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.  Service Order Examples
Service Orders P

Final Forms

* Inquiry - Meter Activity Forms

- Customer Inquiry - Reread and Other forms

- Service Order Inquiry « Reports
. Setup - OQutstanding Service Orders

- Action Codes - Reprint Service Orders

- Departments Maintenance Orders
 Service Orders «  Inquiry

- Create Service Orders * Setup

- Modify Service Orders «  Maintenance Orders

- Manage Submitted Service Orders Mobile App
- Complete Service Orders
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Service Order Overview

The Service Orders module is designed to organize and track work requests
that deal with a customer in Utility Management.

Organize personnel and action codes by department
Customize functionality by action code

Interface with Utility Management to update service and billing
information

Create billings when completing a service order

Combine multiple tasks into one service order

Stream-line the new customer process
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In Customer Inquiry, there is an icon in the top right corner if there is a Service Order on this customer.

Service Orders are attached to the Location, so they will appear in Location >
Inquiry. Thereis also a link to Create Service Orders in Customer inquiry.

Service Orders in Customer

Location Additional Fields Service Orders Stock Certificates Attachments Notes

Close | @0 | 04/30/2021  ~» 4 i @&-E@ v-E-% 2o @ @@ P2 &
Caselle Connect® ~ > Utility Management ~ > Customer Inquiry
|' Caselle Connect® || Customer Inquiry Q| =]
Customer: | | Customer ~ 4 4 |19 | of 28 ||
1.102.01 Norma's Hair Salon 169 S Commerce Ave Account balance: 206.31
10 Terrace Court Balance due: 04/30/2019 206.31
1102 Anycity WI 88888 Last payment; 03/15/2021 196.47-

Display Compare History Transactions Customer Services Location Meters Badkflow Contracts Loans Certification CreditHistory Supplemental

Number Desaription

Created Date ‘ Status

Service Order ‘

Completed Comment

08/03/2016
03/31/2015 03/31/2015

Pending 613 Water Meter Removal Reading

Completed 612 Water Meter Check for Leaks No leaks found

Service Order Inquiry

i
27 Modify Service Order
ﬂ Complete Service Order

To go to Service Order Inquiry from Customer Inquiry, double click on the service order you want to

see or click the down arrow next to it and select Service Order Inquiry.

You can also go directly to Modify Service Order or Complete Service Order from here.
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Service Order Inquiry

Utility Management > Service Orders > Service Order Inquiry allows you to view all details
about the Service Order.

The Search Tab shows basic information about the service order, who/when it was created,
assigned, completed or cancelled.

@ Caselle Connect® 20210893 ( Licensed to Civic Systems ) — O =
File  Edit Filters Settings Other Zoom  Help
Close :@' E:@}@'QE'@ @@@ v

Caselle Connect® - > Utility Management ~ > Service Orders ~ > Service Order Inquiry

|' Caselle Connect® || Customer Inguiry || Service Order Inquiry | B
Service order: | | Service order “ 4 4 I:I of 8 [
Mumber: 613 Location: 10 Terrace Court (1102) Last modified:  06/29/2020 10:03 AM (CMI)

Status:  Pending Customer: Morma's Hair Salon {1.102.01) Submitted date:

Search Actions Customer Location Attachments

Search: Show Detal

Service Order
Mumber

Service Address

| s¥es w5 || 35IpPRYD 5, |

Description Assigned To Department

A1

3| 10 Terrace Court 08/09/2016 Water Meter Removal Reading Marvin Gilson h.“'.,:'
614 1223 Woodbridge Trl 03/31/2015 Pending Water Meter Replacement Reading Marvin Gilson 3
615 4601 American Parkway 03/31/2015  Pending Water Meter Check for Leaks E
616 530 Oak Hills Dr 05/05/2017 Pending Water Re-Read —
619 530 Oak Hills Dr 03/29/2018 Pending *Multiple *
621 733 Palisades Dr 04/21/2021 Pending Water Meter Check for Leaks Water
622 540 Oak Hills Dr 04/21/2021  Pending Water Meter Check for Leaks Water

623 1228 Woodbridae Trl 04/21/2021 Pending Water Meter Check for Leaks Water
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Service Order Inquiry

The Actions Tab shows all the fields associated with the service order, who/when it was created,
assigned, completed or cancelled, any meter information, final/new customer information and any

information related to “other” tasks.

Caselle Connect® || > Utility Management = > Service Orders + > Service Order Inquiry Caselle Connect® + > Utility Management v > Service Orders = > Service Order Inquiry
E o . . [ Caselle Connect® ][ Customer Inquiry || Service Order Inquiry
| Caselle Connect® || Customer Inguiry || Service Order Inquiry @‘ Service order: — I e y M
Service order: Service order 43 Number: 615 Location: 4601 American Parkway (1103) Lastmodified:  08/09/2016 11:02 AM (scs)
Status:  Pending Customer;  Joe's Drive-In (1,103.01) Submitted date:
Mumber: 615 Location: 4601 American Parkway (1103) Last modified: 08092016 11:02 AM (acs)
) ) Actions | Customer | Location
Status:  Pending Customer:  Joe's Drive-In (1,103.01) Submitted date: -
Description Status Action | Action Crated || Action Canceled | Action Completed | New Customer | Submitted
| Search | Actions |Cusmmer I Location | At‘lachrnenisl Water Meter Check for Leaks Pending Crested date: 03/31/2015 Created time:  11:02 AM
- : - - Created by:  Mary Gardner
Description Status Achan__'l Action Created | Action Canceled I Action Completed | New Customer | Submitted Action created comment
‘Water Meter Chedk for Leaks Pending . i Existing notes:
Department: Meter information L
Action code: Water Check for Leaks Meter ID: 22034628
Description:  Water Meter Check for Leaks EMR ID:
Due date: Size: 1
Due time: Multiplier:  1.0000 i
Status: Pending
MNew note:
Field | Data
E
: ] || Assaned o: Assigned date:
=
1 cose |3 B[ (€222 V- 8- 2 |© 0D ¥ T
Caselle Connect® = > Utility Management = > Service Orders ~ > Service Order Inquiry
[Caselle comnect® | Customer Inquiry || Service Grder Inquiry (5| il
Service order: Service order |4 4 3 of 4 ] w
Mumber: 615 Location: 4601 American Parkway (1103) Last modified:  08/09/2016 11:02 AM (acs)
Status:  Pending Customer:  Joe's Drive-In (1.103.01]) Submitted date:

Search | Actions | Customer | Location | Attachments |

( Description Status |
Water Meter Check for Leaks Pending

[ Action [ Action Created | Action Canceled | Action Completed | New Customer | Submitted

Submitted date:

Submitted time;

Action completed date:
Action completed by:

Action completed comment

Action completed time:

Existing notes:

New note:

Completed by:

- Add Mote

Completed date:
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Action Codes

Utility Management > Organization > Action Codes - For each action code that will be
used in Service Orders, check the “Allow this action code on service orders” box and set your form
options. There are 5 main action codes for each metered service that are used in Service Orders.
They are Install meter, Remove Meter, Replace Meter, Final Reading and Other. Each type of action
code may require different information on the printed Service Order form, so different Sequence detall
forms are setup and assigned to each action code. If using Mobile Service Orders, there is an option
to Allow Batch Completion for Service Orders that don't affect meters or billing. If you have charges
associated with service orders they can be created when a service order is complete.

I Action code: | ] | | Action code

Action code:  Water Final Reading

Service Orders Departments Create Actions Complete Actions

Allow this action code on service orders

<

R

Form: Service Order

<

Sequence detail form: | Water Misc

Allow batch completion

Allow billings to be created with this action code

Service: 3 (Water) e

Amount: | 25.00

Description: |Final Reading Fee

10
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Action Codes - Additional Fields

When Creating, Assigning or Completing a service order, additional system-defined or user defined fields
can be setup to appear. User Defined Fields are configured under Utility Management > Organization >
Organization. Assign the fields by highlighting the field on the left and choosing Select.

Caselle Connect® - > Utility Management - > Organization - > Action Codes

|' Caselle Connect® || Customer Inguiry || Action Codes |;||

Action code: |

Action code ~ 4 A of 34
Action code:  Water Final Reading

Action Code  Meter Activity Service Orders  Notes

Service Orders  Departments  Create Actions  Complete Actions

Additional Create Fields =
o i Display only
& Selection x Py oy
Require a value

E FPleasze select the appropriate additional fields. ..
Available additional fields: Selected additional fields:
Assigned date Move Up
Created comment
Creat;d_tme Move Down
Description
Due date
Dus fime Select ->»

Select All ->

<- Deselect

<-Deselect Al
Help oK Cancel

11
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Personnel

Configure the personnel for assigning and completing service orders. Any personnel that will be using
Service Orders must be setup in System Management and then selected in Service Order Personnel. If using
the mobile app, they can choose to receive email and/or text when something is assigned to them.

Caselle Connect® |v|> Utility Management - = Organization - > Service Order Personnel

|§ Caselle Connect® || Customer Inguiry || Service Order Personnel [

Service order ||

Service order personnel:  AnnetteS {Annette Spencer)

Service Order Personnel  Departments  MNotes

User ID: Annettes Edit this user in System Management
Mame: Annette Spencer

Email:
Muobile number:
Receive emails

Receive texts
Allow new service orders

12
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Departments

Configure the departments for assigning and completing service orders. Any departments that will be using
Service Orders must be setup in System Management. Select the personnel that may be assigned the
service orders in that department and select the action codes that may be assigned to that department.

Caselle Connect® - = LUtility Management - > Organization = > Service Order Departments

|§ Caselle Connect® || Customer Inguiry || Service Order Departments |

Department: ||

Department

Service order department:
Service Order Department

Department:

Description:

Abbreviated description:

Ele

Electric

Personnel  Action Codes  Motes

Electric Edit this department in System Management

Electric

Service order department:

Electric
Service Order Department  Personnel  Action Codes  Notes

Annette Spencer
Jeffrey C. Harrison
Marvin Gilson

Mary Gardner

Service order department:  Electric

Service Order Department  Personnel Action Codes  Notes

e 2 b) )ﬂ L o Action Code = ‘j x
E:dri(dled(f{rT i
Personnel  potes — Action Code  Notes
Electric Disconnect Reading
UserID: AnnetteS Electric Final Reading Action code: Electric Check for Tampering
Mame:  Annette Spencer Electric Install Reading ?E;mp_hz_m Ny :_I:;I‘;ERMEEr Check for Tampering
reviation 1:
Electric Non-Pay Turn OFF -
| Selection X Electric Non-Pay Turn On & Selection x
Electric Reconnect Reading
l_i Please select the appropriate personnel... Electric Removal Reading plirs Please select the appropriate action code...
I
T Electric Repair Reading E—.’
Electric Replace Reading
Avallable personnel: Selected personnel: Available action code: Selected action code:
- Electric Reset Meter
Ronald 1. Jones Eleciric Meter New Connect Reading Electric Meter Check for Tampering
Thomas Carter Jeffrey C. Harrison Garbage Can Delivery Electric Meter Disconnect Reading
Marvin Gilson Garbage Can Removal Electric Meter Final Reading
Mary Gardner Garbage Can Repair Electric Meter Install Reading
Select -> Garbage Can Replacement T Electric Meter Non-Pay Turn Off Reading
Water Meter Check for Leaks Electric Meter Non-Pay Turn On Reading
Water Meter Disconnect Reading Electric Meter Reconnect Reading
Select All > Water Meter Final Reading Select All -» Electric Meter Remaval Reading
Water Meter Install Reading Electric Meter Repair Reading
Water Meter New Connect Reading Electric Meter Replacement Reading
<-Deselect Water Meter Non-Pay Turn Off Reading <-Deselect Electric Reset Meter
Water Meter Non-Pay Turn On Reading
Water Meter Reconnect Reading
«-Deselect All 2
esele Water Meter Removal Reading < Deselect Al
Water Meter Repair Reading
\Water Meter Replacement Reading
Water Meter Testing
Water Re-Read
Water Reset Meter
Help oK Cancel Help oK Cancel ‘I 3
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Create Service Orders

There are several ways to get to Create Service Orders. If Customer Inquiry or Service Order
is open, click on the Create Service Order icon; through the menu go to Utility Management >
Service Orders > Create Service Order, or select Create Service Order from the Checklist.

Close | G4 | 043072020 - 4

Caselle Connect® - > LUtility Management - > Customer Inquiry

B&-8E v-ap@|ele

© e 3 &

Close [E]' L:JE@‘Q ?'E'@@@@

Caselle Connect® = > Ltility Management - > Service Order Inquiry

|f Caselle Connect® || Customer Inguiry || Service Order Inguiry |

Service order: |

Mumber: 613 Location: 10 Terrace Court (1102)
Status:  Pending Customer: Morma's Hair Salon (1,102,013

Search Actions Customer Location Attachments

|’ Caselle Connect® || Customer Inquiry | [
Customer: | Customer ~ 4 4 l:l of 28 o
1.101.01 Acme Manufacturing 1538 5 730 W Account balance: 395,95
4651 Monaco Street PO Box 290 Balance due: 04302019 3595.95
1101 (801) 333-9090 Payson WI 34651 Last payment: 03/08/2020 379.08-

Display Compare History Transactions Customer Services Location Meters Backflow Confracts Loans Certificaion Credit History  Supplemental

Caselle Connect® - = Utility Management ~ > Service Orders =

J' Caselle Connect® || Customer Inquiry |

w2
=

7%  Service Orders

Tasks Related Reports

- -
I * Create Mew Service Orders I

* Manage Submitted Service Orders
= Modify Existing Service Orders

® Service Orders
# Service Order List
* View All Reports

14
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Create Service Orders

Enter the Customer Number, if necessary.

If there are pending open service orders for a customer, the warning will appear.

All service orders associated with this location will be listed under Location history.

Clicking on the @ in front of a service order in history will open Service Order Inquiry for that Service order.

Caselle Connect® - » Utility Management = > Service Orders = » Create New Service COrders

|' Caselle Connect® || Customer Inquiry || Create New Service Orders |;|| B
Service Order  Actions Mew Customer  Attachments Service order number:
_ Customer number: 1,102.01

Service order number: # MName: Merma's Hair Salon

Customer: 110201 {10 Terrace Court, Morma's Hair Salon) | fe Y Service address: 10 Terrace Court
Location history:

Created t: 7

realed commen | | Date | Mumber | Status | Description

\1' 04/06/2015 601 Canceled Water Meter Removal Reading
[1 | 03/31/2015 £12 Completed  Water Meter Check for Leaks
[4 | oefo9/2018 613 Pending Water Meter Removal Reading

Display comment in the online work order list Services:

Due date: I:I | Description Meter ID Status
. Electric 389526KW G

Water 35620041

Sewer
Enter the service order information. Garbage 2684 3
If using mobile service orders, make e i
sure the box is check to display the Sales Tax
comment and that Due time is used :t'“

not Scheduled time. [ ] ] Action Code Meter ID status |
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Create Service Orders - Actions

On the Actions tab, select the Action code(s) that apply. Pressing enter will populate the meter
information. The billing services are visible on the right side. You can add multiple actions on one

service order. Each action added will appear at the bottom of the screen. The most common actions
are replace, final and other.

Caselle Connect® ~ » Utility Management ~ > Service Orders ~ > Create New Service Orders

|' Caselle Connect® || Customer Inguiry || Create New Service Orders IZI‘ |z|

Service Order  Actions  Mew Customer Attachments Service order number: 621

Customer number: 1.102.01
Department: | Water w Mame: Maorma's Hair Salon
Assigned to: | Amnettes Service address: 10 Terrace Court

Location history:
Action code: | Water Final Reading ~

| Date | Number | Status | Description
Meter I0: 35620041 > [1 | o4josf2015 601 Cancelled Water Meter Removal Reading

[1 ] o3/31/2015 612 Completed  Water Meter Check for Leaks

| § | osjosf01s 613 Pending Water Meter Removal Reading

Services:

Description Meter ID Status
Electric 335526KW =

Water 35620041
Sewer

Garbage 2684
Miscellaneous

Shutoff

Sales Tax

Penalty

Actions:

[ [ | Action Code Meter ID Status |
o [[3] Electric Final Reading 389528KW Pending

16
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Create Service Orders — New Customer Information

For Final Reading actions codes, the New Customer Information tab will appear so any information
for the new customer can be added. This screen can have the same fields as Setup New Customer
that can be entered at this time to flow to Setup New Customer when the final is processed. Once this
Is complete, a pop up for the Modify Mailing Address will allow the old customer's forwarding to be
updated at this time. These options will prevent the need to enter information multiple times.

Caselle Connect® - » Utility Management - » Service Orders - » Create New Service Orders

[ Caselle Connect® | Create New Service Orders \:\‘l

[4]

Service Order | Actions | Mew Customer |Att3:hmants‘

MName: Customer, New
Contact name:
Address 1: 4661 Monaco Street
Address 2:

City: Anydty
State/Province: uT

Zip/Postal code: 85888

Telephone 1:

Telephone 2:

Work phone:

Cosigner: [ -

DL number:
Sodial Security number: 0

[ veteran
[T] senior Gitizen

Service order number: 618

Customer number: 1.101.01

Name: Acme Manufacturing
Service address: 4661 Monaco Street

]

Location history:
|' | Date Mumber Status Description
Services:
|‘ Description Meter ID Status | |
Electric I4718KW
Water 01563258
Sewer 3
Garbage 1743
Yard Light | &
Miscellaneous =] Modify Mailing Address
- 8 i
Actions:
|' | ‘ e Customer number: 110101
|Z| \X\ Electric Final Reading MName: JAcme Manufacturing]
_ | Secondary name:
Address line 1: 1538 5 780 W
Address line 2: PO Box 290
City: Payson
State Province: WI
Zip/Postal code: #4651
Country/Region:
Mail route:
Attention: Tom
Telephone 1: (801) 333-2090

Telephone 2:

(888) 215-3045

Delivery point:

[-]
[-]

Alternate mailing address
[7] Use as the default mailing address until:
Address line 1:
Address line 2:
City:
State/Province:
Zip/Postal code: Delivery point:

Country/Region:

Mail route:

Telephone 1:

Telephone 2:
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Any open/pending service orders can be modified through Utility Management > Service Orders >
Modify Existing Service Order.

Information can be modified on the Service Order, Action Codes or New Customer Information.

Ublity Management = > Senvice Orders = >

Macify Ex

riice Crders

Madity Esisting Service Ordies

Serice Oroker | actions | New Customer | dstachnems

Customer:

Created comment:

D data:

D timit

Serace order nuTier: 018

)

e Manafectunng (116301, %061 Manaca sveet] [ 3]

opiantr ||

100 74

re e et
Lacatan hiatory
Gate Hurber Stahs Desrpam
e 18 Pendng Electic Mater sl Readng
-
Seserpticn et stz
Electiz BTN
Wt 1563258
Semer
Garbage 149
vardught Bl 5 colle Connect® - > Utility Management » > Service Orders = »
Hisclanmus
-- Casele Connect® || Modify Exisling Service Orders (3
Actore: - ;
Service Order | A<cns | New Customer | Attachmants
][] = Deparmmens  Wiater -
=2 Assgred i Annectes -
Action code: -
Meter I

]
1.10
Aame

01553258

=

Madily Existing Service Drders

[4]

= G20

110101

acme Marufachrng
#5651 Moraco Street

humber Status Desmipton
1| cera3porr 618 Fendng Bleciric Meter Final Readng
Servizes:
Descrption Meter I Stasus ]
Elecinc 64T 1EKW =]
viater 1% 1] b
Sewer Caselle Connect® > Utdty Management = > Senace Orders = »
Garbage [[Comee Comvect® | Moty Evisting Service Orders
faraLignt | Eans [ actions | Hew Customer | atmachments|
Mucelaneous
p— S| Hame fCusiome .t
Acton@e | Cotact name:
o | (3] sectrc Fnal Readig Addess 1 2661 Manacn Sreet
Address 2
| o Aty
State/Provinge: ur
Tp/Poatal code: s
Telephore 1:
Telephore 2:
Waek pane:
Cosigrer [ 'J
T number

Sodal Seausity number: 0
Veteran

] senior catizen

Modify Existing Service Orders

Seryios order number: 618

L101.01

Acme Marufactunng
Servcs address 4561 Monac Swest
Lacation histery:

Dat= Faumier Status Desorpzen
i | osayanr 618 Pendng Blectrc Meter Final Reading
Services;
Descrpton Mesar 1D mhs ||

Electric Is4TIEN =)
Water 01563258 [
Seveer r
Garhage 1748 1
ard Light
[IE— =
Actors:
[ | Action Coce Meter T Stans
& | [3¢] Seciic Fnal Readng EATIERW Pending
| [#] wiater Final Reading e Pending _I
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Canceling a Service Order

To cancel a service order, go to Modify Existing Service Order, find the SO and click Delete. You will then
have the opportunity to Cancel, Permanently Delete or Abort Changes. A service order can be cancelled if
the customer called and cancelled the request, or a service order can be deleted if the service order was
entered on the incorrect account. When a service order is cancelled, enter the date and information about
the cancellation on each Action to be cancelled. One action can be cancelled without cancelling all actions.
When a service order needs to be deleted, check the box Delete Permanently and save for each action to be

deleted.

[ Caselle Connect® | ( Modify Existing Service Orders I:I\|

Caselle Connect® - > Utility Management - > Service Orders - > Modify Existing Service Orders

strong softwere, strong community

Service Order |Acﬁons I New Customer I Atlachments|

Service order number: 618

Service order number: 613
Customer:

Created comment:

Due date:

09/14/2017

Due time: 1:00 PM

me Manufacturing (110101, 4661 Monaco Street)

Customer number: 1.101.01
Mame: Acme Manufacturing
Service address: 4661 Monaco Street
.
Location history:
. L
Delete/dbort @ tus | Description
ng Electric Meter Final Reading
lx | Cancel the current service order l }19 Water Meter Final Reading
l ."\ Permanently delete the current service order l = S
Meter ID saws | |
354718KW
"q Abort changes on the current service order
01563258 ‘
=
\
 Miscell
iscellaneous
Actions:
[T ] Action Code Meter ID satus |
[« [3¢] Etectric Final Reading 364718KW Pencding
Water Final Reading 01563258 Pending

19
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Complete Service Orders

There are several ways to get to Complete Service Orders. If Customer Inquiry or Service Order is open,
click on the Complete Service Order icon; through the menu go to Utility Management > Service Orders >
Complete Service Order or select Complete Service Order from the Checklist.

Caselle Connect® « > Ubity Management « > Customer Ingquiry

scnde Corvect @ Customer oy L
Customer: Oustomer v H 42 o
1.®02.03 Norma's Mar Salon 1445 5 Commerce Ave .
10 Yereace Cart Eaky 04/30/20]
192 Anyoty 'WI 33389 5t paymert QN 15203

Deplay Compare Mstory Tramsactiors Cistomer Services 00aten Meters Backfow Contracs Loars  Certfication CredtMstory Supplementsl
Location Addtonsl Pekls Serace Orders  Siock Certficates  Attachments  Notes

Cormgpue Service Order

Dete Created Dede Suus Nt Cescromon Completed Comn
-

Service Oeder |
W2 Modfy Service Order 612 Water Meter Oheck for Lesks o leaks found
- W

% Compiete Service Order 01 Water Meter Renoval Readnyg

aoe |2 B = # sefe]iE a2 © @9

Caselle Connect® - > Utility Management - > Service Orders » > Service Order Inquiry

|’ Caselle Connect® ” Customer Inguiry || Service Order Inquiry @|
Service order: | Service order ~ 4 4|3
Mumber; 615 Location: 4601 American Parkway (1103) Lastmodified:  08/09/2016 11:02 AM (acs)
Status:  Pending Customer: Jog's Drive-In {1.103.04) Submitted date:

5 Ch Actions Customer Location Attachments

Search: ‘
SEr;::::-"EJErrdEr s ‘ Service Address ‘ Cg:ht:d ‘ Status Due Date ‘ Description Assigned T
613 10 Terrace Court 08/09/2016  Pending Water Meter Removal Reading Marvin Gilson
514 1228 Woodbridge Trl 03/31/2015 Pending Water Meter Replacement Reading Marvin Gilson
[ ol o anercnravay ——— oysu/mis Jrendng | Vot e Checortess |
616 530 Oak Hills Dr 05/05/2017 Pending Water Re-Read
512 530 Oak Hills Dr 03/25/2018  Pending *Multiple *

20
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Complete Service Orders

If using the Mobile app, you can complete service orders through the menu Utility Management > Service
Orders > Manage Submitted Service Orders. Other service orders can be completed using the batch mode.
Any service orders relating to meters or finals can be completed singly by clicking on the Complete Service
Order icon next to the service order, which will open the Complete Service Order process.

@ Caselle Connect® 202005176 ( Licensed to Aitkin Public Works, MN
File  Settings  Zoom  Help

to |@ 11 16- 19109

Caselle Connect® = Utility Managernent = » Service Orders = > Manage Submitted Service Orders

|’ Caselle Connecti® || Cuskamer Inquiry || Account Inquiry || Manage Submitted Service... |

humber of service orders selected: 0

Department

ELECTRIC

Service orders:
Bsth O S\ng\ - )

Description

Service Order Created Date Imported Date Due Date

Service Address

ELECTRIC Rermove Meter
ELECTRIC Remove Meter

Service orders:
Batch (0) Singk (2)

Due Date Description

Service Order
Number

Service Address

The dropdown next to the e

service order gives the option to — .
Display submitted information | competed omment 6

or Delete submitted information. i

Clicking Display submitted = s, o

information will open the
Additional Information box.

Close

CEEAS " sysel a7 " BIPPALD |

21
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Complete Service Orders

Enter the service order to complete, if necessary. Each action will come up in order on the left side of the

screen, enter the fields needed to complete each action. The Complete fields are setup on the Action Code

and are selected by the utility.

Completing service orders does multiple things.

« |t completes the service order for all service orders.

« If the service order is a meter install, remove or replacement, it will create the meter activity record for the
meter change.

« If the service order is a final reading, completing it will lead you through the Final Billing process.

Caselle Connect® = > Utility Management v > Service Orders » > Complete Service Orders

[ Caselle Connect® I Complete Service Orders \:I\‘

Service order number: 613 4
Customer number: 1.101.01
Customer name: Acme Manufacturing
Service address: 4661 Monaco Street
Actions:
Action Meter ID Completer | Completed by: N
364718KW I et cate: 09/13/2017 | 7]
Water Final Reading 01563255
Read date: 09/13/2017 | 75
Prior reading:
Final reading: a
Usage: 0

Final demand used: 0
Prior kvar reading:
Final kvar reading: a
Usage 3: ]
Prior net reading:
SaveMext | [ skp | [ Finish
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Printing Service Orders

Service orders can be printed upon creation, upon saving modifications or through Utility Management
> Service Orders>Service Orders.

cose [3| < |H|v |& |7 K2
Caselle Connect® - = LUtility Management + = Service Orders = > Service Orders
|§ Caselle Connect® || Customer Inguiry || Service Orders [ | E‘
Title: | ervice Orders [Caselle Master v| [ pefault report
Report Options  Forms  Print Settings
A
Selection criteria:
Column Value Test
Service Order.Service order number {Prompt for value} Entire field
Repart order:
Column Sort Title | Total | Page Test
Service Order.Service order number Ascending ~ [ OO [ Entirefield
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Meter Activity Form

Anycity Corporation
SERVICE ORDER

Service Order No: 609 Created By Jefirey C. Harrison

Created Date: 09/13/2016

all civicsystems

strong softwere, strong community

Service Information:
Service Address: 180 5 Commerce Ave

Due Date:

Comments:

Customer Information:
Customer No: 1.101.01
Customer Name: Acme Manufacturing
Phone Mumber: (333) 825-8421

Action: Water Replace Meter

Current Meter Information:

Meter 1D: 01563258 Meter 1D:
Manufacturer: MNeptune Manufacturer:
Size: 112 Size:

Serial No: 1534w Serial No:
Last Reading:

Current Reading:

New Meater Information:

Current Reading:

Comments:

Complated By:

Completed Date:
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Any Village Work Order Service Order: 3 Page: 2
Work Order No. 1 Task: DEDUCT METER Other - HIGH USAGE
. 204,140
Name: ACME ING Created Date:  01/20/2016 10:18 AM CURRENT METER:

Account #  4-283690-00 Due Date: 01/20/2016 Meter ID: 097138893 Size: 1INCH Current Read Date:  01/11/2016
Route # 6 Sequence # 1820 Requested By: ERT #: 68987834 Mfg: BADGER Current Read: 860,000
Address: 1500 E NORTH AVE Dials: 7 Meter Read:

Phone Number: 920-687-3815 Read Date  Read sage Read Date Read Usage
New Customer Information: 12/0/2015 939,586 34,190 06/09/2015 859,771 122,480
. 11/08/2015 936,187 106,680 05/08/2015 847,523 83,010
10/09/2015 925,499 144,100 04/09/2015 839,222 19,300
09/09/2015 911,089 168,960 03/12/2015 837,292 7,880
08/10/2015 894,193 197,580 02111/2015 836,504 5,180
07/09/2015 874,435 146,640 01/09/2015 835,986 9,240
Request
Comments:
Task:  WATER Other - HIGH USAGE
CURRENT METER: 2,904,000
Meter ID: 001028890 Size: 3INCH Current Read Date:  01/11/2018
ERT # 68987861 Mfg: BADGER Current Read: 75,000
Diels: 7 Meter Read:

Read Date  Read Usage Read Date Read Usage

12/10/2015 72,096 967,000 06/09/2015 66,487 874,000

11092015 71,129 1,085,000 05/08/2015 65613 745,000

10/09/2015 70,044 922,000 04/09/2015 64,868 546,000

09/09/2015 69,122 950,000 03122015 64,322 647,000

08M10/2015 68,172 940,000 02/11/2015 63,675 737,000

07/09/2015 67,232 745,000 01/09/2015 62,938 463,000

Task:.  DEDUCT METER Other - HIGH USAGE

CURRENT METER: 146,100
Meter ID: 094068986 Size: 2 INCH Current Read Date:  01/11/2016
ERT # 68987849 Mfg: BADGER Current Read: 38,000
Dials. 7 Meter Read:

Read Date  Read Usage Read Dale Read Usage

1210/2015 36,539 58,200 06/09/2015 33,776 29,700

11/09/2015 35,957 50,400 05/08/2015 33,479 31,800

10/09/2015 35,453 43,600 04/09/2015 33,181 22,500

09/09/2015 35,017 44,900 03M12/2015 32,936 24,400

08M10/2015 34,568 46,700 02/11/2015 32,692 34,400

07/09/2015 34,101 32,500 01/08/2015 32,348 25,800 Completed By: Date:

Entered in Clarity:



Final Reading Form

Any Village
Mame: KEROUAC, MURDOCH & JEWEL
Account #: 1-700820-15
Route # 1 Sequence #; 3640
Address: 1921 W MAIN ST

“hone Number:

920-470-5838

Mew Customer Information:
KERCUAC, MURDOCH & JEWEL

1821 W MAIN ST

LITTLE CHUTE Wl

all civicsystems
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Work Order
Work Order No. 2

Created Date: 06/13/2016 1:09 PM
Due Date: 06/13/2016
Requested By: CUSTOMER

Request CREATED COMMENT
Comments:
Task: WATER Final Reading
CURRENT METER:
Meter ID: 091284644 Size: 5/8INCH Prior Read Date: 12M11/2015
EMR Code: R

ERT #: 21977793

Mfg: BADGER

Prior Read: ar.629
Meter Read:

Completed By:

Date:

Entered in Clarity:
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Service Order List

The best way to identify outstanding service orders, or what has been scheduled, is through
Service Order List. It is recommended that this report is printed on a regular basis to make sure
all service orders are completed.

Caselle Connect® - > Utility Management - > Service Orders - > Service Order List

|’ Caselle Connect® || Service Orders || Service Order List | E
Definition: [Servioe Order List - by Due Date [Caselle Master] v] Filter: [AII v] % 41 ofi b B
| Columns I Print Setnngs|
Report dates Selection criteria:
From: |pa/13/2017 - E] R AN
om0 [ Corome )
Advanced options. . Service Order.Service order number Al Entire field
Service Order Department.Department All Entire field
Dates based on: [Due date ']
Statuses:
O] Status ]
[[] cancelled
[] Completed
Pending Report arder:
= | 1 1 | Section: |Main -
Assigned to: il [ ]
[| Service Order Personnel ] Column Sort Title | Total | Line | Page Use
Unassigned ce order.Due ate Ascendng | m Enre field
Arnettes (Annette Spencer) Serv?oe order.Service order number Ascend?ng H m B N Enh.re field
JefferyH (Teffrey C. Harrisan) Service order.Sequence number Ascending [0 [0 [0 [ entrefield
MaryG (Mary Gardner)
Ronald (Ronald J. Jones) Report sections:
ThomasC (Thomas Carter) Section Print | Headings | Detall | Totals | Line | Page
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Service Order List

The master report can be modified to show only certain statuses or add User Defined
Fields used for scheduling or assignment.

Anycity Corporation Senice Order List Page: 1
Sap 13, 2016 03:32PM

Repaort Criterla:
Include: Cancalled, Complated, Pending. Partial

Service Order Sequence Customer  Created Completed
Numbar Mumbsar Drascription Service Addrass Mumbear Drata Date

200 1 Watar Meter Install Reading 791 Palisades Dr 244701 OBIDGR2012  080BI2012
400 1 Garbage Can Repair 687 E Parkway 1,105,010  O&ID1/2013 0852013
401 1 Garbages Can Delivery GET E Parkway 1.105.00  OTME2013 07182013
A0z 1 Garbage Can Delivery 115 5 Commearce Ave 1.103.01  OF212013 07302013
a0 1 Water Mater Chack for Leaks G0 N Commerce Ave 1,108,071 Q20282014
G 1 Watar Meter Flamoval Reading 188 5 Commerca Ave 110201 04082014
602 1 \Watar Meater Raplacameant Reading 115 5§ Commearce Ave 1.103.01 Q3062014
(i Pk} 1 Water Mater Chack for Leaks 687 E Parkway 1.106.07 03182014
GO 1 Watar Mater Check for Leaks 180 5 Commearca Ave 1.901.00 03112014
BOS 1 Water Maber Replacemeant Reading 86T E Parkway 1.105.01 031182014
80T 1 Elechric Mater Replacemant Reading 685 E Parkway 110409 03232014
GOB 1 Watar Mataer Chack for Leaks 530 Cak Hills Or 2.153.01 032652014
B08 1 Water Mater Raplacemeant hatar 180 & Commerce Ave 1.101.09 08132016 0832016
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Questions?
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Maintenance Orders Overview

The Maintenance Orders module is designed to organize and track work
requests that are not associated with a customer in Utility Management.

= QOrganize personnel and action codes by department
= Customize functionality by action code

= Combine multiple tasks into one service order

= Track work requests, assignments and completion
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Inquiry

Maintenance Orders > Maintenance Orders > Inquiry allows you to view all details about the

Maintenance Order.
The Search Tab shows basic information about the maintenance orders, who/when it was created,

assigned, completed or cancelled.

Caselle Connect® - > Maintenance Orders - = Maintenance Orders -~ > Inquiry

|J Caselle Connect® || Inquiry [Q]| E
Maintenance order: | | |Maintenanoe order w | 4 4 of 3 oo
Mumber: 610 Status:  Pending Last modified date:  04/02/2014 10:54 AM
Location: 120 Center 5t Last modified by:  MaryG

Search  Maintenance Order  Actions Location  Attachments

Search: | | Show Detail
Maintenance Order Created - )
Number Date Status Due Date Description Assigned To Department
610 | 04/01/2014 0415/2014 | Check Pipeline For Leaks Thomas Carter
611 06/29/2020 Pending Fix Pothole In Street Streets
612 09/15/2021 Pending 09/17/2021 Check Pipeline For Leaks Thomas Carter Public Warks
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Inquiry

The Maintenance Order Tab shows all the fields associated with the maintenance order, who/when it

was created, assigned, completed, cancelled, or submitted. The Action Tab shows all the actions
associated with the maintenance order

Casclle Connect® + > Maintenance Orders = > Maintenance Orders + > Inquiry

[casele comnecte. | maury (3] E
Mantenance order: | Maintenance order “ Mo o3 b bl
Number: 610 Status: Pending Last modified date:  04/02/2014 10:54 AM

Location: 120 Center St Last modifiedby:  MaryG

Search Maintenance Order  Actions Location Attachments
Contact Created Completed  Canceled  Additional Fields

Name: Anonymous
Address:

Email

Telephone 1:

Telephone 2:

Notify contact: N

Contact time:

Contact comment

Existing notes:

Phone callrequest|

New note:

Add Note
Caselle Connect® - > Maintenance Orders » > Maintenance Orders - > Inquiry
|’ Caselle Connect® || Inquiry Ql =]
Maintenance arder: Maintenance order W41 of 3 [
Number: 610 Status:  Pending Last modified date:  04/02/2014 10:54 AM

Location: 120 Center St Lastmodified by:  MaryG

Search Maintenance Order | Location Attachments
Chedk Pipeline For Leaks Action  Assigned Action Completed  Additional Fields

Department:  Public Works
Action code:  Chedk Line For Leaks
Description:  Check Pipeline For Leaks

Project:

Due date: 04/15/2014
Due time:

Status: Pending
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Action Codes

Maintenance Orders > Organization > Action Codes - For each task that will be tracked
iIn Maintenance Orders, setup the action code, description, abbreviations and select your form. Any
tasks can be setup as action codes. Each type of action code may require different information on the
printed Service Order form, so different Sequence detail forms can be setup and assigned to each
action code.

Caselle Connect® - > Maintenance Orders - > Organization - > Action Codes

|? Caselle Connect® || Action Codes [
Action code: | Action code e
Action code:  Chedk Line For Leaks Description:  Chedk Pipeline For Leaks

Artion code: |C|‘|E|:k Line Far Leaks

Description: |Chen:k Pipeline For Leaks |

Abbreviation 1 CHECK
Abbreviation 2;

Maintenance order form: | Maintenance Order w/o Sequendng

<

<

[Rolf]

Sequence detail form:

Allow new maintenance orders
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Action Codes - Additional Fields

When Creating or Completing a maintenance order, additional system-defined or user defined fields can
be setup to appear. User Defined Fields are configured under Maintenance Orders > Organization >
Organization. Assign the fields by highlighting the field on the left and choosing Select.

Caselle Connect® - > Maintenance Orders = > Organization - > Action Codes

|' Caselle Connect® || Action Codes |

Action code: |

|Actionoode ~“ 4 4 of 9

Action code:  Chedk Line For Leaks Description:  Check Pipeline For Leaks

Action Code Departments Create Actions  Complete Actions  Notes

[ Additional create fields & | [ 4
Project

Assigned date [ require a valus
Assigned to
Assigned comment | Selection Y
Due date
Due time Available additional fields: Selected additional fields:
Mieage .|
Assigned date
Assigned to
Assigned comment
Due date
Due time
4
ldd
EN
-
4
44
Help oK Cancel
T
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Configure the personnel for assigning and completing maintenance orders. Any personnel that will be using
Maintenance Orders must be setup in System Management and then selected in Personnel. If using the
mobile app, they can choose to receive email and/or text when something is assigned to them.

Caselle Connect® - > Maintenance Orders - > COrganization - = Personnel

| Caselle Connect® | Personnel [ |

Perzonnel: ||

Personnel:  AnnetteS (Annette Spencer)
Personnel  Departments  Motes

User ID: Annettes Edit this user in System Management
Mame: Annette Spencer

Email:

Mobile number:

Receive emails
Feceive texts
Allow new maintenance orders
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Departments

Configure the departments for assigning and completing maintenance orders. Any departments that will be usin
Maintenance Orders must be setup in System Management. NOTE: These department names must be different

departments used in Service Orders. Select the personnel that may be assigned the service orders in that department and
select the action codes that may be assigned to that department.

Cazelle Connect®

|§ Caselle Connect® || Departments |
Department: |

= » Maintenance Orders ~ > Organization ~ > Departments

all civicsystems
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Department:  Public Warks

Department

{Ceparment ¢ Action Codes  Motes

Department: Public Works
Description: Public Works
1 Abbreviated description: P
|
Caselle Connect® + > Maintenance Orders ~ > Organization = » Departments
[ caselle connect® | Departments @] |
Department: Department v 44
Department:  Public Works
Department Personnel  Action Codes  Notes
[ Name B || %
Jeffrey C. Harrison Personnel  Notes
Marvin Gilson
Thomas Carter User ID:  JefferyH
Mame:  Jeffrey C. Harrison
) Selection *
Available persornel: Selected personnel:
Mary Gardner
Ronald 1. Jones Thomas Carter
3
144
A
=
4
44

Help

oK. Cancel

Edit this department in System Management

Caselle Connect® -

?rom the

> Maintenance Orders = > Organization = > Departments -
W [Casslecomesta || Deparmens @)
Department: I | |Department R
Department:  Public Works

Department Personnel Action Codes  Notes

Empty Garbage Can
Fix Crack In Sidewalk

( Action Codes
Check Line For Leaks

EF s

Action Code  Notes

Action code:

Check Line For Leaks
Description: Check Pipeline For Leaks
Repair Replace Garbage Can
e = Abbreviation 1: CHECK
Replace Sign
Sprinkler Repair (Inactive) | Selection
Available action codes: Selected action codes:
Chec Line For Leaks
Tree Down Empty Garbage Can
Unclog Storm Drain Fix Crack In Sidewalk
Repair Replace Garbage Can
Replace Sign
Sprinkler Repair
3
44
4
H“
Help oK

Cancel
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Create Maintenance Orders

There are a few ways to get to Create Maintenance Orders. If Inquiry is open, click on the
Create Maintenance Order icon; through the menu go to Maintenance Orders > Maintenance
Orders > Create Maintenance Orders, or select Create Maintenance Orders from the
Checklist.

Close j@ &JQ&JE'@ x @@ I?

Caselle Connect® - > Maintenance Orders -~ > Organization - > Inquiry

|' Caselle Connect® || Inquiry | [
Maintenance order: | Maintenance order ~ 4 4 of 3 [
MNumber: 609 Status: Pending Last modified date:  04/06/2014 4:43 PM
Location: 110 N MAIM Last modified by: MaryG

Search: | | Show Detail
| Maintenance Order Created - )
Number Date Status Due Date Description Assigned To Department
609 | 04/05/2014 | Pending 04/10/2014 |Replace Street Sign Ronald J. Jones Streets
610 04/01/2014 Pending 04/15/2014 Check Pipeline For Leaks Thomas Carter Public Works
611 06/29/2020 Pending Fix Pothole In Street Streets

Caselle Connect® - > Maintenance Orders ~ = Maintenance Orders -

JJ Caselle Connect® |

R
™\ Maintenance Orders

Tasks Related Reports Miscellaneous
= Complete Maintenance Qrders = Maintenance Order List = Checkout
| * Create Maintenance Orders | * Maintenance Orders * Delete History
» Modify Maintenance Orders = V\iew All Reports = Inguiry
* Recalculate
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Create Maintenance Orders

Enter the Location address.

If the address has been used in the past it will appear in the dropdown list or the search function.
Locations can also be Imported from Utility Management by selecting Import Service Address from the

dropdown menu.

Caselle Connect® ~ > Maintenance Orders = > Maintenance Orders = » Create Maintenance Orders

| Caselle Connect® || Create Maintenance Orders EI-_

Create  Actions Attachments

Mumber:

Status:
Nurnber: ] Location: 110N MA
Location: 110 M MAIN - Contact:
Location history:
Created
comment: | 1155 MAIN l o dlcreated Datel..
:gg Ems: Caselle Connect® = = Maintenance Orders = > Maintenance Orders - = Create Maintenance Orders
330 N 700 E Casele Connect® [ Create Maintenance Orders i:||
667 E 3005 .
[ misplay ¢667 E Parkway Creste  Actions Attachments Mumber:
CORMER OF MAIM AND OAK

Contact:  |NORTH PARK

Murmber:
[ matify contact

Location:

Created

™ comment:

110N MAIN

on: 110 N MAIN
~I[=]

Contact:
| @ Search...

E, Import Service Address...

N o
[ Display comment in the online work order kst 8 search
Contact: | ] p Enter & search phrase or selact from the list,
) [
] Hatify contact ‘
e ( Service Address Location Number Street Parcel ID

10 Terrace Court

1102 | Terrace Court
1108 Woodbridge Trl
3102 Vilage Road
3103 Vilage Road
3104 Vilage Road
3101 Vilage Road

1228 Woodbridge Trl
1501 Village Road
1502 Village Road

623-1501-575-0

1503 Village Road
1550 Village Road
1617 5 Lake Rd

2171 LakeRd 632-5460-105-0
1837 5 Lake Rd 2172 Lake Rd 632-5460-227-0
1875 5 Lake Rd 2173 lakeRd 632-5460-340-0
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Create Maintenance Orders

All maintenance orders associated with this location will be listed under Location history.
Clicking on the & In front of a maintenance order in history will open Inquiry for that maintenance order.

Cazelle Connect® |v|:~ Maintenance Orders » > Maintenance Orders = > Create Maintenance Orders

|§ Casele Connect® || Create Maintenance Orders |
Create  Actions Attachments Mumber:
i Status:

Number: Location: 110 N MAIN

Location: | 110 N MAIN v |E| Contact:

Creatad I:ocaﬁnn history:

comment: Created Date Mumber Status
EA| 0z/25/2014 600 | Completed
| 1 | 04j05/2014 509 Pending

[] pisplay comment in the online work order list
Cnn1§ﬁ\|
[] Motify con

Enter the maintenance order
information. If using the mobile
app, make sure the box is check to
display the comment.
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Create Maintenance Orders - Actions

On the Actions tab, enter the department and select the Action code(s) that apply. Pressing enter will
bring up any additional fields that need to be populated. You can add multiple actions on one
maintenance order. Each action added will appear at the bottom right side of the screen.

Caselle Connect® - > Maintenance Orders

Create Actions  Attachments

Department: | Public Works

Action code: | Check Line For Leaks

+ » Maintenance Orders - > Create Maintenance Orders

[ Caselle Connect® || Create Maintenance Orders |

Description: |Check Fipeline For Leaks

Project: |
Assigned date: 09/16/2021
Assigned to: Thomas Carter

Assigned comment: |Leak in front yard

Due date:
Due time:

Mumber: 612

Status:  Pending
Location: 110 N MAIN
Contact:

Location history:

[ Created Date Number Status
EH 0z/26/2014 600 | Completed
[ 1] o4j0s/2014 €09 Pending
Actions:
Action Code Status
[P | check Line For Leaks Pending
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Modity Maintenance Orders

Any open/pending maintenance orders can be modified through Maintenance Orders > Maintenance
Orders > Modify Maintenance Orders.

Information can be modified on the Maintenance Order or Action Codes

Caselle Connect® - > Maintenance Orders ~ > Maintenance Orders = > Modify Maintenance Orders

[ Casele Comnect® | Modify Maintenance Orders [

Create  Actions  Attachments Number: 612
Status:  Pending

Number: 612 [E Locaton: 110 N MAIN

Location: | FERIIIING v|| - ‘ Contact:

Created l:u(ahun history:

comment: [ [created pate Number Status

Display comment in the online work order list

Contact: |

[ Notify contact

Caselle Connect® - > Maintenance Orders - > Maintenance Orders + » Medify Maintenance Orders
[ Casclie Connect® | Modify Maintenance Orders (5|
Actions: Create Actions  Attachments MNumber: 612
[ Action Code Status:  Pending
T3] T Department: | Public Warks v Location: 110 N MAIN
Action code: | Check Line For Leaks v Contact:
B bescription: [check Pipeline For Leaks | Location history:
Created Date Number Status
Project: v 7]
02/26/2014 600 | Completed
Assigned date: 09/16/2021
[ ] o4/0sf2014 609 Pending
Assigned to: Thomas Carter o
Assigned comment: |Leak in front yard
Due date: 09/17/2021
Due time: 1:00 PM
Actions:
Action Code Status
[P | check Line For Leaks Pending
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Canceling a Maintenance Order

To cancel a maintenance order, go to Modify Maintenance Orders, find the order and click Delete. You can
Cancel, Permanently Delete or Abort Changes. A maintenance order can be cancelled if you want to keep
history of the cancelled the request, or it can be deleted if the maintenance order was entered on the
incorrect location. When a maintenance order is cancelled, enter the date and information about the
cancellation on each Action to be cancelled. One action can be cancelled without cancelling all actions.
When a maintenance order needs to be deleted, check the box Delete Permanently and save for each action
to be deleted.

cose | 37 (% (B i | E2-|© @ 9

Caselle Connect® - » Maintenance Orders » » Maintenance Orders - » Modify Maintenance Orders

(Caselle Connect® 1 Modify Maintenance Orders I:I‘l

Create  Actions  Attachments Mumber: 612
Status:  Pending
Number: (612 |[&] Location: 110 N MAIN
Location: [110 N MAIN “|[=] Contact:
Created Location history:
comment: | | Created Date | Mumber Status

[ 1] o4/05/2014 509 Pending
Display comment in the online wark order list

Contact: |
[ nNotify contact

x Cancel the current maintenance order

",;\ Permanently delete the current maintenance order

|lf) Abort changes on the current maintenance order

Help Cancel

Artions:
| | Action Code Status

|'
L]
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Complete Maintenance Orders

There are a few ways to get to Complete Maintenance Orders. If Inquiry is open, click on the Complete
Maintenance Order icon; through the menu go to Maintenance Orders > Maintenance Orders > Complete
Maintenance Orders or select Complete Maintenance Orders from the Checklist.

Close j @' &Jf E' @ L @@ I?

Caselle Connect® - > Maintenance Orders -~ > Organization - > Inquiry

|' Caselle Connect® || Inquiry | [
Maintenance order: | Maintenance order ~ 4 4 of 3 [
MNumber: 609 Status: Pending Last modified date:  04/06/2014 4:43 PM
Location: 110 N MAIM Last modified by: MaryG

Maintenance Order  Actions Location  Attachments

Search: | | Show Detail
| Maintenance Order Created - )
Number Date Status Due Date Description Assigned To Department
609 | 04/05/2014 | Pending 04/10/2014 |Replace Street Sign Ronald J. Jones Streets
610 04/01/2014 Pending 04/15/2014 Check Pipeline For Leaks Thomas Carter Public Works
611 06/29/2020 Pending Fix Pothole In Street Streets

Caselle Connect® - > Maintenance Orders ~ = Maintenance Orders -

JJ Caselle Connect® |

R
™\ Maintenance Orders

Tasks Related Reports Miscellaneous
I = Complete Maintenance Orders I = Maintenance Order List = Checkout
# Create Maintenance Orders « Maintenance Orders * Delete History
» Modify Maintenance Orders = V\iew All Reports = Inguiry
* Recalculate
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Complete Maintenance Orders

Enter the maintenance order to complete. Enter the Completed comment, if necessary. Each action will
come up in the order on the bottom right side of the screen, enter the fields needed to complete each action.
The Complete fields are setup on the Action Code. Contact information can be set to popup when a

maintenance order is completed.

Caselle Connect® ~ > Maintenance Orders ~ > Maintenance Orders = > Complete Maintenance Orders

[ casele Connect® [ tnquiry || Complete Maintenance Orders (]

Caselle Connect® - > Maintenance Orders ~ > Maintenance Orders - > Complete Maintenance Orders

Caselle Connect® || Inquiry

Complete  Actions  Attachments Number: 609
Status:  Pending
Mumber:  |508 ||.§\ﬂ Location: 110 NMAIN
Completed Contact:  George Pompadapolous
comment: Location history:
[ |createdDate Number
BA| 02252014

[ 1] o9y1512021

Status
600 | Completed
612 Pending

Complete Actions  Attachments

Action code: Replace Sign

Action completed by: Ronald J. Jones

Action completed date:

[ Complete Maintenance Orders 3]

Action completed comment: |replaced

= il
Caselle Connect® - > Orders - > Orders ~ > C Orders
[[Casele Comect® | inqury | Complete Maintenance Orders @)
Complete Actions  Attachments Number: 609
[@) Additional Information
Actions: Action code: Replace Sign
7 ~|  Acton completedby: |Renald 3. Jones

Action completed date: [09/15/2021 E
Acton completed comment: - [replaced

Field

Gontact address
Contact telephone 1
Contact telephone 2
Contact email
Contact comment
Notify contact

select..,

George Pompadapolous

Completed
Pending

Humber: 609

Status:  Pending

Location: 110 NMAIN

Contact:  George Pompadapolous

Location history:
[ [created Date Number Status
EHl |02/25/2014 600 | Completed
[4] 091572021 612 Pending
Actions:
[ Action Code Status

1B | P | Replace sion
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Printing Maintenance Orders

Maintenance orders can be printed upon creation, upon saving modifications or through Maintenance
Orders > Maintenance Orders > Maintenance Orders

close [3| < |H| v |& [&] 7 w2
Cazelle Connect® = > Maintenance Orders = > Maintenance Orders + > Maintenance Orders
|J Caselle Connect® || Maintenance Orders I:I‘| |
Title: | aintenance Orders [Caselle Master v| [Joefault report
Report Options  Forms  Print Settings
Selection criteria:
Column Value Test
Maintenance Order.Maintenance order num {Prompt for value} Entire field
Report order:
Column Sort Title | Total | Page Test
Maintenance Order.Maintenance order nun Ascending ~«| [0 [ [ eEntirefield
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Maintenance Order with sequence detail

Anycity Corporation
MAINTENANCE ORDER

Maintenance Order No: 609

Lacation: 110 N MAIN
Created By: MaryG
Comments: Contact ran over the stop sign.

Created Date; 04/05/2014

all civicsystems
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Contact Information:

Requested By: George Pompadapolous
FPhone Mumber;

Action: Replace Street Sign
Due Date: 04/10/2014 Time:

Aszsigned To: Ronald J. Jones

Date:

Comments:  Determine if sign can be aftached to a new sign post.

Completed By-

Completed Date Time;

Comments:

Office Uise Only

Recorded By

Recorded Dale
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Maintenance Order without sequence detall

Anycity Maintenance Order

Person Calling:

Address:

Fhone # Date Recevied: 0272672014

Reseived by MaryG

Description of Request;
Water setlling has been reported around this address.

Location of Problem: 110 N MAIN

Assigned Comments:
Flease confim any leaking and take necessary steaps 1o repair,

Assigned To:  Jaffrey ©, Harrisan Date Assigned

Due Date: gaizviznis Date Completed:

Completion Information:

Other Commends:

all civicsystems

strong softwere, strong community
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Maintenance Order List

The best way to identify outstanding maintenance orders, or what has been scheduled, is through
Maintenance Order List. It is recommended that this report is printed on a regular basis to make
sure all maintenance orders are completed.

Caselle Connect® - > Maintenance Orders - > Maintenance Orders = > Maintenance Order List

I Caselle Connect® i Maintenance Order List @l E

Definition: | Maintenance Order List - by Due Date [Caselle Master] i | Filter: | Al v %4 4|3 of4 b B

Report Options  Additional Options  Columns  Print Settings

Report dates Selection criteria:
From: |Prampt = 4w , & [ &
To: |Pron1|:|t ”El 4k | Column Value Compare
Advanced options. . Maintenance Order.Maintenance order n...  All Entire field
Dates based on: | Due date A
Statuses:
(=] Status
[] canceled
[[] completed
Pending
Assigned to: Report order:
|| Personnel & & | I | Section: |Main “

Unassigned

AnnetteS (Annette Spencer)
JefferyH (Jeffrey C. Harrison)
MaryG (Mary Gardner)
mgilson (Marvin Gilson)
Ronald] (Ronald 1. Jones)
ThomasC (Thomas Carter) Report sections:

Column

Maintenance Order Detail.Due date
Maintenance Order Maintenance order nu...  Ascending 0 O O [0 -Entrefild

Section Headings
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Maintenance Order List

all civicsystems

strong softwere, strong community

The master reports can be modified to show only certain statuses or add User Defined
Fields used for scheduling or assignment.

Anycity Corporation Maintenance Order List - by Due Date Page: 1
Dwe date: All Sep 15, 2021 2.364M
Report Criteria:
Statuses included: Pending
Maintenance
Order Number Location Action Code Assigned To Due Date
04115/2014
8§10 120 Center 5t Check Line For Leaks ThomasC 041812014
0911772021
812 110 M MAIN Check Line For Leaks ThomasC 08M 72021
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Mobile Work Orders App

Log in using your Caselle
username and password and

CASELLE | Connect Mobile your utility's Subdomain .

oS WOr

My Work Orders Work Orders will be categorized
as Pending, Submitted &
Unassigned. Work Orders can
also be added here.

[Your subdomain

<
26 Results Z T Q

© tlankDue Dates @) Service Orders @

Water Meter Removal
Readin
O o temncamnos (X )
WAY

Water Meter Check
~ for

Water Meter Check

The Work orders will be listed  [Sligrmm—m

WA

on the left side and if latitude &

Water Meter

When a pinpointis

Iong|‘Fud¢ are setup on the. ) Reo tapped, detail of the
location in Caselle, they will be 0 :

: Electric Meter work order will
mapped on the right. [ Replacement Reading o " _

222 MADISON ST

dispplzy

Electric Meter Install

~ Reading Q)

222 MADISON ST
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Mobile Work Orders App

26 Results

<

26 Results
Department
© Blank Due Date:

Due Date: Asceridin

Water Met &

Reading
116 RYAN
WAY

Due Date:
Descending

User
Water Met

0O for Leaks

318 MADI Work Order Number

Tapping on thewill
give the sort options

Tapping on the = Wil open
filtering options. Filters
include Departments, Users,
Due Dates and Submitted
Work Orders.

26 Results Z T Q
© BlankDue Dates @) Service Orders @

Water Meter Removal

Reading
116 RYAN CANTAFIOS \\ .
WAY

Water Meter Check
for Leaks
09 sismoisons 3 )v
03/20/2018

Include

Departments

Unassigned  AnnetteS  JacobS  JeffreyH  MaryG  Ronald)  ThomasC

Due Dates

Show Work Orders Without a Due Date

Show Submitted Work Orders

<

6 Results

Search
222

© BlankDue Dates @) Service Orders @

Electric Meter
0 Replacement Reading
222 MADISON ST

WORK ORDER #
ASSIGNED TO
DEPARTMENT

Electric Meter Install
Reading
222 MADISON ST

O

WORK ORDER #
ASSIGNED TO
DEPARTMENT

Electric Meter Check
for Tampering
222 MADISON ST

O

WORK ORDER #
ASSIGNED TO
DEPARTMENT

Tapping on the B wil open the
search function. Thisis a
character search and will match
any fields with what is typed in.
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Tapping on the B il give the
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Mobile Work Orders App

option to Expand or Collapse
additional information or Add

Work Order.

Water Meter Removal
_ Reading
116 RYAN CANTAF

ter Check

[

Add Work Order
Water Meter Removal

__ Reading
] o 116 RYAN CANTAFIOS
WAY

Water Meter Check

) for Leaks
318 st

Tapping on the
the work order.

B will open

THE WORK ORDER
The right side will prompt the
user for the information
needed to complete the Work
Order. This differs based on
the type of work order. Once
this is filled in tap on the ﬂto
submit the work order. The
left side gives basic info about
the work order including the
Meter ID & Last Reading.

Tapping on the B will give
the option to Work On It (this
assigns it to you). Assign it to
someone else, Add, Replace
or Cancel an Action.
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Mobile Work Orders App

The second Meter icon
will display any fields
that are populated on
the meter in Caselle.

The first Meter icon will
display reading and usage
history for the meter.

The icon bar across the bottom
gives additional information
about the customer. Tapping
on the Location icon will show
any other work orders at that
location. Tapping on the
will open the work order.
Tapping on the [l will give a
little more info about it.

(385) 555-2211
None.

Parcel ©
632-3205-270-0

The Customer icon will display
customer information
including phone number and
email address. These can be
used to communicate with the
customer by voice, text or
email.
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Mobile Work Orders App

. Map will show the location
onamap. Tappingon the
pinpoint will give the option
to get directions based on
your current location.

Additional will list other
meters at the location.

Work Order 605

Location Attachments

[

Attachments will allow
pictures and other
attachments to be shared
between the office and the
field. Using Amazon's free file
sharing service Amazon S3.
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Mobile Work Orders App
BT < Any property in the system can be accessed by tapping on the binoculars.

€ Madison " Type in any part of the address for the property. Any
matching properties will display.

222 MADISON ST (632-3205-260-0)

x Add a work order

318 MADISON ST (63243205-270-0)
M Department*

Electric

Action®

Electric Final Reading

Assign To

Jeffrey C. Harrison

Meter ID

Tap on the desired 4
location and the Account & — ‘\ crested Commen

information will display. Tap on the Bl to
add a work order.

Select the Department, Action,
Assigned to, Meter and enter a
created comment then tap the @
to save it.
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