure

County S Ending Measure

Figure 4-23. Work Target Pane
Table 4-10. Work Target Pane Fields
Label Overview

Inventory Item
Name

Inserts the name of an inventory item as a hyperlink. If keying in, the item name
must be an exact match of what is available in the inventory list.

Portion Worked*

Defaults to 1 (for 100 percent), which may be edited if multiple work locations are
being entered. The value is automatically prorated if the location is listed multiple
times.

Approved

Status box for Day Card approval
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Label Overview

Work Date* mm/dd/yyyy as selected with calendar button

County Allows selection or entry of County for specifying a route segment (drop list)
Route Segment Allows selection or entry of a valid route segment (drop list)

Direction Allows selection of direction for the selected route segment (drop list)

Lane Allows selection of a lane for the selected route segment (drop list)

Begin Measure Allows entry of a beginning location for the selected route segment (entry)
Ending Measure Allows entry of an ending location for the selected route segment (entry)

e Optional commands (Figure 4-24) are available in the Work Target pane, as
explained in Table 4-11.

Show on Map
Show on Bing Map

Set from offset by GPS
Setto offset by GPS

Figure 4-24. Other Work Target Pane Commands

Table 4-11. Overview of Other Commands in Work Target Pane

Command Description
This command is available for all windows that display location data from a table.
When the user selects a record and performs this function, the application

Show on Map

displays a new window with a map. The location of the selected record is shown
in red on the map.

Show on Bing Map

This command is available for all windows that display location data from a table
and that have a Bing map attached. When the user selects a record and
performs this function, the application displays a new window with the location
shown on a Bing map. The location of the selected record is shown on the map.
If the user selects a different record, the window with the Bing map remains
displayed and the location changes to that of the newly selected record.

Set From Offset by
GPS

Provided the GpsGate Client is installed and running on the user’s machine, and
GpsGate Client has obtained a GPS fix on the user’s location (as indicated by
the green network symbol in the system tray), this command inserts the user’s
current location in the From Offset field of the selected record.

Set To Offset by GPS

This command functions similarly to the Set From Offset by GPS command
described above, with the exception that it inserts the user’s current location in
the To Offset field of the selected record rather than the From Offset field.

TIP! GpsGate Client for Windows is a free download, for connecting with a GPS

device.

8. Perform a Save function.
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4.6 Make Day Cards Function
Once Day Cards have been configured, the user must perform the “Make Daycards” command
in order to actually schedule the resources (labor/equipment/materials) to perform the work.

This procedure creates Day Cards for all assigned resources and for Accomplishments. The
LEM assignments must be pre-configured, for this procedure to succeed.

1. Point to the Work Order, and perform either of the functions listed (Figure 4-25) in

the Work Orders pane as explained in Table 4-12.

Make Daycards ]
Completely Remake Daycards

Figure 4-25. Work Order Make Day Cards Commands

Table 4-12. Overview of Work Order “Make Day Card” Commands

Command Description
Make Daycards This command prompts the user for a date range (Figure 4-26), and then creates
Make Daycards Day Cards for all assigned LEM resources and Accomplishments for those dates.
This command deletes all existing, unapproved Day Cards and creates new Day
Completely Cards for all dates that the Work Order is scheduled, regardless of the date range
Remake Daycards | specified at the top of the window. If approved Day Cards exist, a warning
message will be displayed.

2.

3.

Specify the effective dates in the Make Day Cards From dialog box (Figure 4-26),
using the calendar buttons as needed.

Make Day Cards From E3

Start Date 10/29/2013 —:
End Date 10/29/2013 -.q
_Cancel _ oK | fion

Figure 4-26. Work Order Make Day Cards From Dialog Box

Select OK to apply the dates to the making of Day Cards. The system now creates
all types of Day Cards for the selected Work Order and effective dates, as shown in
the examples in Figure 4-27.
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(5l Equipment || Material || Costs, Accomp, & Confracts || Location/Asset
B 0= Employees Short List B D= Assigned Employees B EOE Employee Day Cards
Select |Employee Name +| Labor Class Code Administrative Unit * Employee Approved  |* Employee * Total Hrs Total Cost | ~
‘ ATKINSON, MARK C |TRANSF'0RT:\DM |0005 6300 - Guemsey BUCHTEL, AWY J [+ | 111112013 8 |
BABCOCK, BRIAN 5 HIGHWAY TECH 2 0005 6300 - Guernsey BLACK, DANMIE B BUCHTEL, AMY J |v| 11122013 | REGLR Regul|'v| ]
BLACK, DAMMIE B HIGHWAY TECH 2 0005 6300 - Guernsey ATKINSON, MARK C BUCHTEL, AMY J |v| 111312013 | REGLR Regul|'v| ]
BUCHTEL, AMY J ACT CLERK 2 0005 6300 - Guernsey BUCHTEL, AMY J [+] 11142013 REGLR Regul[v| 8
BUTLER, JOHM M HIGHWAY TECH 3 0005 6300 - Guernsey BUCHTEL, AMY J |v| 111512013 | REGLR Regul|'v| 8
CALDWELL, JAY D HIGHWAY TECH 1 0005 6300 - Guernsey BLACK, DANMIE B |v| 111172013 REGLR Regul|'v| 8
CASTELLO, GARY B HIGHWAY TECH 2 0005 6300 - Guernsey BLACK, DANMIE B |v| 111212013 REGLR Regul|'v| 8
DOUGLASS, ERICB HIGHWAY TECH 3 0005 6300 - Guernsey BLACK, DANMIE B |v| 111312013 .| REGLR Regul|'v| 8
< > W
<< <[> == Rows 1.8 of & total rows << < [l >> Rows 1.3 of 3 total rows k< < [§2 > => Rows 1-8 of 15 total rows
LABOR

Material || Costs, Accomp, & Contracts || Location/Asset
BB E Equipment Short List BB E Assigned Equipment BB E Fquipment Day Cards
Select |Equipment Category Equipment # Meter 1 MAKE Equ * Equipment ID * Equipment ID ~
" 213 - UTILITY TRUCK 1 TON 213-0419 62032 CHEWVY IN- 213-0419

| 13 - UTILITY TRUCK 1 TON 254 5722 213-0419 8
254 - DUMP TRUCK, 25000-35000GVW 2545717 10753 INTL TU 272-0113 213-0419 a
7 254 - DUMP TRUCK, 25000-35000GVW 254-5722 12522 INTL IN- 213-0419 8
256 - DUMP TRUCK, TANDEM AXLE 256-0536 64602 INT TU 213-0419 8
" 272 -TRAILER, OVER 10 TCN 272-0113 0 COMTRAIL IN- 254-5722 8
471 - EXCAVATOR, HEAVY 471-0058 0 CASE IN- 2545722 [se] 1120202 ]
492 - GRADER, LRG, OVER 23000LBS 492-0223 0 CHAMPION IN- 254-5722 |v\ 11!13!2[-:- 8
v
< > W
<< < [l2 = »» Rows 1-8 of 16 total rows << < [l> > Rows 1-3 of 3 total rows <= < [l2 » => Rows 1-8 of 15 total rows
EQUIPMENT

Figure 4-27. LEM and Accomplishments Day Cards Examples
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|
[ Labor | Equipment |l ERERN| Costs, Accomp, & Contradts || Location/Asset
B0 E Material Short List B0 E Assigned Stockpiles

B BE Material Day Cards

Selec! |Material Master Code Administrative Unit <] Measurem ~ * Material Stock Appro_|* Material Stock Measurement U
[ ] | 42011500 - SALT BRINE | 0005 6100 - Coshocton | GALS DEFOAMER, FOAM FIGHTER - 570201 | DEFOAMER, FOANM FIGHTERC s[|Quart
42010800 - ASPHALT, GRINDINGS 0005 G200 - Fairfield Tons
17090075 - CHAPS, CHAIMNSAW, 447 0005 6300 - Guerngey  Pair
17090072 - CHAPS, CHAIMNSAW, 327 0005 6300 - Guernsey  Pair
17030310 - GOGGLES, CLEAR (SOFT SIDE) 0005 6300 - Guernsey  Pair
" 57020170 - DEFOAMER, FOAM FIGHTER 0005 6300 - Guernsey  Quart
11080052 - FLUID, TRANSMISSION, HY-GARD F/ JJIODDOZERS 350, 450, 550 0005 6300 - Guernsey  Quart
11080050 - FLUID, TRANSMISSION, AUTOMATIC DEXTRON Il 0005 6300 - Guernsey  Quart
w
£ > < > < >
<< <[[23456789 10> > Rows 1-8 of 231 total rows << < [l= >> Rows 1-1 of 1 total rows k< <[> >> Rows 1-1 of 1 total rows
MATERIAL
|
[EENEN| Costs, Accomp, & Contracts [[Refe=TTfIEEET
B0E costs B BE Accomplishments B 0= contracts

Approved  |*Work Date | * Cost Type | * Total Cost Comments L Approved * Work Date Measurement Unit Approved [Contract Number |Vendor |Address [*Work Date |* Total Cost
HA2013 [ 0.4][Sq. Ft. [v]
111202013 0.4 Sq. Ft [+]
111302013 0.4 Sq. Ft [+]
111442013 0.4 Sq. Ft [+]
1115812013 i 04 2q Ft v
£ > < >« >
<< < > >> Rows 0-0 of 0 total rows << <[> >> Rows 1-5 of 5 total rows << < » »» Rows 0-0 of 0 total rows

COSTS, ACCOMPLISHMENTS, AND CONTRACTS

Figure 4-27. LEM and Accomplishments Day Cards Examples (Continued)
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TIPS!

e If an existing Day Card, on the dates newly specified, is unapproved, a new
Day Card replaces it.

e If an existing Day Card has been approved and thereby is not replaceable,
the user receives a warning message (Figure 4-28).

Message from webpage l&l

There are some approved equipment daycards. They cannot be
F. ! . maodified, Please disapprove before editing

Figure 4-28. Example Message of Approved Day Card Conflict

TIP! If a resource is over-allocated, the user receives a warning message
(Figure 4-29).

4. If applicable, select OK when prompted (Figure 4-29) to view the resource name and
conflicting WO# in a subsequent dialog box.

Message from webpage ﬁ

I.-"'_"‘-.I Information. Unable to create full daycards due to scheduling conflicts.
| "Y' Do you want to see conflicting daycards?

| oK | [ Cancel

MESSAGE OF CONFLICTING DAY CARD

I=[+1o]
Conflict WO#

‘Work Date RESOURCE NAME Total Hrs

768

8478 | 2/4/12014 BLACK, DANNIE

<< < [l> >> Rows 1-1 of 1 total rows

CONFLICTING DAYCARDS - DIALOG BOX

Figure 4-29. Conflicting Day Cards Examples

NOTE! A resource may be allocated for less than a full day (<8 hours) depending on
the Duration and effective dates specified.

5. Click B in the left gutter to save.
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5 Other Methods for Creating a Work Order

There are various methods that may be used to create a Work Order, all methods of Work
Order creation undergo a common process of selecting a Project (name) from a drop list,
followed by an associated Asset Type and Activity, and potentially an Inventory Element if
available to be selected (Figure 4.2)

| select WO Attributes [x]

Project Drainage v|
T—
of 73 tota I|I'I\|'E|EI'I'I—I

Cancel

Figure 5-1. Select Work Order Attributes Dialog Box Example

TIP! The user has an opportunity to specify Work Target(s) during or after Work Order creation.

However, a Work Target is not required. For PM Items, the Work Target is prefilled.

Ohio Department of Transportation
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5.1 Issue Work Order from Work Request
This paragraph explains how to create and activate a Work Order from a WR# selection.

1. Navigate to Road Maintenance > Issue > Work Orders from ...> Work Request
(Figure 5-2).

Issue

In House Project

Estimates / Force Accounts

Work Orders from... Periodic Maintenance (PM)
Work Request Work Request

Closed Work Request

Setup OPID

Figure 5-2. Issue ~ Work Orders from... Menu Options — Work Request

TIP! Available Work Requests for the logged-in Division/Cost Center appear in the
District Work Request List (upper pane) of the window (Figure 5-3).

Roadway

Utilities

Issue

Inventory Reports

Progress

BE® pistrict Work Request List
WR# Jwork Name |WoO# Administrative Unit I Admin Unit
225 UAT Test2 0005 6300 - Guernsey County Garage 0005 6300 - Guernsey County Garage

Rep{

| 229
222 Test2 0005 6300 - Guernsey County Garage 0005 6300 - Guernsey County Garage Vv
221 Second Test 0005 6300 - Guernsey County Garage 0005 5400 - Roadway Services v
220 Testing Data Yes 0005 6300 - Guernsey County Garage 0005 6300 - Guernsey County Garage v
212 TESTING 0005 6300 - Guernsey County Garage 0005 6300 - Guernsey County Garage v
211 Test Yes 0005 6300 - Guernsey County Garage 0005 6300 - Guernsey County Garage v

« "
k<< 12345867 > >> Rows 33-38 of 41 total rows
BEB® work Orders B0 E work Target

WO# 4WR# [Asset Type |Activity Status | Project/Contract R ible Crew |* Plan Amount |StartD » County |Route Direction |Lane |B{
p 771544 Bridges M501-001 - Bridge Replacement per Force Account Pending 02242014 Smoke Cuyahoga Snow « 7

772171 Section M251-001 - Partial depth pavement repair Pending Pavement darcy crew v 5

772175 Guardrail MB06-001 - Guardrail Pending 02242014 Smoke dist2 plow v 8

772179 Bridges M501-001 - Bridge Replacement per Force Account Pending 02242014 Smoke darcy crew v 7

772180 Bridges 501-001 - Bridge Replacement per Force Account Pending 02242014 Smoke

772181 Bridges M501-001 - Bridge Replacement per Force Account Pending 02242014 Smoks

Figure 5-3. Issue ~ Work Orders from... > Work Request Window Example

2. Locate the requested maintenance activity needing to be scheduled with a Work
Order, such as by using the Sort and/or Find features.
Point to the record in the District Work Request List pane.

In the Work Orders pane (lower-left) of the window (Figure 5-4), perform an Insert
function to begin creating a Work Order.
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Roadway

Progress  Inventory Issue  Reports  Setup An and Budgets  Utilities

B = District Work Request List

WR# Work Request Name #|WO# Administrative Unit Assigned Admin Unit WR Status

222 Test2 0005 6300 - Guernsey 0005 6300 - Guernsey 05 - Routine
227 festing 0005 6300 - Guernsey 0005 6300 - Guernsey
218 TESTING 0005 6300 - Guernsey 0005 6300 - Guernsey 05 - Routine
226 TESTING DARCY 0005 6300 - Guernsey 0005 - District 05 05 - Routine

» 220 Testing Data 0005 6300 - Guernsey 0005 6300 - Guernsey 05 - Routine
225 UAT Test2 % 0005 6300 - Guernsey 0005 6300 - Guernsey

=1<1 23 45 > >> Rows 23-28 of 28| Work RequeSt SeleCted

BB E work Orders BEE work Ta rget
WO# +#WR# |Asset Type [Activity Status | Pr ontract sible Crew |[* Plan Am| County |Route Direction |Lane |Begin Me:

7

‘ Select Insert \

N

Select WO Attributes

]

[Project ] (11172014 test [v]

IAsset Type
IActivity
Subactivity
Inv. Elem

| Mext | | Cancel

Figure 5-4. Issue ~ Work Request Window
5. Inthe Select WO Attributes dialog box (Figure 5-4), configure the Work Order as
requested in the Work Request (in whole or in part), as follows:
a. Select a Project name from a drop list, and select Next.
b. Select an Asset Type from a subsequent drop list, and select Next.
c. Select an Activity from a subsequent drop list, select Next to proceed.
d. Allow approximately 20 seconds for the screen to update, without intervening.
TIPS!

¢ The Subactivity field is typically 00: * NO SUBACTIVITY, in which
case it is selected without user intervention. This may take several
seconds to complete.

¢ In the final category, Inventory Element (Inv. Elem), the field may
default to “None” based on the Asset Type, in which case the dialog
box will complete and close.

e. If the dialog box remains open to the Inv. Elem selection (Figure 5-5), select
from inventory item names, and select Next one time to proceed.
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Select WO Attributes

Project: 11172014 test Mone. 'v|

Asset Type: Signs Mone.
Activity: 6559 - SCAN INSTALLATION (Lg [ 2o 03

— FAS55A095A59A6701F910B7313E1BD02
FASSEAAASASALAGBTFA10B7316E21EAC
Inv. Elem EASSR5RGAT5IAGEE1FO10BT323E40CCA
EASSR5EAS506655C1F910B730DEODETS
FASSRSEASASABIOC1FI10B728FCDAR42
EAS5R56A069965581F910B7 30FE100FE
FASSRSEADABGIAST1FI10B730DE0DCA
EAS5R56AA50509581F910B7 30DENDDSD
SAS5RSGAAGETO0001F910B728FCDAS 1B
Back Next |5a55656A46A4599B1F910B72B9D421CD ~

m »

Figure 5-5. Select Work Order Inv. Elem Example
TIP! If an Inventory Element was specified in the WO Attributes dialog box
(Figure 5-5), the Work Target pane in the background shows the record.

f. To select another location by inventory item name, to add as a Work Target,
repeat step e. as needed.

g. Select OK when ready to exit the dialog box.

TIP! When the dialog box closes, a new Work Order appears in the Work Orders
pane (lower-left) of the window (Figure 5-6). It has a Pending status.
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Roadway

| ive Unit Assigned Admin Unit Reported Date | Time |Link¢ ~
432 Closed WR1 Yes 0005 6300 - Guernsey County Garage 0005 6300 - Guemnsey County Garage Open +| 30312014 16:25:28 [ =
22 Closed Requesttest Ves 0005 6300 - Guernsey County Garage 0005 6300 - Guemnsey County Garage Closed +| 30312014 16:00:44 57
423 0005 6300 - Guernsey County Garage 0005 6300 - Guernsey County Garage Open v i
» 422 0005 6300 - Guernsey County Garage 0005 6300 - Guemnsey County Garage Closed w [ |
421 0005 6300 - Guernsey County Garage 0005 6300 - Guemnsey County Garage Closed v [l
420 sectest 0005 6300 - Guemsey County Garage 0005 6300 - Guernsey County Garage Closed v i
« m '
<<<123456 7> >>Rows 1-6 of 41 total rows
BBE work Orders BBE work Target
WO# 4|WR# |AssetType |Activity Status | ProjectiContract |Responsible Crew |* Plan Amou ~ | County [Route Segment [Direction [Lane [Begin Measure [Ending Meal
» 772784 422 Signs 6554 - OVERHEAD MTD. FLATSHEET SIGN MAINT. (Labor Hrs) Pending Nov27 Test [ » [+ v v v
772171 Section M251-001 - Partial depth pavement repair Pending Pavement darcy crew |v
T72175 Guardrail MB06-001 - Guardrail Pending 02242014 Smoke dist2 plow [+ | h
772179 Bridges M501-001 - Bridge Replacement per Force Account Pending 02242014 Smoke darcy crew v E EXamp e ) as
772180 Bridges  M501-001 - Bridge Replacement per Force Account Pending 02242014 Smoke = none SDE‘CIfIEd
772181 Bridges M501-001 - Bridge Replacement per Force Account Pending 02242014 Smoke |v
EI8E work Orders I T Work Target
WO# o 766711 Subactivity County
VWRE# 220 Route Segmant
AssetType  Bridges Direction
Activity M501-001 - Bridge Replace... Lane
Status Pending Begin Measung
Project/Contract  Ted Test Project Ending Measure
Responsible Crew s Offset
* Plan Amount Portion Worked
Clart Date Inwentory item Hame
Start Hour NV ELEM LOC IDENT
Finish Date
End Hour
Duration
Calendar Regular [
Comments
Att.
User Update TERESAC1
Date Update 21312014

Figure 5-6. Issue ~ Work Request — Work Orders / Work Target Panes
6. Perform editing in the Work Orders pane (lower-left) of the window (Figure 5-6), as
follows:

TIP! Each Activity has a defined accomplishment unit of measure, which appears
in the description of the Activity.

a. Enter the Plan Amount for planned work amount based on the Activity
(i.e., 20).

b. Edit other fields to the extent applicable to the planned work activity, as listed
with shading in Table 5-1.
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Table 5-1. Issue ~ Work Request — Work Orders Pane Fields

Label Overview

WO# Read-only: system generated Work Order number (WO#)
WR# Read-only: WR# is listed and hyperlinked

Asset Type Read-only: specified by the user during Work Order Creation
Activity Read-only: specified by the user during Work Order Creation
Project/Contract Read-only: specified by the user during Work Order Creation

Responsible Crew

(Optional) Allows selection from Crews Short List. May be left blank.

Plan Amount*

Numeric value required for specifying the amount of work the WO# should produce

Calendar Allows selection of a special calendar type, which defaults to Regular
Comments Free-text entry field for the Comments field of the Work Order
Att. Accepts an attachment by way of the Work With Attachments feature

TIP! If the pending Work Order lacks a Plan Amount value, the user will see an error
message in the upcoming step, because Plan Amount is a required field.

Perform a Save function.

When completed with edits, perform an Activate WO function, to activate the Work
Order (Figure 5-7).

BBE work orders Insert
WO# +|WR# |Asset Type |Activity Activate WO

BE®E work Ta rget

County |Route Segm

Contract |Responsible Crew |*

767304, 220 Section

767305 220 Guardrail

p 767885 220 Signs

4

<< < 1 » »> Rows 1-3 of 3 total rows

1M201-002 - Clearing and Grubbing - T Edit Dates

Delete

Sort

Filter By This Value

Filter

Find

Wark With Attachments
Export Data

Copy rows to clipboard (CSV):
m Copy all to clipboard (CSV) v« m
Show Changes

14 test v

ME06-001 - Guardrail (Feat) 14 test v

(i

=

0 Select Activate WO R A

0 Perform Save

<< < > »> Rows 0-0 of 0

Figure 5-7. Issue ~ Work Request — Work Orders Pane (Activate WO)

9. Perform a Save function.

TIP! Once the screen is refreshed, the Work Order disappears from the Issue >
Work Orders from ... > Work Request window and is only available in the Progress >
Day Cards window.

10. Proceed to Section 4 for Work Order editing in the Day Cards window.
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5.1.1 How to Add or Change a Linked Work Request

This section explains how to add a WR# association (if needed) or to make a change to a
referenced Work Request (if needed).

1. Point to the Work Order, and perform the Attach to WR function from the menu
(Figure 5-8). This command opens a list of WR#s for the logged-in Division/Cost
Center is presented, to assist the user with selection (Figure 5-10).

(lattacn o wr )

Figure 5-8. Work Order Attach to WR Command

TIP! If the selected Work Order already has a WR# associated to it, a warning
message appears (Figure 5-9).

Message from webpage &

WO has WR# 393 Already Attached.
. l . To Keep Current WR Press Cancel in Next Window,

Figure 5-9. Existing Work Request Link Dialog Box Example

TIP! Each WR# may be associated with multiple Work Orders. Therefore, a
selectable WR# in this list may already have a WO# “Yes” status (Figure 5-10).

2. To select a WR#, point to the row of the WR# to associate (Figure 5-10), and then
select the Select button, or to abort the process, select Cancel.

Work Request

| EBE Work Requests

immﬂﬁﬁﬂ_ Asset T

i 191 Yes |0005 6300 - Guernsey| 0005 6300 - Guernsey 02 - Sentfor Initial Inspection| Signs i
197 Accidenton 70 Yes 00056300 - Guernsey 0005 6300 - Guernsey 03 - Closed - Not Valid 1
204 2705216 0005 6300 - Guernsey 0005 6300 - Guernsey 03 - Closed - Not Valid Section
211 Test Yes 00056300 - Guernsey 0005 6300 - Guernsey 10 - Complete - Closed
220 Testing Data Yes 0005 6300 - Guernsey 0005 6300 - Guernsey 05 - Routine Section
221 Second Test 0005 6300 - Guernsey 0005 5400 - Roadway Senvices

4 m L3

<< <ﬂ2 3456 > >> Rows 1-6 of 31 total rows

Selec|

Figure 5-10. Editing Work Request Link Dialog Box Example
TIP! The WR# field of the Work Order shows an unsaved update, if edited.

3. Click B in the left gutter to save

Ohio Department of Transportation
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5.2 Issue Work Order from PM Item

TIP! This procedure assumes Preventive Maintenance (PM) triggers for asset inventory have

been established. This functionality is explained in Roadway Module End User manual
RM-204, titled “Asset Inventory Record Functions.”

1. Navigate to Road Maintenance > Issue > Work Orders from ...> Periodic
Maintenance (PM) (Figure 5-11).

Issue

In House Project

Estimates / Force Accounts

Work Orders from... I Periodic Maintenance (PM) I
Work Request Waork Request

Closed Work Reguest

Setup OPID

Figure 5-11. Issue ~ Work Orders from... Menu Options — PM

TIP! The available PM items for the logged-in cost center appear in the PM Items
pane (upper pane) of the window (Figure 5-12).

l Roadway
Progress

Inventory  Issue Reports  Utilities

BOE pu

Items
pe

» Section GUE-CR00015 M511-001 - Concrete for structures (Cu. Yd.) Section
Section GUE-CR00015 258T - STATEWIDE PLANNING PROGRAM MANAGEMENT. . Section
Section GUE-CR00019 258T - STATEWIDE PLANNING PROGRAM MANAGEMENT .. Section
Section GUE-CR00025 258T - STATEWIDE PLANNING PROGRAM MANAGEMENT... Section
Section GUE-CR00026 25ST - STATEWIDE PLANNING PROGRAM MANAGEMENT... Section
Section GUE-CR00033 258T - STATEWIDE PLANNING PROGRAM MANAGEMENT. . Section

<<<123456 78910 > >> Rows 1-6 of 1941 total rows
BOE work Orders B0 ® work Target

~| County [Route Seqment |Direction |Lane |8}
772171 Section M251-001 - Partial depth pavement repair Pavement darcy crew v 5

772175 Guardrail MB06-001 - Guardrail 02242014 Smoke dist2 plow v 3

772179 Bridges M501-001 - Bridge Replacement per Force Account 02242014 Smoke darcy crew v 7

772180 Bridges M501-001 - Bridge Replacement per Force Account 02242014 Smoke 8

772181 Bridges M501-001 - Bridge Replacement per Force Account 02242014 Smoke
. M501-001 - Bridge Replacement per Force Account 02242014 Smoka

Figure 5-12. Issue ~ Work Orders from... > Periodic Maintenance (PM) Window Example

2. Locate the PM item needing to be scheduled with a Work Order, such as by using
the Sort and/or Find features.

Point to the record in the PM Items list (upper pane).

Perform an Issue Work function to begin creating a Work Order (Figure 5-13).
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Roadway

Progress  Inventory Issue Reports Setup Analysis and Budgets  Utilities

[=[+ O

Asset Type |Inventory ltem Name Activity Report Work To |Plan Amount
Signs 5A5596656566A56C1F910B73F9045FAG 6554 - OVERHEAD MTD. FLATSHEET SIGM MAINT. (Labor... Signs
Signs 5A5596656566A56C1F! . TION SUPPORT & DESIGN (Labor Hrs) Signs
PM item selected
Signs 5AB596656A65955C1F! D MTD. FLATSHEET SIGN MAINT. (Labor... Signs

Signs 5A5506656A65955C1F! T3FAD46047 6564 - PRODUCTION SUPPORT & DESIGN (Labor Hrs) Signs

Signs New Sign EET SIGMN MAINT. (Labor...

<< < [ll2 > >» Rows 1-6 of 7 total rows
BIBE work Orders
WO# 4{Asset Type |Activity

Copy rows to clipboard (C5V)
Copy all to clipboard (CSV)

B0 E work Targe
County |Route S

* Plan Amount |Start Date |Start Hour |Finish Date |End|

ISSUE WORK
N2

Select WO Attributes E

[Proect ] Iewsose20 [+]
fovElem 1

Mext Cancel

MAKE PROJECT SELECTION

Figure 5-13. Issue Work ~ PM Window
TIP! Certain categories have only one possible value and are pre-filled in the
upcoming selection.

5. Inthe Select WO Attributes dialog box (Figure 5-13), select the Project name from a
drop list, and select Next to proceed.

6. Allow approximately 20 seconds for the screen to update, without intervening.

TIP! The Subactivity field is typically 00: * NO SUBACTIVITY, in which case it is
selected without user intervention.

TIP! When the dialog box closes, a new Work Order record appears in the Work
Orders pane (lower-left) of the window (Figure 5-14). It has a Pending status. The
PM Item’s asset Inventory Item appears in the Work Target pane.
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=] +]0)
Asset Type |Inventory ltem Name Activity Report Work To | Plan Amount
Signs 5A5596656566A56C1FS10B73FI045FAG 6554 - OVERHEAD MTD. FLATSHEET SIGN MAINT (Labor _ Signs
signs 5A5506656566A56C1FS10B73FA045FAG 6564 - PRODUCTION SUPPORT & DESIGN (Labor Hrs)  Signs
5A5596656AB5955C1F910B73FA046047 | 6554 - OVERHEAD MTD. FLATSHEET SIGN MAINT. (Labor. _
Signs 5AS506656AB5955C 1FS10B73FAQ4B047 6564 - PRODUCTION SUPPORT & DESIGN (Labor Hrs)  Signs
Signs 2729403 5550 - SCAN INSTALLATION (Labor Hrs) Signs
signs New Sign 6554 - OVERHEAD MTD. FLATSHEET SIGN MAINT. (Labor . Signs

<< < [z > >> Rows 1-6 of 7 total rows

[=[+ O [=]+ OIS Target
WO# <+|Asset Type |Activity Project Type |Work Category |Responsible Crew [*| County |Route Segment |Direction |Lane |Begin Measure |Endi
720672 Section M252-001 - Full depth rigid pavement removal and flexible replacement 0 (v v .’ 'vﬂ 'vﬂ vE vﬂ ﬂ
758938 Guardrail MB06-001 - Guardrail 0 Construction| | Grading Crew [
762473 Guardrail MB06-001 - Guardrail 0 Operations | "
766369:Signs 6554 - OVERHEAD MTD. FLATSHEET SIGN MAIMT. (Labor Hrs) 1 s v
766370:Signs 6554 - OVERHEAD MTD. FLATSHEET SIGN MAINT. (Labor Hrs) 0 v L

» ?EiEiB?EES\gHS 55554— OVERHEAD MTD. FLATSHEET SIGN MAINT. (Labor Hrs) 'vﬂ vﬂ

< m (3 K e

<< < > >> Rows 16 of 6 total rows << <[> >> Rows 1-1 of 1 fotal rows

Figure 5-14. Issue ~ PM Items — Work Orders / Work Target Panes

7. Perform editing in the Work Orders pane (lower-left) of the window (Figure 5-14), as
follows:

TIP! Each Activity has a defined accomplishment unit of measure, which appears
in the description of the Activity.

a. Enter the Plan Amount for planned work amount based on the Activity
(i.e., 1). The Plan Amount should be appropriate for the Asset Inventory and
Activity Combination. For example, if performing an Inspection on one Sign
Inventory Item, a Plan Amount of 1 would be appropriate.

b. Edit other fields to the extent applicable to the planned work activity, as listed
with shading in Table 5-2.

Table 5-2. Issue ~ PM — Work Orders Pane Fields

Label Overview

WO# Read-only: system generated Work Order number (WO#)

Asset Type Read-only: specified by PM Item during Work Order Creation
Activity Read-only: specified by the PM Item during Work Order Creation

Responsible Crew | (Optional) Allows selection from Crews Short List. May be left blank.

Plan Amount* Numeric value required for specifying the amount of work the WO# should produce
Calendar Allows selection of a special calendar type, which defaults to Regular
Comments Free-text entry field for the Comments field of the Work Order
Att. Accepts an attachment by way of the Work With Attachments feature
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8. To group together Work Targets as needed, proceed as follows. Otherwise, skip to
step 9.

a. From the PM Items list, select another record for adding. It must have the
same Asset Inventory to Activity configuration as the original selection, as
highlighted in the Work Orders pane.

b. Perform an Add Locations function (Figure 5-15) as many times as desired
to create new records in the Work Target pane.

TIP! If a selected record for the Add Locations function (Figure 5-15) is not
compatible with the selected Work Order Activity, the user will see an error
message.

TIP! If adding more than one asset inventory location, this will impact the
Plan Amount.

BEE pMitems

Activity Report Work To | Plan Amount
Signs 5AS596656566A56C1F910B73F9045FAE 6554 - OVERHEAD MTD. FLATSHEET SIGHW MAINT. (Labor...  Signs é Original Se|ecti0n |
SIgns DADDY0000ObbADLC 1FI10B/ 3F JU40FAD 0ohd - PRUDUCTTON SUPPUR]T & DESIGN (Labor Hrs) S1gns
|p Signs I 5A5596656A65955C1F910B73FA046047 | 6554 - OVERHEAD MTD. FLATSHEET SIGN MAINT. (Labor...  Sjan & New selectionl
— il Lo Wk
signs BABDOGEEEAE5955CH FA10B73FAD46047 6564 - PRODUCTION SUPPORT & DESIGN (Labor Hrs) 5 -
‘»‘\dd Locations
Signs 2729403 6559 - SCAM INSTALLATION (Labor Hrs) Ston
Signs Mew Sign 6554 - OVERHEAD MTD. FLATSHEET SIGN MAINT. (Labor_ ind
N iport Data
Select Add Locations

WO# 4/Asset Type |Activity ProjectiContract _|Responsible Crew |* Plan Amountjon...  |Inventory ltem Name

opy rows to clipboard (C3V);

Copy all to clipboard (CSV)
<< <1 2 > > Rows 1-6 of 7 total roys Show Changes
BEBE work Orders BOE work Target

p 7B6719 Signs 6554 - OVERHEAD MTD. FLATSHEET SIGN MAINT. (Labor Hrs) 11172014 test v 1 5A5506656566A56C1FA10B73F90.

Figure 5-15. Issue ~ PM — Add Locations from PM Items

TIP! If the pending Work Order lacks a Plan Amount value, the user will see an error
message in the upcoming step, because Plan Amount is a required field.

9. Click B in the left gutter to save.

10. When completed with Work Order edits, perform an Activate WO function, to
activate the Work Order (Figure 5-16).
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Section M252-001 - Full depth rigid pavement removal and flexible replacement §
Edit Dates
Suardrail ME0G-001 - Guardrail
Delete
suardrail ME06-001 - Guardrail Sort
6559 - SCAN INSTALLATION (Labo g f Filter By This Value
0 Select Activate WO ™ i,
0 Perform Save Find
Work With Attachments
Export Data
Copy rows to clipboard (CSV)
il Copy all to clipboard (GSV)
Rows 1-4 of 4 total rows Show Changes

Responsible Crew
p .V ]
| Grading Crew |s
” |
2 E—
K
<= < [ =

Figure 5-16. Issue ~ PM — Work Orders Pane (Activate WO)

TIP! Once the screen is refreshed, the Work Order disappears from the Issue >
Work Orders from ... > Periodic Maintenance (PM) window and is only available in

the Progress > Day Cards window.

11. Proceed to Section 4 for Work Order editing in the Day Cards window.
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5.3 Issue Work Order from Estimate
The Estimates function is used for general estimations, or when required for Force Account

work. Refer to the EIMS Business Rules document for the list of Activities and criteria requiring
Force Account estimates.

The Estimates / Force Accounts window includes a feature for entering individual Labor,
Equipment, and Materials in order to lock in the estimated cost for a Work Order, while
developing the Work Order in pending status.

5.3.1 Create an Estimate / Force Account Iltem

1. Navigate to the Road Maintenance > Issue > Estimates / Force Accounts window
(Figure 5-17).

2. Inthe Work Orders pane (upper-left) of the window (Figure 5-17), perform an Insert
function to begin creating a Work Order.

Roadway

Progress  Inventory Issue Reports  Utilities

BIB® work Target

ES ¥ Project/Contract ible Crew [* Plan Amoun| County |[Route Direction [Lane [Beg
p 4lnsertlike M501-001 - Bridge Replacement per Force Account Mew 508943 [
Activate WO
Edit Dates
Delate
Sort
Find
Work With Attachments
Export Data

Copy rows to clipboard (CSV)
Copy all to clipboard (CSV)

N

Select WO Attributes

]

[Project ] (11172014 test [v]

IAsset Type
IActivity
Subactivity
Inv. Elem

| Mext | | Cancel |

Figure 5-17. Issue ~ Estimates / Force Accounts Window
3. Inthe Select WO Attributes dialog box (Figure 5-17), configure the Work Order as
follows:
a. Select a Project name from a drop list, and select Next.
b. Select an Asset Type from a subsequent drop list, and select Next.

c. Select an Activity from a subsequent drop list, select Next to proceed.
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d. Allow approximately 20 seconds for the screen to update, without intervening.

TIP! The Subactivity field is typically 00: * NO SUBACTIVITY, in which case it
is selected without user intervention. This may take several seconds to
complete.

TIP! In the final category, Inventory Element (Inv. Elem), the field may default
to “None” based on the Asset Type, in which case the dialog box will
complete and close.

e. If the dialog box remains open to the Inv. Elem selection (Figure 5-18), select
from inventory item names, and select Next one time to proceed.

Select WO Attributes

Project: 11172014 test
Asset Type: Signs
Activity: 6559 - SCAN INSTALLATION (L3

Subactivity: 00:* NO SUBACTIVITY

Inv. Elem

Mone. B

Mone.

2720403
BABBEAS95A59AGT01FO10B7313E1BD0O2
DABDBAAABABAAAGB1FI10B7316E21EAC
SARSE5EEA959AREB1F910B7323E40CCA

m »

BAS5656A5506655C1F910B720DE0DETS
GASS656ASASAGA0C1FO10B728FCDAR4R
5AS5656A9609655B81F910B7 30FE100FE
GASS656A9ABG0A57 1F910B7200E0DCAT
5AS5656A4505095681F910B7 300E0DDSD
FASS656AAGETO0001FI10B728FCDAS1E
Back Next |5455656AA6AA599B1F910B72B90421CD ~

Figure 5-18. Select Work Order Inv. Elem Example
TIP! If an Inventory Element was specified in the WO Attributes dialog box
(Figure 5-18), the Work Target pane in the background shows the record.

f. To select another location by inventory item name, to add as a Work Target,
repeat step e. as needed.

g. Select OK when ready to exit the dialog box.

TIP! When the dialog box closes, a new Work Order appears in the Work
Orders pane (upper-left) of the window (Figure 5-19). It has a Pending
status.
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Roadway

Progress  Inventory Issue Reports  Utilities

BBE work Orders {E @ work Target
Estimate [WO# +Asset Type [Activity ProjectiContract |Responsible Crew [* Plan Amount |Start Date [Staj County [Route Segment Begin Meast
% 772789 Bridges M501-001 - Bridge Replacement per Force Account New 508943 Ev3 18

» 3 772793 Bridges M501-001 - Bridge Replacement per Force Account New 508943 | 60

Example has
none specified

Estimate 5 Status Pending County
WO# 4 772793 Route Segment
Asset Type Bridges Direction
Activity  M501-001 - Bridge Replace. .. Lane
Project/Contract Mew 508943 Begin Measure
Responsible Crew B Ending Measure
* Plan Amount 60 Inventory ltem Name
Start Date Portion Worked
Start Hour
Finish Date
End Hour
Duration
Calendar Regular [ap
Source  Estimate
Comments
Att.
User Update TERESACA
Date Update 31512014
NEW WORK ORDER — RECORD VIEW WORK TARGET — RECORD VIEW

Figure 5-19. Issue ~ Estimates / Force Accounts — Work Orders / Work Target Panes

4. Perform editing in the Work Orders pane (Figure 5-19) as follows:

TIP! Each Activity has a defined accomplishment unit of measure, which appears
in the description of the Activity.

a. Enter the Plan Amount for planned work amount based on the Activity
(i.e., 20).

b. Edit other fields to the extent applicable to the planned work activity, as listed
with shading in Table 5-3.
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Table 5-3. Issue ~ Estimates / Force Accounts — Work Orders Pane Fields

Label Overview
The dollar sign ($) is a hyperlink, which opens a dialog box for entering Labor,

Estimate Equipment, and Materials. A value appears when the planned $ amount is entered
and approved.

WO# Read-only: system generated Work Order number (WO#)

Asset Type Read-only: specified by the user during Work Order Creation

Activity Read-only: specified by the user during Work Order Creation

Project/Contract Read-only: specified by the user during Work Order Creation

Responsible Crew

(Optional) Allows selection from Crews Short List. May be left blank.

Plan Amount*

Numeric value required for specifying the amount of work the WO# should produce

Calendar Allows selection of a special calendar type, which defaults to Regular
Comments Free-text entry field for the Comments field of the Work Order
Att. Accepts an attachment by way of the Work With Attachments feature

TIP! If the pending Work Order lacks a Plan Amount value, the user will see an error
message in the upcoming step, because Plan Amount is a required field.

Click B in the left gutter to save.

Select the $ symbol in the Estimate field of the pending Work Order, as shown in
Figure 5-22. This opens an Estimated Cost dialog box, as shown (Figure 5-22).

B 0® work Orders B0 = work Target
Estimate $ Status Pending | Route Segment
Wo#e Estimated Cost [ x|
o B D® | abor Estimate
ssetlype  Bridges Approved [* Class Code Hours Cost C Att. [User Update [Date Update
Activity M501-001 - Brig
ProjectiContract MNew 508943
Responsible Crew
* Plan Amount
T [<< < > »> Rows 0-0 of 0 total rows
aft Date B0® Equipment Estimate
Start Hour Approved |Class Code Hours/Miles Cost Cc t: Date Update |User Update
Finish Date
End Hour
Duration
Calendar Regular k< < > >> Rows 0-0 of 0 total rows
Source  Estimate B0 E material Estimate
Comments Approved |Material Master Code |Amount Cost Ce t: User Update |Date Update
Aft.
User Update TERESAC1
Date Update 512014 << < > »> Rows 0-0 of 0 total rows
ok ]
<< = 1 2 > >> Row 2 of 2 total rows |== = = »>» Rows 0-0 of 0 total row|

Figure 5-20. Estimate Cost Selection Example

Ohio Department of Transportation




Roadway RM-201-1
Roadway RM-201-1
Assigning and Tracking Work (Projects, Estimates, Work Orders, Day Cards)
7. Inthe Estimated Cost dialog box (Figure 5-21), perform Insert function(s) in each of
the cost categories: Labor, Equipment, and/or Material, as required.

Estimated Cost

BB® Labor Estimate
* Class Code

e [ SURVEYTECH 3 |« 80 TERESAC1  3/5/2014

<< < 1 > >> Rows 1-1 of 1 total rows

BB® equipment Estimate
Approved |Class Code Hours/Miles Cost Comments Date Update |[User Update
» [ 872 - ROCKHOUN « 200 3/5/2014 TERESACA1

<< < 1 > >> Rows 1-1 of 1 total rows
BB E material Estimate

Approved |Material Master Code |Amount Cost Comments User Update |Date Update
» [ 42010768 - RIPRAF-E'\ 500 TERESAC1  3/5/2014

<< < 1 > >> Rows 1-1 of 1 total rows

Ok I

T

Figure 5-21. Estimated Cost Dialog Box Example

8. For each line of the estimate (Figure 5-21):

a. Specify the resources needed, by using the provided search tool for Class
Code or Material Master Code.

b. Complete the data entry fields as appropriate, and establish the Cost field.
9. Select OK to apply the selection(s) and exit the dialog box.

TIP! A $ value now appears in the pending Work Order’s Estimate field. It provides
a link that may be used to re-open the dialog box as needed, while the Work Order is
in pending status.

10. Click B in the left gutter to save

TIP! The Estimate based Work Order will remain in the estimates list and remain
editable until it is activated.

11. Proceed to the next paragraph when ready to activate the estimate-based Work
Order.
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5.3.2 Creating a Work Order from Estimate / Force Account Item

1. Navigate to the Road Maintenance > Issue > Estimates / Force Accounts window

(Figure 5-22).

2. Select the pending Work Order in the Work Orders pane.

Roadway Insert

- Inventory  Issue  Reporis  Utilities Insert Like
Activate WO
BDE work Orders Edit Dates
Estimate |WO# #{AssetType [Activity 7 JlietDelete

p £48232000 772789 Bridges M501-001 - Bridge Replacement per Force Accounilew || Sort

O Select Activate WO | i 4

0 Perform Save Work With Attachments
Export Data

Copy rows to clipboard (CSV)
Copy all to clipboard (CSV)

in Amount | Start Date | St|

BOE work Target

County |Route Segment |Direction |Lane |Begin M«

18

Figure 5-22. Issue > Estimates / Force Accounts — Work Orders Pane (Activate WO)

3. Perform an Activate WO function (Figure 5-22), to activate the Work Order.

4. Click B in the left gutter to save

TIP! Once the screen is refreshed, the Work Order disappears from the Issue >
Estimates / Force Accounts window and is only available in the Progress > Day

Cards window.

TIP! The Estimate value ($) becomes a read-only Amount in the Work Order and can
be referenced in a Report comparing Estimate to Actual Costs.

5. Proceed to Section 4 for Work Order editing in the Day Cards window.
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5.4 Issue Work Order from Day Cards Window

In the Day Cards window, the user may elect to create a Work Order by inserting a record and
using the standard workflow (selecting a Project, Asset Type, and Activity).

This type of Work Order creation might be useful for Emergencies, and for planned effort that
does not require an Estimate or Work Request.

TIP! An associated WR# may be added in the future, using the “Attach to WR” function.
1. Navigate to the Road Maintenance > Progress > Day Cards window (Figure 5-23).

2. Perform an Insert or Insert Like function depending on use of an existing Work
Order as a starting point (Figure 5-23).

Insert Insert Like Assign Crew Members Make Daycards Show Schedule Edit Group Schedule

B0 work Orders
Project/Contract

* Plan Amount

Comments Crew Leader Responsible Crew |Calendar |Start Date | Start Hour

Insert Like

B0 E work Orders

ME07-002 - Snow;

238 I & | | e | | T

Insert Like

Returned results area

(E:LGIM| Equipment || Material || Costs, Accomp, & Contracts || LocationiAsset

EEEmployeea Short List [=[+]0] Assigned Employees B0E Employee Day Cards
Select |Employee Name: #]Labor Class Code Administrative Unit Approved [*Employee  [*Wor
BICHARD, KLINT A HIGHWAY TECH 1 0005 6300 - Guernsey 11212(
r CASTELLO, GARY B HIGHWAY TECH 2 0005 6300 - Guernsey in KEHL, JESSEQ & 13i
r EIBEL, DALER HIGHWAY TECH 2 0005 6300 - Guernsey i
r GUILER, JEFFREY A HIGHWAY TECH 3 0005 6300 - Guernsey
r HASTINGS, EVAN HIGHWAY TECH 3 0005 6300 - Guernsey
r HILL, CORY D HIGHWAY TECH 1 0005 6300 - Guernsey
r HINSON, ROBERT E HIGHWAY TECH 1 0005 6300 - Guernsey
r HUFFSTUTLER, JOHN A HIGHWAY TECH 1 0005 6300 - Guernsey
Ird KEHL, JESSE O AUTO TECH 0005 6300 - Guernsey
4 n L3
<< < [z > >> Rows 1-9 0f 17 total rows << < [l> >> Rows 1-1 of 1 total rows << < [ll> >> Rows 1-2 of 2 total rows
If INSERT selected

N

Select WO Attributes

[Project ] (11172014 test [v]

IAsset Type
IActivity
Subactivity
Inv. Elem

| Mext | | Cancel |

Figure 5-23. Insert a Work Order, in Day Cards Window
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3. When prompted with the Select WO Attributes dialog box (Figure 5-23), based on
selecting Insert, configure the Work Order as follows.

a.

b
C.
d

Select a Project from a drop list, and select Next.

Select an Asset Type from a subsequent drop list, and select Next.

Select an Activity from a subsequent drop list, select Next to proceed.

Allow approximately 20 seconds for the screen to update, without intervening.
TIPS!

e The Subactivity field is typically 00: * NO SUBACTIVITY, in which case it
is selected without user intervention. This may take several seconds to
complete.

¢ In the final category, Inventory Element (Inv. Elem), the field may default
to “None” based on the Asset Type and whether or not Asset Inventory
exists in the system, in which case the dialog box closes.

If the dialog box prompts for the Inv. Elem selection (Figure 5-24), select from

inventory item names, and select Next to proceed.

Select WO Attributes
Project: 11172014 test Mone. w
Asset Type: Signs Mone. N
2728403 =

Activity: 6559 - SCAN INSTALLATION (L3

Subactivity: 00:* NO SUBACTIVITY

Inv. Elem

5A555A995A59A6701F91087313E1BDO2
GASE5AAABASAAAGBIFI10B7316E21EAC
5A556566A959A66B1F910B7323E40CCA

5A55656A5596655C1F910B730DEODETS
SAS5656A5A5A699C1FI10BT2EFCDAGS2
5A55656A9699655B1F910B730FE100FE
5A55656A9A669A571F910B720DEODC41
0A55656AA595995B1F910B730DEODDSD
5AS5656AAG6T00001F910B728FCDAS1B
Next |5455656AA6AA590B1F910B72BOD421CD =

Back

Figure 5-24. Select Work Order Inv. Elem Example

TIP! If an Inventory Element was specified in the WO Attributes dialog box
(Figure 5-24), the Work Target is now inserted in the Day Cards area’s
Location/Asset tab, based on the selection.

To select another location by inventory item, to add as a Work Target, repeat
step e. as needed.

Select OK to exit the dialog box.
TIPS!

¢ When the dialog box closes, a new Work Order appears in the Work
Orders pane (upper half) of the window (Figure 5-23). It has an Active
status.

o If an Asset Inventory Item(s) was specified in the WO Attributes dialog
box (Figure 5-24), the Location/Asset tab’s Work Target pane shows each
item.
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4. Inthe new Work Order (Figure 5-25), enter the Plan Amount for planned work
amount based on the Activity (i.e., 2). The Plan amount is derived based on
considering the Activity and its unit of measure.

Insert Insert Like Assign Crew Members Make Daycards Show Schedule Edit Group Schedule

BBE work Orders B Activity Code Standards

# Project/Contract Activity * Plan Amount Estimated Cost § 15.00
720680 Bridge M501-001 - Bridge Replacement per Force Account (S. 20 EIBELIE]| Estimated Person-Hours: 15
768477 Bridge M501-001 - Bridge Replacement per Force Account (S... 20 EIBEL
o n o Description and Purpose: Mo recommendations
68478 11172014 tes 65 £ i O (Labor Hrs}
I- SB478| 1172014 test LLLrEeee, 15“ “ Recommended Procedure: No
720741 Pavement M251-001 - Partial depth pavement repair (Cu. Yd.} 100 testing today recommendations
720748 Pavement 1422-001 - Chip seal (Sq 20 New Test ABEL, | Scheduling: No recommendations
720754 P t M252-001 - Full depth .0 Enter Plan Amount 50 test ALATS Equipment: Mo recommendations
avemen 1252-001 - Full depth rigi sl / 4 B )
Material: No recommendations
0 Perform Save Y
4 nm 3
<< < [lF13 456 78 910 > >> Rows 3-8 of 84 total rows

Labor || Equipment || Material || Costs, Accomp, & Contracts |GGG
BEBE work Target
Inventory ltem Name

Route Segment Direction Begin Measure |Ending Measure

| 4 | “l M| I

Figure 5-25. Inserted Work Order with Day Cards Window Example

TIP! If the pending Work Order lacks a Plan Amount value, the user will see an error
message in the upcoming step, because Plan Amount is a required field.

Click B in the left gutter to save.
See to Section 4 for Work Order editing using the Day Cards window.
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6 Creating an OPID

An OPID is a system-generated reference number. OPID’s are used to identify work entered
into the PEC Module (by Planning, Engineering or Construction staff) that is associated with a
Roadway Operations initiative. OPID’s may or may not be associated with a Roadway project.
OPIDS must be created in the Roadway Module. (Refer to the EIMS Business Rules document
for rules on when to create an OPID)

This paragraph explains the process of creating an OPID in the Roadway module.
1. Navigate to the Road Maintenance > Issue > Setup OPID window (Figure 6-1).

2. Perform an Insert (Figure 6-1).

LD - Status
[ Active |+ 00056300-Gue(~| [ v v v [v sofasfas
Insert Like
'ESOH factive + jooos 6320 - Hilig  § [ Jf vl ~H vH vl | i
TiFilter ment SR5 Active || 0001-District01[se| [a | % iV | s v Location Reference
6 e Aacimenis e Active  [w] 00056300- Guelw]| [w [ - B B Test
Filter By This Value . . = - - [
4 ShowHide Columns Ative v | 00000000-0DC | |w v v v W
OiFing Active  [w]| 0005 -District 05w | [w [w v ] [+
0;Edit Location By GPS County Active  [w]| 0005 6300-Guelw]| [w [w v [w] [s Test
p} Set Bookmark Location Active  [w]| 00056300-Guelv| [w [w v [w] [+ Test
Show on Map - - - - -
Ok show on Bing Map istrict 05 Active | 0005-District 05[+] [+ v v v v Test
Export Data
3] +]00]
*OPIDy 11
OPID Description
Status Active [
W
Administrative Unit 0006 320 - Hilliard [+
SFN [
W
County =
Route Segment o
Direction [
v
Lane [
v

Beqin Measure
Ending Measure
Comments
Att.
User Update TERESACA
Date Update 21612014

NEW ROW - RECORD VIEW

Figure 6-1. Setup OPID Window

3. Point to the OPID Description field of the new record (Figure 6-7Error! Reference
source not found.), and enter a description. (Refer to the EIMS Business Rules
document for OPID naming conventions)
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TIP! The OPID Description field accepts text up to 200 characters.

4. Specify a location (required) by editing the work target fields, available fields are
described in Table 6-1. Required fields are identified with an asterisk (*).

Table 6-1. Setup OPID Fields

Label

Overview

OPID*

Read-only: system generated OPID number

OPID Description

Free-text entry field for the description of the effort. Field accepts text up to 200
characters.

Status

Defaults to Active

Administrative
Unit

Defaults to logged- in Division/Cost Center

SFN

Allows selection or entry of a Bridge’s Structure File Number (SFN) (drop list)

County

Allows selection or entry of County for specifying a route segment (drop list)

Route Segment

Allows selection or entry of a valid route segment (drop list)

Direction

Allows selection of direction for the selected route segment (drop list)

Lane

Allows selection of a lane for the selected route segment (drop list)

Begin Measure

Allows entry of a beginning location for the selected route segment (entry)

Ending Measure

Allows entry of an ending location for the selected route segment (entry)

Comments

Free-text entry field for the Comments about the planned work.

Att.

Accepts an attachment by way of the Work With Attachments feature

Enter comments about the planned work in the Comments field.

If supporting documentation is available, insert the file(s) to the attachments Att.
field, which shows a red box if an attachment is already present.

3. Click B in the left gutter to save
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7/ Notes

7.1 Acronyms and Abbreviations

EIMS
FEMA
GIS
Inv. Elem
LEM
LRS
OPID
OUPS
PEC
PM
SFN
TRS
WO#
WR#

Enterprise Information Management System
Federal Emergency Management Agency
Geographic Information System

Inventory Element

labor, equipment, and materials

Linear Referencing System

Operational Project Identifier

Ohio Utilities Protection Services

Planning, Engineering, and Construction
Periodic Maintenance / preventive maintenance
Structure File Number

Training Records System

Work Order number

Work Request number

7.2 Applicable Documents

EIMS Security Roles Matrix of security roles and applicable functions, grouped by module

EIMS Activity Codes Matrix of program activity codes, names, and attributes

EIMS Business

Rules

Document of EIMS business rules
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