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How to Use This Manualtc \l1 "How to Use This Manual
This manual is divided into sections.  Each section concentrates on one aspect of the software.  In each section there is a description of the current topic's features, pictures of what the screen should look like and a quick reference reminder describing the general steps required for the section's operations.  At the end of each section there is an exercise using the features discussed.

The best way to learn the material is to read the section while trying the features on the computer.  Then complete the exercise at the end.  Often one exercise will depend on the completion of a previous exercise.  Therefore, they should be covered in order.

Before You Start Using SunWorx
There are a few things that some companies have and some don’t depending on their size.  These organizational elements are important in an organized company with business processes and procedures in place.

Before you start setting up SunWorx please make sure you have the following business systems in place.

1. Numbering scheme for employees and a number for each employee

2. Numbering scheme for equipment and an number for each piece of equipment

I.  Training Environment Setup

Install Notes:

The product will be released to run over the Internet. In order to access the application users will need:

1. A computer with Internet Explorer 7.0 or greater installed 
2. Access to the Internet via an ISP (Internet Service Provider) at a high-speed rating 
3. The password, ID and Branch identifier that Sundex will supply 
4. Print capabilities to output crew work sheets 
II.  Objectives

After successful completion of this course, the participant will be able to:

1. Understand the flow of a work order
2. Setup a new company structure

3. Login/authentication and use SunWorx
4. Create, save and edit work orders

5. Understand the import and export to CMS

6. Managing locates and other dependencies

7. Manage restoration

8. Search -  Find any work order you need
9. Schedule work orders

10. Output schedules to a report that can be used in the field to record work
11. Complete schedules and the work orders on them

12. Create contracts

13. Create kits

14. Enter billing information

15. Enter crew hours

III.  Topical Outline

· The path of a work order

· Setup a new company structure with employees

· Setup crews

· Setup the equipment list

· Login via the Web

· Create work orders

· Save work orders

· Edit work orders

· Search work orders

· Schedule work orders – combine work with a crew and equipment
· Print schedules
· Enter crew hours

· Enter bills

· Print a project summary sheet

IV.  The Path of a Work Order

tc \l2 "The Path of a Work OrderSince a work order is the heart of the whole SunWorx system we must learn the steps a work order goes through.  From the initial request for work from the customer, to clearing dependencies, to scheduling the work order, to completing the work order, to billing the work done. 
You can think of the work order as if it goes through a path from start to finish.  The start is the requirement for work, the finish is the pile of old work orders being saved in case they need to be referred to later.  The steps in between are what we are most interested in for this manual.
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The diagram below shows blocks to represent all the steps.  Each step does not mean a different location for the work order it just means a different status

The process starts off with the customer needing a job done.  

The request for work is entered into SunWorx as a work order and it automatically has the status of Unready Backlog.  This means it is waiting for the background work (permits, locates and materials) to be checked.  

Once the background is clear its status changes to Ready Backlog.  This means it is ready to be worked on and scheduled.
The schedule goes with the crew as they do that days work. After the day is done the schedule comes back with changes and the changes are made in SunWorx.

This is the basic day to day work flow.  There are many other benefits, such as: reports of work waiting to be done, reports of work waiting for locates, reports of work in the process, and easy access to old work orders for reference

There is another way to look at the big pile of work orders (called a database).  You can think of the work orders being all in one place but having different status.  They are all waiting in the SunWorx system but they have different classifications according to what stage they are at.  There is the beginning stage, the Unready Backlog then the work stage, Ready Backlog then the finished stage, Completed.

There are also the few work orders that are cancelled or on hold.  All the work orders are in the same place just their status changes.

V.  Configuring SunWorx

SunWorx is extremely versatile in how it can be used because of its configuration capabilities.  You can set SunWorx up the drop lists in SunWorx to be customized just for your company.  Same with the breakdown of work between branches and divisions.
The first thing you should do it plan a structure for dividing up your work.  SunWorx is capable of dividing work up into different branches so that a person from one branch can’t see another branch’s work (unless the security settings specifically allow it).

The Branch level is the most important because everything is filtered out by branch which means that every branch can have its own settings and lists such as:

· Crews

· Cities

· Locate Groups

· Divisions

· Employees

· Customers

· Job Type
This gives you the power to have different lists for different branches.  For example, a branch that only did one kind of work (i.e. job type) would never have to contend with the long list from another branch that has 20 different Job Types.  Same logic applies to cities,  no branch wants to see a list of cities that they will never need, just the cities that apply to that branch.
A.  Create Company Structure
When you initiate your SunWorx subscription part of the administration that is performed by Sundex Inc. is to setup the company name with an initial login for the administrator.  After that, everything can be created by at your site.

Before you can start entering work you must configure the system to fit your business and how you perform the work.  As well as who will administer the work.  At the very least you must enter:

· Branch

· Cities

· Employees

· Customer

· System Users

It is recommended that you spend some time planning and setup every part of the system as outlined in the following pages.

You should plan out how you want to organize your work on a whiteboard with stakeholders from every level of the company.  It takes input from everyone because there are different reasons for organizing depending on your view of the company.  Some will want combined reporting including all of the different business segments and others will want to make sure that the work is clear and easy to manage for one administrator in one yard.

During the discussion you should ask the management how they want to report on work.  Work can be grouped, divided and searched by the following large categories:

· Branch

· Division

· Customer (e.g. Bell)

· Job Type

· Contract
In your planning and discussion you should ask the following questions:
1. How do I want to divide up my reporting? (Division, Job Type, contract, customer)

2. How do I want to divide up the work for the administrators? (Branch)

This means that for searching and reporting you can group everything together for an overall picture of all work or you can ask for just certain division(s), Job type(s), contract(s) or customer(s) to see how you are doing in each segment.  That is why it is important to decide what segments to create.

Now you can start setting up the SunWorx structure for you company.  Go through each of the following sections entering the elements that you decided on during your planning.  Make sure you have a convention regarding capital letters or not.  This won’t change the search capabilities but it will make the reports look better.
The administration menu looks like this:

We will leave the Crew and Equipment configuration sections for later as well as the System User at the bottom.  Here we will focus on the main company structure first.
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i) City *
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Enter the cities that you want to appear in the City drop list for each province.  You can enter more cities later as you need them and any importing of work orders (e.g. from Bell CMS) will automatically add cities.  This is good and bad.  It will save you work but you will end up with some duplicate cities such as St. Catherines and Saint Catherines.

In the City screen shots you will notice when you go into the City section it will list the cities already entered for that particular branch and province.  
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To add a new city you click the green plus symbol in the bottom right hand corner.  When you put your mouse over it the caption will pop up and say new as in the right hand picture below.
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Country ID and Province ID are filled in automatically.  In this dialogue box all you have to fill in is the City ID (make up a short form for the city) and the City name.  You will find this  ID field happens throughout SunWorx where you must enter a short form for the longer name or a number.  What you choose is up to you it is just a way to distinguish between cities in case the names are duplicated.

ii) Branch * 
Create a Branch for every section of work that you want to isolate.  This is typically a geographical division.  You should make work from different areas a different branch so that different administrators don’t have to sort through work and lists that have nothing to do with them.  If you company does work in Winnipeg, Timmins and Halifax you should have three different branches, one for each.

The Branch list looks like the screen on the right.  When you want to add a new branch you click the green plus sign and you will see an editing box appear at the bottom.  It looks like this:
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Company ID is already filled in.  You must enter the following fields:

	Branch ID
	This is a short form (up to 5 characters or numbers) for the branch

	Branch Name
	Anything that you want to call the branch

	Description
	A place for you to put more detail about the branch

	Home Page
	If the branch has a web site you can enter the address here, if not, leave it blank

	eMail
	This is the general email address for the branch, you can use a person

	St. #
	The number on the street

	Street Name
	This is the actual name of the street

	Designation
	This is the type of street:  Drive, Street, Avenue, Boulevard,  Court, etc.

	City
	

	Province
	

	Telephone – Country
	Country code, 1 if it is in North America

	Area
	Area code

	Number
	7 digit phone number

	Ext
	The extension at that number

	Fax
	Fax number


iii) Division
A division is another way to divide up work based on anything you desire.  Some managers want to report on work based on something other than Branch, Job Type, Customer or Contract.  For these instances you can use division.  Some examples are:  report on work based in which side of the river it is one, or what quadrant or zone of the city is it in, or which general manager is responsible for the work.  The division is a catch all to allow reporting on some other basis that is special to your company.
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To add a new division, click the green plus sign in the bottom right hand corner.  The edit screen looks like this:
[image: image22.png]Untitled Page - Windows Internet Explorer.
GO~ [ repitnmmorcsundex coni(oankssoasipmmuacp2yo)pdniistraton ssptabce
Bl Edt Gew Favortes Took Hep

& & [@uedrare

Live search

& B8 @ Deme G

sunssxcom | Sitelise | ComsctUs | Help

Signout

| ok Reauests | | [ Company_|[Branch | Division || Customer | Customer Contact |[10b Type |

- =
Cre

St
o T -

Company ranch
= o
Drog o ol heodr and opther o grup byt coam

| o recorss to spey.

Report > Ready

jucenfiensionsnsy

crew N
Equipment N
Administraton .

-cty
- Company
~Branch

- Diision

@ et





The Company ID and Branch ID are already filled in and cannot be changed.  You must enter:

	Division ID
	A short form for the division, up to 5 characters or numbers

	Name
	The name of the division e.g. North Shore, Big Jobs

	Description
	More space to describe the branch


iv) Employee Class

When calculating the costs of doing a job we want to take the crew wages into account.  To do this we need to associate a wage with each employee.  Instead of adding the wage to each actual employee we have created a system where you apply a wage to a pay class.  This will allow you to put each employee into a pay class and when you have to change the wages in the future you don’t have to go into each employee you simply change the value for that class.
The Employee Class screen looks like this:
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To add a new class you click the green plus sign in the lower right hand side.

When you click the plus you will see the editing screen like this:
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Your job here is to enter the following information:
	Employee Class ID
	This is a short form for the name, could be a number or words up to 15 characters

	Name
	This is the name of the class

	Rate
	This is the hourly rate

	Notes
	Any further description or notes


Make sure you create the Employee Classes before adding field operations employees so that you can put them in the proper pay class.
v) Employees *

The next thing you have to setup is the employee list.  This is a list of all employees that will either perform work or use the system.  Some companies put all of their employees in to SunWorx, some just put a few and add new ones as they realize they are required.

The New Employee screen looks like this (you must click the green plus on the Employee screen):
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The first tab is the Employee tab.  We just discussed the Employee Class tab and we will discuss the Crew tab later in this manual.

Company ID and Branch ID are all filled out already.  You must fill in the following:

	Employee ID *
	Typically a number for that employee but you can also use a 5 letter code

	Email
	The email address of that employee at home

	First Name
	

	Last Name
	

	Contractor ID
	This is the Ontario One Call ID number that is used for this employee

	Class
	This is a pay class in order to put a cost to the crew hours when calculating operating profit

	Address
	This is the employee’s home address, # Street and Designation as it is for other data entry boxes

	Foreman
	This is a yes or no choice that will allow this person to be the head of a crew


vi) Customer (Bell) *

Enter at least one customer.  A customer is a company that you are doing work for such as Bell or the municipality of Calgary.  This entry allows you to search and report on work done for a certain customer.
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When you click on the green plus sign the New Customer screen appears and looks like this:

Similar to the data entry screens above, the Company ID and Branch ID are already filled in you must enter the rest of the data as it applies to the customer as a company (not your contact at that company, that comes next). The name and address should be the name and address of the company Bell Canada.

vii) Customer Contact
The customer contact is the name and information of a person at the customer’s company.  For example, if the customer was Union Gas, this customer contact information would be the person that you call at Union Gas for answers, or an inspector or whomever you call.  You can have many contacts for each customer this is just a chance for you to put all the information in so that you can choose it from a drop list to save time when entering a new work order later.

The Customer Contact screen looks like this:
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Notice the three drop lists at the top.  You must choose the Company, Branch and Customer before you see a list of the current customers and before you click the plus sign because when you click the plus the new contact will go under the choices in those drop lists.

Here is what the customer entry screen looks like:
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Here you enter all of the personal information for the person you would call at this customer’s company.  You can then add another and another until you have a list of all the people you would contact at that customer company.
viii) [image: image29.png]BX

Untitled Page - Windows Internet Explorer. BX
O+ (B repiinmmorcsundex coni(okamkssoasipmmacp2yo))fdniistrton ssprtab: Live Search 2]

Ele Edt View Favortes Toos Help

& & [@uedrae

= Grfa v B @ - e Gk -

sundexcom | SiteMsp | Contsctl

| ok Reauests | | [ Company | Branch | Division | Customer | Customer Contact | 7ob Type

- Unreacy.
-Reasy

- Scheduked
- Completes

‘Company 0: Branch 0 [F

- Approved
e Division I JobType I0:
- cuS New Deseription:
- CMS Revised
- Import CHS

Insert Cancel

Report >

jucenfesstonns

crew N
Eauoment

@ et




Job Type

This is where you can build you drop list of job types.  Then when entering a work order you can simply choose the type from a list and everyone uses the same wording and spelling which makes it easier to search and report on.

The Job Type list looks like this:

When you add a new Job Type by clicking the green plus sign the data entry screen looks like this:
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All you have to do is enter the job type ID (a 5 character short form) and a description (a long form for the work).  The Description is the one you will choose from the drop list in this case.
ix) Search Criteria

Search Criteria give you the ability to create a custom check box so that you can search for work order with that box on or off.  This section will be covered later in this manual.

B.  Setting Up System Users and Their Permissions *

A system user is the actual login information.  You can add as many employees as you want to the SunWorx employee list, they will then be available to choose from in the employee list when you are building crews or adding time to their timesheet but they can’t login to SunWorx.
Once you add the employee to the System User list with a login name and password, only then will they be able to login and use the SunWorx system.

i) System Users
The Add New SunWorx System User box looks like this:
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This is where you enter the user’s login information:

User ID

The name they will enter when logging in (Access ID)
Password

The password they use when they login

When a user logs in they will be asked for:
Access ID

which is the User ID

Company

the name of the company

Password

The password you entered in this screen

x) User Rights
This section is where you can control what screens the user can see.  There is no control over whether a user can read only or delete/modify.  If a user can see it they can change it.  This section controls what areas of the system they can access e.g. entering new work orders.

The User Rights screen looks like this:
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On the left side you can see all of the possible rights a user can have.  Administration rights for all the different sections all the way through the equipment, crew, locates, scheduling, restoration and reporting.  The user in the example above has all rights that appear in the right hand box.  If the right hand box is empty (as it is for a new user) you select the rights from the list on the left and then click the single arrow pointing right to move those selections to the right hand box to give the user those rights.

If you click the double arrow pointing to the right, all of the rights will be transferred.  Same works for the arrows pointing left, select what you want to take away on the right side and click the arrow pointing left to remove it from that list.

xi) User Branch

This is how you control what work orders a user can see.  You can give the user rights to one branch only and they will only ever work with the lists that go with that branch.  For someone who wants to report on the whole company, all branches, they will need to have permission for all branches.

The branch selection screen is very similar to the previous user rights screen and looks like this:
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The box on the left lists the branches to choose from and the list on the right shows the branches the user currently has permission to see.  To change it, select the branch you want to give or remove and click the arrow pointing to the direction you want it to move.  If you want to take away the rights to see Ottawa (in the example above) then click on Ottawa in the right hand box and click the single arrow pointing left.  Then it is removed and the only selected branch will be Toronto.
VI.  Locate Configuration
A.  Basic Locate Management

Locate requests can be a big deal when working with several different utilities and locating companies.  Legal liability if you damage plant in the ground can ruin a company.  For this reason SunWorx has spent a great deal of time making locate management easy and efficient.

For every work order there is a list of locates as seen below:
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For every locate request from each company there is a line in the grid.  The company name (usually the utility even if they contract out the actual locating) and the requested by are part of the creation of the locate request entry (more about that later). 
Other fields work like this:

	Request Date
	The date the locate request was sent

	Receive Date
	The date the answer / sketch / fax / marked and faxed etc. was received

	Expiry Date
	This is an automatic calculation that tells you when the locate will expire based on the information in the locate configuration (more soon)

	Ticket Number
	This is the reference number for that particular locate (not the One Call Reference number)

	Notes
	You can add any extra notes here.  You can’t see much space in this screen but in the edit screen there is lots of room.


If you look at the top of the Locates tab you will see a place for the One Call Number, this is where you can place the master number from the “Call Before You Dig” center.

B.  Automating Locate Management
As you may be able to imagine, manually entering all of these locate requests will be repetitive and time intensive.  SunWorx has several features to speed things up:
1. Locate groups

2. Locate request report that fills in request date

3. Date requested and Date received autofill buttons

ii) Locate Groups

Before you dig in a certain city or town or geographical area you will notify the One Call center who will then alert the members and you will alert the non members directly.  The repetitive part of this scene is that if you are digging a lot in the same area you have to notify the same several utilities!  
SunWorx allows you to build groups of utilities that you typically request locates from.  If you do work in Canmore and you always request locates from:

· One Call Center

· Trans Canada Pipelines

· Bell Canada

· Canmore water

· Rogers cable

Then you can create a group for these companies, with their fax numbers and contact information.  Then next time you are going to perform work in Canmore, you don’t have to enter each utility individually, you simply choose that group.

You can name the group anything you want.  Some people make a generic group containing Gas, Water, Hydro, Bell and use the same group for every location.  This means that you will still have to lookup the fax number for each company but you still have a great tracking system that will allow you to watch for missing and expiring locates.

Other people make a different group for each city and then name that group the name of the city.  That means if I am digging in Canmore, I simply choose the group that I made and named Canmore and it will fill in all the specific utilities that I put in that group when I created it.

iii) Creating Locate Request Groups

In order to maintain flexibility and versatility SunWorx has organizes the utility companies (or any company from which you will request locates) into this structure:
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The approach is that you define the categories of utilities that could possibly have plant in the ground and then define the particular company in that category.  This structure makes it easier to deal with the hundreds of different companies because they are categorized.
After you have created all of the categories and then added all of the companies to each category you can then create groups of locate requests.  When you are setting up the locate requests for each work order it will be easier to call on a group than to add each request individually.  Now let’s look at how to add the actual categories and companies and then create groups.
iv) Locate Categories *

These are the broad catagories of possible utilities like:  Gas, Hydro, Cable, Steam etc.  don’t worry about the actual company that owns the plant in the ground you are now setting up the main structure that those companies will fit into.  There aren’t that many of these categories but they are a great way to organize the hundreds of companies that actually own the plant!
The Category screen looks like this:
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You can see some example categories like Gas and Hydro.  These, like most setup variables are all unique to a branch.  This means that you can have different categories depending on which branch you login to or have the rights to see.  This is great when there are certain categories like steam or traffic lights that don’t affect some areas. 
To add a new category you click the green plus sign as before.

When you click the green plus sign you will see this screen:
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All you have to do is enter the name of the category and a brief description to elaborate (if desired).  The only grey area that has come up so far is the telecom Vs. cable companies, you have to sort that out for yourself.  Some people have combined the two.
v) Locate companies *

These are the companies that you will have to contact to ask them to send out a locator to show you if and where any plant is below your dig site.  You enter as many companies as you may be contacting to request locates.  If you are in an area where the One Call Center (or the Call Before You Dig center) is legislated (i.e. everyone must be a member) then you don’t have to enter anything except the One Call Center(s) for each region you work.
If you are in an area with no such legislation you will either have no One Call Center or a One Call Center with many members and many other utilities that are not members.  When you request a locate from the One Call Center they will alert all of their members that may have plant in the ground at that address.  It is your responsibility to figure out if there are any non member utility companies that you have to contact as well.  This is where the locate request tracking capabilities of SunWorx really shines.
[image: image36.png]Untitled Page - Windows Internet Explorer,

=

@ )~ [ hpiisunwors sundex. comi(Sarzperp2vS3td8jensdnut ocatesConfg asprtab=gr

9] 9] [x] [ive 5o [l

& & [@umedrae

[

[ e v | page + {J Tooks ~

sundexcom | SiteMsp | Contsctls | Help

Signout

- Unreacy.
-Reasy

- Scheduked

- Completes

- Approved

- Canceled

- cuS New

- CMS Revised
- import CHS

Report

jucenfiensionsnsy

crew
Contract
Equipment

Administraton

| e Reauests | | [ Category || Company | Group | Group st |

tegoryCompany
Branch LocateCategory

= ~Jlotewe oo

Drag a column header and crop it here to group by that column

R S ——

‘Dmco RMOC  Embrige  ON

‘Dmco RMOC  UnionGas ON

| crenge pece: 4 b

Displaying page 10f 1, items 1to 20f 2.




Enter all of the companies that you would ever call and as you find new ones you can enter them as you find them.  The main Company screen looks like this:

Notice the filters across the top:  Company, Branch and Locate Category.  You must choose the appropriate entries to see the company names.  This is how the list remains manageable.

When you want to add a new company click the green cross in the bottom right corner.  You will see this screen:
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The company ID, Branch ID and the Category are filled in automatically because you chose these from the drop lists before you clicked the plus.
You must fill in all of the other information:

	Name
	Company name e.g. B.C. Hydro – Kamloops

	Province
	

	City
	

	Contact
	The person you would call if there were questions or a locate missing or about to expire

	Phone
	The phone number of the person to contact

	Fax number
	The fax number of the above person

	Expiry Days
	This is the number of days the locate is good for.  SunWorx will keep track of expiring locates.  Their age will be based on the received date and the expiry is based on when the age reaches this number


Enter all of the companies that you regularly contact along with your contacts at each company.  Then you can proceed to Groups!!
vi) Locate Groups *

Locate groups are the cluster of companies that you always send requests to for the same work order.  For example every time you dig at the corner of Division and Princess in Kingston you have to call the same 5 companies, the One Call Center and the 4 other non members.
If you filled in the categories and the companies (as in the previous two sections) then you don’t have to do anything else to start using SunWorx.  You can go into each work order and go to the Locate tab and add each company that you have to call one by one.  That would be 5 separate entries for each work order. 
The purpose of a group is to save the trouble of adding 5 or 6 different locate requests to each work order manually.  With a group, you simply choose the group and the affected people are automatically contacted.  Of course it is up to you and your company to pay special attention when building these groups because if something is missing, it is the operator or administrator’s fault.
Some people name the group after a city or region, then every time they dig in that region they choose the group by that name and it automatically fills in the different required locates that you must request.

Now when you want to dig in that area you can choose the group name and it will automatically fill in the 5 separate entries that you have setup in that group.  To make things even more automatic, when you print off the Locate Request Report, all of the locates that have not been requested will be printed and their “Requested Date” field will be filled in with today’s date.  **See Locate Request Report for a full description**

vii) Creating a Locate Group
Once you understand what a group is we can build a group.  Creating a locate group is a two step process:
1. Create a group name (for a certain branch)

2. Add companies to that group

Creating a Group Name
The third tab in the Locates menu choice is called Group.  If you click on that tab it looks like this:
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The only purpose of this screen is to show you all the group names.  To create a new group name you click on the green plus sign.  You will see the “New Group” form appear at the bottom of the list like this:
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The only thing this screen needs is the name of the group.  You can expand on that name in the description box if you want to.  Some people make up special names for groups and the description can make the purpose clearer. 
Once you have created a name you are now ready to add some companies to that group name.  That is in the next tab.
Adding Companies to a Group Name

Click on the last tab called “Group List” to see an existing group.  The name of the company, Branch and Group Name appears in the drop lists across the top.  The list of companies below is the locate request companies associated with that group name.  

The screen looks like this:
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In this example the company is PH Company the Branch is Ottawa and the Group is Ottawa (they named the group the name of the city in which they are going to dig).  Below you can see the names of the companies that they must request locates from and track the receipt of.
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If you want to add more companies you can click the green plus sign.  This will add company names into the group named Ottawa.  If you want to add companies to another group or maybe a group that you just created you must choose that group name from the drop list before clicking the green plus sign.

Here is what a new group looks like:

Make sure you have selected the correct Branch and Locate Group Name, when you click the green plus sign you see this screen:
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You now just pick a company name from the list of all the locate companies.  All the ID numbers are going to be harder to read but since you picked the correct group name before clicking the plus sign, everything will connect correctly.

Now we have finished enough of the setup to start entering new work.  Each piece of work is called a work order.

VII.  Configuring and Adding Equipment

In order to keep track of equipment as well as associate a cost to the work being done you can put all of your equipment into SunWorx and associate a rate with each class.  This is an important point, all equipment that is the same rate makes up a class because you can only assign a cost to a class, not to each specific piece of equipment.  If you ever have a special piece of equipment that has its own special rate, you simply make a separate class for that piece.
The big categories of equipment are called “Classes”.  This will allow you to report on equipment differently.  Classes are the big groups of equipment like Trucks, excavators, trailers, etc.  that all have the same billing rate. You can be as broad or defined as you want to be.  You could make a category called Back Hoe just to hold all of these units.  It depends on how much equipment you have and how you will want to report on it.  If you want to see how many hours are on all the back hoes alone then put them into a separate class.  
Another way to organize them is to have a special prefix on the unit number.  Maybe all trucks start with a 1.  A typical truck number would be 1-5067.  Then you could use classes within that numbering plan to distinguish what kind of truck it is and its rate.

You could also reverse the two and use the category for the big group and a numbering scheme to distinguish within that group.  Just remember, again, that the billing rate is on the class only.
A.  Meter Type

The first step is to define how many different meters are on all of your equipment.  Some have odometers that measure mileage, other have hour meters to show how many hours the equipment has been running.  Maybe a specialized piece of equipment measures how much oil has flowed through it.  Regardless, before you can define a category you must define what kinds of meters you have.
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Everyone will want to have hours and miles/km.  To setup the kinds of meters you go into the Equipment side menu and click on Equipment Meter Type.  The screen will look like this:

As you can see from this picture the two most common meters have already been setup for the branch Kamloops.  You will have to do the same thing for all of your branches.
To add a new meter type, click the green plus sign in the bottom right corner.  You will see a [image: image42.png]Untitled Page - Windows Internet Explorer,
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screen that looks like this:

There isn’t much too it, you just name the meter with a short form in the first box (10 characters or less) and then a more elaborate description in the description box if you need it.
B.  Equipment Class
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Now we can go to the Equipment Class tab at the top.  The screen looks like this: 
You can see that there are already some categories for the branch Kamloops.  You can add as many as you want but you should plan ahead so that you don’t have add any later and try to switch things around.

When the click the plus sign in the bottom right hand corner you see the add/edit screen:
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Enter the following information:
	Equipment Class ID
	Short name for the class, 15 characters or less

	Name
	The name of the class

	Rate
	The hourly rate that it costs the company to run

	Meter Reading
	This is a flag to make sure that you get meter readings from the equipment that you want.  If you make this flag = “no” then users will never be asked to enter a meter reading.

	Meter Type
	This is a drop list of the types you just created in the previous section.  Just pick the right meter type for this category of equipment.

	Description
	This is your area to elaborate on this class.


C.  Equipment

Now that we have the meter types defined and the equipment classes defined we are ready to add equipment.  If your company doesn’t have a numbering system for its equipment then now is the time to start one.  Choose a number that has sections for information that you might want to know, for example:
01-05-500894

01
Class – this is a way to link the class in SunWorx with the number on the equipment.
05
Year – this is the year the equipment was purchased.
5
Branch – this is the branch ID that purchased the equipment.  This could be used to organize the capital costs and depreciation by branch.
00894
Serial number from the accounting system or a made up system

You can make up your own system just do some research and plan it out.
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Click on the Equipment tab and you will see the following screen:
This is the equipment that is currently added for the Kamloops branch.
To add a new piece of equipment click the green plus sign in the bottom right hand corner.  You will see the Add/Edit screen that looks like this:
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You must now enter the following information:
	Equipment ID
	This is the equipment number that you have created or is on your equipment

	Name
	The name of that particular pickup (or just say pickup and let the number distinguish it)

	Class
	Pick the billing class for this piece

	Equipment active
	When a piece of equipment is decommissioned or sold, you can’t delete it because it is related to hundreds of jobs, instead you simply make it inactive

	Description
	This is the area where you get to write any extra descriptive notes that you need.


VIII.  Contracts

Contracts allow you to relate prices to a particular customer and/or area.  This is where you setup your price sets for all your items. 
If it is a Bell contract and you import from CMS you can also use these contracts, named the same as the Bell contracts, to sort your work into branches automatically.

A.  Creating a Contract

The first thing you do to setup your price set is create a new contract to hold all of these prices.  The contract will be related to a branch and customer so that when you create a new work order, you will choose a customer and only contracts related to that customer will be available.  The other advantage to this relationship is if you are importing from your customer it will automatically sort it into the correct branch according to the contract.  More about that later.
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To create a new contract you go into the contract screen, into the contract tab.  It looks like this:

There are two contracts in Kamloops in this example.

If you wanted to create a contract in a different branch, this is where you would change it.  You can also look at inactive contracts in case you need do some digging into the past or even if you have to reactivate them.
When you click the green plus sign you will see the new contract editing page:
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You enter the contract number as you see fit.  Typically you would use the same number as your customer to avoid trying to match them up later.

	contract
	The contract number as your customer defined it

	Active
	This allows the contract to continue to exist (because you can’t delete it when there is work assigned to it) but stops it from being used.

	Customer
	This is the name of your customer.  You will have different contracts for different customers.

	Start date
	This is when the contract becomes active

	Description
	This allows you to elaborate on the contract and give details as to why it is assigned to a branch and who is responsible for it (or any additional details)


With this new contract you can start entering billable items.

B.  Billable Items

Billable items are the actual physical pieces that you can bill for.  Maybe pipe, by the foot or each bracket.  Whatever it is, if you want to put it on a bill you enter it as a billable item in the contract.
To add a billable item you click on the Billable Item tab at the top, the screen will look like this:
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There are three billable items in this example.  You can see the branch and contract across the top.  If you do not choose a contract then the billable items become the choice when there is no contract chosen.  In other words, in all other screens of SunWorx you can choose a particular contract to see those contract items, if you don’t choose a particular contract then the list of billable items from the N/A contract will be available, the default contract.
Often contracts will be hundreds and maybe thousands of items. If you can get the whole contract in an Excel format and format it into the correct columns you can import it.
Here is how you enter it manually.  Choose the correct Branch and Contract and then click the green plus sign. You will see a screen like this:
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Here are the fields that you fill in:
	Item Code
	This is the reference code that you client or supplier uses

	Name
	The industry name for that item

	Unit of measure
	This describes how you are going to quantify the item. For pipe it might be “feet” for sod, “square feet” for brackets it would be “each”

	Whole number
	This dictates whether you are allowed to enter a decimal (e.g. 1.5) or if you must only enter whole numbers (1, 2, 5, 20).  If you cannot divide the item in half, like a bracket or a cap, then you want only whole numbers.  Nobody is going to install 3.75 brackets, this should be whole numbers

	Can Edit on Billing
	This controls whether the user can change prices etc.  If they cannot edit on billing then all they can change is the quantity.

	G.S.T
	Whether the item should have GST added to it on the bill

	PST
	Whether PST should be added on the bill

	Description
	This allows you to write any details that you feel will help the users figure out when to use this item

	Category
	This allows you to have 4 different levels for the same item, for example, summer price, winter price, summer overtime, winter overtime

	Unit Price
	This is the price of the item

	Quantity from and Quantity to
	These are the boundaries for the quantity of this item.  If you had a item that you knew had an impossible range, for example you know you never run 1/2” pipe longer than 100 meters for this contract, you could put a quantity from 1 and a quantity to of 100 and then SunWorx would only let the user enter a number between those two limits.  If they tried to enter 500 meters there would be an error.

	Description
	This gives you a place to elaborate on each price category.


When you are finished entering the information you click the Insert link and it will save that item.  Repeat this process for every item in the contract.

If you have the same billable items in another contract, even in another branch, see the copy contract section to save you some time.

C.  Automatic Branch Sorting During Import

SunWorx has the capability to accept work orders from several different sources (e.g. Bell’s CMS system, Enbridge’s Storms system over the eBridge).  This means that when new work, or updates come from these companies they flow into the SunWorx system automatically.

When you come in at the beginning of your day you may have hundreds of new work orders in SunWorx automatically, requiring no data entry on your part.  This is a huge time saver especially when you have lots of work coming in.
SunWorx is specifically designed to easily scale up and handle thousands of work orders per day.  The work is organized into Branches and each branch has an administrator or several.  This way you can divide work up by Branch and each branch is isolated and one branches work is not visible to the others (unless specific rights are given).
The challenge comes in when the new work orders are imported, there has to be some way of dividing them up.  In SunWorx, you use the contract number from the customer (the utility).  Each contract number is typically a different region and naturally leads to a different administrator which means a different Branch even if there is not a different physical yard/branch.
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In order to automatically accept the new work you must first associate each contract number with a branch.  If you try to import work from a contract number that is not setup you will see the following error:

The error clearly tells you that there is a contract number missing and that SunWorx doesn’t know what to do with this work and will not do anything with it until you setup the Contract to Branch relationship.
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To setup the contract to flow to the correct branch you will go to the Configuration menu to the Contract menu choice then click on the Contract tab.  The screen looks like this:
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To associate the contract to the Branch you must first choose the correct Branch and then click the green plus sign.  The resulting screen looks like this:
Here you enter the contract name/number just as it appears on the import.  The error on the previous page will tell you how the contract appears on the import.  Make sure it makes sense which contract it is and which branch it belongs to.  If you have any questions, dig out the actual documentation that deals with the contract and work it out.

	contract
	The contract number as it appears in the import (refer to error for exact replication)

	Active
	This allows the contract to continue to exist (because you can’t delete it when there is work assigned to it) but stops it from being used for importing.  When a contract is over you want an error if any work comes in under that contract.

	Customer
	This dictates which import it is looking at.  You will have different contracts for different customers.

	Start date
	This is when the contract becomes active

	Description
	This allows you to elaborate on the contract and give details as to why it is assigned to a branch and who is responsible for it (or any additional details)


#############################
IX.  Login Screen

To enter the SunWorx system, an Access ID, company ID and password will be supplied. 

To login, simply enter your Access ID, company and password. You can either hit enter on the keyboard or the submit button on the screen to gain access.
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If the Access ID and/or login are incorrect, you will prompted to renter the correct information.
I. The Main SunWorx Screen
After you login, the first screen that you will be brought to is the Search screen at the top with the current search results below it.
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The major parts of this screen other than the normal Windows / Internet Explorer attributes are:
· Menu tree structure on the left side

· Single line menu at the top

You can see the standard Main Menu on the left hand side:
	Work Requests
	Different searches and operations to do with work orders e.g. prebuilt search for completed work

	Report
	This is the area for reporting

	Configuration
	All of the administration and configuration settings are in here (as we saw in the beginning of this manual)

	Locates
	This is the configuration for the locates process

	Schedule History
	All the options for the audit trail of work that has been scheduled

	Schedule
	This is where you actually build a schedule of work with a crew and equipment

	Restoration
	This is where you manage all of the restoration and spring cleanup requirements


Another the top there are five options:
	Search
	This will bring you back to the search screen in order to look for work orders

	New
	This will start a new blank work order ready for you to enter data

	Save
	This is the save button for work orders

	Clear
	This will clear all of the fields in a work order without saving them

	Sign Out
	This will end your SunWorx session and nobody can use the system until they login again.  Use this when you are going away and don’t want anyone else to use the system with your login


II. Creating a New Work Order

The first thing to do when you want to enter new work is to click the New menu choice on the menu at the top right.  The New link will bring up a blank work order composed of several text boxes, drop down lists, and date fields, and tabs across the top that all relate to this one new work order. 
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Your job is to fill in all of the blanks according to your company’s work and the standards you have decided on.  What that means is, during the configuration phase you chose many different list values, such as Job Type, now you choose from that list.
The main screen at the top appears on all work order detail screens.  It contains the following information:

	Work Request #
	This is the unique (for each customer) number that will identify this work order.  Many companies use the same number that there customer uses.

	Branch
	The branch that will own this work.  This is critical because anyone logged into a different branch will not see this work.

	Division
	This is another way to identify the work and was decided during the configuration

	Date received
	This is the date you first received the work

	Creator
	This is automatically filled in with your login information

	Customer name
	This is the name of the company that hired you to do this work

	Job Type
	This describes the type of work as per your configuration

	Contract
	This is the contract number with your customer

	Customer Contact
	This is the name of the person you call at your customer with any questions

	Phone number
	This is the number of the Customer Contact Person

	Street #
	This is the number of the address where the work will be performed

	Name
	This is the street name where the work will be performed

	City
	The city where the address is that the work will be performed

	Province
	Province of the address above

	Postal Code
	Postal Code of the address above


Below the top section (that always appears in every view) is one tab (to start) called Work Request.  This section contains more information about the work, the status and the requirements that have and have not been fulfilled.  The screen looks like this:
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Each element described:
	Home Owner
	The name of the person who owns the house you are working at

	Home Owner Phone
	This is the phone number of the above person

	Meter location
	This describes where the meter should be (gas jobs normally)

	Intersection
	This is the main intersection near the job site

	Area #
	This is a free form field where you can use any area convention that you decide to categorize the work geographically

	Map Reference
	This is the same as above just a different field to work with.  Normally people use the Perly’s map coordinates

	Parent Work Request
	This is a place to put the number of a related work request in case this is a call back

	Job Location
	This is where you can add details that will appear on the Locate Request report.  These are words to help the locators do their job.

	Description of Work
	This is where you can add more description about how to locate the job.  These also appear on the Locate Request report.  These instructions are often the same for many work orders, that is why they are separated from the Job Location, they can be cut and pasted to duplicate them.


In the next section to the right called Scheduling you will see the following boxes:

	Date Created
	This is the date the work was created either in SunWorx or in the system that feeds SunWorx

	Date Required
	This is the date that the client has indicated by when the work must be done.

	Assigned by
	This is who scheduled (or will schedule) the work

	Assigned to
	When the work is scheduled, this box will show who it was assigned to

	Status
	This tells you what status the work order is in, unready, approved, ready, scheduled, complete, cancelled

	Start Date
	When the work was started

	Scheduled Date
	When the work was last scheduled

	Completion Date
	When the work was finished


The next section to the right is called Requirements.  This is where you manage all of the things that should be done before the work is started and some items that must be done before it is completed.

In the Requirements section you will see the following text boxes:

	Locates
	This is a drop list to set whether you need locates or not and whether they are received.  The ratios below the drop box show you the current stats, how many need to be requested and how many were requested then how many are expected back and how many were actually received.

	Permits
	This is a drop list to set whether you need permits or not and if you have received them.*

	Police Services
	This is a drop list to set whether you need permits or not and if you have received them. *

	Restoration
	This is a simple flag to mark if there is restoration (clean up) required on this job

	Materials
	This is a simple flag to show whether materials are needed

	Open Pit
	This is a custom Search Criteria check box that was setup and called “Open Pit” in the Custom Search Criteria section you will learn how to create up to 4 check boxes in this area so that you can flag work orders for any reason you choose and call the check box anything you choose.  This Open Pit check box will not appear in a standard setup of SunWorx, you have to create it.


*  These drop lists are used to keep the work order in the Unready status until it is safe to move it to Ready.  Move each of these drop lists to Required and the work order will wait for this section’s work to be completed (e.g. locates received, or permits received or police organized and confirmed).  Once each of these is completed the box will change, or you can change the box to Received and it will allow the work order status to change to Ready when you save it next.
What is a Flag?

The Restoration, Materials, Open Pit (and the custom check boxes that you make) are all simply flags that are on or off.  This gives you the capability to mark a work order and then search for all work orders with that mark.
Finished Creating
Now you are finished creating the work order.  The last thing you do is click the save link at the top right of the screen.  SunWorx then looks at all the boxes, checks for required fields and also checks to see if there are any requirements that would keep the status at Unready.  If the Locates drop list has been changed to Required, then there is a Restoration tab added to the bottom section.

There are two more tabs that are always added, Restoration and Attach file.  We will look at them in the next section.

X.  Editing and Updating a Work Order
After the work order has been saved for the first time every other time you work on that work order you are editing it.  Upon saving, there are always 2 new tabs created in the lower section: Restoration and Attach File.  If the Locates drop list was set to Required then SunWorx will create another tab called Locates to track the locate requests.

Here is what the screen looks like:
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Notice the new tabs.
Now let’s look at each tab. 

First the Locates Tab:
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When you first go into the Locates tab it will be blank and empty because you have not added any new locate requests.  This is where you use the locate group that you created during configuration (please refer to the “Creating a Locate Group” section). Pick a group name from the drop list and then click the Create button.  The appropriate locate requests will appear in the list according to what group you pick.  In this example, we picked the group named Ottawa and it filled in the following 4 locate requests:
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Every time there is an update for these locates you go into the work order, then into the locates tab.  To edit a locate request you must click on the pencil icon on in the left hand column beside the entry you want to change.  The edit screen will then appear at the bottom of the screen and look like this:
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You can now add and change dates as you make advancements in the locate requesting and receiving process.  There is no way to automate or speed up the entry of Received locates because they all come in at different times.  You will go to the work order, go into that locate request and add the date just like you would in a manual system.
The Requested date on the other hand usually happens all on the same day.  For this reason, there are two ways to speed up the data entry.  One, is the “Request All” button.  This button will automatically fill in the current date for all locate requests (each row) that have no Requested date yet.

The other automatic way is by using the Locate Request Report which will be described in greater detail in a later section.  This report is a summary of all locate requests that have not been requested yet (therefore their Requested Date field is blank).

During a normal operating day you will enter many new work orders and setup several locate requests for each work order.  You will not fill in the Requested Date for any of these because you have not requested them yet.  When you are finished with the new work for the day and you want to request all of the locates you run the Locate Request Report.  This report will combine all of the different work from different cities and group them by city.  This will put many work orders on each page for each city so that it make a short efficient report for the locate companies to work with, one for each city.
SunWorx does one more time saving thing, every work order that appears on that Locate Request Report will automatically have the report generation date (the current date) placed in the Requested Date field for each of the locate requests for all of the new work orders.
A.  Locate Request Report Logic

To repeat this a different way, the Locate Request Report looks through the entire list of records for any work orders that have locate request entries with blank Date Requested fields.  If this field is blank, that work order is put onto the report and its locate request Date Requested field is filled in automatically.

This means that if you entered a bunch of new work and many or all required locates, then when you ran the report you would see many different pages one for each city, each page could have several work orders on it.  The report would consist of any work that has a locate request with a blank Date Requested.

Now if you ran the report again, right away, without adding any other new work the report would be blank.  Since when you ran the report the first time it filled in the Requested Date automatically for all work that was on the report then there won’t be any more blank Requested Date fields.

The Locate Request report looks like this:
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This report is grouped by city, all of the work orders with the same city appear on the same page(s). When the city changes, the report starts a new page.  This way you can fax this report to all of the locating companies by city.  If the same locate company works with many cities, then they will appreciate the grouping.  If you are faxing to works departments then they will appreciate that fact that you only sent them the work for their city.

B.  Alternative to the Locate Request Report

Some people don’t want the Locate Request Report to fill in dates automatically or don’t need this big report.  The other way to print a single locate request report is to go into the work order, into the Locates Tab and click on the Report button and it will print out a one page Locate Request sheet for just that work order.  No dates will be automatically populated.
C.  More Locate Reporting

Other than the Locate Request Report which is described in the previous sections (section A) which is used to print faxable lists of locate requests that you can send to each city/municipality, there is one other report, the Outstanding Locates Report.

The challenge this report solves is looking for locate requests that are missing locates or locates that are about to expire.  As part of the locate request administration everyone is required, before you dig, to make sure:

· You have all the locates required

· Locates are current - the work can be done before the locates expire

· And the locate requests are fulfilled before the required date

The outstanding locates report can help you do this.  It is used to show you what locates are missing, coming close to expiring and displays the required date as well.

There are two different groupings, by Job Type and by City.  Also the normal Branch rule applies, the reports only show the locate requests for work in the branches you have the rights to see.
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To get to the reports you go to the Reports menu then choose Locates.  You will see a screen like this:

The bottom two are the ones we are talking about.
Here is the criteria for getting on the report:  the Locates drop list is set to Required.

This is to ensure that no work orders slip by, the user must consciously go into the work order, go to the Requirements section on the lower right hand side and change the drop list to Not Required

OR

Received – when you fill in the received date next to all of the locates requests you must go back to the main screen and change the drop list to Received.
Either way you must manually change the Locates drop list from Required to either Received or Not Required.   If you find work on this report that is already in progress or where the locates have definitely been done you can bet someone didn’t change that Locates box from Required!  Now you must go back and fix them up, find them on the report and then go to that work order and change the drop list to either Not Required or Received.
In the report you have several flags drawing attention to what you should watch for.  First there is the number of days to go until the work must be done, that appear in the middle of the first row of each work order.  Then the other critical number is the number of days until a locate expires.  This is located at the end of each locate request row and if it is 5 days or less there will be an asterisk beside.  This way you can scan the last column for numbers with an asterisk and then start calling the other locate companies to get all the locates before the others that you already received expire!

[image: image62.png]SunWorx - Windows Internet Explorer.
G+ [E) rmiimmmercndex conissotssemymssaattun v | 49 X | [11- s

d & [@suwerx [ lief- - [ peoe - G Tods -

sunssxcom | Sz | G

Emm———|

- Unready Branch:
-Ready AL v

- Scheduies Begins With |

- Completed
- Approved Postal Code =D &
~Cancelied Street Name

_CUS ew \—Street Number

- CIS Revised City

Area
Report > || Map Reference
Job Type

|uSenfigurations )| | |'|Comments/otes 16160 HAY 12

Locate Flag
crev Police Senices 136 CAMPBELL CR

Contract Permits 1300 LI 510
{Restoration Required
Status
Equipment Date Received
Adminsration Date Created
e \__|Date Required

Date Started
Locates Date Completed
Date Scheduled
SIS LOC Date Requested
LOC Date Received
LOC Company Name
Restoration LOC Requested By
LOC Ticket Number
(Open Pit
Revisit re Complaint

- Contract

Schedule




Here is what the Outstanding Locates Report looks like:

You can see that it is grouped by the city which means that all work orders in the same city appear together.

This is the same report but if you look at the bottom item you will see a locate that is about to expire.  You can see the asterisk next to the number of days left on the locate:
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If a locate actually expires, this number will go negative and there will be 2 asterisks next to it to show that something is really wrong.

XI.  Restoration

The next tab in the row is Restoration (or clean up).  This is the work done after the digging to make sure that the area is returned to it pre work state in terms of grass, concrete, asphault, etc.  

Restoration is built to track what is needed to restore each work order.  This can simply be a list of call backs because the restoration wasn’t done upon completion, or it can be the whole list of winter restoration.

SunWorx is quite versatile, it can track the type of material and quantities as well as the dollar value for the restoration.  This helps for budgeting the spring cleanup.  If any of the work is contracted out, you can track that too.  It can even track the costs per contractor in order to reconcile the billing.

Before you start you will have to setup all the materials and contractors.  After that it is a simple matter of going into the work order, clicking the restoration tab and filling in the different materials and quantities.

A.  Restoration Configuration

The configuration that we are talking about is simply defining what kind of materials, units of measure, sub contractors your company uses and the costs for them.  Now we go back to the menu on the left side and pick the Restoration menu item and then the Material sub menu.
viii) Material
The main Material list screen looks like this:
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To add a new material you click the plus sign in the bottom right corner.  You will see the following screen appear:
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Here you enter the material with the appropriate costs.  You can choose what these costs mean but for reporting purposes the following definitions are used:

Material ID

Any 5 character short form for the material

Description

Long form name of the material

Unit Measurement
How you would describe the quantity, e.g. lbs, ft, each, sq.ft., etc.

Material Cost

This is the cost per unit

Material Hours
This is the time it will take to install 1 unit

Labour Cost

This is the labour cost to install 1 unit

Once you enter all of the different materials that your company uses with their costs they will become available in the drop list when you are adding restoration to a work order.
ix) Contractor

If you use third party contractors to perform restoration you can add them here so that you can assign work and report on each contractor separately.  This makes managing the contractors easier.
The contractor tab looks like this:
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To add a new contractor, click the green plus sign in the bottom right corner.  The new Contractor screen appears at the bottom of the grid and looks like this:
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The Company ID and Branch ID are already filled in as usual, check to make sure that they are correct.  If not, you forgot to choose the right branch before you clicked the plus sign, cancel, go back, select the correct branch the click the plus sign again.
If you are in the right branch fill in the fields according to their descriptions:

	Contractor ID
	Short form up to 5 characters to represent the contractor

	Email
	The contractor’s email address – the main contact

	Name
	The name of the contractor or contractor’s company

	Description
	A place to put a longer description if you want to

	Address
	As in other areas, the address number, street name and designation (rd, blvd, crt. . . .) are entered into 3 different fields to make it easier to search

	City
	City

	Province
	Province

	Telephone
	Phone number

	Fax
	Fax number


You do not want to make this Contractor record very personal, you will be able to add multiple contacts for each contractor in the next section.
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Contractor Contact

Click on the last tab, the Contractor Contact tab to see who the contacts are for each contractor.  To add another contact to a Contractor, choose the Branch, then the Contractor from the drop list then click on the green plus icon.  We chose, Branch: Kamloops and Contractor: Bill’s Sod.  Here is what the screen looks like:
To add the person’s name that is a contact with that Contractor, fill in the fields according to their labels.

B.  Restoration Tracking on a Work Order
Now that the restoration variables have been setup we can start to talk about the Restoration tab that appears in the work order screen right after the Locates tab.

The screen looks like this:

[image: image66.png]Untitled Page - Windows Internet Explorer,

@,\, + [ ] htmetsunwors.sundex.comi(s(abbixhmhsip12sawapelis))/Employes. aspxztab=cwe ¥ [(#2] (%] [tve search

Bl Edt Vew Favortes

Lok o T@ T Qi ok @0 @ - Te it tmosn

& & [@uedrae

= (B B B @ e Qe

- Locates
- Restoration

-Crew
Contract
- Contract

Equipment

sundexcom | SiteMsp | Contsctls | Help

Signout

Employee | Employes Class | Cren

Crewin:

Foreman: shane Sytmyk v

Description:

Insert Cancel

Internet




[image: image67.png]Untitled Page - Windows Internet Explorer. E=ES]

GO~ (2] repiinmercsundex conis(ebstbsp12sanpeip)Enplyee, sptabcie (%) (] [uve searen 28|

B t& g rawis ok b C@ T Q- ke @ D @ - ek ke anodine o
& & [@uedrae B fa - i - [ page - (Tocks v T

- Equipment

S~

Selected Employee.

- Category [(Y) Bossman Joe - 1-135
- Company () Braun Eva - 1-103
- Group (N) Cross Chiis - 1-100
~Group Lit (Y) Dog Top - 1-136

() Downy Gord - 1131
() Eddie Fast - 1-102
() Jackson Sam - 1-132
) dim Slim - 1-002
() Just Pat Pat - 1127
() Law John - 1-105
() Lotus Leaf - 1-129
() Mall Paul - 1-104
() Rumsfeld Linda - 1-134
() Sammy Slow - 1101
- Complete Schedule () Smith Stan - 1125
() Stallone Syhester - 1-128
() Stone Sharon - 1-133
ateril [(N) Struthers Sally - 1-126

~New Schedule
- Edt Schedule

- Contractor Select Equipment Selected Equipment
- Contact [Pickup 4077 - 4077

[Pickup - 4078 - 4078

5 Ton Truck - 5077

|Hydro Vac Truck - 5078 - 5078
(Trailer - dual axel - 6078
Trailer - equipme nt - 6080
[Excavator - 7078 - 7078

[Mini Excavator - 7079
(Compressor 9077 - 9077

ack Hammer - 9078 - 9078
ack Hammer - 9079 - 9079

(@ e




There are no restoration entries in the picture above so now let’s put some in.  Click the green plus sign and you will see the New Restoration form:
One major structure that is employed for the first 3 lines is the left / before and right / after theme.  The foreman box on the left is who you expect to do it, the foreman box on the right is who actually did it.  The same for the numbers below where the columns are entitled Estimated and Actual.  You can now fill in each field according to the following descriptions:

	Foreman Assigned
	This is the foreman from your company that is responsible for the work

	Date Requested
	This is when the work has been requested to be complete

	Contractor
	If you are subcontracting this restoration out, this is the company that is doing it

	Work Type
	You can sort the work into Spring Cleanup or regular restoration.  This makes searching easier.

	Foreman Completed
	This is the foreman at your company that actually did or was responsible for having the work done.

	Date Completed
	This is when the work was finished

	Contact
	This is the person at the contractors company

	Cost Plus
	This is a flag so that you can sort out the cost plus from the others

	Material
	This is the kind of material you are restoring (grass, concrete, etc.)

	Quantity
	The amount of material that you estimate you will use and then when the job is done, how much you actually used

	Cuts
	This is an area that you can track if the work was several smaller pieces which would be more labour intensive than one big piece (this is optional)

	Material cost, Material Hours, Labour cost
	These are calculated fields based on the materials that you setup earlier and choose from the Material list.


C.  Restoration Reporting
After all of the information is entered there are several reports to get the information back out and if these reports don’t give you what you want you can export the whole search to excel and slice and dice it any way you want.
First the report search screen:
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This screen allows you to narrow down the exact information that you need to find all the way from everything, to just the restoration on Pine Street.
Pick the criteria above and if that is not enough, you can add lines using the Advanced Search.  Once you have chosen your search criteria you then choose the type of report:

Outstanding Report  
This lists all of the restoration work that has a blank completed date.
All Restoration  
This lists all records that have any restoration activity whether it has a completed date or not.

There are two formats that you can output to:

PDF
This is the canned report that lists the work orders sorted by city and grouped by work order number

Excel
This will export all of the key fields from the work order and all of the restoration fields into an Excel spreadsheet.  This is a wide spreadsheet but it contains all the information that you could possibly need.

The report looks like this:
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XII.  Attaching Files to a Work Order

Although SunWorx is not designed to be a document manager, you can attach any file that you want to a work order so that all of the information is in one place.  The only limitation is that the total size of all files must not be over 5 Megabytes.

Some examples of files that you may want to attach:

· Pictures of the job site before and after

· Pictures of locate paint and stakes

· Scans of the locate drawings

· Scans of permits

· Email correspondence

· A Word document or Excel spreadsheet

To attach a file you browse for the file and click the attach button.
Here is what the Attachment tab looks like on a work order:
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There are no files attached in this picture.  To find the file that you want to attach to this work order you click the Browse button and you will see the standard Windows file browsing dialogue box:
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You use the drop list at the top to find the correct folder, and then select the file from the list at in the main section.  When you have selected the file that you want, click the Open button.  This will fill the Add File dialogue box with the folder path (or directory path) and the filename that you selected.  To complete the process and attach that file to this work order, click the Attach button.
There will be a little message announcing the successful attachment of the file.  I will say:
The file IMGP1935.jpg was successfully attached
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And you will see your new file in the list of files.  
Or you will see a warning that you cannot attach more than 5 Megabytes of files to one work order and the file will not attach.  There is a little bit of rounding off in the calculations, notice that at the top it will tell you how many MB you have used, because of the conversion from Bytes (in the file list) to Mbytes this number is deceiving.  When you get close to 5 MB you may not be able to attach a file that you think will fit.  Just delete another file to make room or purchase more storage space for SunWorx.
xi) Viewing an Attached File
To see any of the attached files you must have the software that uses that file type on your computer.  For example if you are trying to look at a file created in AutoCAD you must have AutoCAD on your computer.  This means that someone else can attach files that you will not be able to see until you install that software on your computer.  This allows any files to be attached because SunWorx is not the viewer software.

To view a file, select it by clicking the Select link on the right hand side for the file that you are interested in.  That row will turn blue.  Now click the Download button to bring that file to your computer from the SunWorx server.  It may ask you if you want to open it, click Yes.

Now you are viewing a working with that file as if it was on your desktop.  Remember that essentially this is only a viewer.  

xii) Editing an Attached File

If you want to edit and change the file you must remove the old one and reattach the new one.  Here are the steps:

1. open the file on your computer with the Download button

2. Save it on your computer
3. Remove it from the attached list in SunWorx (using the recycling bin icon)

4. Make the changes to the file, save it and close it

5. Re attach the file to the work order

Remember, SunWorx is not a viewer it is simply a storage place for the files that you want to associate with this work.
III. Importing Work Orders

Another feature within SunWorx is the ability to import work order information which eliminates manual entry. As of now, they can only be imported in excel format using the Bell CMS template. There can be any number of work orders within the spreadsheet.

To import work orders:
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At the end of the Word Request main menu there is a sub menu choice called Import CMS

· Click on the Browse button and a screen with a browse function appears. From here you can browse to where the Import files from Bell are located.

· C:\Program Files\TeldigSystems\CMS Contractor\DataTransfer\DTS\IN could be the folder they are located in.
· With the CMS Import file field populated with the correct path, click on the Import button
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When the file is finished importing, a summary will be displayed noting if the file was imported successfully, how many LOI’s were imported, and if any were rejected.

· We strongly suggest that you do not open the import file, it’s formatted in such a way that manipulating fields may result in many rejected LOI’s!!

xiii) CMS New and Revised

All new imports are placed into a temporary holding status, either CMS New or CMS Revised.  This allows the administrators to see the new ones that just came in and look at the changes that occurred on existing work orders (or L of I s).  When you look at a CMS New work order you can make changes (e.g. setup the locate requests) and when you save it the status will automatically change to Unready.  This means that you can’t leave things in CMS New, they will flow out as you edit and save them.  And of course you don’t want work to remain in CMS New, it should start flowing through the work process.

Here are some automatic settings that occur when work is imported from CMS:
· Police Services and Permits dependencies are set to “Not Required”. Locates are automatically set to “Required”. 

· CMS comments and notes go into a new field called CMS Description and Remarks.
· Revision – The change from the original to the new will be listed in the Audit memo box.  There will be the date changed, then the old value will be written then and arrow ----( and the new value that it was changed to.
· Revision – If the L of I status from CMS is: LOI/Billing completed, Billing approved, or Pending Vendor Manager that SunWorx Status remains unchanged.  Any other L of I status will cause the revised work order SunWorx status to revert back to Unready.  This will ensure that the user looks at the change and makes an intelligent choice as to what the status should be and avoid a situation where locates are missed.
· Revision – if the L of I status is Closed then the SunWorx status will remain or be switched to Complete.  If there is no Complete date, the current date will be filled in as the Complete date.

This means that every day the administrators will go into the CMS New list, into each work order and setup all the locate requests and other dependencies then save to get it to Unready status.  Then they will go into the CMS Revised list and go into each work order and look at what has changed and make a judgment call on what to do with it.  Usually it can be switched back to the status it was at but occasionally it will have to be switched to Unready and the locates will have to be requested again.

XIII.  Finding a Work Order

Now that you can get work orders into the system you will want to know how to get back to them to view them or update them.  What you need is the ability to search for anything you want, and SunWorx can do that!
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When you click on the Search button (and when you first open SunWorx) you will see the search screen with the current (or last) search criteria and results at the bottom.  It looks like this:
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You can see the main search criteria at the top:  
Branch and Division and then a second row with a drop list that says Order #.  
Branch is the foundation of everything.  When you choose All from this list (the default is All) you will see information from all the branches you have the rights to see.  If you have the rights to see many branches, then you will see the results from all of them unless you specifically choose one.  You cannot choose just 2 branches out of many it is either one or all.
Next the Division, everyone can see all divisions this is simply a way to divide work orders up into different groups so that when you are searching you can narrow the search results down to that group.  Same as branch it is either one or all divisions.

The next line is where the fun starts, you can select almost anything from the drop list (specific searches for Restoration are elsewhere).  When you open the list you will see a list of all the standard work order fields. 

When you choose one of these field choices the next drop list changes depending on what kind of field it is. For example if it is text field it will have the choices “Begins With”, “Contains” and “Exactly” if it is the status field or flag field the next drop list will change to “Exactly” and check boxes for all the status or flags  will appear in the next box.
All you have to do is choose the field that you want to search by then look at the options that you have for that field.
If you want to narrow the search you can add more criteria my adding more lines with the Add button.  If you wanted to search for everything that was status Unready on any street with “Juniper” in the name you would see this:
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The results as you see them here appear after you click the Search button.
Note:  Searching with many rows allows you to make the search more stringent, to reduce the results.  Each new row is a new criteria that must be satisfied in order to appear in the search results.  This is called an “And”.   The way is looks is like this:  It must be in any branch and any division AND it must have a status of Unready AND the street name must contain the following letters “juniper”.

The first row must be satisfied (Branch and Division) AND the second row AND the third row.  You cannot use the additional rows to create an OR situation.

OR – if you want a criteria that says: The street name must contain Juniper OR Stocker then you should not use a new row.  Instead you must enter the values divided by the “Pipes” symbol (this is found over the backslash character above the Enter key on the keyboard.

So, if you wanted to search for every work order that is on either Stocker Avenue or Juniper Street you would enter the following into the search criteria text box:

Juniper | Stocker

The screen would look like this:
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xiv) Exporting to Excel
There is an export button at the bottom of every search box, this button will take the current search results and dump it into an Excel spreadsheet.  There have been requests over the years for many different custom reports and ways to manipulate the data that is either very specialized or difficult.  For this reason, you can always get the data out of SunWorx and use your excel skills to work with it.

To create an Excel spreadsheet you fill in the search criteria, run the search, look at the results to confirm that they make sense, then click the Export button at the bottom.  When prompted, you can pick Open to see the spreadsheet on the screen.  Then you can work on it and save it under any name you want.
XIV.  Setting Up a Crew

When creating a schedule you have to match up the Work Orders with the employees (crew members) that will do the work and the equipment that they will use to do the work.  This means going into the Scheduling screen and picking work orders then picking employees from the list of all employees then the equipment from the list of all equipment.  This is very flexible but if the same crew goes out with the same equipment every day then it is a waste of time to pick the same things from the list every time you create a schedule.  This is where a Crew comes in.  A Crew is a default set of employees with a default set of equipment based on a person’s name.  

As you can imagine you will have many different Crews which means we need a way to identify them.  In SunWorx you designate employees as “Foreman” and then setup a crew for that Foreman.

It is important to understand the foreman concept.  When building a crew you must base it on one employee and that employee be setup in SunWorx as a “Foreman”.  This person doesn’t have to actually be a foreman, this is just a structure that allows you build crews.  To setup an employee as a foreman you go into the Config, Administration, Employee screen and edit or add the employee then in the bottom right area of the screen there is a “Foreman” drop list that you can change to yes or no.  Pick who you want to be the key person on the crew, someone who will always be there (and it may actually be the foreman!) and set this to Yes.

To setup a crew you perform two steps:
1. Start a crew based on a foreman and give it a name

2. Add members and equipment to that crew

All crew setup and editing is done in the Crew menu, click Crew and the screen will look like this:
[image: image77.png]Untitled Page - Windows Internet Explorer,

(] Nt fsunwors.sundesx.comf(S(yF124355is100ki22fhhapzx))fEmployee. sspxPtabmche ¥ [(#2][x] [tve search

Ho ©h Wew rommes Tk thb O Q thom @ O @ - e tommewios
P | @utedrace ] RN )~ [ page - G Took -

sunssxcom | Sitelise | ComsctUs | Helo

Signout

Work Requests Employes | Employee Class | Crew |

- Locates

- Restoration -]

Drag a column header and crop it here to group by that column

EmployeeClass Name. Rate Notes.

Crew labr 20.00 Alltypes ofabour
Contract

o 30.00 Class G driver
Equipment

Administraton . J—

-cty
- Company .00
~Branch
- Division a0
- Employee

- Customer

- Customer Contact

- Job Type
- Search Crieria

(@ et



[image: image78.png]Untitled Page - Windows Internet Explorer,

@\, + [2] htpfsunmons. sundex,comi(S(vF124355s10gki22fhh4pz:)) Employee. aspxPtabmcie ¥ [(#2][x] [tve search [o]]

He B Mew Favmes s tb —L 1;, & - oo g0 Wbt oF

& & [@uedrae B fa - 8 - [ Page ~ (3 Took v

sundexcom | SiteMsp | Contsctls | Help

Signout

Employes | Employee Class | Crew |

EmployeeClassin:

- Locates

- Restoration

Notes:

-Crew

Contract Insert Cancel
Equipment
Administraton

@ et




To start a new crew, click the green plus sign and you will see the New Crew screen:

There are only three attributes, just makeup a Crew ID of 7 characters or less (a short form for the crew), pick a foreman from the list that appears, this is a list of all employees with the foreman flag set to Yes in your branch, then create a longer description to explain what this crew can do.
Once you have created the crew now you can start adding employees and equipment.  If you look back at the list of crews by clicking on the Crew menu choice you will see that there is the common green plus sign in a circle at the bottom right and also the big green plus sign at the end of each crew.  Click this plus sign to see this screen (you may have to scroll down to see these boxes):
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On the left side you see a box with all employees in that branch and below it a box with all the equipment in that branch.
Now we choose the names of the employees on the crew from the left side and click on the single arrow pointing right to move them to the right side.  To select more than one name you hold the CTRL key down and click on multiples, then click the single arrow to move all of those people onto the crew. 
If you want to take them back off the crew, select them on the right side and click the single arrow pointing left to take them out.  If you want to take everyone out, click the double arrow pointing left (you could do the same with the double arrow pointing right but it would put everyone in the branch onto the crew!!).

When you are done, click the Submit button at the bottom and the crew is saved.  Now when you schedule work you can pick this crew and the employees and equipment will appear as you have built them.

XV.  Scheduling
A.  Creating a Schedule
When the work exists in SunWorx and all the dependencies have been addressed (locates, permits, materials, police, etc.) then the work order status goes from Unready to Ready.  This means that you can actually go and do work on it.  This doesn’t mean that it will get worked on, just that it is now in the pile of work that you can do.
Now we can talk about Scheduling work.  This is where you look at the big list of work that is Ready to be done and choose which pieces go to which foreman/crew.  You typically want to organize it so that one crew has the right equipment to do the work and they can plan an efficient route with minimal driving.
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A schedule is where you match up the work orders with the crew members and the equipment.  In some cases you will have the same foreman lead the same crew with the same equipment.   For these cases you can setup a default configuration with a foreman, crew members and equipment, then pick this configuration when creating a schedule so that for routine work all you have to do is pick the work orders.  See the previous section: Setting Up a Crew.
First thing you do is go to the menu on the left side and open the Schedule section.  Then click on the New Schedule link.  The screen will look like this:
You must first check the branch (operators that schedule will probably only have one branch and won’t have to check this) then enter the date for when the work is going to be done.  Then choose the foreman and if they have more than one crew, enter the CrewID from the drop list.  You an enter a description to help you remember what kind of crew it is and therefore what kind of work they are doing.  

Then click the green plus sing in the bottom right.

You will now see the big Scheduling screen!  
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This is not all of it, scroll down to see the bottom half of this large form, you can choose work orders then you choose which members make up a crew and which equipment they will take.  Since you have setup default crews with equipment you will not make any changes to the bottom two sections most of the time but if you have to, if someone is sick or they are taking a different truck for one day then you can override the default for this one schedule.  The next day when you choose the same crew it will remember the old settings.
Notice the search criteria at the top, these are the most common search request fields and as with the others, they combine as an AND.  That is, if you enter a value in two different fields, the only results at the bottom will be the work orders with value 1 AND value 2.  You can also search for absolutely anything by using the full power search on the second line.  As with the normal search setup you can add more lines to the search with the Add button.
The first criteria is the status of the work orders.  Normally you only want Ready work that has not been scheduled yet.  Once it has been scheduled then the status goes to Scheduled so that a work order cannot end up on two crew’s schedule on the same day.  If there is any reason to see the work even if it is currently scheduled then you can change this drop list to Scheduled or Ready/Scheduled.  Normally ignore it and leave it at the default value of Ready status.

All of the other fields on the top line are geographically based.  You should use these search options to get to the work that you want to group together.  Typically that is work in the same geographical area.  For this you can use whatever geographical information that you normally use in each work orders (everyone uses something different).  The options are:
Area
An arbitrary grouping made up by each company, Enbridge has numbered different geographical areas.

Map
This is a map coordinate, again chosen by you and your company.  Some companies use the Perly’s map references, page and grid (65,a,4).

City
This is the city for each work order.

Postal Code
This is the actual postal code of the homeowner.

Once you have run the search you can group the work into any of the titles by dragging that title up into the area just above the titles (it actually says “drag column header and drop it here to group by that column”).  You can also just click on the column header and it will sort by that column.
Run the search by clicking on the Search link and see what work orders come up:
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We can see a bunch of work orders on the left hand side now we get to choose what work we will assign to this crew.  If you want to sort by a certain column, you click on that column heading.  In this example I want to sort the work by work type so that I give this crew a bunch of the same kinds of work.  If you want to find the most urgent work, sort by the required date.  You can also group the work by dragging the column header up above the column head section to the area that says “Drag a column header and drop it here to group by that column”.
To pick the work click on it.  To put it in a certain order on the schedule you pick the first one and schedule it by clicking the arrow pointing right.  It will then move to the right hand box which is the schedule.  If you want to pick several at a time and they are in the correct order you can click on the check boxes to mark it.  When you click the arrow pointing to the right all of the marked work orders will move onto the schedule in the right hand box.
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If you want to remove it from the schedule you select (or mark it by checking the check box) then click the arrow pointing to the left and the work order will move off the schedule and back to the available group.
There is a sequence number for each work order that is scheduled.  If you didn’t put them on the schedule in order you can change the number and it will put them in order of the sequence number.  This is how you make them display nicely on the schedule that the crew takes out with them, it will appear in the order they will do the work.  To have the changes in the sequence numbers take effect you click the Update Schedule button.
You can then go down the form further to check the employees on the crew and the equipment that they are taking.  If it needs to be changed from the default anything can be added or removed using the same right arrow and left arrow technique that was used to build the schedule.

When you are finished you click the Update Schedule button and the schedule is committed, the work order status for each work order is changed to Scheduled and the Schedule date is automatically entered.

B.  Edit a Schedule

To see a list of Schedules and to make a change to one of them before they are given out to the crew you click on the Edit Schedule menu choice in the Schedule section at the bottom of the left menu.
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You can sort the ready schedules using any of the three search criteria at the top:
· Branch

· Schedule Date (this is the most common)

· Foreman

Then click the pencil at the right end of the schedule that you want to edit.  The update schedule screen will appear and it looks the same as it did when you created the schedule.  Make your changes and click the Update Schedule button.  Don’t worry when the screen doesn’t change, this allows you to make a change, update the schedule and then to continue working on it.  When you are finished, update it one last time and then click on the next operation that you want to do.

C.  Completing a Schedule

After the work is done and the crew has come back with all the payroll and billing information and an update on the work order (needs more work, completed, restoration needed, etc.) then we are ready to complete the schedule.
Choose Complete Schedule from the menu in the Schedule section on the left hand side and you will a screen like this:
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You can see three schedules in this example, click on the pencil at the right side to edit and you will see the completion screen:
The purpose of this screen is to be able to quickly complete work orders so that their status changes as soon as you know they are complete or not.  If they are not, the status goes back to ready and they are instantly available to place on a new schedule.

Here you simply click the check box of the work orders that are complete, add any comments that you want to and then click the Complete Schedule button to close the schedule and get it off the list.  The work orders will go to Complete or Ready and that phase is done.  

To add billing information you must then go into each completed work order and edit each one.

XVI.  Crew Hours
After the work is done and you have marked the work orders complete or not complete on the Schedule you can also enter the hours worked for all the work on that schedule.  To do this you must go to Complete Schedule menu and search for completed Schedules.  Look at the top right corner of the screen and you will see a drop list for Schedule Status.  Change this to Completed and the list below will show all competed Schedules.  Make sure the branch is set properly and use the Schedule Date field if you have to narrow the search.
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Here is what the screen looks like:

The structure of the screen has the work orders across the top and the employees down the left side.  The way this screen works is you enter the hours that you start each job on the top line under each work order.  Once all the starting times have been entered you click the “Recalcuate Automatically” button at the right end of the time row.
When you click the calculate button, SunWorx takes all the time slices and applies them to each employee for each work order.  This is a way to average out the amount of time.  Each employee’s hours worked can be changed manually as you need to, just don’t recalculate or you will lose the changes you did.

There is a mixture of travel time with work time for each work order.  If you enter the leaving time for each work order then the travel and then work time combines for the first, second and all work orders.  Note, that if you are entering the start time for each, the first work order has travel to the job, then the time on the job and then travel to the second job before you enter the start time.  This may be important in your business, if so, create a business rule to average out the extra time between clocking in and beginning work.
XVII.  Billing
When the work has been started, and maybe finished, you want to create an invoice or a bill for the customer.  You do this by going into the billing tab of the work order.
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The billing tab looks like this:

There are two steps to creating a bill just like a schedule: you create the bill itself and then add items to the bill.  

To create the bill you click the green plus sign in the bottom right corner.  You will see this screen:
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You now enter the basic bill data:
	Bill Number
	For non CMS billing this is the invoice number that you have chosen (it could be related to your accounting system). With CMS the bill number automatically = work order# (only 1 bill# per work order is allowed by CMS).  A bill# may only be created or updated if the LOI Status= Contractor work or LOI/Billing Adjustment.  

	Date Open
	 Date billing# created (current date and time)

	Date Processed
	This is the date that it was sent to the customer (automatic in CMS Export).  Once the billing is processed no further changes are allowed to the billing except in the case that the customer rejects the billing (Date Rejected > Date Processed)

	Date Approved
	This is the date what the customer approved it (automatic in CMS Import)

	Notes
	Add any extra comments about the bill here, this may be seen by the customer.  For CMS this is strictly an internal notation for the contractor.  For CMS the individual bill items (each product code) is exported.  The customer comments would be entered in the bill items description.

	Bill Type
	The bill can be Interim (or progress) which allows more bills after, Final which will not allow any other bills to be created after it or Adjustment, this is the only type of bill that can come after a final bill.  
For CMS only a final billing is produced.  If an adjustment is requested the final billing is modified and sent again to CMS.  If the billing# had 3 billing items and only one of the items needed to be adjusted all three lines would be sent again to CMS.

	Date Pending
	When the billing is ready to be sent to CMS the user sets the pending date. The next CMS Exports it will send all the billing items to CMS and update the date processed with current date.  This date is left alone until you have added the bill items, then you can add the current date and time by clicking the “Pending” link (you will see this in the next screen).

	Date rejected
	This is the date when the customer rejects the bill (automatic in CMS).  If the date rejected is greater than the date processed one may edit the billing.  Once billing is ready you must enter a new date pending and the next CMS Export will send all the billing items to CMS.


You will not be able to fill in all of the dates.  As the bill proceeds through you customer’s system you will be able to update these dates to follow the status of the bill.  If you do work for Bell and use the CMS system you can take advantage of the SunWorx/CMS integration.  Just as SunWorx accepts work orders automatically from CMS it also sends the bills back and gets their status updates automatically!
Now we have to add some items to the bill.  After you click the Insert button you will see a screen showing one line entries for each bill, with a pencil at the end ready to edit.  

The screen looks like this:
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Click the pencil at the end and you will see this screen:
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You can still see a bit of the bill listing at the top of the screen, the actual bill editing screen is down at the bottom of the screen.
To add a new item to the bill you click on the Billable Item drop list. There will be many items in this list.  In order to jump to the item that you want you can click once and then type in the first few letters in that item’s name.  It will jump to that point in the list and you can then pick it out with the mouse.
After you add a couple of billable items your bill will look like this:
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When you are finished adding all of the items you click the Update button and the bill will roll back up into the one line list but you will still be able to see the numbers.
You can leave the bill and come back to it whenever you want to as long as the Pending date is not set.  Once the bill is complete and you are ready to send it to CMS then you can click on the blue “Pending” link and the current date and time will be filled in automatically.

Now the bill is complete.

XVIII.  Exporting Bills to CMS

Once you have created bills on as many work orders as you want, you must export the bill to the correct directory in CMS.  If you have the rights to do this you will see the menu item at the top of the Work Requests menu on the left.  The first entry will say “Export to CMS”.  When you click this menu choice you will see a screen that allows you to choose which branches you want to process bills from.  You will only see the branches that you have the rights to see.  If you have the right to many or all branches you should make sure that everyone knows that you are exporting.  There is no real danger because each branch operator will fill in the Pending date box when they are finished.  Bills that have this date are exported and bills that don’t are not.  It could be one person’s job to export all bills for all branches on a certain schedule.  Here is what the screen looks like (if you have access to 4 branches):
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You can click on which branch you want to export from.
When you click the preview button you can see all of the billing items that are going to be submitted to CMS.  It is possible to print this report but you can also print the exported spreadsheet as well which is a more defendable record.  Either way it is a good idea to keep a record of what you are exporting and when.  You don’t have to print anything, you can save the report as a file and remember that the exported Excel file will also be saved on the CMS machine.

When you click the Export button you will be prompted to confirm that you want to perform this action.  This is important because once you click OK then an excel file is created and all of the bills that were waiting to be submitted will be marked as submitted.

Click OK and then you can open the excel file or simply save it.  Even if you open it first you MUST save the file in the correct CMS directory in order to be processed.  If you were to close this file and not save it, all of the bills that were just exported would be lost as far a CMS is concerned.  They would still exist in SunWorx but you would not be able to tell if they ever got to CMS. 
When you see the file save dialogue box you must navigate to this folder:

C:\Program Files\Teldig Systems\CMS Contractor\DataTransfer\DTS\IN

This is the folder that CMS is going to look into for new bills.  It doesn’t matter what the file is called (but you should leave it named as the date and time to avoid confusion) it just must be in this folder.  Once it is saved there you are done.

XIX.  Project Cover Sheet Report
Some companies prepare a package of all the related paperwork for each work order.  It could be drawings, permits, maps etc.  The Project Cover Sheet report is a summary sheet for each work order.  It contains some of the work order details and all of the locate request details, including who and when the locate was done.
The report looks like this:
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Bug List

There is no “Inactive” check box in the edit of the Divisions and the “Inactive” box is a text box when creating a new division

When editing a branch the city and province disappeared.

?? How do I enter the first city and the first branch?  Catch 22?
City isn’t showing up when I add it to Customer just as in division.

Don’t know what the Function menu choice is for under System user.
How do I choose what category that the locate company is in when populating a group?

Can’t delete a new user after I have given him rights and a branch even after I delete all the rights and branch information.

Can’t add a branch.

Why when I add locates to a Bell CMS work order do they not show up in the Locate Request report?  It works when I enter it manually.

Enhancement:  Make the contract to Branch relationship box one screen so that we can see all of the contracts at once and see which branch they are aiming at.

January 3, 2010

When do you have to update the Schedule, it seems to remember everything I do except sequence numbers.

Why is the completion screen so slow, the check boxes take a long time.

Is it supposed to enter the Scheduled date onto the work order when it is scheduled?

The start date box doesn’t have a calendar.  What is this box for?  We should talk about all of these boxes because the Assigned Crew doesn’t seem to have any meaning either.
We need to show a sample of what the Contract Billable Items spreadsheet should look like, at least the columns and their order.

I can’t add a new branch because it doesn’t populate the Company ID automatically.

Where does the information come from at the top of a locate Request report?

When running a restoration report looking for one material type (e.g. sod) the resulting report should show each work order with all of the required materials with sod being one of them.  That is, if you are going to show the work order on the report it should have the complete list of restoration otherwise the people sending out the crew won’t know if the job is going to be done or just half done.  They want to be able to throw a bucket of paint onto the sod truck so that Job A can be completed with Sod and paint.

Change the employee numbers to names on the hours entry screen.
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Utility Category


Gas


Telephone
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Canmore Water


Halifax Water and Sewer


Orlando Works Department


Barrie Water


Pittsburg Water


Vancouver Water


Etc.



_1324713945.vsd
Information from the Description of Work box in the work order details screen


Company name from the Company profile
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Branch (name and address below)
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