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WORKdirector Overview 

 
WORKdirector is a work management program created and designed to generate Service Reports, create 
Purchase Orders and calculate the cost of business and inventory material items.  WORKdirector will assist 
DOT in managing their Electrical asset inventories and will be used in conjunction with SignalView. 
 

Starting WORKdirector 

 
1. Locate the CarteGraph Navigator icon on your desktop. 

  
2. Double-click on the icon. 

 
 

Open an Existing Data Link to WORKdirector or SignalView 

1. Menu Option: File 

2. Open Datalink or Click . 

a) Select the datalink (file ending with .cgd) from the Recent Files list.  
1. Signals.cgd is used to open WORKdirector which is a direct Oracle interface. 

 

3. Click  
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Understanding the WORKdirector Navigator Bar 

 

Each CartêGraph module has a button on the 
Navigator Bar.  

By default, the groups on the Navigator Bar 
represent each installed module.   

Click on a Group Button to view the Page 
Icons. 

 

 

Each group consists of Pages that are 
categorized by labels call Page Icons.  

Click on a Page Icon to view the forms for this 
application. 

 

 

The WORKdirector Electric application will 
primarily use the Materials and Work Orders 
page icons.  Data is also maintained using the 
Equipment, Labor and Vendors applications. 

 

 
 
  

Group Buttons 

Page Icons 
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Understanding CarteGraph’s Toolbar 

The Toolbar contains icon shortcuts to commonly used tasks. 

 

Open an existing data link 

Print Preview 

Print a report or form 

 
 
Open form 
 
Design Form 
 
 

 
 
Save record   
 
New record 
 
Duplicate record 
 
Delete record 
 
Refresh record 
 

 
 
First record 
 
Previous record 
 
Next record 
 
Last record 
 
 
 
 

mk:@MSITStore:ReportBuilder.chm::/View_a_Report_on_Screen_.htm
mk:@MSITStore:ReportBuilder.chm::/Print_a_Report_.htm
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Filter builder 
 
Current filter 
 
Recent filters list 
 
Show all records 
 
 
The tool bar is called the “Standard” in Cartegraph and can be accidently removed, to get it back right click 
on the main tool bar and make sure Standard has a check next to it. 

Understanding Forms 

 
1. Forms in CarteGraph control the data that is displayed.  Multiple forms can be found in a single 

module.  In WORKdirector – Work Orders there are 3 forms: 
a) Elec Purchase Order 
b) Elec Service Report 
c) Elec Contractor Materials 

2. Forms are selected by clicking on the appropriate tab at the bottom of the screen. 
 

Forms Tabs located at the bottom of the Work Orders screen. 
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Create a Purchase Order 

 
Select Work Orders from the 
Navigation Bar 
 
 
 
Click on the Elec Purchase 

Order form tab. 

 
 
 
Select the PurchaseOrders filter 
for your region from the Recent 
Filters drop down button. 
 
 
 
Enter “Parent Record” Data 
 
1. Toggle any fields that you 

want to carry over to the new 
record.  You do this by 
clicking the green toggle on 
the left side of each field you 
want to duplicate.  
 

1. Recommend toggling the 
Category and Region fields. 

 
 
2. Now click the “New Record” 

button. 
 

3. Category & Region 

 Skip these fields if the toggle 
button is set, they will 
automatically fill in once the 
next field is entered. 

 
4. Project Number 

 Enter a Project Number or 
select from the drop down list. 
 

5. Purchase Order Number – 
Pcard Purchase 
Create a new Purchase Order 
Number with the format: 

 XXXX-MMDDYY-## 
 
 
 
 
 
 
 

 
 
 

 
 

 
 
 
 

 
 
 
 
 
 
 
 

 
o XXXX = last 4 digits of PCard number. 
o MMDDYY= today’s date. 
o ## = sequential number for today’s purchase orders. 

 
 
 
 
 
 

Note 
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6. Purchase Order Number – 
Central Office Purchase 
Order 

 Enter the Purchase Order 
Number assigned by 
purchasing. 
 

7. Purchase Order Date 

 Enter the date or select from 
the drop down calendar. 
 

8. Vendor Name 

 Enter a Vendor or choose 
from the drop down list. 
 

9. Due Date 

 Enter the date or select from 
the drop down calendar. 
 

10. Entered By 

 Automatically fills with the 
current user’s login id. 
 

11. Work Order Number 

 Automatically fills in.   
 

12. Status 

 The default value on a new 
record is “Planned”.  Change 
this to “Complete” when the 
PO is received. 

 
13. Regional Office Notes 

 Enter any notes needed to 
identify the purchase order. 

 
 
 
 
 
 
 
 
 
 
 
 
 
  

 
 
 
 
This number will be important for Purchase Orders being placed with CO 
Purchasing.  If the PO Number is unknown at the time this record is 
entered a person can find the record at a later date using the Work Order 
number. 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 

Note 
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Save The Parent Record 
 
1. Click the Save icon that is 

located on the toolbar.  
 

 
 
 

2. Complete the History Event 
Entry. 

 Activity = Order Electrical 
Material 
 

3. Click the Save button. 
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Enter Line Item Details 
 
1. ID 
2. Start to enter the first few 

letters of the commodity you 
want to enter. 
 

3. Type-ahead will start to fill the 
field. 

4. In this example the letters 
“SIGNAL” were entered. 

 

 Click the down arrow to open 
the Materials Library.  

 
 
 
 
 
 
 
 
 

 Make sure that the Quick 
Filter is set to “Electrical 
Material”. 
 

 You can now scroll to the item 
you wish to order using the 
scroll bar on the right side of 
this window. 
 

 Click on the desired ID and 
the window will close. 

 
2. Commodity Code 

Description 

 Skip this field; it will fill in 
automatically when you leave 
this line. 
 

3. Transaction 

 Defaults to “Used” – change 
this to “On Order”. 
 

4. Location 

 Skip this field; it will fill in 
automatically when you leave 
this line. 
 

5. Quantity 

 Enter the quantity purchased 
or to be ordered. 
 
 
 
 

 
 

 
 

 
 
          OR 
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6. Price Per Unit 

 If this is a PCard purchase 
enter the price paid. 

 If this is going thru 
Purchasing leave the field 
blank.   
 

7. Cost 

 Leave this field blank, it is a 
calculated field. 
 

8. Click on the next blank line to 
save the record. 
 
 

 
 
 

 
If the Material is on a Contract or if it has been ordered before for 
this region the price will fill in when you click off of the Line Item. 
 
 

 
 

 

 

Enter additional line items 
 
9. Toggle the Transaction and 

Location fields so that they 
will duplicate on the additional 
line items. 

 
 
 
 
 

 
10. Enter additional lines in the 

same manner as described 
above. 
 

 When all of the lines have 
been entered save the record 
by clicking the Save icon 

. 
 

 Then click the Bypass button 
on the Events Log screen. 

 

 
 
 

 
 
 
 

 

 
 

Note 
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Print Purchase Order Report 
(optional) 

 
1. The Purchase Order can be 

printed by clicking on the 
Create PO Report button. 
 

2. Click the OK button on the 
“Creating Report” message. 

 
 
 
 
 
 
 
 
 
3. The report will now display on 

your screen. 
 

4. Print it by clicking the Print 
button on the report window. 
 
 
 
 
 
 
 
 
 
 
 

5. Close the report by clicking 
on the lower “X” in the upper 
right side of the window.  
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Receive & Stock Purchase 
Order Materials 

 
1. When the items are 

received each must be 
“Stocked” so that they 
increase the inventory on 
hand balances. 

2. Locate the PO you want 
to receive. 

  
 
 
 
 
 

3. Locate the first line item 
to be received. 

 
 
 
 
 
 
 
 

4. Highlight the line by 
pointing your mouse to 
the first column (before 
the ID field) and clicking 
your right mouse button.  
This message box will be 
displayed. 
 

5. Select Duplicate Record. 
 

6. The line will duplicate at 
the bottom of the grid and 
is ready for entering or 
modifying any of the 
fields. 
 

7. Tab to the “Transaction” 
field and change it to 
Stock Item.  Then tab to 
the “Shipped Date” field 
and enter the date you 
received the material. 
 

8. Click on the next blank 
line to save the change 
you just made. 
 

9. Continue to duplicate and 
modify each line item 
received. 
 

 
 
 
 
 
 
 
 

 
 
A PO can be located by clicking through the records, doing a” 
Prompt For Value” search or using the ActionsGo To Work Order 
menu option.  Note that this is the Work Order field, not the PO 
Number field. 
 
 

 
 
 

  
 
 

 
 
 
 
 

 
 
 
 
 

Tip!   
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10. Change the “Status” to 
Complete. 
 
 
 
 

11. Click the Save icon 
when all line items have 
been updated and click 
the Bypass button on the 
Events Log screen. 
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Create a Service Report 

 

Select Work Orders from the 
Navigation Bar 
 
 
 
Click on the Elec Service Report 

form tab. 

 
 
 
Select the XXX_Service Report 
filter for your region from the 
Recent Filters drop down list. 
 
 

 
 
 

 
 

 
 
 

Enter “Parent Record” Data 
 
1. Toggle any fields that you 

want to carry over to the new 
record.  You do this by 
clicking the green toggle on 
the left side of each field you 
want to duplicate. 
 

2. Recommend toggling the 
Category and possibly the 
Assigned To fields. 

 
3. Now click the “New Record” 

button. 
 
 

4. Category & Assigned To 

 Skip these fields if the toggle 
button is set, they will 
automatically fill in once the 
next field is entered. 
 

5. Entered By 

 Fills in automatically when the 
record is saved. 
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6. Signal Group ID 

 Type in the Signal ID or 
choose from the dropdown 
list. 

 Make sure your region is the 
active quick filter.  

 
 
 
 
 
 
 
7. Once the Signal Group ID is 

selected the next 6 fields will 
fill in automatically. 

 
 
 
 
 
 
 
 
8. Incident Number 

 Enter the STOC Incident 
Number if there is one. 
 

9. Status 

 The status will change from 
Planned to Service Report 
Complete when the record is 
saved. 

 
 

 
 

 
 

 

 

 
10. Call Reason (required field) 

 Select the desired Activity 
from the drop down list. 

 Note:  Make sure that Signal 
Activities quick filter is set. 

 
 
 
 
 
 
 
 
 
11. Project Number (required 

field) 

 Enter a project number or 
select one from the drop 
down list. 

 

 
 
 
 

 



WORKdirector Training Guide 
 

15 
 

 
 

12. Work Date 

 Enter the date the work was 
performed. 
 

13. Report Date 

 Fills in today’s date 
automatically. 
 

14. Called – Departed  

 Time fields that can be 
selected from the drop down 
list. 

 

 
 

 

15. Work Performed 

 This is a notes field to enter 
any text about the service 
report. 

 

 
 

 
Save the Parent Record 
 
16. Click the Save icon which is 

located on the toolbar. 
 
 
 
 
 

17. Complete the Event Entry. 

 Activity fills in automatically 
to the same value as the Call 
Reason on the service report. 

 
 
18. Click the Save button. 
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Enter Service Report Details 
Notice that there are 3 tabs on the 
details grid; Labor, Equipment 
and Material. 
 
We will start with the Labor tab. 
 
1. ID (Employee Name - Last, 

First) 

 Start to type in the last name 
of the person who worked on 
the service report and the 
field will start to auto-fill. 
 

 You can accept the value or 
click on the drop down arrow 
to select a name. 
 
 
 
 
 
 
 
 
 
 
 

 
2. Hours/Units 

 Enter the hours worked. 
 

3. Overtime 1 Hours 

 Enter the overtime hours 
worked. 
 

4. Rate Name (Default or 
Damage Claim) 

 Enter the appropriate rate 
name. 
 

5. Use Overhead 

 If this is a Damage Claim then 
click this field to apply an 
Overhead rate to the total 
cost. 

 
6. Enter the information about 

any additional staff who 
worked on this service call. 
 

7. When all names have been 
added click on the next blank 
line to be sure that the last ID 
was recorded. 
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Next the Equipment tab will be 
completed. 
 
 
 
 
 
 
1. ID (Fleet ID) 

 Enter the numeric ID of the 
vehicle that was used or 
select it from the drop down 
list. 
 
 
 
 
 
 
 
 
 
 
 

2. Start Usage and Stop 
Usage 

 The Stop Usage will fill in 
automatically with the Travel 
Miles from the Site ID library.  
This is displayed on the top 
portion of the screen.   

 If there is a value just skip 
these fields.   

 If the Travel Miles is blank 
then you need to type in the 
round trip miles. 

 If this is equipment that uses 
hours you need to fill in the 
Start and Stop Usage. 

 
3. Notes 

 Enter any Notes if needed. 
 

4. Continue to enter lines for any 
additional equipment used on 
this service call 
 

5. When all equipment has been 
added click on the next blank 
line to be sure that the last ID 
was recorded. 
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Next the Materials tab will be 
completed. 
 
 
1. ID (Materials ID) 

 Type in the first few letters of 
the Material that was used 
and then click the drop down 
list arrow. 

 
 

 Make sure “Electrical 
Materials” quick filter is active. 
 

 Scroll down and select the 
material you want to add. 

 
 
 
 
6. Commodity Code 

Description 

 Skip this field; it will fill in 
automatically when you step 
off of this line. 
 

7. Transaction 

 Defaults to Used. 
 

8. Location 

 Defaults to the location of the 
Signal Site. 
 

9. Quantity 

 Fill in the quantity used. 
 

10. Price Per Unit and Cost 

 Skip these fields and click to 
the next line. 
 

11. Continue to enter lines for any 
additional material used on 
this service call 
 

12. When all equipment has been 
added click on the next blank 
line to be sure that the last ID 
was recorded. 
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1. Click the Save icon 
when all line items have been 
updated and click the Bypass 
button on the Events Log 
screen. 

 
 

 
 

Print Service Report (optional) 

 
1. The Service Report can be 

viewed and printed by clicking 
on the Service Report Details 
button. 

 
2. Click the OK button on the 

“Creating Report” message. 
 
 
 
 
 
 
 
 
 
3. The report will now display on 

your screen. 
 

4. Print it by clicking the Print 
button on the report window. 
 

5. Close the report by clicking 
on the lower “X” in the upper 
right side of the window. 
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Create a Contractor Materials/Adjustments Order 

 
Select Work Orders from the 
Navigation Bar 
 
 
 
Click on the Elec Contractor 

Materials form tab. 

 
 
 
Select the ContractorMatl filter for 
your region from the Recent 
Filters drop down button. 
 
 
 
Enter “Parent Record” Data 
 
14. Toggle any fields that you 

want to carry over to the new 
record.  You do this by 
clicking the green toggle on 
the left side of each field you 
want to duplicate.  
 

5. Recommend toggling the 
Category field and possibly 
the Project Number field. 

 
 
15. Now click the “New Record” 

button. 
 

16. Category (Contractor 
Supplied Materials) 

 Skip this field if the toggle 
button is set, it will 
automatically fill in once the 
next field is entered. 

 
17. Project Number 

 Enter a Project Number or 
select from the drop down list. 

 
18. Signal Group ID: 

 Enter a Signal Group number 
or pick from the drop down 
list. 
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19. Installation Site ID 

 This will fill in automatically 
when the record is saved. 
 

20. Region & Supplying Region 

 These will fill in automatically 
when the record is saved. 

 You can change the values if 
needed. 
 

21. Regional Office Notes 

 Enter any notes needed to 
identify the purchase order. 

 
 
 
 
 
 
 
 
  

 
 
 

 

22. Entered By 

 This will default to your login 
id.  Skip the field. 
 

23. Entry Date & Last Modified 

 Skip these fields.  They will fill 
in automatically when the 
record is saved. 
 

24. Status 

 Defaults to Planned.  Leave 
this as is until the shipment is 
complete. 

 If the shipment is complete 
change the value to 
Contractor Materials 
Complete. 

 
25. Pickup Date (Work Date) 

 Enter the date the order is 
picked up. 
 

26. Activity 

 Skip this field. 

 
 

 

 
 

 
Save The Parent Record 
 
27. Click the Save icon that is 

located on the toolbar.  
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28. Complete the History Event 

Entry. 

 Activity = Send  Electrical 
Material 

 
29. Click the Save Button. 
 
. 
 

 
 
 

 
 
 

 

Next the Materials tab will be 
completed. 
 
 
1. ID (Materials ID) 

 Type in the first few letters of 
the Material that was used 
and then click the drop down 
list arrow. 

 

 Make sure “Electrical 
Materials” quick filter is active. 

 

 Scroll down and select the 
material you want to add. 

 
 
 
 
2. Commodity Code 

Description 

 Skip this field; it will fill in 
automatically when you step 
off of this line. 
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3. Location 

 This field will default to the 
same location as the Signal 
Site on the parent record. 
 

4. Transaction 

 Defaults to “Used”. 
 

5. Quantity 

 Fill in the quantity being 
shipped. 
 
 

6. Continue to enter lines for any 
additional material being sent 
to the Contractor. 

 
7. When all equipment has been 

added click on the next blank 
line to be sure that the last ID 
was recorded. 

 
 
 
 
 
 
 

8. Click the Save icon 
when all line items have been 
updated and click the Bypass 
button on the Events Log 
screen. 
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Print Contractor Material Sign-
Off Sheet (optional) 

 
1. There are 2 versions of this 

report; one with costs and the 
other without costs.  Click the 
button for whichever report 
you want to view. 

 
2. Click the OK button on the 

“Creating Report” message. 
 

3. The report will now display on 
the screen.   

 
4. You can print the report by 

clicking the Print button on 
the toolbar. 

 
 
 
 
 
 
 
 
 

 
5. The report can also be saved 

as an Adobe .pdf file using 
the Export Report button. 

 It can then be attached to an 
email message. 

 
 

 
 
 
 
 

 
 

 
 
 

 

 



WORKdirector Training Guide 
 

25 
 

Materials Management Overview 

The Materials module is the inventory application that tracks all of the transactions for each material id.  
When the transactions are entered on Service Reports, Purchase Orders or Contractor Materials they are 
tracked in the Materials Log.  These same transactions are displayed on each individual material in this 
module.  There is one record for each unique material id.  The following section will discuss how to 
navigate between ids, to search for specific materials and to adjust inventory balances. 
   

 
 
Select Materials from the 
Navigator Bar. 
 
 
 
 
 
 
 
 
Tip!  Running an application in a 
new window. 
 

 You can have both Work 
Orders and Materials 
running at the same time. 

  If you already have Work 
Orders open point to the 
Materials icon and click your 
Right mouse button. 

 Select Open in new Window 

 There will now be two 
instances of CarteGraph 
running on your machine and 
you can move between them 
as you like. 
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Filtering Material Records 
 
1. There are ‘quick filter’ buttons 

on the Materials form that can 
be clicked to filter the records 
to only the items starting with 
the chosen alphabetic 
character. 

2. The bottom status bar 
displays the records in the 
current view.  In this example 
all of the records are being 
displayed. 

3. Clicking on the letter ‘A’ will 
change the number of records 
in the current view. 
 

 

 

 
 
 

 
 
All records are being displayed.   
 
 
 

 
 
Clicking on “A” results in 3 records in the current view. 

 

4. To set the view back to 
display all records click on the 
Show All Records icon at 
the top of the form. 
 

5. Navigation between the 
records is done by clicking on 
the Previous Record or Next 
Record button or on the 
Back 10 or Forward 10 
buttons. 

 

 
       Show all records 

 
 
 
Previous record    
Next record 
                                                               Forward or Backward 10 records. 

 

Inventory Data Display 
 
1. The Inventory data is 

displayed on the form in this 
area.  

2. Quantity on Hand is 
calculated for each region 
and cannot be adjusted here. 

3. Reorder Point, Reorder 
Amount and Bin Location 
can be updated in these field 
boxes. 

4.  Note that there is also a 
Statewide Quantity displayed. 

5. The Update Inventory button 
will be used when making 
adjustments.  It can be 
clicked at any time to 
recalculate the on hand 
balances. 
 

 
 
Statewide inventory balances are displayed in the middle section of the 
form. 
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Materials Log: 

 
1. Inventory balances are 

adjusted by making entries in 
the Materials Log. 

2. This is referred to as the 
‘Child Record’ or the 
‘Materials Grid’. 
  

 

 
 
 

 

Adjusting Inventory Balances 
 

1. Locate the material item to be 
adjusted using any of the 
techniques described above. 

2. Toggle any fields you would 
like to have duplicated, e.g. 
Location, by clicking on the 
Toggle bar on the field 
header. 

3. Click on the first empty line on 
the Materials Grid. 

4. Transaction:  To increase on 
hand balances enter an 
Increase Adjustment.  To 
decrease the on hand 
balances enter a Decrease 
Adjustment. 

5. Location: Toggle this field or 
enter your region if needed. 

6. Quantity: Enter the quantity 
to be increased or decreased. 

7. Price Per Unit:  Leave this 
blank and the current price 
will move in when the record 
is saved. 
*This price needs to be added 
otherwise the program will 
input $0 into regional service 
reports for this item 

8. Notes: Enter any notes 
pertaining to why the 
inventory is being adjusted, 
e.g. “Year End Inventory” 

9. The remainder of the fields 
are optional for an inventory 
adjustment transaction. 

10. Click on the next blank line to 
write the record. 

11. Save the record by clicking on 
Save Icon at the top of the 
form.    
 

 

 
 
 
 
Transaction: Increase Adjustment or Decrease Adjustment 
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12. Save the History Event Entry. 
13. Activity:  ‘Physical Inventory 

Adjustments’. 
14. Click the Save button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

15. The Inventory balances will 
be adjusted based on the 
transaction just entered. 

16. Clicking the Update 
Inventory button will 
recalculate the On Hand 
balance. 

 

 
 
Before the transaction was entered. 

  
 
 
After a “Decrease Adjustment” transaction of 4 was entered. 
 

 



WORKdirector Training Guide 
 

29 
 

 

Inventory Reports 

 
1. Regional Inventory Report: 

a. There is a report definition for each of the regions.   
i. WAL_InventoryReport, GRE_InventoryReport, etc. 
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2. Electrical Inventory LAB Report 
a. There is a report definition for each of the regions.   

i. WAL_LABReport, GRE_LABReport, etc. 
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Standard Reports 

The standard reports that have been written are located on your C:\Carte Files\D#Work Director-
Elec\Reports folder.  They are downloaded using SyncClient.  As new reports are created an email will be 
sent out that tells you to do a new download.  SyncClient will also be used to download new or modified 
forms and filters. 

 
 
Running Reports 
 
1. From WORKdirector or SignalView click on the Reports Menu option in the Tool Bar. 
2. A list of previously run reports may appear in the list. 
 

 
 
3. If the report you want is not in the list choose More Reports from the Reports Menu 

 

 
 

4. Navigate to your report directory on C:\Carte Files\reports\Materials or C:\Carte Files\reports\Signal Groups or 
C:\Carte Files\reports\Work Orders 
 

 
 

5. A list of available reports will display. 
 

http://dotnet/dtid_bho/dotnet/committee/signals/sigims/work-director-elect-reports.pdf
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6. Select the report from the list and click Open. 
7. The report will generate on your screen. 
8. It can then be printed or saved to a file for later reference. 

Print the report.   

Export the report to a file.   
 

9. If you click the Export  button you will be asked to supply a file type, file location and file name. 
10. File types available are: 

 

 
 

11. Saving a file as a PDF (*.pdf) saves it in Adobe format and it suitable as an attachment in an email. 
12. Saving a file as an XLS (*.xls) format allows you to open it in Excel for further formatting or sorting. 

 



WORKdirector Training Guide 
 

33 
 

Filter Builder Introduction 

The Filter Builder allows you to create and edit custom filters to select and sort records.  

  

The filter contains criteria - statements of what you are looking for.  Working sets are always applied to 
the data first, before any other filters are applied,  Standard Working Sets were installed during 
installation and should not be modified.   Record contents are compared to the criteria starting with the 
top line of the filter and going down the list.   When a record meets the criteria, it is selected as part of 
the filtered list. Each line in the filter is a selection process.  More lines mean more selections - and 
fewer records in the filtered list.  

 

  

mk:@MSITStore:C:/Program%20Files/CarteGraph/system/docs/help/Navigator.chm::/Choose_Working_Set.htm
mk:@MSITStore:C:/Program%20Files/CarteGraph/system/docs/help/Navigator.chm::/Choose_Working_Set.htm
mk:@MSITStore:C:/Program%20Files/CarteGraph/system/docs/help/Navigator.chm::/Choose_Working_Set.htm
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 Filter Builder - Select Fields 

Select fields to be included in your filter with a double click. Only fields can 
be placed in a filter. Fields are indicated with a blue diamond. 

  

 Filter Builder - Select Value 

If your custom filter always selects records based on the same value, type it in the value section of the grid. 
 When filtering based on lookup fields you can select values from a list by clicking on the … icon 

 

To create a prompt so that you specify the value used in the filter, enter the following in the 'value' section: 
 ?"fieldname: " where fieldname is the same name as the field selected. 

 Filter Builder - Sort Tab 

The filter builder contains a tab that stores sort information.  These sort parameters will be applied to all 
records in the filtered set.  A filter is not necessary to use a sort.  
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 Filter Builder at a Glance 

Building a custom filter is a step by step process:  

1. Launch Filter Builder. 

 

2. The Filter Builder window is displayed. 

3. To modify a stored filter, click.  

4. To create a new filter, click.  
5. Select a field. 
6. Select an operation. 
7. Select a value. 
8. Repeat steps 5 - 7 for each condition in the filter. 
9. Choose logic for 'Records Must..." (AND, OR) 

 

10. or if desired.   
11. Click  to filter the records with the filter and sort you just created 

NOTE: 
Filters are located on your 
C:\Carte Files\D#WORKdirector-
Elec\Filters\ folder and new filters 
should also be saved to this 
location. 
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 Filter Builder Operations 

The "Operation" used is the comparison made to the value in the selected field.  The actual comparison 
made depends on the type of field selected.  "Is Null" will create a filter based on whether the field is blank. 
 "Is Not Null" creates a filter based on whether the field contains a value. 

 Text field operations include special comparisons that let you look for part of a text string.  

  

Numeric field operations make mathematical comparisons.  
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Date field operations offer a wide variety of date comparisons.  

  

 Create Filters on the Fly 

You can create simple filters on the fly without using the filter builder.  There are several filter operations 
that can be used.    

1. You must be viewing a record to create new filters.  You can use either a form or record control 
view as a starting point for creating filters on the fly. 

2. Navigate to a record that contains values the filter will use in the criteria.   
 Right-click on the field  
 OR Click in the field to be used for the criteria. 

4. Click to select records containing the value in the current field. 

5. OR Click to select records containing the value you enter when the filter is 
activated. 

6. OR Click to select records that do NOT contain the value in the current field. 
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Move Inventory Command – SignalView 

When equipment is moved from a signal group in the field to the regional electrical shop or the central 
office electrical shop a “Move Inventory” transaction needs to be created. 
 
The following instructions refer to performing the Move Command while in WORKdirector as opposed to 
using a standalone copy of SignalView.   
 
Open SignalView (Open in a new window) 

 
 
 
Select SignalView from the 
Navigator Bar. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tip!  Running an application in a 
new window. 
 

 You can have both Work 
Orders and SignalView 
running at the same time. 

  If you already have Work 
Orders open point to the 
SIGNALView icon and click 
your Right mouse button. 

 Select Open in new Window 

 There will now be two 
instances of CarteGraph 
running on your machine and 
you can move between them 
as you like. 
 

 

 
 

 
 
 

 
Creating the Move Transaction 

 
1. Go to the Signal Group that 

has the equipment to be 
moved. 

 Actions 

 Go To SignalID 

 Or Ctrl+G 
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2. Enter the Signal Group 
number. 

3. Click OK. 
 
 
 
 
 
 
 
 
4. Select the appropriate form 

for the type of equipment that 
is being moved. 

 Controller Form 

 Conflict Monitor Form 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
Select the appropriate form. 

 

1. Select Actions from the 
menu and then Move 
Inventory. 

 
 
 
 
 
 
 
 
 
 
2. Fill in the Move Inventory 

dialogue box. 

 Equipment 

 From Signal 

 ID  

 To Signal 
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3. Each of the fields will display 

values by clicking on the 
down arrow. 

 In this example the 
Equipment choices 
are displayed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Complete all of the fields on 

the Move Inventory window 
and click OK. 
 

 
 

 
 
 
This procedure will automatically “move” the specified equipment and all its historical events from the 
signal site you were on to the signal site you have selected in the “To Signal”. You would then have to 
repeat this “Move Inventory” procedure to move another controller from your stock to this installation 
record. 
 
The following 3 pages display detailed workflow for two different Move scenarios. 

Clicking the 
down arrow 
shows the 
choices available 
for each field. 
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Move Inventory Work Flow 

 
Scenario 1 

 Failed Controller in the Field 

 
 
        Entry 1 
            Controller Failure 
            Serial # ID 1234 
 
                           
          Entry 2              Entry 3              Entry 6 
         Serial # ID 4567        Serial # ID 1234     Serial # ID 1234  

Repairs Made 
          By Central Office 
        Entry 4              Entry 5  
            Serial # ID 6789     Serial # ID 1234 
 
 
 
 

1. Eau Claire electricians find a faulty controller at S0942. In SignalView, they will go to “Actions” on the Menu bar, then hit “Move 
Inventory”.  They will identify they are moving Equipment, a controller with an ID of 1234, from signal S0942 to “signal” 
EauShipToCO. Within a day or two, they then physically ship the controller to Central Office Electrical Shop for repair. 

2. Eau Claire electricians need to replace the controller that was bad. They would take a controller out of their in-stock inventory. They 
make a second entry in SignalView to “Move” controller ID 4567 (in this example) from “signal” EauShopInv to signal S0942. 

3. The Central Office Electrical Shop repairs the faulty controller and then goes into SignalView and “Moves” controller ID # 1234 from 
“signal” EauShipToCO to “signal” COShopInv, their in stock inventory of good / tested equipment. 

4. In order to replenish the stock of good controllers for the Eau Claire shop, Central Office Electrical will send either the same or likely 
a different controller to Eau Claire. They would “Move” controller ID 6789 (in this example) from COShopInv to EauShopInv. This is 
the Eau Claire Electrical Shop in stock inventory of good / tested equipment. 

5. Central Office Electrical has already repaired controller ID # 1234. Sooner or later they might get a call from the Madison (or other) 
Electrical shop indicating they need to replenish their stock of controllers. Central Office Electrical Shop would then “Move” 
controller ID # 1234 from COShopInv to MadShopInv. 

Installation Number 
S0942 

NW Region – Eau Claire 

Installation Number 
 

EauShipToCO 

Installation Number 
S0078 

SW Region - Madison 

Installation Number 
 

EauShopInv 

Installation Number 
 

COShopInv 

Installation Number 
 

MadShopInv 



WORKdirector Training Guide 
 

42 
 

6. When the need arose, the Madison Electrical shop would “Move” controller ID # 1234 from their shop to the field. In this example, 
they would “Move” controller ID # 1234 from MadShopInv to signal S0078. 
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Move Inventory Work Flow  

 

Scenario 2 

Monitor Check 
 
 
 
       

 Entry 1        
           Monitor ID # 4321       Entry 3 
                  Monitor ID # 4321 
       Entry 2 
             Monitor ID # 9876 
 
     
 
          Entry 5 
                   Monitor ID # 3579 
                      Entry 4 
             Monitor ID # 4321 
             
 
 
 
 
1. The Eau Claire Electrical Shop is in the process of testing monitors. Their typical procedure might be to remove the monitor from a signal location, 

install a conflict monitor of similar type and take the old monitor back to the shop for testing. In SignalView, they would “Move” monitor ID # 4321 
from S0942 to EauShopInv. 

2. Eau Claire electricians would then install a monitor from their in-stock inventory. They would “Move” (in this example) monitor ID # 
9876 from EauShopInv to S0942. 

3. In this example, Eau Claire electricians tested the monitor they took out of S0942 and found it did not pass. They then shipped the bad 
monitor to Central Office Electrical for repair. In SignalView, they would “Move” monitor ID # 4321 from EauShopInv to 
EauShipToCO. 

4. Central Office Electrical, upon receipt of the bad equipment, would test and repair it. After it was certified to be in working order, In 
SignalView, they would “Move” monitor ID # 4321 from EauShipToCO to COShopInv. 

5. As in the previous scenario, upon knowing that Eau Claire had sent them a monitor in need of repair, Central Office Electrical would 
send Eau Claire a good monitor in exchange. In SignalView, they would “Move” monitor ID # (in this example) 3579 from 
COShopInv to EauShopInv. 

 
Installation Number 

S0942 
NW Region – Eau Claire 

 
Installation Number 

 
EauShopInv 

 
Installation Number 

 
EauShipToCO 

Installation Number 
 

COShopInv 
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ACCESS TO SIGNALVIEW FROM WORKDIRECTOR 

SignalView data can be updated from WORKdirector without having to open SignalView itself.  The ‘gateway’ 
to the signal site’s data is by opening the “Signal Groups” recordset.  Data that can be updated from this 
‘gateway’ include: 

 Attachments 
 Cabinets / Auxiliary Equipment / Inspections 
 Conflict Monitors / Depreciations/ Failure Logs/ Inspections/ Maintain Conditions 
 Controllers/ Depreciations/ Failure Logs/ Inspections/ Maintain Conditions 
 Detectors/ Depreciations/ Inspections/ Maintain Conditions 
 Supports/ Arms/ Auxiliary Equipment/ Depreciations/ Head Units/ Inspections/ Luminaires/ Maintain 

Conditions 
People familiar with SignalView will recognize that each of these areas correspond to a form in SignalView.  

To open SignalView from WORKdirector you should complete and save the Service Report first.  Next you access 
the signal’s information by opening Signal Groups from the Signal Group ID: field. 

Example 1 Updating Controller Information 

 From the Signal Group ID 
field click on the down arrow. 

  
 

 Then click on the Open 
button. 

 

 
 
 

 
 

 
 

 The Signal Groups library will 
open. 
 

 Make sure that you have 
selected the correct Site ID 
that is on the Service Report. 

 

 It will be highlighted in black 
shading. 
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 On the lower portion of the 
form click the down arrow and 
select the component you 
wish to add or modify. 

 In this example we 
will modify a 
controller model. 

 Click on Controllers. 
 

 
 
 
 
 

 The existing Controller 
information will now display. 

 This information can be 
updated, e.g. change the 
Controller Model or update a 
serial number. 

 

 Once the data is complete 
click on the Select button to 
save the record and close the 
window. 
 

 
 

 

 

 To add a new record you 
would click the “Chain” to 
bring up a blank Controller 
form. 

 
 

 

 On the Controllers form fill in 
the necessary data fields - 
Model and Serial Number. 
 
 
 
 
 
 
 
 
 
 
 

 Click on the Select button at 
the lower portion of the form 
to add this Controller to the 
installation. 
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 NOTE: 

 If there is a controller or other 
equipment at this location that 
needs to be moved you need 
to use the Move Command 
(see page 39 of this manual). 
 

 
 

Example 2 Updating Head Units 

 

 Open the Signal Groups 
library from the Signal Group 
ID field on the Service Report 
(see page 45). 
 

 Make sure that you have 
selected the correct Site ID. 

 

 It will be highlighted in black 
shading. 

 
 
 
 
 
 
  

 

 
 
 

 
 

 

 On the lower portion of the 
form click the down arrow and 
select “Supports”. 

 

 
 

 The Support data will now 
display. 
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 Select the Location of the 
support you want to modify.  
In this example I have chosen 
EBNR. 

 
 
 
 

 

 Now click on the Folder Icon 
at the top of the form to open 
additional sub-windows.  

 

 Click on Head Units to open 
the sub-form. 

 
 
 
 
 
 
 

 The Head Units data can now 
be modified. 

 
 
 
 
 

 When data entry is complete 
click on the Close button at 
the bottom of the sub-form. 
 

 Click Close again to return to 
the Service Report 
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Example 3 Adding or Modifying Cabinet Inspections 

 

 Open the Signal Groups 
library from the Signal Group 
ID field on the Service Report 
(see page 45). 
 

 Make sure that you have 
selected the correct Site ID. 

 

 It will be highlighted in black 
shading. 

 
 
 
 
 
 
  

 

 
 

 
 

 
 On the lower portion of the 

form click the down arrow  
and select “Cabinets”. 

 

 
 

 The Cabinet data will now 
display. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



WORKdirector Training Guide 
 

50 
 

 

 Now click on the Folder Icon 
at the top of the form to open 
additional sub-windows.  

 

 Click on Inspections to open 
the sub-form. 

 
 
 
 
 
 
 

 New Inspection data can now 
be added on the next 
available line. 

 
 

 Be sure to click off of the line 
to a blank line to save your 
data. 

 

 When data entry is complete 
click on the Close button at 
the bottom of the sub-form. 
 

 Click Close again to return to 
the Service Report 
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The Connectivity Page 

 

The connectivity page will allow you to access Signal Group information without having SIGNALview running.  



WORKdirector Training Guide 
 

52 
 

 

You can see the Signal Group that is attached to this service report. By right clicking on the Signal Group ID you will 
see this menu come up: 

 

If you select Open in Datasheet View this screen will pop up: 
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On this screen you are able to change information on the signal record. You can associate and disassociate records 
just like you would in SIGNALview.  


