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WORKdirector Overview 

 

 

WORKdirector is a work management program created and designed to generate work orders, track 

requests, and calculate the cost of business and inventory material items.  WORKdirector will assist DOT in 

managing their sign asset inventories and will be used in conjunction with SIGNview in the future. 

 

WORKdirector is made up of groups of record sets.  A record set is a table.  Each table contains a column 

for each field of data.  Think of an Excel spreadsheet when you visualize a record set.  Tables are like a 

worksheet that is made up of columns (fields) and rows (records). 

 

WORKdirector has what is referred to as parent records sets.  A parent record set is included 

for each topic of information that is stored and tracked.  WORKdirector contains multiple 

parent record sets.  Each of these record sets represents a page in the software – Work Orders, 

Materials, Vendors, etc. Icons for the pages are located on the Navigator bar down the left-

hand side of the screen.  Note the various page icons in the image on the left.  ‘Pages’ that we 

will be using for this training are: Work Orders and Materials.  The Vendors page is used 

by central office sign shop to place orders with sign manufacturing vendors. 

 

A parent record set will have child record sets that are groups of fields that all relate back to a 

parent record.  Child record sets have a one-to-many relationship with the parent record.  For 

example, the main Requisition record, which is a parent record, can have many child record 

sets made up of the line items.   

 

The Parent and Child record set concept is new to most SIGNview users.  It is however used 

in MARKINGview and SIGNALview. 
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Enter a Sign Order (Work Orders) 

 

 
The Requisitions and Transfers 
form is used to enter orders.  This 
is selected by clicking the Work 
Orders button on the Navigator 
Bar.  
 
 
 
 
 
 
To start a new record (parent 
record set) you should first toggle 
the 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. 
 
 
 
 
 
 
Now click the New Record button.  
 

 
 
 

 
 
 

 
 

Requisition Number: 
 (AutoNumber) will fill in a 
Requisition Number automatically 
when the record is saved. 
 
Category:  Required Field. 
 This is a drop down list and 
you would choose the type of 
requisition you are preparing.  For 
this example we are doing a 
standard order so you should 
choose Material Requisition.  
Typing just an M will bring up this 
choice. 
 
At this time the rest of the toggle 
fields will fill in automatically. 
 
Region:  Required Field. 
 Fills in automatically if you 
clicked the toggle button.  
Otherwise enter your Region 
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Project Number: 
 Enter the associated project 
number if there is one.  
 
 
 
**Note – A new requisition should 
be started for each project 
number.  Don’t mix them on the 
same requisition. 
 
 
 
 
 
If the project number is not in the 
dataset you will receive this 
warning message.  Verify that you 
have a valid project ID and then 
click Yes to add it. 
If you entered the wrong project 
ID click Cancel and make the 
correction to the data. 

 
 

 
 
Start Date: Required Field 
 Type in today’s date or click 
on the down arrow to bring up a 
calendar to pick from. 
 

 Requestor: Required 
Field 

 Fills in automatically if you 
clicked the toggle button.  
Otherwise enter the appropriate 
name. 
 
Regional Office Approval: 
 Fills in automatically if you 
clicked the toggle button.  
Otherwise enter the appropriate 
name. 
 
Central Office Approval: 
 Leave this field blank. 
 
Requisition Status: Required 
Field. 
 Not Yet Sent is used for a 
new requisition that is in the 
process of being entered. 
 
Regional Office Notes: 
 Enter any notes that will help 
you and CO Sign Shop 
understand the purpose of this 
order. 
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Save the record. 
 
Click the Save icon. 
 
Once the record is saved the 
Requisition Number will now fill 
in automatically. 
 

 
 
 

 
 
 
 
 

 
 

An Event Entry will pop up on 
your screen. 
 
Enter an Activity and a Why from 
the dropdown list options. 
 
Then click the Save button. 
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Enter Line Item Details 

 The entry of Line Items is done in the lower portion of this form (child recordset) 
 

Once you save the ‘Parent’ record 
just click in the Transaction 
column for the first Line Item you 
want to add. 
 
 
**Note: 
You can also toggle columns that 
you want to duplicate from line to 
line.  The green toggle switch 
appears. 
 
Line Item: (AutoNumber) 
This field is automatically 
generated when the line is 
completed and you move the 
cursor to the next line. 
The line item is an automatically 
assigned sequential number and 
doesn’t start over with #1 on each 
new requisition. 
 
Transaction: Required Field 
This is a drop down list with 
multiple options.   
 
Each of the options has an effect 
on inventory balances so you 
want to be sure to pick the correct 
Transaction type.  Note the 
Datasheet view and the effects 
each Transaction has on 
inventory balances.  
 
In this exercise you are entering a 
Requisition Item(s). 

 
 

 

 

Location: Required Field 
Type the first letter of your region 
to bring up choices in this auto fill 
field, choose your Regional office.   
 
ID: Required Field 
Type the first few letters of the 
Sign ID and then choose the code 
of the sign you are ordering. 
 
MUTCD Sign Description 
This will fill in automatically once 
the record is saved. 
 
Quantity: Required Field 
Enter the quantity to order. 

 
 
The left side of this form is frozen so that the first 6 columns always 
appear.  The bold black line indicates this freeze. 
There are more columns to the right of the screen to enter next. 
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Shipped Quantity: 
CO will fill this in when they ship 
the order. 
 
Yet To Ship: 
CO will fill this in when they ship 
the order if it is not a complete 
shipment. 
 
Requested Ship Date: 
Enter the date here you would like 
to have this item shipped. 
 
Shipped Date: 
CO will fill this in when they ship 
the order. 
 
Size Width & Size Height: 
This field will fill in automatically 
for Inventoried Signs.  If entering 
a NOI sign you should enter the 
Width and Height here. 
 
Letter Size: 
Enter a size by choosing from the 
drop down list if applicable for this 
Sign ID. 

 
 
 
 
 

 

 
 

Order Line 1: 
Enter applicable variables for line 
one that will appear on the sign. 
 
Order Line 2 – 6: 
Enter additional variables for this 
particular sign. 
 
 

 
 
 

 
Entry Date: Read Only 
The program will automatically fill 
in the date. 
 
Entered By: 
Your user ID will fill in 
automatically. 
 
Base: 
Fills in automatically based on the 
Sign ID.  You can choose another 
Base from the drop down list. 
 
Face: 
Fills in automatically based on the 
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Sign ID.  You can choose another 
Face from the drop down list. 
 
Message Material: 
Fills in automatically based on the 
Sign ID.  You can choose another 
Material from the drop down list. 
 
 
 

 
 
 

 
Message Type: 
Choose appropriate Message 
Type from the drop down list. 
 
Notes: 
Type in any notes related to this 
Line Item. 
 
Delivery Terms – Days to 
Deliver: 
This will default to 28 Calendar 
Day Delivery.  You can choose 5, 
10 or 14 Day Delivery from the 
drop down list. 
 
Hit the Tab key until you wrap 
around to the next line.  Doing 
this will complete this Line Item 
and get you ready to add 
additional lines. 
 

 

Enter Remaining Line Item(s) 

 

 
To start a new line you should be 
on the next blank line that has an 
* on it.  If you tabbed around from 
the previous line this is where 
your cursor should be sitting. 
 
Once you enter the Transaction a 
pencil will appear on the line to 
indicate you are in entry mode.  
 
Continue to enter all of the 
required information for this line 
item. 
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Deleting a Line Item 

 
If there is a Line Item that you 
decide you don’t want to order 
you can delete it. 
 
Select the row you wish to delete 
by clicking on the first column in 
that row. 
 
The row will be highlighted, now 
click on the Red X button. 
 
A confirming message will 
appear. 
 
Click Yes to confirm the deletion 
of this record. 

 
 
 
 

 

Complete The Order 

 
 
Once all of the Line Items have 
been entered the order is ready to 
be sent to CO for processing. 
 
Click in the Requisition Status 
field and change it to 
“Requisition Completed By 
Region”. 
 
Click on the Email CO button.  
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An email message screen will 
appear.   
 
 
 
 
 
 
 
Click on the To…  button 

 
 

 
Now type in “Hunt” and then you 
can choose Hunt, Bob – DOT 
from the dropdown list by clicking 
on the To -> button. 
 
 
Please Cc: Matt Rauch.   
You can also Cc: others if you so 
desire. 
 
Bob’s name will now fill in so Click 
OK. 
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Click the Send button to send the 
message to CO. 

 
 
 

The requisition is now complete 
and you should save the record 
before leaving this screen. 
 
Just click the Save icon.  
 
 

 
 

Another Event Entry log will 
appear and you can bypass it by 
clicking on the Bypass button. 

 



WORKdirector Training Guide 

 Page 10 of 33 

 

Central Office Processing 

 

 
Central office will now process the 
order.   
 
They change the Requisition 
Status to “Processing by CO” 
until all of the line items have 
been received and shipped to the 
Regional Office.   
 
 
 
 
 
CO will change the Transaction 
from “Requisition Item” to “On 
Order”. 

 

 
 
When CO ships the item(s) they 
will change they will enter the 
Shipped Quantity, Yet To Ship if 
necessary and the Shipped Date.  
The Transaction will be changed 
to “Shipped – Complete” or 
“Shipped – Partial”. 
 
. 
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Regional Office - Receive Shipment from Central Office 

 

 The “Sign Shipping Report” is the recommended report to use to check in a sign shipment.  When the report 
is run it will list all of the Requisitions that have Line Items with a Transaction of “Shipped - Complete”, or 
“Shipped - Partial”. 

 

 You must be in the Work Orders module before running this report.  To make sure that you are viewing a 
complete list of active requisitions for your region be sure to set your filter to “XXX_ActiveRequisitions” where 
XXX is equal to the regional office.   

 

 
 

 
Sign Shipping Report 

 

Update Line Items 

 

 Central Office will change the 
Transaction on the Line 
Items they ship to either 
“Shipped Complete” or 
“Shipped Partial”. 

 

 IMPORTANT! 
Partial Shipments 
If a Line Item is Shipped 
Partial, Central Office will 
update the “Shipped Quantity” 
and “Yet To Ship” fields. 

 Regional staff should 
leave the line item 
“as-is” until it is 
completely shipped.  
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 Once the shipment quantities 
have been verified the 
Regional Office should click 
the Stock Shipped Items 
button. 

 
 

 Clicking on the Stock 
Shipped Items will change 
the Transaction to “Complete” 
and will create a new “Stock 
Item” Transaction. 

 
 

 This will result in an increase 
of the “On Hand Balance” by 
the amount in the Shipped 
Quantity.  

 

 

 
 
 
 
 
 
Note – These changes may not be displayed immediately.  
Restarting Work Orders will display these updates properly. 

(This is due to a CarteGraph bug and can not be changed by 
WisDOT) 

 

 When all items on a 
Requisition have been 
received it is important to 
change the Requisition 
Status to “Archive (Was 
Filed)”. 
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Transfer Materials 

This process is used to transfer inventory from the shop to the county or to another region.   
 
Transferring materials is completed in a similar manner as ordering signs as described on Pages 1-3 of this guide.  
  

Select Work Orders from the 
Navigation Bar 
 
 
 
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. 
 
 
Now click the “New Record” 
button. 
 
 
Category: 
Use “Transfer to Others”. 
 
 
Requisition Status: 
“Not Yet Sent” if items have not 
been sent yet 
                      OR 
“Requisition Completed By 
Region” if items are ready to 
ship. 
 
Remember to save the record 
before you start to add the Line 
Item Details.  
  

 
 

 
 

 
 

 
 
 
 
 
 
 

 

 
An Event Entry will pop up on 
your screen. 
 
Enter an Activity and a Why from 
the dropdown list options. 
 
In this example we chose to use 
Activity “Send Sign Material” 
and Why “Material for County”.   
 
Notes are optional. 
 
Then click the Save button. 
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Line Item Details are now 
entered. 
 
 
Enter each Line Item and set the 
Transaction to “Shipped NOI” 
for non-stock items 

or 
“Used” for stock materials.   
 
 
Fill in your Location, the ID and 
the Quantity.  The MUTCD Sign 
Description will fill in 
automatically when you leave this 
Line Item. 
 

 

 
 
 
 
 

 

 
Save the requisition by clicking on 
the Save Record button. 

 

 
 

 

You can hit the Bypass  on the Event Entry Screen. 

Transfer Materials - Complete The Order 

 
Once all of the Line Items have 
been shipped you will close the 
Transfer.  Go to the Requisition 
and: 
 
Click in the Requisition Status 
field and change it to “Archive 
(Was Filed)” 
 
 
 
 
Then update the “Shipped 
Quantity” and “Shipped Date”. 

 

 
 

 
 
 
 

 

Save the record. 
 
Click the Save icon. 
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An Event Entry will pop up on 
your screen. 
 
Enter Activity “Complete 
Requisition”. 
 
Then click the Save button. 
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Sales to Others 

This process is used to reduce inventory when materials are sold from the Regional shop’s inventory.   
 
  

Select Work Orders from the 
Navigation Bar 
 
 
 
Click on the Requisitions… Tab 
to move to that form. 
 
 
 
Click the “New Record” button. 
 
 
 
 
 
 
Category: 
Use “Sales to Others” 
 
 
Requisition Status: 
“Not Yet Sent” if items have not 
been sent yet 
                      OR 
“Archive (Was Filed)” if items 
are ready to ship. 
 
 
Regional Office Notes: 
Enter information pertinent to this 
sale.  It should contain 
information regarding where to 
send the invoice. 
 
 
 
 
 
Remember to save the record 
before you start to add the Line 
Item Details.  
  
 
The Requisition Number is 
generated once the record is 
saved.   
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An Event Entry will pop up on 
your screen. 
 
Enter an Activity and a Why from 
the dropdown list options. 
 
Activity  = “Send Sign Material” 
Why = “Material for County”.   
 
Notes are optional. 
 
Then click the Save button. 

 
 
 

Line Item Details are now 
entered. 
 
 
Enter each Line Item and set the 
Transaction to “Sold”  
 
 
Fill in your Location, the ID and 
the Quantity.   
 

 

 
 
 
 
 

 

 
Save the requisition by clicking on 
the Save Record button. 
 
 
 
You can hit the Bypass 

 
 on the Event Entry Screen. 

 

 
 

 
 

 Complete Paperwork for Madison 
 

1. Print the “Sales to Others Invoice”. 
1. On the WORKdirector toolbar  

 Choose Reports 

 
 More Reports 
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 Navigate to your C:\Carte Files\D#Work Director\Reports\ directory 
 Choose “Sales to Others Invoice”  

 Click Open 
 The report will prompt you for the Requisition number. 
 The report will now generate. 
 

 
 
2. Send a copy of the invoice to Matt Rauch. 

 Scan the invoice and email it to Matt Rauch. 
 You can also export the report to a .pdf file and email that to Matt Rauch. 
 If you need assistance with exporting a report file call Fran Coenen and she will step you thru 

it. 
 

 Finalize the Requisition 

1. Once the materials have been shipped it is important to change the Requisition Status to Archive. 
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Regional Office Material Management 

 
Sign materials will need to be counted and on-hand balances will need to be manually entered to establish accurate 
on-hand balances in each of the sign shops.  This will be done after the fiscal year end date of June 30

th
.   

 
Once the initial inventory balances are entered the WORKdirector application will adjust on-hand balances as 
transactions occur.  There may be instances where manual adjustments will need to be entered. All of this can be 
accomplished using the Materials module of WORKdirector.   

 
 
Shop Inventory Report (Materials_InventoryReport) 
A report is available to run that you can use when taking the physical inventory.  It is called 
Materials_InventoryReport.  You must be in the Materials module to run the report. The report can be exported to 
Excel if desired for further data sorting or other customizations.  If you need assistance with exporting to Excel please 
call or email Fran Coenen. 
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Adjusting On Hand Balances - 
     Start module and select the 
proper record. 

 
Once the physical inventory is 
complete you are ready to enter 
the transaction to adjust the on 
hand balance for each sign. 
 
Go to the Materials module. 

 
 
 
Locate the record for the Sign 
Code you want to update.  You 
can do this by using the “Prompt 
For Value” option. 
 
 
First clear out any current filters 
by clicking on the “Show All 
Records” button on the Menu 
Bar. 
 
 
 
 
 
   
 
Click your right mouse button in 
the Sign Code field. 
 
 
 
 
 
Slide the mouse down and 
choose Prompt for Value. 
 
 
 
 
 
 
 
 
Now enter the Sign Code you 
want to go to. 
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Adjust the On Hand Balances 

 
Once the proper Materials record 
is displayed you are ready to 
enter the Transaction that will 
build the on-hand balance. 
 
Go to the first blank line in the 
Materials Log and click in the 
Transaction field. 
 
 
 
 
Transaction: Required Field 
Enter either an: 
 Increase Adjustment 
  Or 
 Decrease Adjustment 
 
Location: Required Field 
 Type the first few letters of 
your region to bring up choices in 
this auto fill field and then choose 
your Regional office. 
 
Quantity: Required Field 
Enter the Quantity by which to 
increase or decrease the on-hand 
balance. 
 

 
 

 
 
 
 
 
 

 
Save the record. 
 
Click the Save icon. 
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An Event Entry will pop up on 
your screen. 
 
Enter: 
 
Activity = Update Current 
Information 
 
Why = Inventory Adjustment 
 
Then click the Save button. 

 

 

Repeat this process for each Sign Code where you want to update (pages 20 – 22) the on-hand balance.
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Automatic Requisition - Signs Below Reorder Point 
 

 
First you will start a new 
Requisition.  When entering a 
new requisition, remember to first 
toggle the 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. 
 
 
 
 
 
 
Now click the New Record button.  
 
 

 

 
 

 
 
 

 
 

Requisition Number: 
 (AutoNumber) will fill in a 
Requisition Number automatically 
when the record is saved. 
 
Category:  Required Field. 
 This is a drop down list and 
you would choose the type of 
requisition you are preparing.   
For the automatic reorder 
requisition use Material 
Requisition. 
 
At this time the rest of the toggle 
fields will fill in automatically. 
 
 
Region:  Required Field. 
Fills in automatically if you clicked 
the toggle button.  Otherwise 
enter your Region 
 
Project Number: 
 Enter the associated project 
number if there is one.  
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If the project number is not in the 
Record Set you will receive this 
warning message.   
 
Verify that you have a valid 
project ID and then click Yes to 
add it. 
 
If you entered the wrong project 
ID click Cancel and make the 
correction to the data. 
 

 

 
Start Date: Required Field 
 Type in today’s date or click 
on the down arrow to bring up a 
calendar to pick from. 
 

 Requestor: Required 
Field 

 Fills in automatically if you 
clicked the toggle button.  
Otherwise enter the appropriate 
name. 
 
Regional Office Approval: 
 Fills in automatically if you 
clicked the toggle button.  
Otherwise enter the appropriate 
name. 
 
Central Office Approval: 
 Leave this field blank. 
 
Requisition Status: Required 
Field. 
 Not Yet Sent is used for a 
new requisition that is in the 
process of being entered. 
 
 
Regional Office Notes: 
 Enter any notes that will help 
you and CO Sign Shop 
understand the purpose of this 
order. 

 

         
 
 
 
 
 
 
 
 
 
 

 

Save the record. 
 
C lick the Save icon. 
 
Once the record is saved the 
Requisition Number will now fill 
in automatically. 
 

 
 
 

 
 

 
 



WORKdirector Training Guide 

 Page 25 of 33 

An Event Entry will pop up on 
your screen. 
 
Enter an Activity and a Why from 
the dropdown list options. 
 
Then click the Save button. 
 
 

 
 
 
 

 
 
 
 
 
 
 
Now click the Populate 
Requisition button. 

 
 

 

 The program will now add a line item for every material that is below the reorder point set for your region. 
 

 The quantity will be the reorder quantity for that material for the region. 
 

 All other default information is brought down from the material, too, just as if you added the line item to the 
requisition by hand. 

 

 Since the Order Quantity is automatically entered based on the Reorder Quantity it is imperative that you look 
at these quantities and make sure they look reasonable.  If the reorder quantity is accidentally set to 50 when 
it should be 5 the order will be placed asking for 50 signs. 
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Standard Reports 
 
Standard reports have been created to help manage the work processes.  Reports are dependent on a record set, 
e.g. Materials, Work Orders, Vendors.  These are identified after each report title.  
 
1.  Sign Order (Vendors) – One for each Vendor, Dickie, Decker, BSI & Tapco 

- Used by Central Office 
 

 
 
2. Individual Sign Requisition Report (Work Orders) 
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3. Outstanding Requisitions by Code (Work Orders) 
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4.  Outstanding Requisitions by Date (Work Orders) 
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5.  Sign Order New (Vendors) 

– Used by Central Office 
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6. Inventory Report (Materials) – One for each location 

This report will show an on hand balance of each sign in stock and will calculate the cost of the signs.

 
 

The report also includes a Total Cost of Signs on hand. 
 

 
 

7. Shop Inventory Report (Materials) – Used for annual shop inventory. 
 

 
 



WORKdirector Training Guide 

 Page 31 of 33 

 
8. Sign Shipping Report (Work Orders) 
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8.  Wisconsin DOT Sign Code Book (Materials) 
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9. Materials Below Reorder Point - Statewide (Materials) 
 

 
 


