


Welcome to Citizen Engagement

iWorQ is designed so you can customize the software to meet your Citizen Engagement
needs. This guide was created to help you start performing common tasks in the Citizen
Engagement system through step-by-step explanations and screen shots.

For additional help or questions, please call technical support at 888.655.1259.

Technical support and
training are always free!
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Creating/Managing Citizen Requests

REQUESTS FIELDS EMPLOYEE FAQ POLLS SETUP REPORTS MAP

i Arhiancrard Coarrch Finan Cavard Caarrh Croato Don . i
Main Advanced Search Open Saved Search Create Request

View Customer Page

Save Selected
1 - Click on the new portal button from the side menu.

W Preferences
2 - Anewweb page will open and show what customers will
see when they want to submit a request. > &3 Print Information

3 - You can submit a request to test your citizen request

application. Then close the customer page, open the ciziten Q oldF
request application again and refresh the data. orm

™

reCAPTCHA
Privacy - Temms

SUBMIT REQUEST

Once a citizen submits a 'm not a robot
request, they receive a
request number which

allows them to check
back on the progress of
their submission.

4 - Click anywhere in the row of the request. From within the
request, you can email the request, add a note, respond back
B HISTORY SAVE to the requestor, or export the request into another application.

5 - Click save in the top, right corner of the window to save

any changes.
€21 Copy Request

Email Request
& Print Request
(" Notes

¢> Responses
= Export

L. Upload File
@ Map




The Citizen Engagement Interface

Creates a copy of the
. request, assigns it a new
Opensfthethqwck ﬁndt number, and immediately
menuor ...... ereques d|5plays the new request

Saves your changes.
It must be clicked or
no changes will be

Emails the citizen

S~

REQUEST &R request to employees.
Prints any recorded data
Request# 249748825 €8] Copy Request Adds detailed notes.
RequestDate:  10/01/18 15:09 % Email Request Sends a response to
& Print Request whoever made the
%
Permit Type: Electrical v @ Notes request
Address or Location: | 1125 W 400 N Logan, UT © Responses Sends the request into
o MR . .
Departments To Notify: R v = Export aHOther appllcatlon
1 i .
‘ 2. Upload File T Opensawindow to
Requestor: John Hansen .
@ nep upload files or pictures.
Requestor E-mail: jhansen@iworg.com \
Opens up the map.
Received By: = v
Preferred Method of Contact: Mo Need to Contact v
Type of Request: Assist Office Staff .
Cell Phone: 123
Phone Number: 888.655.1259
Received Via: =3 v
Priority: - v
Valuation: 10.00

Your pop-up blocker
must allow pop-ups
from iWorQ or many
of these buttons
won't work.




Using the Advanced Search

REQUESTS FIELDS EMPLOYEE FAQ POLLS SETUP REPORTS MAP

ADVANCED SEARCH SAVESEARCH  Q SEARCH
1 - click on advanced search in
the sub menu. I e
2 - You can search by any of N ’
your fields. Click the search Address or Location
button when you're finished Departments To Notry g
entering your search parameters. Requestor

Requestor E-mail

Received By -

3 - If you plan on running a
search multiple times, you can s -
save the search parameters by

clicking save search at the top of
the window.

Type of Request Drainage Problem Y
Cell Phone
Phone Number

Received Via -

Priority -
Valuation

Sauare Feet

Saved searches will allow you to run reports on certain cases. For example, if you want
to run a report on only the ‘open’ cases, you can create a saved search and use it when
creating a report. For more information on reports see page 11.




Customizing Data Fields

Adding Fields

FESDS

REQUESTS

Fields

A Add Text Field
lé Add Numeric Field
= Add Lookup Field

™ Add Date Field

~

EMPLOYEE

FAQ POLLS SETUP

1 - Click on the Fields tab.

REPORTS

MAP

2 -Onthe right-hand side of the screen, there are 4
options to add a new field. Click on the button that
corresponds with the field you would like to add.

Numeric Field
Accepts numbers & decimals

Add Numeric Field x

Field Name: |
Decimals: 0

Default 0
Value:

ADD FIELD

Lookup Field
Creates a drop down box

Add Lookup Field

Field I
Name: :

ADD FIELD

Text Field
Accepts text, symbols &
numbers

Add Text Field *

Field Name: |

Default
Value:

ADD FIELD

Date Field
Accepts numbers formatted
as dates
Add Date Field %

Field Name:

Default Days From
Creation Date:

ADD FIELD

Adding Values to a Lookup Field
The drop down will appear blank until values have been
added.

® Phone Type Values

Source Values

Lookup Values

+ Add Value
Edit cCell

Edit Home

Edit

Edit Work

Primary

lookup 10 x

lookup 1" x

* 1 - click the values
button and a new
window will open.

x

% 2 - Click add value,

« type a value then
click add.



Deleting Fields

1 - Click on the red X on the right-hand side of the page. Then click Yes to confirm.

Phone Type

Source

Reordering Fields

1 - To reorder the field position, click and drag the field that you would like to move.

Values

Values

g

x

Delete Record?

Tt
TT

|
x

x

of the field when it is in the spot you would like it in.

L%

% (N SN S

133507

100002

71199

89238

90875

79325

73841

78042

92182

Permit Type

Address nr | aratinn
Departments To Notify

Requestor

Requestor E-mail

Received By

Preferred Method of Contact

Type of Request

Cell Phone

Values

Values @

Values
Values

Values

lookup
text
lookup 3
text
text
lookup
lookup

lookup

text

lookup

lookup

Yes

Yes

Yes

10

11

Let go

Email

Email
Email

Email



Employees

REQUESTS FIELDS EMP@’EE FAQ

Employee List Department

Adding an Employee

1 - Click on the add employee
button from the side menu.

apal

& Add Employee

2 - Fillin the employee
information and click add
employee.

POLLS SETUP

REPORTS

MAP

Add Employee

Employee Name
Email
Department
Employee #
Rate

Active:

MNew Employee

Full-Time

0.00

Active

ADD EMPLOYEE

An employee must have an email
entered to appear in a check list when

you use the email case option.

Adding a Department

REQUESTS FIELDS

Dep@ment

1 -clickonthe department button
from the sub menu.

EMPLOYEE FAQ

Employee List

2 - Click on add department, enter
a name and decide if it should be
added to this application only or all
applications. Click add.

Departments

Department Name

Type | This application only

ConceL | Ao

POLLS SETUP REPORTS MAP
Departments

+ Add Department

& @ & 001 GEN ENG - DRAINAGE x

& @ & 002 GEN ENG - WATER DIST x

& © & 003 GENENG - WATER TREAT x

& Q # 004 GEN ENG - SEWER x

# @ & 005GEN ENG-AIRPORT x

# © & 006GEN ENG - STREETS x
# 007 GEN ENG - SOLID WASTE x
# 008 GEN ENG - PARKS & REC x




FAQ

REQUESTS FIELDS EMPLOYEE F@ POLLS SETUP REPORTS MAP

FAQ

Adding FAQs

Add FAQ

1 - Click on the add FAQ button from Category
the side menu.

General Question -

Question:
Answer:
? AddFAQ
Active x ALV Active -

2 - Fillin the FAQ information and
click add FAQ.

3 - To edit an existing FAQ, click on it 4 - To delete an existing FAQ, click

from within the dashboard or click on on the red x on the right side of the
the pencilicon next to the screen, next to the corresponding FAQ.
corresponding FAQ.

FAQ Categories

REQUESTS FIELDS EMPLOYEE FAQ POLLS SETUP REPORTS MAP

FAQ Caﬁory

1 -clickonthe category button from the sub
menu.

Category

4+ Add Category
2 - Click on add category. then enter the new =00 SSTereQvesten
category name and click add. ] Edit Public Works
3— To edit a category, click on it from the list, enter ]
the new information and click save. To delete, click Edit Administration
on the red x that corresponds with the category you
want to remove.

Edit Other

Edit Court




Polls

REQUESTS FIELDS EMPLOYEE FAQ PCqﬁLS SETUP REPORTS MAP

Polls

Adding Violations

1 - Click on the add poll button from the side $® Add Poll
menu.
2 - Fillin the question and click add. [a=ssmsS ————
Add Poll x|
3 - To add options and edit a question, click on | Question: [
the pencilicon in the dashboard that :
corresponds to the question you need to edit or | ADD |

add to. From the window that pops up, change
the information and press edit. To add an option,
click on + add option. E—— .

Question: Should fireworks be
illegal within the city
limits?

Active: Active =

EDIT POLL

<+ Add Option

Edit Only answer is no! x

Edit And Definitely NO x




Setup

REQUESTS FIELDS EMPLOYEE FAQ POLLS SETUP REPORTS MAP

O

Setup

1 - Enter the web address of your city's website in the URL text box.

2 -Writea message in the disclaimer text box, this text will show up on the form when
first opened up.

3 - Contact customer support for any questions or assistance with setup.

Field Mapping

REQUESTS FIELDS EMPLOYEE FAQ POLLS SETUP REPORTS MAP

Setup Fiel:'{b‘\-*lapp ng

1 - Click on the field mapping button from the sub menu.

2 - Choose the application that you would like to create the link between and click edit.

3 - Make the associations between Citizen Create Field Mapping x
Requests and the other application.

Create Field Mapping ® v Work Management Edit
| CANCEL |

m v Code Enforcement Edit

v Fleet Management Edit

Recmat Type Rerinclype N v Permit Management Edit
Address or Location Applicant Address ~
Departments To Notify Nothing selected ~
Requestor Applicant Name ~
Requestor E-mail Nothing selected ~

Received By Nothing selected

Preferred Method of Contact Phone Type



Creating Reports

Building a Report

REQUESTS FIELDS

Request Reports

EMPLOYEE FAQ POLLS SETUP %EP%(T:; MAP

1 - cClick on the reports tab in the menu.

Request Report

Request Detail
Report

Request Summary
1

Request Summary
2

2 - Choose from the options which report you would like to run. Click the build button

Reports requests based on a date range in grid format.
Reports requests based on a date range in grid format along with notes and exported items.

Summarizes requests by: Current Month, Month Last Year, Current Year to Date, and Last
Year To Date

Summarizes requests by Date Range

that corresponds with the correct report.

3 - Pick the from the fields which data you would like displayed in your report. You can
control the order of the fields by clicking the up or down arrows. When you're finished,

click the run button.

4 - Choose the date range for the report. You have the option to use a saved search to
further narrow your results. When you've selected the criteria, click run to view or print the

Build

Build

Build

Build

report, cancel to go back, or export as .csv to download the data in a spreadsheet.

Please contact iWorQ at
888.655.1259 for any
questions on running
reports.




Using the Map

EMPLOYEE FAQ

FIELDS

Map Dashboard

Select the color to
display search
results

Active Layer: \Property v | Saved Searches:
—-Choose Size--

—-Choose Color--_ v

Resets the + | [Search By 1d
zoom
(g

Findsyour | @
current y
location —T¢

Select one — @

or more
parcels 2§
Identify a

property e

fBosza0}:

2032001

2032033

s20007

POLLS SETUP

Choose from
saved searches
to display
specific parcels

—SELECT-

-

REPORTS

v Clear Selection  Print
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Select the background
layer to display

n Style:

Email Map Selec




Changing the Background View

Active Layer:  Property v Saved Searches: --SELECT- v Clear Selection  Print Email Map Selection Style:
--Choose Color- ¥ --Choose Size-- ¥
‘ e g A
Search By Id REEEE]
N
‘ 062740001 j’ A
‘ ‘& Blank 5
q
Streets "
ocofgo10 H?-t:lrld
coman " H" .
Terrain .4

050,

70720002

opr20cps

1-1 adjust what layer is displayed behind your data, click on the layers button at the top
right side of the window. Select an option from the list to change your view.

Viewing Saved Searches

Active Layer: Request v Saved Searches:| --SELECT-- v | Clear Selection Print
—SELECT-

1 - saved search data in the map
can be displayed by selecting a

search from the drop-down menu at = e
the top of the window. The results of : ; 2 [ Open Reumie
the search will be highlighted in your ! Bl LinscoiEon;
chosen color.

Email Map Selection Stvle: Green

| Advanced Search Results

arch ‘,' Id ) Dunwoody

Streets potholes
st save selected

2 - To learn more about a request,
click on the identify button and then
on the highlighted shape.




Dashboard Preferences

1 - customize the size or display of your application by selecting the preferences button

from the side menu.

Save Selected

8 e

&= Print Information

2 - From within the preferences window you can select which
fields you want to display on your dashboard, how many lines
of data you would like to see on one page (using page size) and
what size the information is displayed at (using view size).

Req Preferences

Address or Location
Departments To Motify
Requestor

Requestor E-mail
Received By

Preferred Method of Contact
Type of Request

Cell Phone

Phone Number
Received Via

Priority

Valuation

Issued Date

Status

Map

LLeLLLLLLLLLCCC¢

Exported

123st

test

Square Feet

Test 1

Numeric

Page Size |3CI—'|

View Size Desktop View ¥

Default
Small

Medium
Desktop View




Dashboard Overview

Enter specific parameters Create/enter a request
to search the data manually View a saved search or adjust preferences,

specific time frame print information,

REQUESTS ~ FIJLDS ~ EMPLOYEE  FAQ  POLLS | SETUP  REPORTS  MAP view the webportal
Main : Old Request Screen X
Change the details

of a request Select View ~

Save selected,

v
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