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Field Work Entry 
The Field Work program manages work orders from one central location, allowing you to create work 

orders. When you open the program, Field Work displays a list of existing work orders, along with the 

activity, requesting department, and status for each item. 

1. Login to Tyler Hub at https://tylerhubtrain.claytoncountyga.gov and open Tyler Menu > Asset 

Maintenance > Work Orders > Field Work 

 

2. Click  to start a new work order. 

3. Select Asset. 

4. Enter a brief description/location to filter the Assets. 
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5. Select an Asset to return to the Quick Add Work Order (asset) screen. 
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6. The Work Order Number is automatically generated by Munis. 

7. Servicing Department and Requesting Department is pre-filled with Buildings and Maintenance. 

Click the field help icon (···) for Requesting Department to locate and select your department.  

8. Tab to the Activity field and select the field help icon (···) to choose an Activity Code from the 

Activities list. 

 

Note: Choose Evaluate from the Activities List if you are not sure what the issue is. 
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9. The Activity Code selected will also appear in the Description field. Feel free to modify it. 

10. Skip the Assign To field. 

11. Click Save. 

 

12. Review the details of your Work Order and click Submit. This will release your Work Order into 

workflow for approval. 
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Work Order Entry  
The Work Orders program manages the work order process by allowing you to create and maintain work 

orders. 

1. Login to Tyler Hub at https://tylerhubtest.claytoncountyga.gov and open Tyler Menu > Asset 

Maintenance > Work Orders > Work Orders 

 

2. Click  to start a new work order. 

3. Requesting Department and Servicing Department is pre-filled based on your department. Click 

the dropdown for each, if change is needed.  

4. Select the Asset Category field help icon (···) to choose an Asset from the Asset Category Help 

list.  
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5. Click   and tab the Asset field. 

6. Select the Asset field help icon (···) to choose an Asset (or Location) from the Location Help list.  
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7. Click   and tab down to the Activity field. 

8. The Work Order Number is automatically generated by Munis. 

 

9. In the Activity field, select the field help icon to choose an Activity Code from the Activity Help 

list.  
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10. Click  . 

11. Enter a brief detailed description in the Description field.  

12. Click   to save the Work Order. 

13. Review the details of your Work Order and click Submit to release it into workflow for approval. 

(If you do not see the Submit button, click on Menu and Submit should be in the dropdown 

listing.) 
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Approve a Work Order 
Once a Work Order is submitted into workflow, it needs to be approved by a department head 

or other approving authority. 

1. Login to Tyler Hub at https://tylerhubtrain.claytoncountyga.gov and view your 

Approvals Tile. 

 

2. To view the details of items waiting for your approval, click on the Approvals Tile. 

Workflow Approvals will open in a new window, showing summary details of items to 

approve.  
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3. To quickly approve your Work Order, click the checkbox of the item and click Approve. 

 

4. Enter a comment (optional) and click Submit. 

 

5. To view full details of the Work Order before approving, click on the view icon. Work 

Orders program will display. 
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6. Review the full details of the Work Order. Scroll down to the bottom of the page and 

click Approve. You will see the status of the Work Order has changed to Approved. 

 

 

 

Check Status of Work Order 
There are multiple ways to view and check the status of work orders. 

Work Order Program 
1. Login to Tyler Hub at https://tylerhubtrain.claytoncountyga.gov and open Tyler Menu > Asset 

Maintenance > Work Orders > Work Orders 
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2. Click  

3. Enter search criteria into one of the fields (i.e. Asset, Number, or Activity) and click  

4. Status can be viewed in Work Order section of the page. 
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Note: To view all activities that have happened on the work order, click  from the Work 

Order screen, and select View Changes. 
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Field Work Program 
1. Login to Tyler Hub at https://tylerhubtrain.claytoncountyga.gov and open Tyler Menu > Asset 

Maintenance > Work Orders > Field Work 
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2. Use the fields above each column to filter and locate the work order you’re searching for. 

 

 
 

 

 

 

 

 

 

 

 

 

 

3. The status of your Work Order appears in the list. 

 


