
 

Page 1 of 8  Last Updated:  02/03/2020 
 

DOWNED OR DAMAGED SIGN THAT NEEDS TO BE FIXED OR REPLACED 

After Selecting the Sign in VUEWorks (or multiple Signs), create a New Service Request 

 

If just one location, Set Point, if not then Do Not Set Point 
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DOWNED OR DAMAGED SIGN THAT NEEDS TO BE FIXED OR REPLACED 

 

After selecting point on the map or manually typing it in to the form, fill out the rest of the form. 
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DOWNED OR DAMAGED SIGN THAT NEEDS TO BE FIXED OR REPLACED 

 

Check on Assets Tab (make sure correct sign or signs are attached). 
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DOWNED OR DAMAGED SIGN THAT NEEDS TO BE FIXED OR REPLACED 
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DOWNED OR DAMAGED SIGN THAT NEEDS TO BE FIXED OR REPLACED 

Make sure Send Email to Notification List is unchecked and hit Save prior to going to Details Tab. 

 

Pay attention to see when Emails get sent, as don’t want to send an email every time you hit Save, but do what to send an email when done 
making all the changes and Saves and want the Crew Chief to know about the Service Request. 
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DOWNED OR DAMAGED SIGN THAT NEEDS TO BE FIXED OR REPLACED 
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DOWNED OR DAMAGED SIGN THAT NEEDS TO BE FIXED OR REPLACED 

Changing from Status from Open to Close is considered a Change so uncheck Email before changing status and recheck after Status has been 
changed and then Save so Crew Chief knows it has now been closed. 
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DOWNED OR DAMAGED SIGN THAT NEEDS TO BE FIXED OR REPLACED 

To see the new Service Request on the map, make sure to turn on Service Requests on the Status Tab. 

 

From here, Crew Chief will take the Service Request and assign it to someone.  When you get assigned a SR from Crew Chief you create a Work 
Order upon completion of the job.  

 


