How to submit a Lucity Ticket
Request
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If you choose either “City Tree Blocking..” or “City Tree Limbs Broken” it goes into the “storm requests”
queue.
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New Storm Requests: displays only the requests withCITY TREE BLOCKING
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Clicking on the + symbol will show which areas have tree

Storm Requests emergencies and how many there are in each area.

— MNew Storm Requests (3) Clicking on the words New Storm Requests will open a new tab
06C (1) displaying the list.
12A01)
23C (1)

Stom Requests Assigned To WO (76) All Requests

— hew Requests - All (319)
+  Undefined (304)
+  Mercer, Kyle (13)
+  \iright, Russell (2)

Intemal Reassignments (0) Clicking on the + symbol

+ n ests - North Reqgion "Spidey” (106 .
o Requests - Horh Reglon "Spidey” (106) next to New Request will

+ Hew Requesis - West Region "Loki” (135)

+ Hew Requests - Southeast Region "lron Man" (33) show a breakdown of

+ Requests Assigned to Work Order (2258) new request that has an
+ Completed Requests (42420} arborist assigned to it.

The Regional Arborists

don't always assign a
request to themselves if it's in their own region. If it's an emergency, or they are checking on

something in another area they may assign it to themselves so everyone else knows that it's getting
taken care of.

The number next to the region names shows how many open requests are in each region.

To enter a new request:
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The First Name Last Name Email
. w w
requ I red Req Address Req Street Name Req City Req Zip Code
fields are =~
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in belge, one ne one
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but
always Request
. Category * Request # Recorded Date
include - . 71512025
the Request Type * 311 Request #
Planning - ! 7
Investigator Status *
M Mew Request -
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[] EaB?
[] use Requestor Address
Address Problem Street Name Problem City Problem Zip
=¥ Columbus
Problem Cross Sfreet Name Location
Problem Details (Available Externally)
P
Area/Referral.
Category *
frype M
Request Type * Code Type The Category should always be Tree.
Type RMP Recreation & Parks
Investigator RMP-01 Park Maintenance
RP Rec & Parks
Planning Area/Referrdl =87 Tree

RP-02 MNon-Tree Work




Category * The appropriate Request Type is important.
RP-01 Tree

e Street Tree Planting routes the request to the Nursery.
_';'pe -
e The rest of the t ill keep th tinthe T
STREET TREE OTHER (SEE COMMENTS) Y eresto e types wi eep erequestin elree
STREET TREE INSPECTION REQUEST . Care queue.
STREET TREE PLANTING
CITY TREE BLOCKING STREET/ALLEYISIDEWALK CITY TREE BLOCKING STREET/ALLEY/SIDEWALK and
STREETTREE VISION OBSTRUCTION CITY TREE LIMBS BROKEN/HANGING will also show the
PARK TREE MAINTENANCE .
STREET TREE MAINTENANCE v
Planning ArealReferral ) Use the regional map to find the correct area so it
General Location X i . .
| ’ will get routed to the appropriate Regional Arborist
Type (see instructions below for using the map search).
104 L .. .
108 0 This is what Lucity uses to sort the requests, not
10C the address.
10D
A
1B
12A
12B v
D (=EEN @ 0. E@ Use the blue icons to save the request after all info is in.

The icon with the green arrow saves the request and
closes the tab. The icon without the green arrow saves the request but leaves the tab open. This is
when you can add photos if there are any (you must save the request first to add photos).
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http://thebase.knowledgeowl.com/#_Map_Search

. = LYou can upload or drag and drop files
here.
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Close

@ asser wcsComments

Bkae
Request#

¥ §5 lilizss41You can add publicly available comments to the request by clicking on the little red +
symbol next to the folder icon.

h B E | 0 v .& - . ::;;4:92 “Then clicking the green
icon that drops down
Recorded By Recorded Date Recorded Time Work Request Commr p
MLGONZALES 7152025  [3 44BN O (not the one at the top
General Comment * h of the |ISt).
Commen
©
i

M Publicly Available in 311,

Add the comment, then be sure to click “Publicly Available in 311" so the resident can see it in their
online portal. Click one of the blue icons to save the comment.



Existing Work Orders

Use the list from the Forestry Investigator tab, not Forestry

All Work Orders Administrator.

+ Open Work Orders - Unassigned (0)
+ Open Work Orders - Assigned (3574)
+ Completed Work Ordsrs (43133)

+ Al Work Qrders (50760)

The easiest way to find a specific work order is to filter by Address or Street Name.

Street Name T On Stre® Request Detail Address YT Street Name Y OnS§
SUNBURY RD Filter: Street Name i 2894 Filter: Address
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BRYDEM RD T efr 1298 -
AUDUBON RD fir 2699 FELEET C
ATWOOD TER _‘D”es Hot Contain bet 3082 _'Eq”a' L
\WOODMAN DR Does Mot End With lten 1008 Greater Than
Does Mot Start With
COLDST DR | B — Greater Than Or Equal
Ends With Is Empty
2665 WOODCUTTER Ay ont E
Equal Is Not Empty
WOODMAN DR In List that 1009 Less Than
E LIVINGSTOMN AVE Is Empty o 4890 Less Than Or Equal BIGY
E LIVINGSTOMN AVE Bl TWALRT 4940 TFTWNGEETONECE RIGY

If you aren't sure if a work order exists, can't find it by searching either address or street name, you
can search the Tree Inventory Map.

Map Search

Click on the globe symbol in the top right corner. This will open a new tab with a

é @ map of the city.




Pataskala

', ECIick on the binocular’s icon (top right) to open a search field.

[l T e |
TRABL L ol
r=i Clicking on one of the search results will focus the map on that
address.
(®) Address () Asset () Aftribute Query
(:) LatiLong O Customer Search

111 N FRONT ST, COLUMBUS, OH X

Trees: 288442
Click one of the
OBJECTID 485802 & . .
tree icons to bring
SITE_CLASS 1 .
l | up an info box
ADDRESS 111 N FRONT 5T
i about that tree.
ZIF 43213
DAAM_BREAST HEIGHT 4 . .
This small icon
MAINTENAMNCE

on the bottom

will show more
info about that
specific tree.

PLANTING_DATE

INSPECTION_DATE 12/12/2022,12:00 AM

RETIRED

P E e d&es aa




Stre;Pam"g o ’ Clicking on Work Orders will open a tab at the bottom of the screen

Work Orders (1) showing any work orders (open or closed) associated with that tree.
Work Requesis (0)

This is helpful because sometimes the address associated with that asset is different than the info
than we are given.

Work Order Info

Working from the All Work Orders tab, or from the popup tab in the map will function the same from
here:

Clicking on the red + symbol will drop down another menu:

- S 25-062043 TM2025 CAS-261 Complete STREET TREE VISION Mercer, Kyle ASAP (=3 Weeks) 11

Tazks (1) Asseis (16) Locations (17) Comments (0) Work Order Tracking (7)  Work Requests (1)  Associated Work (0)

B =%

Task T Task Date T Start Time T Site Amival Time T End Time T i
+ Clear Vigion Obstruction TIa2025 8:25 AM 9:55 AM

The Tasks tab will show the date and time for any work that has been done, including when parking
was posted, work was attempted but could not be completed, etc.

Clicking that red + symbol will display the list of people who were on the crew that day when the
work was completed.



B Clear Vision Obstruciion TI&2025

Employees (4) Eguip’vVehicle Resources (3)  Contractors ((

B R=

Employee T EmployeeText

F=* DRP-090 Larch, Marius
P DRP-037 Tyler, D'Angelo
F=* DRP-009 Green, Jason
P DRP-030 Michals. Joseph

Other useful tabs:

Comments: rarely used, as the Arborist will leave most comments to the crew in the body of the
work order.

Work Order Tracking: shows any changes made to the work order (Priority, crew assignment, etc.)

Work Requests: shows the original request that prompted the inspection (if there is one).



