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WORKDirector – Work Orders 

 
This process will utilize both WORKdirector and SIGNview to create a Work Order for county work or other contractor 
work.  The processes are quite similar but a separate section has been created for the various types of Work Orders 
that sign coordinators create: 

 TMA signs ................................................................................................... Page 3 

 County Work Orders – new or replacement signs ...................................... Page 13 

 Signs flagged with ‘Order’ in SIGNview ...................................................... Page 17 

 Type I signs (Arbor Green) .......................................................................... Page 24 

The next page contains a diagram of the TMA process that illustrates the interactions between SIGNview and 
WORKdirector. 

 
This guide assumes prior knowledge of the usage of both SIGNview and WORKdirector.  

 
 
 

 

 

http://dotnet/dtid_bho/extranet/manuals/workdirector/work-director-train-guide.pdf
http://dotnet/dtid_bho/extranet/manuals/workdirector/work-director-train-guide.pdf
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Create a Work Order and Requisition for a County’s TMA Signs 

1. Start CarteGraph – Oracle - OP01 
2. Go to the WORKdirector module and click on the Work Orders tab to bring up that form. 
3. Make sure you are viewing Work Orders records 
 

a. At the top of the window, click on the “Show All Records” icon  

 
 

 
and then pick the Work Order filter from the drop down list for your Contracted Work Orders – e.g. 
S_LAXContractedWorkOrders 

 
4. Create a new Work Order 

a. Select the New Record icon 

  
b. Fill in the entire top portion 

 
 
c. Save the record 

i. Activity = “Order TMA Sign Material” 
ii. Why = “Material For County” 

d. Make a note of the Work Order number that is generated once the record is saved. 
 

5. Open SignView in a new window 
 

a. Click on SignView on the Navigator Bar and click your right mouse button on Signs and choose 
Open in New Window from the drop down list. 

b. A new window for SignView will now open. 
 

6. Filter to the TMA signs. 
a. A standard TMA filter has been written for you that will look for all signs starting with R, S or W and 

prompt you to enter a county and a manufactured date. 
b. If you want to create your own filters that is fine. 

i. Run your custom filter and go to set e. below. 
 
c. Run the standard TMA filter 

i. Click on the Filter Builder on the Toolbar 
 

Start Date is 
the date the 

order will 

be given to 
the county. 

Stop Date is 

the date the 
order is 

completed 

by the 

county. 
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Click on the Open button and Look In 

 
for “TMA Filter” .  Double-click on it to open it. 
 

d. Click Activate and fill in the county and date manufactured when prompted. 
e. Make a note of the number of records returned. 

 
7. Use MultiEdit to create new records. 

a. From the Main Tool Bar choose Tools/Multi-Edit 
i. Fill in the first form as shown: 

 
 

ii. Click Next> 
iii. Fill in the next form: 

 

Be sure to 
click on the 

Add new 

Records 

option. 



Page 5 of 32  
 

 
W:\MANUALS\Cartegraph Manuals\WorkOrders TrainGuide V8.4.docx 

 
 
 

iv. Click Next>  

 
 

v. Click Finish when prompted to complete the MultiEdit Wizard. 
 

This is the Work Order Number 
you made a note of in step 6d 
above. 
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vi. Next you will be prompted if you wish to continue.  If this is the correct number of records 
click Yes otherwise click No to cancel the MultiEdit. 

b. The MultiEdit will now process. 
 

8. Go back to WORKDirector on the Work Orders form. 
a. On the lower part of the form; Click on the Associated Asset Events tab 
 

 
b. Choose Signs from the drop down list 
c.  Hit F5 to refresh the recordset if nothing displays in the grid. 
d. You will now see a line for each one of the records from the TMA filter run in SignView.  These are 

the signs you identified that need to be replaced for this county. 
 

9. You can now run and print the Detailed Work Order report so that you can review the details. 
a. The report is generated from WORKdirector and will print only the current record. 
b. From the main tool bar in WORKdirector 

a. Reports -- More Reports – Look in 

 
b. Double-click on “Detailed TMA Work Order” to produce the report 
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10. Modifying the Work Order 

a. Tip! It is best to modify the entries on the Work Order before a requisition is created so careful 

review of the above report or the work order screen is important. 
b. The Work Order grid can be sorted by Route and Marker to make it easier to find signs on a 

particular part of a road. 
 

 
 
c. Click on the Filter Builder icon on the grid section of the form. 
d. Click on the Open button. 
 

  
 

e. Locate the SortAssestByRouteMarker filter in your C:\Carte Files\filters\Work Orders directory. 
  

 
 
 

click Open   

click OK  
 

f. The grid will now sort. 
 
g. You can delete lines from the grid on the Work Order 
h. If you want to add signs to this Work Order you will do this back to SIGNview 

i. Go to SIGNview 
ii. Run a filter or find the particular sign(s) you want to add 
iii. Run another Multi-Edit as described on pages 4 and 5, inputting the same Work Order 

number you just used 
iv. Review the lines making sure that each one has a Material ID.  If it is blank it will not be 

added to the requisition when it comes time to place the order.  A blank Material ID 
indicates there is erroneous information for this sign in SIGNview and it should be 
corrected. Once you are satisfied with the line items on the Work Order you will create a 
Requisition for the signs. 
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11. Create the Requisition 

a. Move down to the bottom of the Work Order Form 
i. Fill in the “Location for Material Requisition” 
ii. Click the Create NEW Material Req. button 

 
 

iii. Click Yes to continue when prompted. 
 

b. NOTE:  You can also add this Work Order to an existing Requisition. 
i. Fill in the “Location for Material Requisition” 
ii. Fill in an EXISTING Requisition Number 

 

 
 

iii. Click the Add to EXISTING Req. button 
iv. Click Yes to continue when prompted. 

 
c. The requisition will now process so give it some time.  When it is completed it will give you a 

message box containing the Requisition number. 
i. The program is calculating the total number of each Material ID you have on the Work 

Order and will aggregate like items on to one line on the new requisition. 
ii. A screen prompt will appear when the requisition is complete 

 

 
 

d. The Requisition number will appear on an Associated Requisitions tab as well as in the Requisition 
Number field.   

 
 
 
 

e. Tip!  It is a good idea to make a note of the Requisition number in the Regional Office Notes field. 

 
 

 
 
 
f. You can now see the new Requisition by first clicking the Show All Records button at the top of the 

form.  
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g. You may be prompted to save the record, click Yes and then click on Bypass 
h. Now fill in the requisition number if it’s not already there and click “Go To Requisition” button. 
 

 
 
i. Click on the Requisition Tab to switch to the Requisition & Transfers form.  
 

 
 
j. You will now see the new Requisition and modify it as necessary. 
k. Note that the Regional Office Notes field is automatically updated indicating that this Requisition was 

generated from a Work Order #####. 
l. Treat this new requisition just like any other sign order.  You can delete line items or change 

quantities if you have some of the materials on hand.  

i. TIP!  Make sure to clean out shop inventory first.  If you have extra signs use them first. 

 
m. If you want to add lines for existing signs you should follow the procedure outlined in 10.h. above. 
n. Once you are satisfied with the Requisition change the Requisition Status to “Requisition 

Completed by Region” and then email it to Bob Hunt for ordering. 
o. You should also print an “Individual Sign Requisition” report. 
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Working With the TMA 

 
1. Once all of the signs are received and ready to be delivered to the county, you will print a report to give to the 

county to track their work. 
a. A standard TMA Report has been developed that lists only the signs to be replaced.  

i. TIP!  Run the TMA Work Order – WD Report in WORKdirector. 
b. Some of the regions give the county a complete listing of all of the signs in the county and highlight 

only the signs that need to be replaced.  You can easily do this by looking at your Work Order lines 
and finding them on the complete county report. 

c. It’s up to you what you decide to use. 
 
 
If you would like a different report please contact Fran Coenen for assistance. 
 

 
 
2. As the county reports their progress back to you the Work Order and the Requisition need to be updated. 

a. The Requisition should be updated the same as any other Requisition.  Once all of the items have 
been shipped you will mark each line item as Complete and then set the Requisition Status to 
“Archived (Was Filed)”. 

 
b. When the county has completed all of the line items on the Work Order you should change the Work 

Order Status to Completed. 
 

 
 
 

3. SIGNview must also be updated with the new information.  This is completed the same as the current 
process. 

a. In SignView you need to find the appropriate sign and update the necessary fields, e.g. “Mfg Date”, 
“Post” information, etc. 

b. TIP!  You can quickly find the sign by having both WORKdirector and SIGNview open in separate 
windows. 
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c. In WORKDirector highlight the ID and copy it by doing a Ctrl-C.  
 

 
 
d. Go to SignView. 
e. Select Actions -> Go to Sign ID from the Tool Bar 
 

 
 

f. When the Go To ID window appears hit Ctrl-V to paste the ID in to the window and click OK. 
 

 
 

g. This will quickly jump you to the appropriate record in SIGNview where you can make your updates. 
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Creating Work Orders For New Signs That The County Will Install 

1. Start CarteGraph – Oracle OP01 

2. Go to the WORKdirector module and click on Work Orders. 
3. Go to the Work Orders form. 

4. Create a new record by clicking on the New Record icon -  
a. Fill in the entire top portion 

 
 
b. Save the record - note that the Work Order number fills in once the record is saved. 
 

 
 

i. Activity = “Order Sign Material” 
ii. Why = “Material For County”  

 
5. Go to the grid section and click on the Material tab. 

a. Fill in the Requisition Line Items the same as you do on the Requisitions and Transfers form. 
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b. Once all of the requisition lines are completed fill in the Location For Material and click on Create 
Requisition button 

 
 
c. Click ’Yes’ when prompted. 

6. Wait until the process is completed and another message window appears giving you the new Requisition 
number.  It will also appear in the Requisition Number box. 
 

 
 

7. View the new Requisition 

a. Click the Show All Records icon  on the Tool Bar. 
b. Click the Go To Requisition button. 

 
c. Now click on the Requisition Tab at the bottom of your screen to view the requisition form. 
 

 
 

6. Finish the requisition. 
a. Modify any fields on the requisition. 
b. Change the Requisition Status to “Requisition Completed by Region” 
c. Email it to Bob Hunt for ordering as per usual process 
 

7. When the signs are received change each of the line item’s Transaction to “Complete”. 
8. When all of the signs on this order have been received change the Requisition Status to “Archived (Was 

Filed). 
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Print a Work Order for the County 
 

9. To print a work order to give to the county you need to have the appropriate Work Order displayed in 
WorkDirector. 

a. This is the Work Order number that was created in step 4b above. 
b. Go to the Work Orders Form. 

 

   
 
 

c. You can quickly jump to the work order by selecting Actions from the Menu and Choose “Go To 
Work Order” or press Ctrl+G. 
 

 
 

d. From the Reports Menu choose the “County Work Order” report. 
 

 
 

e. If it is not listed you will find it in the standard \WorkDirector\Reports location. 
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! Don’t Forget to Update SignView! 
 
10. Go to SignView and add or update the new sign record per regular process. 
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Creating Work Orders for Signs Flagged With “Order” 

 
During the regular process of inspecting signs the signing coordinators and assistants will create an Event record 
with one of 3 Activities: 

 Damage Claim – Temp Repairs + Order 

 Inspect and HOLD order 

 Inspect and Order New Sign 
 
When one of these Events is saved SignView will automatically check an “Order Sign” box on the Signs form. 
 

 
 
 
 
 
 
 
 
 
Following is a process to locate these signs and create a Work Order and Requisition for them. 

 
1. Start CarteGraph – Oracle OP01 

2. Go to the WORKDirector module and click on Work Orders. 
3. Go to the Work Orders form. 

4. Create a new record by clicking on the New Record icon -  
a. Fill in the entire top portion 
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b. Save the record - note that the Work Order number fills in once the record is saved. 
c. Make a note of this Work Order number. 

 

 
 

iii. Activity = “Order Sign Material” 
iv. Why = “Material For County”  

 
5. Open SignView in a new window 

a. Click on SignView on the Navigator Bar and then click your right mouse button on Signs and choose 
Open in New Window from the drop down list. 

b. A new window for SignView will now open. 
 

6. Run the “Order Sign Filter” 
a. Click on the Filter Builder on the Toolbar 

 
 
Click on the Open button and look in 
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for a filter called “OrderSignFilter” 
Double-click on it to open it. 
 

c. Click Activate and fill in the county when prompted. 
d. Make a note of the number of records returned. 
 

7. Use MultiEdit to create new records 
a. From the Main Tool Bar click on Tools/MultiEdit 

i. Fill in the first form like as shown 
 

  
 

ii. Click Next> 

Be sure to 

check the Add 

New Records 

button 
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iii. Fill in the form as shown: 

 

 
 
TIP! – If you do not recall the Work Order number you can Alt-Tab back to 
WORKDirector to get the order number 
 

iv. Click Next>  

This is the Work Order Number 
you made a note of in step 4d 
above. 
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v. Click Finish when prompted to complete the MultiEdit Wizard. 
 

 
 

vi. Next you will be prompted if you wish to continue.  If this is the correct number of records 
click Yes otherwise click No to cancel the MultiEdit. 

 
e. The MultiEdit will now process. 
f. You will get a prompt when the process is done. 
g. You will also receive the message: 
 

  
h. This is because the “Order Sign” was automatically cleared once the new sign events were created in 

the step above. 
 

8. Go back to WORKdirector 
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a. On the Work Order form, click on the Associated Asset Events tab on the lower grid 
b. Choose Signs from the drop down list 

 
c. Hit F5 to refresh the recordset if nothing displays in the grid. 
d. You will now see a line for each one of the records from the SIGNview “Order Signs” filter. 
 

9. You can now print the Detailed Work Order report so that you can review the details. 
a. The report is generated from WORKdirector and will print only the current record. 
b. From the main tool bar in WORKdirector 

i. Reports -- More Reports – Look in  
 

 
 

ii. Double-click on “Detailed Work Order” to produce the report 
 

10. Modifying the Work Order 
a. You can delete lines from the grid on the Work Order 
b. If you want to add signs to this Work Order you will do this back to SIGNview 

vii. Go to SIGNview 
viii. Run a filter or find the particular sign(s) you want to add 
ix. Run another Multi-Edit inputting the same Work Order number you just used. 

 
11. Review the lines making sure that each one has a Material ID.  If it is blank it will not be added to the 

requisition when it comes time to place the order.  A blank Material ID indicates there is erroneous 
information for this sign in SignView and it should be corrected. Once you are satisfied with the line items on 
the Work Order you will create a Requisition for the signs. 

 
a. Move down to the bottom of the Work Order Form 
b. Fill in the Location for Material Requisition and click the Create Material Requisition button 

 
c. The requisition will now process so give it some time.  When it is completed it will give you a message 

box containing the Requisition number. 
x. The program is calculating the total number of each Material ID you have on the Work 

Order and will aggregate like items on to one line on the new requisition. 
xi. A screen prompt will appear when the requisition is complete 

 

 
 

d. The Requisition number will appear on an Associated Requisitions tab as well as in the Requisition 
Number field.  
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e. You may want to also make a note of this number in the Regional Office Notes field. 
 

   
 

 

 
 

f. You can now see the new Requisition by first clicking the Show All Records button at the top of the form.  

 
g. Now fill in the requisition number if it’s not already there and click “Go To Requisition” button. 

 
 

h. Click on the Requisition Tab to switch to the Requisition & Transfers form.  
i. Note that the Regional Office Notes field is automatically updated indicating that this Requisition was 

generated from a Work Order #####. 
j. Treat this new requisition just like any other sign order.  You can delete line items or change quantities if 

you have some of the materials on hand.  
k. If you want to add lines for existing signs you should follow the procedure outlined in 9.b. above. 

l. Once you are satisfied with the Requisition change the Requisition Status to “Requisition Completed by 
Region” and then email it to Bob Hunt for ordering. 

 
12. Once the signs are received you will handle them similar to the TMA orders as outlined on pages 10 and 11. 
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Create a Work Order For Arbor Green Type I Sign Repairs 

1. Start CarteGraph – Signs.cgd or SignsMarkings.cgd 
2. Go to the WORKdirector module and click on the Arbor Green tab to bring up that form. 

 
 

3. Make sure you are viewing Work Orders records 
 

a. At the top of the window, click on the “Show All Records” icon  

 
 

 
and then pick the Work Order filter from the drop down list for your Contracted Work Orders – e.g. 
S_LAX_ContractedWorkOrders 

 
4. Create a New Work Order 

a. Select the New Record icon  
b. Complete the top section as described below.   
 

 
Work Order: Auto-assigned when the 
record is saved. 
 
PO Number: Matt Rauch will fill in the 
current approved PO. 
 
Category: Contractor Work Order 
Region: Your Region 
 
Project Number:  
Damage Claims - 008X-02-90 where X = 
old district number 
Or  
ID of other appropriate PO Number.   
 
County: Where the sign is located 
Assigned To: Always Arbor Green  
Route: Where the sign is located 
 
Description of Work: 
See example:  
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Entered By: This will default to your 
login ID.  If necessary it can be changed to 
the sign coordinator that will be overseeing 
this work. 
 If a name is missing from the list 
contact Fran Coenen to have it added. 
 
Work Order Status:  
Region should enter “Planned”. 
Matt Rauch will change it to “In Progress” 
when the order is given to Arbor Green. 
 
The Region must change this to 
“Complete” when the region receives a 
copy of the invoice from Matt Rauch.  This 
is covered in detail at the end of this 
section. 
 
Priority:  
Select from: 
 Routine 45 day 
 Routine 90 day 
 Emergency 24 hour weekday 
 Emergency 24 hour weekend 
 Emergency 48 hour weekday 
 Emergency 48 hour weekend 
 
Start Date, Est. Stop Date & Stop Date: 
 Matt Rauch will fill these in. 
 
Regional Office Notes:  
Any additional text you want on the Work 
Order 
 
Comments: Any additional text you 
want on the Work Order 

 
 
 
 

 
 

c. Save the record    
and complete the Event Entry: 
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Activity:  Choose from:  
  

Replace Post(s) Only 

Replace Sign 

Replace Sign + Posts 

Replace Sign Only 

Replace Support 

Damage Claim - Repairs 

Damage Claim - Repl Sign + Posts 

Damage Claim - Replace Post Only 

Damage Claim - Replace Sign Only 

Damage Claim - Temporary Repairs 

Damage Claim -Temp Repairs+Order 
 

 
 
Why: Choose From: 
“Damage Due to Accident” 
“New Install” 
“Routine Maintenance” 
“Supplemental Traffic Generator”  
 

 

 
 

5. Enter Material Line Items 
 

a. Determine the materials to order. 
1. There is an “Arbor Green Price Quote” report that can be run to provide a complete list 

of the materials and pricing for Arbor Green orders. 
 
2. Generate the Arbor Green Price Quote report: 

1. IMPORTANT:  This report MUST be run from the Vendors module. 
2. Select Vendors from the Navigator bar: 

 
3. From the Reports Menu  

 Select ArborGreenPriceQuotes  

 If it is not listed you will find it on your C:\Carte Files\D#Work 
Director\Reports directory. 
 

 
 
4. Enter the Vendor (Arbor Green) and your Region when prompted. 
5. The report will now generate. 
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6. The report should be referenced to determine the Materials required and also the 
pricing unit, e.g. lb., ft

2
, etc. 
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b. Go to the grid section and click on the Material tab. 

 

 
 

c. Note that the format of the grid is the same as when entering a Requisition. 
d. Toggle the Transaction, Location and Delivery Terms fields so that they will duplicate for each new 

line. 
e. Choose the appropriate ID for each line item to be added.   

1. NOTE:  This is a type-ahead field so it will save time to start to enter the ID and then 
choose from the drop down list. 

f. Enter the Quantity. 
1. IMPORTANT:  Make sure to enter the appropriate unit; e.g. lb, ft

2
, since the pricing is 

dependent upon it. 
g. Skip the Cost field and enter the Delivery Terms. 

1. IMPORTANT:  Make sure to enter the appropriate terms since the pricing is also 
dependent upon it. 

h. Cost will calculate when you move to the next line. 
i. Continue entry until all of the line items have been completed. 

 

j. Save the record    
and Bypass the Event Log 

 
6. Include Attachments on Work Order 

a. Attachments such as photos or drawings should now be saved with the Work Order. 
b. You will first need to save any pictures or drawings to your regional file server. 

1. The following are links to each of the servers: 
1. D1 - \\mad31zp1\sims\D1CarteFiles\D1Work Director\Attachments 
2. D2 - \\wal31zp1\sims\D2CarteFiles\D2WorkDirector\Attachments 
3. D3 - \\gre31zp1\sims\D3CarteFiles\D3WorkDirector\Attachments 
4. D4 - \\wis31fp1\sims\D4CarteFiles\D4WorkDirector\Attachments 
5. D5 - \\lax31fp2\sims\D5CarteFiles\D5WorkDirector\Attachments 
6. D6 - \\eau32zp1\sims\D6CarteFiles\D6Work Director\Attachments 
7. D7 - \\Rhi31fp1\SIMS\D7CarteFiles\D7Work Director\Attachments 
8. D8 - \\spo31fp1\sims\D8CarteFiles\D8WorkDirector\Attachments 
 

2. Under this folder there is a  sub-directory where you should 
store all of the attachments. 

 
 
 

file://mad31zp1/sims/D1CarteFiles/D1Work%20Director/Attachments
file://wal31zp1/sims/D2CarteFiles/D2WorkDirector/Attachments
file://gre31zp1/sims/D3CarteFiles/D3WorkDirector/Attachments
file://wis31fp1/sims/D4CarteFiles/D4WorkDirector/Attachments
file://lax31fp2/sims/D5CarteFiles/D5WorkDirector/Attachments
file://eau32zp1/sims/D6CarteFiles/D6Work%20Director/Attachments
file://Rhi31fp1/SIMS/D7CarteFiles/D7Work%20Director/Attachments
file://spo31fp1/sims/D8CarteFiles/D8WorkDirector/Attachments


Page 29 of 32  
 

 
W:\MANUALS\Cartegraph Manuals\WorkOrders TrainGuide V8.4.docx 

c. Click on the Attachments tab 

 
 
d. Click on the first blank line item in the grid and click on the drop down arrow. 
 

 
 
e. The default Attachment directory will now display. 

 
 

 
 

f. To be sure that you see all types of files make sure that you have picked the All Files (*.*) option. 
 
g. Open the ArborGreenWorkOrders folder and then choose the attachments you want to keep with the 

Work Order. 
h. Continue to add additional lines for each Attachment you need. 
i. Save the Work Order when completed. 
j. Bypass the Event Log. 
 

7. Email the Work Order to Matt Rauch 
 

a. Click on the  button at the top of the Work Order. 
b. An email dialogue box will appear. 
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c. Click the Send button. 

 
8. Print the Arbor Green Work Order 

a. From the Reports Menu  

 Select Detailed Arbor Green Work Order 
 

 
 

 If it is not listed you will find it on your C:\Carte Files\Reports\Work Orders directory. 
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b. The report will now generate 
 

 
 
 

9. Completing a Work Order 
a. When the work is completed and Matt Rauch receives the invoice he will send a copy of the invoice 

to the Region. 
b. The Region will open the correct Work Order and change the status from “In Progress” to 

“Complete”. 



Page 32 of 32  
 

 
W:\MANUALS\Cartegraph Manuals\WorkOrders TrainGuide V8.4.docx 

 
 
c. The Region must now update the sign in SignView. 

1. In SignView locate the appropriate sign 
1. Change the pertinent sign data 

2. Important:  When you save the Event Entry in SignView make sure to enter the 
appropriate Work Order number in the Event Entry form. 

3. This is the only way to track the sign back to the Work Order used when Arbor Green 
replaced or repaired it. 

 

 
 
4. This information will also appear in the Last Event Information section of the Sign Form. 

 




