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WORKdirector Overview

WORK(director 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.

WORK(director 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).
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WORK(director 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. WORK(director 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.
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Viork Orders Work Ordes Mumbe: 10561 | Viewing | Record L of 49 [Tatat: 5998 [Fier [ 7

W Cartegraph Navi tor - [Requisitions and Transfers 8.0]

ﬂfile Edit View Forms Filters Records Actions GIS Reports Tools Window Help

SRS (SE- B aRxs | » | L% (@ e 8 3|0

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

Requisitions and Transfers

— Features
\ Requisition Number:
* Category:
* Region:

Project Number:

Cost Transfer Complete:

Ll

Page 1 of 33




WORKdirector Training Guide

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.

Requisitions and Transfers

— Features

Reguisition Mumber:

08-14085

* Category:

Contracted Work Order (j

* Region:

Southwest - La Crosse j

Project Mumber:

0000-00-00 |

Cost Transfer Complete: Jl-

"j The item referenced does naok exist,
[ ]

The "Project Mumber” figld refers ko "1180-43-00",
This item does not exist in the "Project Mumber" recordset,

Do wiou wish to add%

Ves ] [

Mo ] [ Cancel

L

——

Start Date: Required Field

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

e 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.

Requisition Status

* Start Date:
Entry Date:

* Requestor:
Regional Office Approval:

Central Office Approval:
* Reguisition Status:

L]

Regional Office Notes:

Ll L]l

|

KN
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Save the record. = RE M- Hak<AaA M 4>
- oy

Click the Save icon.

Once the record is saved the
Requisition Number will now fill Requisition Number: J
in automatically.

An Event Entry will pop up on
your screen.

Enter an Activity and a Why from | | Completed:

the dropdown list options.

: |=| Event Entry

when Started: |03/27/2007 ]

Then click the Save button. | Wwhen Ended: |03/27/2007 ]
Activity: | Initial Data Entry ]

N wha [DOTFAC =

Wby | b aterial for Project E]|

Cost: | E]|

Motes:

Save l [ Bypasz
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Enter Line Item Details

e 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

**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 haV |
inventory balances. T

In this exercise you are entering a
Requisition Item(s).

want to add. \ | 8 M«
Linenemi o MDD ||| o || | S

Line ltem Details B E-mail CO

M aterial l

Transaction Location

Description
0042 Requisition kemi’s) S - La Crosse  W3-4 45W x 48H Be Prepared To Oes

* | )

B pMaterial Transactions

|Datasheet Wigw 2 =
Tranzaction Effect On Guantity
| R omplete ' Mone
T Damaged Decrease
Decreaze Adjustment Decreasze
T |Estimate Mone
Bl Holding haterial Mone
T |increase Adjustment Increase
" |Msterial Encumbered Mone
Moved Decrease
T |on Srder Mane
" |Partial Shipment Mone
T Request Denied Mone
Bl Requisition tem(=) Mone
T |Shipped MO Mane
REEE Decreasze
Stock fem Increase
=t ost Decreasze
| — Uzed Decreaze

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.

Line ltem Details B4 E-mail CO

M aterial l
| EEETK
. . . MWUTCD Sign . Sl
Line kem Tranzaction Location T Description Quartity Q
00426 Requisition kemi’s) S - La Crosse  W3-4 450« 48H Be Prepared To Oes

* | )

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

Line Item Details

E-rail CO

. haterial
the order if it is not a complete ]
Sh|pment N 21 * P M L cowirkOrders_oom v =
e tem | et [ oo ||t [ Sne? [ [ ] || vt ®
Requested Ship Date: [ D [P &7 ®in 3Bin -
Enter the date here you would like | ers o7 Hin Win 110
to have this item shipped 00277 197 3Fin 24in 144 MILE
ppea. | |oozvs 297 3Bin 24in 550 FEET
) 00266 197 72in 51in South Sovy,
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: Line Item Details &4 E-mail £D
Enter applicable variables for line Materaly
one that will appear on the sign. | B % WA
Line Item Order Line 1 Order Line 2 ‘ Order Line 3 | Order Line 4 | Order Line 5 Order Lim“
Order Line 2 - 6: [ » 0077 a4
Enter additional variables for this | e e
. . 00277 14 MILE
partlcular sign. | |oozve 550 FEET
| |oozss South South 53-35 3
< bd
¥ Reguisitons ...
Line Item Deatails £ -mail CO
Entry Date: Read Only e |
The program will automatically fill -
in the date | 5] x P M T |comorkOrders_com v |
Line ttem] | Order Line & ‘ EDnattrg Engj}:ed Base ‘ Face ‘ Mhﬁ:ti?g? Message =
Entered By p (00276 03/23/2007  doteay Sheet Alu Type H - High Stencil Type Type 5 - Ster
. _— [ |oozrs 032372007 doteay Sheet Alu Type H - High: Stencil Type Type 5 - Ster
Your user ID WI” fl” in | |oozr7 032372007 doteag Sheet Alu Type H - High Stencil Type Type & - Ster
aUIomatlca”y' [ |ooz7s 03/23/2007  doteay Sheet Alu Type H - High Stencil Type Type 5 - Ster
[ |oozee 03/26/2007  doteay Plywood  Type H - High Stencil Type Type 4 - Ster o,
Base: ¢ ?

Fills in automatically based on the

ﬂ Requisitons

Sign ID. You can choose another
Base from the drop down list.

Face:
Fills in automatically based on the

Page 5
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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.

Line Item Details

£ -mail CO

Material I
| 21 > P M T |covorkCrders_coM v |
. . Entry Entered Message L
Line tem] | Order Line & Date By Base Face Material Message
p (00278 03/23/2007  doteay Sheet Alu Type H - High Stencil Type Type 5 - Ster
00275 0372372007 doteay Sheet Alu Type H - High: Stencil Type Type 5 - Ster
00277 03/23/2007 doteag Sheet Alu Type H - High Stencil Type Type & - Ster
00278 03/23/2007  doteay Sheet Alu Type H - High Stencil Type Type 5 - Ster
00286 032642007 doteay Plywood  Type H - High Stencil Type Type 4 - Ster
< >
ﬂ Requisitons

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.

Line Item Details

B4 E-mail CO

Populate R equisiton

Material ]
| EER P HT v[%
Celivery Terms - ~
Line ttem Baze Face | Message Material Meszage Type Motes ‘ Days to Deliver
00635 ‘Sheet Alumin  Type H - High Int: Stencil Type Type 5 - Stencil Alumi 28 Calender Day Delive
00633 Sheet Alumin  Type F - Floures Stencil Type Type 5 - Stencil Alumi 28 Calender Day Delive
00631 Plywwoo Type H - High Int: Stencil Type Type 4 - Stencil Plywo 28 Calender Day Delive
00345  |Shest Alumin Type H - High Int Stencil Type Type 5 - Stencil Alumi
00630 |Plywood Type H - High Int Stencil Type Type 4 - Stencil Plywo 28 Calender Day Delive.
< >

Enter Remaining Line Iltem(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.

[\\'%ne Item Details

EAq E-mail CO

taterial ]

| 2BmXHK b N i
Line ltem Transaction Location 1n] Quantity Sh[‘)i?sd \/S\u"izd?h }-?;ge =

00276 Requisition ltem( SW - La Crosse  W12-2 368WY x 36H 10 ea 3Bin 36

00279 Requisition lterm( SW - La Crosse  WE7-52 36W % 24 1ea 3Bin. 24

00285 Requisition lterm( SW- La Crosse  J4-1 36W x 51H 1es 3Bin 51

7 |tAutoNumb S ERERIED) E] CO - Signs Oea

* .

< >

j Requisitans ...
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Deleting a Line Item

If there is a Line Item that you

Line Item Details

54 E-mail C0 Populats Requisiton

M aterial I
decide yguld?n_: want to order | SEXN (P NE Tz
Ou can delete It. 3
y Line tem I Transaction ‘I Location 4 o Nll)escr\pt\lgrr\' Guantity S&::s&i V?hLO R;ﬂ:e[)s;teg
. 00450 Requisition ftem(s) ME - Green Bay  R13-50 G0 Semi Tractor-Tr S5ea
SeIECt the rOW you WISh to dEIete | |ooe2e Stock tem MNE - Green Ba: Bike: Route 9ea
by clicking on the first column in _| Ly NEECEEES) Restricted Lane!
that I'OW 00425 Requisition e ME - Green Bay D111 24W = 18H Bike Route 1 e
The row will be highlighted, now
click on the Red X button.
Mavigator [%|

A confirming message will

appear.
bp P ‘You are about ko delete 1 'Material Log' recordis),
L]

. . - ——
Cl'CK Yes to confirm the deletion Are wou sure wou wark ko delete these records?
of this record.

[ Yes l [ Mo i
L1l glllll 1 11 1 1 1 |

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. —

Requisitions and Transfers

=R

10> |

Features

Requisition Status

* Start Date:

J 02M4/2013 40750 PM =

Requisition Number: 13-62083 ‘Work Order Number:
+Category: | Material Requistion I J 45125
* Region: Southwest - Madison ¥}

=

Project Number:

Cost Transfer Complete: Jl_ /

02/14/2013 4:07:50 Phi
ditjih
ditjih

Entry Date

* Requestor.

Regional Office Approval
Central Office Approval

Leflefledle

Cew

|

=l

t em Details

* Requisition Status: | CO Now Shipping

Regional Office Notes:

jm Co

b4 E-mail CO

Lo

E

Populate Requisiton Stock Shipped tems
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An email message screen will
appear.

Click on the To... button

&% Regarding Requisition: 07-0026 - Mes... [Z”E”‘S__(
g, T Cptions. ..

-

Hzend | &

-

8 This message has not been sent,

Eile Edit “jew Insert Format Tools Actions Help

>
-

>

-

To [

Subject:

|Regarding Requisition: 07-0026

Information for Feguisition 07-0026:

Fegquisition S3tatus:
Completed by Region

Fegional Office Notes:

gigns for the Necedah National Wildlife .o,

Fegquisition

This req is for

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.

Select Mames

Show Mames From the:;

Twpe Mame ar Select From Lisk;

|hunt

%]

|GI|:|I:uaI Address List

Message Recipients

& Hunt, Alisha A Ta-s
& Hunt, Annette M - DOC [
= Hunt
FFT—Ehristenhe
& Hunt, Darniel -z Bauch, Matt
& Hunt, Daniel E - DNR =
& Hunt, Douglas & - DOC
& Hunt, Enc: 5 -DOC
& Hurt, lan Ber -
B Hont an Y
J = *
[ \NQQ ] [ Propetties ] [ Find. .. ] [Send Cpkions. ..
(0] ] [ Cancel ] [ Help ]
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Click the Send button to send the

message to CO. 7

™| Reparding Requisition: 07-0026 - Mes... |Z||E|[z|

=Hserd | [ €, ¥  [Jotions.. [2)1 %
- - >
File Edit Wiew Insert Farmat Tools Ackions Help
¥ This message has nok been sent.
Hunt, Bob - DOT
c. ||
Subject: |Regarding Requisition: 07-0026
Information for Fedquisition O07V-00Z6: ~
Fequisition 3tatus: Fedquisition
Completed by REegion
Fegional Office Notes: This reg i=s for
Signs for the Necedah HNational Wildlife .,

The requisition is now complete
and you should save the record

before leaving this screen.

Just click the Save icon.

W Cartegraph Navigato ector - [Requisitions and Trans

Y File Edit View Forms Filters Records Actions GIS Reports Tools Window Help

SRS -l oA A (b ML sl % | S 5 e 5 %0

MARKINGview
SIGNALview, Requisitions and Transfers <« - -
SIGRAEW
RKdirector [Featlizs Requisition Status
Requisition Number: 13-62083 ‘Work Order Number: * Start Date: 02/14/2013 4:07:50 PM |
Work Orders “Category: [Materairequistion =] | FEF Entry Date: [02/14/2013 &:07:50 PM
*Region: [ Southwest- Madison ] = Requestor: [|[ aitjn =
=" Meteals Project Number: | = Regional Office Approvat: ][ aiin -]
Cost Transter Compete: |1 Central Office Approval -
> Eu *Requistion Status: [ CO Now Shipping =l
Central Office Notes: Regional Office Hotes:
T = Col Co = |
. . b E-mail CO Populate Requisiton | Stock Shipped ftems.
Line Item Details

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

N

2| Event Entry

Eomplet%l:
when Startd: | 03/27/2007 &)
‘when Ended: [04/02/2007 =
Achivity: | E]|
whe: | DOTFKC &l
5]
]

Muates

b Save ] [ Bupass
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Central Office Processing

(Y Fle Edit View Forms Fiters Records Actions GIS Reports Tools Window Help

Central office will now process the

ZR8SK- BB % (b N i % @ 5 5 #[8]8|2 |

order.

MARKINGView
SIGNALview

SIGNview

Requisitions and Transfers

o ] | I

WORKdireclor Features
Re ition Numbe 13-62083 ‘Work Order Numbe * Start Date 02/14/2013 4:0T50 PM ]
They change the Requisition ok R g T
“ i ” “Region: | Southwest_adsen 3] +Requesior: [ =
Status to “Processing by CO s [ 3
until all of the line items have = e | g e o o]
. . ¥ Equipment & —
been received and shipped to the = ot Ot e . Regont ot oes: -
. . nE = Col Co =
Regional Office. b
=l
=l
— Tl e B
Materal | Assacisted Work fiders |
EEEEELLES %
traton] | ronsacon [ oem] | o o] ] et Saoaed v o] ] o] |1 uj
D (106981 Shipped Complete: SV _Had: 134 96/ % 57H Directional As 1 ea [12.62083 Tes Oea 0410820 S6in: S7in SOUTH T
. . 6675 S G S i T S RO A VAT e R
CO will change the Transaction o6884 s V(e S iisa VAT SR SR Besd e 18508
from “Requisition Item”to “On
Order!!- /
hd aterial I
When CO ships th_e item(s) they | 3 RN 5
WI” Change thEy WI” enter the Line ttem Tranzaction Location ‘ D D Guantity Redquisiion Shipped et T
Sh | pped Quan“ty, Yet TO Sh | p |f . Description Mumber Quianitity Ship
. 00352 Shipped Complete S0 - La Crosse R5-1A 36 x 24H 10 es |07-0031 10ea
necessa‘ry and the Shlpped Da'te Z il Complete SW - La Crosse R2-1 24¥W x 30H 55 10 ea |07-0031 10ea

The Transaction will be changed
to “Shipped — Complete” or
“Shipped — Partial’. /

/
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Regional Office - Receive Shipment from Central Office

e 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”.

e 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.

. |5_MAD_ctiveRiequisition: +|

Sign Shipping Report

SignShippingReport

Region Sauthwast - La Crosse

Requisition Number 07-0024
Requisition Status OO0 Now Shipping
Regional Office Motes

Order Date 3723/2007

Central Office Notes

Thesa Signs are all for Signing bridge clearance heights at I-50 and Exit 3 in La Crosse.
T_h-e project nurmber i La Croste County's 2007 TMA number. Plaase Rush Order thass
signs.

Line Item 00235
Code/Siza }4-1 36W x 51H
Description
Base Plywoaod
Letter Size
Message Type Type 4 -
Requested Ship Date 4-9-7

Order Line 1 Morth
Order Line 2 35
Order Line 3
Order Line 4
Order|Line 5
Order Line &

Skancil Plyeood

Order Quantity 1es Shipped Quantity ] Yet To Ship |:|
Update Line Items
Requisitions and Transfers 0 < |IB 105
e Central Office will change the Festirrez — —I —I
Transactlon on the Llne Requisition humber: || 08-1435
. . * Catzgary: Material Requisition = * Start Date: J 020142008 12:00:00 AN VI
Items they ship to either ) [r— EntyDote [CZTH/BOTTIEZ0RN
“Sh'pped Complete” Or Project Mumber: l Jd * Requestor: dathtr Jd
« . T Cost Transter Complete: [~ Regional Office Approval: | || Brian R =
Shlpped Partlal . Certral Office Approval: |
Central Office llotes: * Requisition Status: Il CO Mo Shipping =
I M PORTANT' ;' Regional Office Notes: . _I
Partial Shipments BB St P, Tk
If a Line Item is Shipped
Partial, Central Office will = : =
Update the “Shlpped Quantity" Details b4 E-mail CO | Papulats Fequisiton Stock Shipped Items
and “Yet To Ship” fields. Materil | assdxied ok Orders |
e Regional staff should | N AR XM Oy VL] 3
leave the line item Unetom||  Transmction || Locstin D MITCD S [ iy | | Femiton [ stiped | veiTo =
“as-is” until it is 11982 Shipped Complete MW - Spaoner M54 Crosstoad Nam 1 ea |08-14135 Tea Tea
com pletely Shlpped . 11965 Shipped Complete M - Spooner DT-52 Road To [Mame 1ea|08-14135 1ea Oea |
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e Once the shipment quantities
have been verified the Line Item Details _ SEs | P Reauston  Stock Shipped hens
Regional Office should click Materil | Associeted ok D |
the Stock Shipped Items _———+——F— EEE LK M T
bUtton Lire ftem Transaction Location I NI;L;T;:E:;:E; Cuantity ‘ngﬂ;n g:jgf;‘dy Y:h;u F;I
11962 Complete - Spooner M1-94 Crossroad Nam 1 &3 |05-14135 1es Oea
11963 Complete - Spooner M1-94 Crossroad Mam 1ea|053-14135 1ea Dea
° C||Ck|ng On the Stock 16227 Stock tem -Spooner 194 Crossroad ham 1 ea |08-14135
Shlpped Items Wl” Change 1522 Stock tem - Spooner M1-94 Crossroad Mam 1ea|053-14135
the Transaction to “Complete” /
and will create a new/“sLoa/
Item” Transaction.
e This will result in an increase Note — These changes may not be displayed immediately.
of the “On Hand Balance” by Restarting Work Orders will display these updates properly.
the amount in the Shipped (This is due to a CarteGraph bug and can not be changed by
. WisDOT)
Quantity.
° When all items on a Requisitions and Transfers 10 j j 10

Requisition have been
received it is important to
change the Requisition
Status to “Archive (Was

Features

Requisition Mumber:
* Category:
* Region:

Project Mumber:

07-0024

Cost Transfer Complete: |

Material Recuisition
Southwest - La Crosse [+
0032-76-20

=
=

Requisition Status

Filed)”.

Central Office Hotes:

* Start Date: 03/23/2007 E]

*Requestor: | Eric =

Regional Office Approval Eric E]
Central Office Approval =
; * Requisttion Status: Archive (Was Filed) E]

Regional Office Hotes:

These Signs are all for signing bridge clearance heights
&t 1-90 and Extt 3in La Crosse. The project number is La
Crogse County's 2007 TMA& number. Please Rush Order
these signs
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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 E

I N —

1 Features
Toggle any f|erllds that you v(\j/ant to err— el G
Carry over to t e new record. You * Cate - Tranzfer to Cthers E] * Start Date: 071672007 12200000 Ab E]
dO thIS by CI'Ck'ng the green Region: Southesst - Yest Allis E] * Requestor: datslh E]
toggle on the Ieft S|de Of each Project Mumber: | D0&2-40-40 = Regional Office Approval: | DOTSLE =]
f. Id t t d | t Cost Transfer Complete: % Central Office Approval: =
Ie you Wan O up |Ca. e' * Requisition Status: I Requisition Completed b E]

' CartéGraph Navigator - WORKdirector, - [Requisitons and Transfers 1.0]

Now click the “New Record”
button.

File Edit View Forms Filkers Records Actions Reports Tools Window Help

A= 2B K 4 b M| [cmaned VR BLAR (& @
[ e R
Category: eotues Requisition Status
[0 ” Requisition Mumber: 07-0106
Use “Transfer to Others”. - T . category: [ Trensterto trers . (=) * Start Date: ] 0711662007 12:00.00 &0 (]
* Region: § Southeast - vwest Allis E] * Requestor: il dotslh E]

Project Mumber: 0052-40-40 E] Regional Office Approval DOTSLE E]
Req u | Sltl on St atU S Cost Transfer Complete: f% Central Office Approval: E]
“Not Yet Sent" |f |tems have not * Reguisition Status: I Requisition Completed b E]
been sent yet  /'

_
OR

“Requisition Completed By
Region” if items are ready to
ship.
Remember to save the record = [aE - EH 3

before you start to add the Line /
Item Details,. ——— |

An Event Entry will pop up on
your screen.

Event Entry

. Feset
Enter an Activity and a Why from Completed:
the dropdown list options. When Started: | 07/16/2007 [+
] “Wwhen Ended: |07 8/2007 E|
In this example we chose to use - : _
Activity “Send Sign Material” Activity: | Send Sign Material EI
and Why “Material for County”. Wha: | dotfac [+
. LA sterial For County E]
Notes are optional.
Ciozt: E]
Then click the Save button. Nc[*?:
\

_\

E [ Save ] l Bypaszs
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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.

5
¥ Material ]
| B
. ) : MUTCD Sign .
Line ftem Tranzaction Location IC» Description GQuantity
¥ SW - La Crosse (J4-2 TAMN x 51H Reassurance & 1ea
00531 Used =W - La Crosse (R1-1 30W x 30H Stop 15ea
I —r
L — *

Save the requisition by clicking on
the Save Record button.

@' CartéGraph Navigator - WORKdirector, - [Requisitons and Transfers 1.0]

SRV Eile Edit Wiew Forms Fikers

G mpma a2

Hakxa

» M T |<Unnamed:

Records Actions Reports Tools Window Help

vE mL@e & 0

You can hit the Bypass

on the Event

Transfer Materials - Complete The Order

Entry Screen.

Once all of the Line Items have
been shipped you will close the

Requisitions and Transfers

o |

Features
Transfer. Go to the Requisition Registion Number: | 07-0023 Requisition Status
an d . * Category: Tranzfer to Others E] * Start Date: 0411702007 E]
' * Region: Southwwest - La Crosse E] * Reguestar: Eric E]
Project Mumber: 0032-73-20 E] Regional Office Approval: Eric E]
C“Ck |n the Req u |S |t| on St atus Cost Transfer Complete: [~ Central [Nfice Approval: 2]
fIE|d and Change |t tO uArC h |Ve 4? * Requisition Status: Archive (Was Filed) E]
(WaS Filed)” Central Office Hotes: Regional Office Hotes:
S\gn'; for La Crosse County
[ i MUTCD Sign | | Quantit] | Shipped YetTo || Requested || Shipped S
Then update the “Shipped Loeton] et Locstor | o A0 Sign || auenief | Stged || vetTo | | Reaested | | stipeed |9
Quantlty” and “Shlpp9d Date”. Used SE-West Alls  WS-52-R 120 x 3BH  Clearance Strip | 2 e Zen 071172007
04433 Used SE -West Alis W1 4-3 430 % 36H Mo Pazsing Zon Jes Jes 071172007
Save the record. L D

Click the Save icon.
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! |i=| Event Entry

An Event Entry will pop up on

-FI ezet
your screen. Completed: -

Enter Activity “Complete when Started: | 04/17/2007 =)
Requisition”. | Wwhen Ended: |05/01/2007 =]
Then click the Save button. Activity: | Complete Requisition (=
wiha: | DOTFXO 5]

N Wb | E]|

Cioat: | E]|

MHaotes:

Save l [ Bypasz
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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 fornt:

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 7]
information regarding where to
send the invoice.

Remember to save the record

before you start to add the Li
Item Details.

The Requisition Number is
generated once the record is
saved.

U

E Requizitans ...

Hiztomy | 1 Arbor Green...l I wiork Order...

0

W CartaGraph Navigator - WORKdirector, - [Requisitons and Transfers 1.0]

SEY Eile Edit Wiew g Fikers Records Actions Reports Tools Window Help

I D

S BE =- H a8 % 4 » M T |<Unnamed:

vE mL@e & 0

<10 |JJ 10>

Requisitions and Transfers

o
F

Requisition Mumber: 05-14647

* Categary: Sale to Others I * Start Date: J 08132007 12:00:00 Ak«
*Region: || Mortheast - Green Bay x| Entry Date:  |04/08/2008 7:11:17 AM
Project Mumber: | 0083-02-m x| *Reguestar: | ditiyk

Cost Transfer Complete: [ Regional Office Spproval: | ditivk

Cerntral Office Approval:

/" * Requistion Status:

NN

Central Office Notes: Archive (Was Filed)

;I Regional Office Hotes:
Sandy, signs sold to Frank Wasdovitch ;I
Calumet Co Parks Dept.
ME150 Cty EE
Hillbert Wi 54129
[ [
= S =K~ 3 a
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An Event Entry will pop up on - Event Entry
your screen. -

. Reset
Enter an Activity and a Why from Completed:

the dropdown list options. Wwhen Started: |07/16/2007 =

. ) . 4 Wwhen Ended: | 07/18/2007 =
Activity = “Send Sign Material” -

Why = “Material for County”. Activity: | Send Sign Materia =)

‘w'ho: |du:utf:-:u: E]|

Notes are optional. why: | T =

Then click the Save button. Cost: | &
\

L NEE\%S:
\*

E [ Save ] l Bypazs

Line Item Details are now

entered . Material IAssociated Work Orders |
[ EEEL S ¥
. MUTED Sign Requisition | | Shipped | | vetTo || -
Line tem ‘ Transaction ‘ Location ‘ ID o Guantity - ‘ p ‘
. Description Mumber Quartity Ship
Enter eaCh LI ne Item and Set the 14543 Sold ME - GreelIEla\f D7-53-R [Mame State Par 3ea |05-14647
: “ ”
T r an S aCtI 0 n to SOId 14544 Sald ME - Green Bay :D7-53-L [Mame State Par 3 ea |06-14647

Fill in your Location, the ID and
the Quantity.

Save the requisition by C"Cking on W CartéGraph Navigator - WORKdirector - [Requisitons and Transfers 1.0]

the Save Record button “KY File Edic view Forms Fikers Records Actions Reports Tools Window Help
e Mo KA b M Lume % Bl &0

You can hit the Bypass

on the Event Entry Screen.

e Complete Paperwork for Madison

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

=  Choose Reeorts

Reporks Tools window Help
/‘_| New Report

— || Report Wizard
= More Reports

~d

—_— More Reporks, ..
ll % Print Repart...
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= Navigate to your C:\Carte Files\D#Work Director\Reports\ directory
= Choose “Sales to Others Invoice”
e Click Open
= The report will prompt you for the Requisition number.
= The report will now generate.

SALETO OTHERS INWOICE Miscorsin Department of Transporation

OT1868

Plea == fmwad completed formtothe Bureau of Business Services, Fizcal Services (F5)

Oocument Mo, (F5 Completes) Inwoice Mo, (F5 Completes) Oae Mak-in - []
LREaETH TupPed [

Purchase Order FMumber (F Applicable) Charge Froject

i) |De5u:ri|:lti-:|n |Q.|a|'|1:it',I |Pri|:e Per Lhithtuﬁt

WESS-C 3w H |Cle.ar Delinaatar |2|II.III 23 |$D.4? |$94.III

| Total Arnount: |$94 o

S EMND IMJOICE TO Region's Requisition & SIGRATURE REUUIRED
hoicetn: w1338 Eadz Rendoming
Jermy Pedratti
Townof Genoa
E& G0hdundsack Rd
Genog , Wil 54632

BreauMeg onfGendice Cerfer
Southwest - La Crosse
[Teephrore Hiurmber
2 -
CREDIT PROJECT 10 digits) FUHCTIOM (2 digit=) |OBJECT @ digit=) TOTAL COST

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.
= |f you need assistance with exporting a report file call Fran Coenen and she will step you thru
it.

e Finalize the Requisition
1. Once the materials have been shipped it is important to change the Requisition Status to Archive.

Central Office Approval: I |
» * Reqguisition Status: J Archive (Was Filed) j
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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"

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.

o2

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.

Shop Inventory Report
MUTCD Sign Code  MUTCD Sign Description Sze Widh SkzeHeight OvderLine 1 Base Face Message Material Message Type Bin Location On Hand Balance
#r=-ADORT
Ci1-1 Bike Route 24.00in 180000 heet Type H- High  Sencil Tupe Type 5 - Stendl
Aurninurn Intensiy urii num
oi-1 Bike Route 00in 24,0000 Sheet Type H- High  Stencil Tupe Type 5 - Stendl
Aurninurn Intensiy urii num
C11-10 Ao Route 24.000n 18000n = Type H- High  Die-cut Letters Tipe 5 - Stendl
Auminur Intensity unninum
D11-6 Snowrmnobile Route with Symbal  240010n 1500i0n Sheet Tupe H- High  Cie-cut Letters Type 5 - Stendl
A urninum Intensity unni num
C1-8 Snowmobiled AT Route 24000n 1800in Sheet Type H- High Die-cut Letters Type 5 - Stendl
Aurninurn Intensity urni num
C11-2 Golf Cart Route 24.00i0n 150000 heat Type H- High Cie-cut Letters Type 5 - Stendl
HAuminurm enEity ummni nurm
Diz-2 Fideshare Inforrn ation 430000 ZL.00in Flywood Type H- High  Die-cut Letters Tope 2 - Die-Cut
It ensity
[iz-2 Fideshare Infarm ation 0,000 42000n Flywood Tupe H- High  Die-cut Letters Tope 2 - Die-Cut
Intensity
[iz-2 Fideshare Infarm ation TEO0iN 4000n Flywood Tupe H- High  Die-cut Letters Tope 2 - Die-Cut
ansity
Drlz-28 Fidezhare Inform aton 40.000n Z1,00in Flyw ood Type H- High  Die-cut Letters Type Z - Die-Cut
ansity
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LAX Material Information o D)
: f Fist Purchased:
Adjusting On Hand Balances - Featurss & & o @ fowmawE L) i 5
Materisl Typs: | Sian Matssisl =
Start module and select the sonCotes [p52 Sl Cosl Exchl: [2220ea [2)
) - - Rrecrder Paint L&%: =
p ro p er reco rd X Sign Description: | Hospital Foota Aol L =
widhy [24in (=) Heighe (24 (2 DQuartity (I Hard L& |6 ea
Order Line 1: Statewide Quantity: |6 ea
Once the phys|ca| mventory is Base: | Sheet Aluminum Notes, Quantity On Hand C0: |0 ea
Face: | Typs H - High Intsnsity
complete you are ready to enter Message Maleral [Stenci Tope
the transaction to adjust the on Wessage Tope. [Tyge 5 Stenc Akninan =r==y
Bin Locstior:
hand balance for each sign. Feired _
Sign Size: ||
Is Stock lter: [+
Go to the Materlals mOdUIe' Quantity On Hand Mw-EAL:  |Oea Quantity On Hand NE-GRE:  |Dea Quantity On Hand SwWAD: |0 ea
uantity On Hand NCRHI: | Dea Quantity On Hand MW/-SPO: (Oea | Guanfity OnHand SEMAL (Oea | Huantty OnHand NCWIS. [Dea
E Materials Log:
| =) P HE v|®
Wiplzm|| | Tressssien | Location | | Quantty E:jgm; E”tE?'Ed ‘ Entiy Dale| Order Ling 1 OiderLine 2 || Drdsrline3 || OrderLine 4%
00093 Increase Adjustment S - La Crosse Bea Bea DOTEAG  01/29/2007
*

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

Features

M atenial Type: | Sign b atenial

(€]

the Sign Code field.

Slide the mouse down and
choose Prompt for Value,

& f 4

Now enter the Sign Code you
want to go to.

Sign Code: | (BRI
fEtion: | Milepost Mai
width: [12in  (x)|  Heigh & “&
Order Line 1: S Lopy
Baze: | Plywood
Face: |TypeH - Hic Clear
teszage Matenal: | Die-cut Lette Select Al
Meszage Type: | Type 2-Die V:-?, By Value
Bin Location: 2 Excluding Yalue
Batired: " Prompt for Yalue, ..
Is B show all Records
& sort Ascending
[Quantity On Hand Mw-EaAL: 10 ez El Sort Descending
[uantity On Hand HC-RHI: (O ea [uantty On Hand Kw-5PO:

4% Filter, by MUTCD Sign Code

——p MUTCD Sign Code:

Filter Properties:

Do-d

iz equal to

[ Activate H Cancel ]
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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.

LAX Material Information

ID:

Orders

First Purchased:

Features @ S P
i : & S L @ | csvmrDIZWNME ) Cost s 1] =
Material Type: |Sign Material
Cost(Eachl |2224ea [
Sign Code: (D32 ]
Reorder Point LAX: [S]
Sign Descriptions. | Haspital
Fieorder Amaunt LAK: ]
Width: [24in Height: |24in Quaniity OnHand L&%: |6 ea
Order Line 1: = Statewide Quantity: |6 ea
Base: | Sheet Aluminum Notes, Quantity OnHand C0; [Dea
Face: | Typs H - High Intensity
Meszage Material: | Stencil Type
Message Type: | Type 5 - Stencil Aluminum Update Inventory
Bin Lacation
Fietired
S Sign Sice
Is Stack lter: [
Guaniity On Hand Mw-EAL: [0 ea Quantity On Hand NE-GRE: [Oea | Guantiy OnHand SwHAD: [Dea
Quantity On Hand NCRHI: [0 ea Quantity On Hand Nw/5P0; |Oea | Quantity OnHand SEWAL: [Oea | Quantty On Hand NGwIS: [Dea
Materials Log:
N 28 % A V%
ineltem| Transaclion ‘ Location || Quantiy Ff‘:[ﬁ;’;ﬂ E""5"*‘j| EnlryDate| Onderline1 || Orderline2 || Orderline3 || Oiderline 4™
7 |0003 Tncieass AduUsti(T) SW - La Ciosse Ges Gea DOTEAG  07/29/2007
*

Save the record.

Click the Save icon.

28 < 4

M 4 )
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[Elevenc ey TR
An Event Entry will pop up on ! ﬂl
your screen. ! Completed: ¥
Wwhhen Started: [05/02/2008 |
Enter: when Ended: [05/02/2008 =
Activity = Update Current f “whork Olrder $: | =
Information Activity: ILIpu:Iate Current Infarmation j
Why = Inventory Adjustment wihor |dotfac |
i Wh B i -
Then click the Save button. 4 Ilnvenm”" Adjustment J
\ Cizt: I j
Motes: || =]
| =
Save I Bypasz |
e

Repeat this process for each Sign Code where you want to update (pages 20 — 22) the on-hand balance.

Page 22 of 33




WORKdirector Training Guide
Automatic Requisition - Signs Below Reorder Point

First you will start a new Requisitions and Transfers <_| j 105
Reqwsmqn_. . When entering a _ Features
new reqUIS|t|0n| remember to fIrSt Requisition Number: [2e2082  Work Order Number: = Glart Date: Jm
toggle the flelds that yOU Wa.nt tO J 45125 Entry Date:  |02/14/2013 4:07:50 PM

+ Requestor: [l ditin
carry over to the new record. You
do this by clicking the green

* Category: | Material Requisition

*Region: || Southwest - Madison

Llels

Project Number: Regional Office Approval: [ ditjh

Central Office Approval

[N N (N

Cost Transfer Complete: Jl'

* Requisition Status: | CO Now Shipping

toggle on the left side of each Gentral Office Notes: T
field you want to duplicate. El T oo =
F
[El
[4 E-mai CO | Populate Reguisiton | Stock Shipped ftems

Line ltem Details

@' CartéGraph Mavigator - WORKdirector, - [Requisitons and Transfers 1.0]

“KN Eile Edit Wiew Forms Fikers Records Actions Reports Tools Window Help

Now click the New Record button. 'z na ag-? a8 kA > W | T Ut % an &

Requisition Number:
(AutoNumber) will fill in a
Requisition Number automatically

when the record is saved.
Category: Required Field, Requisitions and Transfers
This is a drop down list and

you would choose the type of — Features
requisition you are preparing.
For the automatic reorder Reguisition Mumber: | 13-52083
requls_'t_l(_)n use Material * Category: || Material Reguisition j
Requisition.

* Region: Southwest - Madizon j
At this time the rest of the toggle Project Mumber: j
fields will fill in automatically. .

Cost Transfer Complete: J|_

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.

Navi;':atnr

N

The item referenced does nak exist,

The "Project Mumber” field refers ko "123-47-1234",
This item does not exist in the "Project Mumber” recordset. [

Do vou wish to add it?

Yes l [ Mo ] [ Cancel

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.

Requisition Status

* Start Date: 2142013 4:07:50 PM ﬂ
Entry Date:  |02/14/2013 4:07:50 P4
* Requestor: ditjjh
Regional Office Approval: II ditjjh

Central Office Approval:

Ll dledle

* Requisition Status:

CO Mow Shipping

Regional Office Hotes:

Col. Co

|

K

Save the record.

C lick the Save icon.

268 A4 K 4

-

(4

(]
NG |
Il

Once the record is saved the
Requisition Number will now fill
in automatically.

Features
|7 Requisition Number: J 1352083
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An Event Entry will pop up on
your screen.

: |=| Event Entry

tIinteczjlr andActivlityt/ antq a Why from | Completed:
€ dropdown fist options. when Started: |03/27/2007 ]
Then click the Save button. | Wwhen Ended: | 03/27/2007 ]
S Activity: |Initial D ata Entry ]
whar |DOTFXC ]
i g r-.-1aterial far Project E]|
Coszt: | E]|
| [ Save l [ Bypazs
1
| | |
Regional Office Notes:
Col. Co =]
Now click the Populate : >
Requisition button. b E-mail CO Populate Requisiton Sto

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

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

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

requisition by hand.

e 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

¥endor Mame

Location Enty Date Line Item m

BSI Sign Order

Order ID Release # Date
SzeWidh  Size Height Quanfity Cost

Total Costand Sq Ft  40.00

2. Individual Sign Requisition Report (Work Orders)

IndividualSignRequisitionReport

Region Sauthwest - La Crosze

Requisition Number O7-0024
Requisition Status 0 MHow Shipping

Ovder Date 572372007

Region al Office Notes

The preject number is La™ Crosse County's 2007
dAgnz

Central Office Notes

These Signs are all for signing bridge dearance heights at I-90 and Exit 2 in La Crosse,

number, Hease Rush Crder these

Line Item 00225
Code,/ Size M-2 724 1 S51H

Oeder Line 1 South South
Deder Line 2 53-25

Description xder Line 3
Base Hywaod eder Line 4
Leter Size Drder Line 5
Message Type Tope 4 - Stend| Aywood Drder Line 6
Requested Ship Date 4-9-7 Motesid ditional sign for above SPdgns
Order Quantity [Tes | shipped Quantity Yet To Ship l:l
Line Item 00255 Drder Line 1 Morth
Code/Size M-1 36 1 S1H Order Line 2 35
Description Oeder Line 3
Base Fywood Dvder Line 4
Letter Size Order Line 5
Message Type Tepe 4 - Stend| Flywaod Oeder Line &
Requested Ship Date 4-5-7 Motestd ditional sign for above SPsEgns
Ovder Quantity [Tea | shipped Quantity Yet To Ship |:|

Line Item 00222
Code,/ Size 12-2 724 1w 5TH
Description
Base Hywood
Letter Size
Message Type Tope 4 - Stend| Aywaod
Requested Ship Date 4-5-7

Oeder Line 1 SOUTH SCOUTHMCRETH
Deder Line 2 53-235-35
rderLine 3[TL][TL] [ TR ]
Oeder Line 4
Deder Line 5
Drder Line 6

Notes
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3. Outstanding Requisitions by Code (Work Orders)

Code/Size
Civ-52

Description

Line Item 00335
Requisition Number 07-0026
Dvder Date 4711/2007

DutstandingRequsitionsbyCode
Region Southwest - La Crosse

Drder ity
200 ea

Ovder Line 1 Road To
Ovder Line 2 Meced ah Mation al
Oeder Line 3 Wildlife Refuge

Shipped Qty  Yet To Ship

Line Item 00334
Requisition Mumber 07-0025

ShippedDate Oeder Line 4 1 Mle
Notes Ovder Line 5
Oeder Date 527/2007 Oeder Line 6
Code/Size Description Oeder iy Shipped (Hy  Yet To Ship
Ci-53-L 1,00 ea

Oeder Line 1 [ LA ] Mecedah Mational
Oeder Line 2 [ LA | Wildlife Refuge

Line Item 00333
Requisition Number 07-0026
Dvder Date 41172007
ShippedDate
Noles
Oeder Date 5 27/2007

Deder Date 4'11,/2007 Ovder Line 3
ShippedDate Ovder Line 4
Notes Ovder Line 5
Dvder Date 3272007 Ovder Line 6
Code/Size Description Drder iy Shipped ity  Yet To Ship
Ci-53-R 1,00 ea

Ovder Line 1 Meced ah [RA]

Order Line 2 Wildlife Refuge [ R& ]
Ovrder Line 3

Ovder Line 4

Ovder Line 5

Oeder Line &
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4. Outstanding Requisitions by Date (Work Orders)

DutstandingRequsitionsbyDate
Region Southwest - La Crosse
Dvder Date  Code/Size Description Dvder ity Shipped Oty Yet To Ship
FIR2007 W21 -51-RI 48 = 48K 400 ea
Line Itemy 00257 Order Line 1
Requisition Number 07-0025 Dvder Line 2
ShippedDate Drder Line 3
Notes lineau Co Deder Line 4
Dvder Date ' Z7/2007 Drder Line 5
Requisition Status Processing by OO0 Dvder Line 6
Dvder Date  Code/Size Description Dvder Oty Shipped Oty Yet To Ship
FIH200T WOS-ERU 4N 1 424 Z00 ea
Line Item 00255 Drder Line 1
Requisition Mumber 07-0025 Dvder Line 2
ShippedDate Dvder Line 3
MNotes Jineau Co Drder Line 4
Dvder Date 3/ 27/2007 Dvder Line 5
Requisition S$tatus Processing by OO Drder Line 6
Dvder Date  Code/Size Description Dvder Oty Shipped Oy Yet To Ship
FITz007 RE1-2-FI 42l 1 424 200 ea
Line Iten 00229 Dvder Line 1
Requisition Mumber 07-0025 Drder Line 2
ShippedDate Dvder Line 3
Notes Juneau Co Dvder Line 4
Ovder Date 3272007 Drder Line 5
Requisition Status Proceszing by OO Dvder Line 6
Order Date  Code/Size Description Ovder [y Shipped (y  Yet To Ship
FIR2007 W21 -E-RL 42 0 48H 200 ea
Line Item 00290 Drder Line 1
Requisition Number 07-0025 Dvder Line 2
Shinnadhaia (edar lina 2
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5. Sign Order New (Vendors)
— Used by Central Office

Location
CO - Signs

Yendor Mame Teaffic and Parking Control Co,
[ Sl

Entry Date Line Item
5/2/2007 00528

Sign Order New

m
VW-F 6G0VY x 30H

Ovder I TRG 3401117

Sze Widh

B0.00 in

Release # 12

Date 5732007

Size Height Quanfity Cost SQFT

30,00 in

6.00 ea

$637.50 73

Oeder Line 1

Order Line 2

Urder Line 3

Oeder Line 4

Urder Line 3

Ovder Line 6

MC -
Fhinelander

(2]

S2/2007 00510

R3-6-R 42V = 48H

42.00 in

48.00 in

1.00 ea

$119.00 14

Oeder Line 1

Urder Line 2

Order Line 3

Urder Line 4

Oeder Line 5

Urder Line &

ML -
Fhinelandar

(2]

S2/2007  DOS20

R3-8-W 30W x 54H

30.00 in

3400 in

1.00 ea

$95.63 11.25

Oeder Line 1

Order Line 2

Urder Line 3

Oeder Line 4

Urder Line 3

Ovder Line 6

MNC -
VAsconsin
Rapids

5/2/2007 00511

713-2 48W = 45H

48.00 in

45.00 in

1.00 ea

$127.50 15

[Owvder Line 1

[cHA
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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.

Shop Inventory Report

¥

MUTCD Sign Code MUTCD Sign Description Size Width Size Height Order Line 1 On Hand Balance Cost
D5-61 Wayside [1/2] Mile 43.00 in 24,00 in 3.00ea $203.52
M1-1 Interstate Shield 24,00 in 24.00 in a4 15.00 ea $333 .60
Mi-1 Interstate Shield 36.00 in 36.00 in 39 4.00 ea $200.76
M1-5-4 County Marker 24,00 in 24.00 in AMA 5.00 ea $111.20
M1-5-4 County Marker 24.00 in 24.00 in FAT 5.00 ea $111.20
M1-5-4 County Marker 24,00 in 24.00 in B 1.00 ea $22.24
M1-5-4 County Marker 24.00 in 24,00 in [ 3.00 ea $66.72
M1-5-4 County Marker 24,00 in 24.00 in [w]2) 5.00 ea $111.20
M1-5-4 County Marker 24,00 in 24.00 in oo 5.00 ea $111.20
The report also includes a Total Cost of Signs on hand.
WA-2-L Lane Ends Merge Left 36.00 in 36.00 in g.00 ea $401.52
WF16-7L Left Diagonal Downward Pnﬁng 24,00 in 12.00 in 35.00 ea $663.25
Arrow (Fluorescent
WF1G-9F AHEAD Plagque (Fluorescent 24,00 in 3.00 in 54.00 ea $682.02

vellow Green)

Total Cost of Signs

$102,533.37

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

Shop Inventory Report
MUTCD Sign Code  MUTCD Sign Description Size Widh Size Height  Order Line 1 Base Face Message M aterial Message Type Bin Location On Hand Balan
ol-2 Tuo Destinatons (frrows) Plywraod Type H- High  Die-cur Letters Type 2 - Die-Cut
Intensity
0i-3 Thiple Destinationy frrow Plowood Type H- High  Die-cut Lethers Type 2 - Die-Cut
Initensity
C1-50 Srreet Marne with Cardinals & Plyuood Tope H- High  Die-cut Letters Tpe 2 - Die-Cut
Hrrows Intensity
D1z2-4 Wizcon sin Road Emergency 50000 24.000n Plowood Type H- High  Cie-cut Letters Type 2 - Die-Cut
Information Intensity
Diz-4 \Wizconsin Road Emergency FZO00in 45.000n Plowood Type H- High  Die-cut Letters Type 2 - Die-Cut
Information Intensity
Di3-511 ‘ehicle Ernission Test Sraffrow 250000 F0din et Type H- High  Die-cut Letters Type 2 - Die-Cut
Left i nurn Tritensity
Diz-5i1 “ehicle Emiszion Test Stafferow 4200100 #0000 Sheet Type H- High  Cie-cut Letters Type 2 - Die-Cut
Left Aurninurn Tritensity
Ciz-51R ‘khicle Emission Test Stafdmow 250000 F00in Sheet Type H- High  Cie-cut Letters Type 2 - Die-Cut
Fight A urninurn Initensity
Ciz-51R ‘khicle Emission Test Stafdmow 4200in 0000 Sheet Type H- High  Cie-cut Letters Type 2 - Die-Cut
Fight A urni nurn Intensity
L1 Destin atonyTistance [Cnel with Flywroad Type H- High  Die-cut Letters Type 2 - Die-Cut
Cie Cut Letters Initensity
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8. Sign Shipping Report (Work Orders)

SignShippingReport
Region Southwest - La Crosse

Requisition Number C7-0024
Requisition Status 0 MHow Shipping

Drder Date 57232007

Region a Office Notes

The project number is La” Crosse Courty's 2007
signs

Thesze Signs are all for signing bridge dearance heights at I-90 and Eqit 2in La Crosss,
nurber, Fease Ruzh Order these

Central Office Notes

Line Iten 00225
Code/Size M-Z 721 1 S1H
Description
Base Flywood
Letter Size
Message Type Tppe 4 - Stend| Ay waod
Requested Ship Date 4-5-7
eder Quantity | 1ea

| Shipped Quantity

Deder Line 1 South South
Drder Line 2 5335

Oeder Line 3
Dvder Line 4
Oeder Line 5
Oeder Line &
Motes Additional sign for abowe SP HEgns
1ea et To Ship

Line Item CO225
Code/Size M-1 350 & S1H
Description
Base Fywood
Letter Size
Message Type Tope 4 - Stendl Plpwaod
Requested Ship Date 4-5-7
Oeder Quantity | 1ea

| Shipped Quantity

Order Line 1 Morth

Drder Line 2 35

Oeder Line 3

Dvder Line 4

Drder Line 5

Deder Line &

Motes Additional sign for abowe SP signs
1ea et To Ship

[

Line Item CO2E2
Code/Size 13-3 724 © 5TH

Oeder Line 1 S0UTH SOTHMHCRTH
Dvder Line 2 533535
OederLine 3[TL] [ TL][ TR ]

Description
Base Fywood Order Line 4
Letter Size Deder Line 5
Message Type Tope 4 - Stendl Flpwood Drder Line &
Requested Ship Date 4-5-7 MNotes
Ovder Quantity [1ea | Shipped Quantity 1es Yet To Ship
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8. Wisconsin DOT Sign Code Book (Materials)

Wisconsin DOT Sign Code Book
Sign Code Szel Sze 2 Szed Szed Szed Description B F M C
Pr--ALPT # " = ] " Ad opt-A-H ghw ay
Ar--BRECH k4 b Ed k4 B Arrow [ Tourist Information Signs
Ar--DETOLR ® ® = # ® Use if yau are installing a ternporary Detaur,
Ar--SI5 ® ® = # ® Sarvice and Infarmn aton Signing
Ar=-TD S ® ® % ¥ Tourist and Information Sign
Ci0-1 ® ® ® 13in = 24in - 1Zinw 24in Mlepost Marker (1 Digit) 1 3 2
Clo-2 # " = 1Zn » 36in 130 = 35in Mlepost Marker [Z Digit) 1 3 z
Cl0-3 # " = 1Zn = 48in - 13n = 48in - Mlepost Marker [3 Digit) 1 3 z
Dlo-5 # ® = Zlin % 80in - 2lin % é0in - Enhanced Referance Marker [1 Shield) 1 3 2
D10-5-4, ® ® = # ® Enh anced Reference Matker (2 Shields)
-1 “ “ H " I Crie Destnation [Arow) 1 3 2
Ci1-1 ¥ 24in u 18in 3in 1 24in ¥ *® Bike Route 2 2 1
Cii1-10 H 24in # 18in H H H few Route 2 3 2
Dli-& # 24in » 15in = ] " Snowmaobile Route with Symbol 2 3 =z
D11-7 # 24in w 2din = # ® [Menornonie River Yallew] Snowrmobile Roue 2 3 =z
Ci1-g8 # 24in % 18in ® # # Snow mobile’ 4T Route 2 3 2
Li1-2 # 2din ¢ 18in A # B Galf Cart Raoate 2 3 2
C-2 # ® # # # Twao Destinations [Arrows) 1 3 2
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9. Materials Below Reorder Point - Statewide (Materials)

Material Below Reorder Point - Statewide

Cluantity on Hand Rearder Point

Material ID D10-1 12%W x 24H

La Crosse 0.00 ea

Green Bay 0.00 ea 10.00 ea

Material ID D10-3 12W x 48H

La Crosse 0.00 ea 10.00 a4

Green Bay 0.00 ea

Material ID R1-1 36W x J&6H

La Crosge 35.00 ea

Green Bay 5.00 ea 5.00 ea

Reorder Armount

30,00 ea

20,00 ea

10,00 ea
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