New Users - How to create a new account

1. To loginto the Public Work Order (Request) site you must first create an account that will
use an email address and personal password.
2. Click the Create Account button

Welcome to Service Requests
E-mail:
Password:

| Login [|  Create Account |
Forgot Password
Remember Me [

Page designed for Internat Explorer

3. The Registration form will open
4. Enter all the required information

Register for WorkTech Inc. - Service Requests

E-mail: *
Password: *

Confirm: * The password must be 7-20 characters and
contain at least one of each of the
following:

Contact Name: * « Capital letter
* Lowercase letter
Phone: * s Number (1,2,3,etc.)
* Special characters including ! & @ #
Cell: % %

Address:
City/Town:
Province:
Postal Code:

Validation Code: | | *

‘ Create (| Cancel |

Privacy Policy
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(a) * Email Address — your email address
(b) * Password — See the note on the page.
The password must be 7-20 characters in length
(i) It must contain on of each of the following:
e CAPITAL letter
e Lowercase letter
Number (1,2,3, ect.)
Special Character (! $ & # % ect.)
(ii) Example password: Mypass1#
(c) * Confirm —re-enter the password created in (b)
(d) * Contact Name — Your first and last name
(e) * Phone — Your phone number
(f) Cell —Your cell number
(g) Address — Your municipal address
(h) City/Town — Your town or city
(i) Province — Your province
(j) Postal Code — Your postal code
(k) Validation Code — Enter the letters or numbers as they appear. This is used to validate
that a human is creating this account and not an algorithm (Captcha Technology).

5. *indicates these fields are mandatory
Note: at any time the privacy policy can be viewed by selecting Privacy Policy

6. Click the Create button
Register for WorkTech Inc. - Service Requests

E-mail: | msmith@worktech.ca *

Password: eseeescssses *

Confirm: I sosscccenee | * The password must be 7-20 characters and
contain at least one of each of the
following:

Contact Name: ' Michael Smith * « Capital letter
* Lowercase letter
Phone: l (555) 555-1234 | * * Number (1,2,3,etc.)
* Special characters including ! & @ #
Cell: | (555) 555-4321 $ %

Address: | 123 East Main Street

City/Town: | Star City

Province: QOntario

Postal Code: | | QY 8TH
LU

iy e o 2
: - ——te

Validation Code: |6G|UV X | *

Create [ Cancel

Privacy Policy
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7. An e-mail will be sent to the user to validate the account. The email will have a URL link
that must be selected or clicked on to in order to activate the account.

WorkTech Service Requests Account Created

Email Notification <support@worktech.ca>
Thu 18/04/2013 3:13 PM
qatesting@worktech.ca

An account has been created on WorkTech Service Requests on Apr 18,
2013 at 3:12PM.

In order to activate your account you will need to confirm your email
address by clicking the following link:

http://10.32.40.55/Pearl/WT WMCOM Update Register Public.aspx?
COMSysID=535&ActivationCode=aRoxB3VK1aGi%252fPIfSRZ2gA%
253d%253d

If you did not create an account you can simply ignore this email.

8. Enter your email and password to create a public work order.

Welcome to Service Requests

E-mail:
Password:
Login || Create Account |

Forgot Password
Remember Me D

Page designed for Internat Explorar

9. Click the Login Button
10. The Remember Me box remembers the E-mail address the next time the user tries to
login.
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Adding a Public Work Order

1. Login
2. The main Request screen opens

3. Click the Add button to create a new Request

Add Request %

Request Assignment

[Request
Date: ©
Request By: (-

Service Type: 5!

Request:
Details:

To add an attachment to this request click the red paperclip icon.

& [E ok @ Close

4. Enter information in the following fields
(a) Request —Enter the reason for the Public Work Order
(b) Details — Enter detail information related to this Public Work Order
(c) Red Paper Clip (lower left corner) — Attachment — Select this button to add
any
file attachment to this Public Work Order
a) The Attachment window will open

Attachments -

[Add 1 view > Change X Delete ¥ Download  Include

Defal‘ File | [nclu4 Comments | Attachment

| v
| [ o records to display.

[ Wl e )[z]f>[»] Pagesie: 10 ~ Qitems in 1 pages

@ Close

b) Click the Add Button

Add Attachment = X

Comments:  File to attach

File | growse Public Work Orders.pdf Select

File Type: Email Attachment -
Order ID: 1
‘ o - | E] Save QI Close

e Comments — Enter information about the attachment
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e File — Name of the file uploaded

e Select — Use this button to locate and upload the file

e File Type — From drop list select the associated file type
e Order ID — Order the attachment will be added

¢) The following commands are used to add or view
attachments

Attachments

.7 Add fY view  » change 2X Delete ¥ Download  Include

Defa|| File | Incluc| Comments. Attachment

| |No records to display.

e Add - to add the link (hyperlink) to the file

e View —select an existing file attachment and the window above
will open in window that is not able to be edited

e Change — select an existing file attachment and the window above
will be opened allow edits

e Delete — select an existing link to be deleted

e Download — Select an existing file attachment and then select the
Download button to have the file downloaded to your computer

¢ Include —Used in a different area of the software

5. Click the OK button to save and submit your request
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Main Window

O http//srworktech.ca/WT_AMSRQI Browse_Public.aspx P~ BC X BrowseRequests

(. Add Request View Request Change Request &4 Void € Logout

Refresh

> Edit Profile

Filter: || I |
S T Apply a filter

wo# | Request By | Status Date | Request l Assigned To \ Service
w23819 Joesmith@mail.co Not Done 1/31/2013 2:52:51 PM  This is only a test Public Work Order Pending Training

1. To view your request the first time, select the Refresh button
Your Public Work Order is complete
3. Use the Logout button to return to the Public Works Orders login screen

N

Checking Your Request Status

Open the Login Screen

Enter your email and password

Click the Login in button

Select the request from the main window (Record will become highlighted)
Click the Change Request button

vk wnN e

O hitp://s2 worktech.ca/WT_AMSRQI Browse_ Public aspx

(/1 Add Request 1 View Request > Change Request & Void & Logout

> Edit Profile

EUUBES] Enter Search Criter

| status: ~

Wo# | Request By status | Date | Request Assigned To | Service
W23819 Joesmith@mail.com Not Done  1/31/2013 2:52:51 PM  This is only a test Public Work Order Pending Training

<1} » % Pagesze 10 ~ 1tems in 1 pages

6. Update Request form will open
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Add Reguest b4

Request Assignment

R ot

Date: &/12

Request By: C

Service Type: Select

Request:
Details:

To add an attachment to this request click the red paperclip icon.

& 0K () Close

7. Select the Assignment tab as shown above

Update Request X

Request Assignment
Assignment
Status:
Scheduled Date:
Due Date:
Done Date:

Completed By:
Action Details:

‘ ¢ | [E ok & close

a) The information displayed on the Assignment is populated by the
Municipality and cannot be edit by the user
b) The Assignment tab will display the detail status of the request
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Main Window Features

m[ O hitp://sr.worktech.ca/WT_AMSRQ Browse. Public.sspx O+ BEX| o BrowseRequests X x5
) Add Request |7 View Request . *Change Request Void €& Logout I Refresh | * Edit Profile
Filter: b
| status:
Wor | Requestey |swtus | Date | Request | Assigned To | Service
W23819 Joesmith@mail.com Not Done  1/31/2013 2:52:51 PM  This is only a test Public Work Order Pending Training

The following tools are available from the window
shown above
(a) Add Request — Opens the Add Request form
(b) View Request — Opens an existing request in View only mode
(c) Change Request — Opens the Update Request form in edit mode
(d) Void Request — Sets the record Status to Void
(e) Logout— Log the user out of the system
(f) Refresh — Refresh the record list
(g) Edit Profile — Opens the Edit Profile form
(h) Filter: - enter a value that the existing list will be filtered by. For example a
word used in the Request field such as Tree, or
pot hole...
(i) Status: - The current status of your Public Work Order
e All-displays all
status values
o Done —filters all request and displays only the request where
the status equals Done
o Not Done —filters all request and displays only the request
where the status equals Not Done
e Void - filters all request and displays only the request where
the status equals Void
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How to update your profile

1. Click the Edit Profile button

Ml 2 OATRDOAD ¥ AR M V.

LI AGD Request  \iew Mequent Change Request &= Void £3 Logout
Filter:
St)t\n -
WOO  Siatun  Owite  Seget By  Beguedt | Asigd Te | Tervis
~p—y v
P - P p—

2. The following Edit Profile window opens
| Edit profile X
Edit Profile

Login Information

E-mail: | Joesmith@mail.com
Password:

Confirm:

Personal Information
‘Company: Address: | 89 Main Street

Contact Name:  Joe Smith

Phone: (555) 555-5555 City/Town: | Sylvian Lake
Cell: | (555) 555-4444 Province: | Alberta
st co

| [F ok @ Close

a) Edit as required and use the OK button to save the changes
b) To disregard any changes click the Close or X buttons

Forgot your password

1. Select Forgot Password from the Log in screen
2. Enter your email address
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Retrieve Password for WorkTech Inc. - Service Requests
\

E-mail: msmith@worktech.cal X

Send Password Cancel
\

y |
3. Click the Send Password button
Note: A red message will appear “Password sent, please check your email!”

4. Open your email application and a new email notification will be sent.
a) The subject will be as follows: Forgot Password
b) The body of the email will contain your password
c) Enter your email and the password then select Login
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