

Specification for 
work order functional area
A1:  description
The purpose of the Work Order functional area is to indicate that an archival task -- preservation, reformatting, exhibit, loan, or other action -- is desired for an item or a group of items.  This work will be tracked at the accession, resource, resource component, digital object, or digital object component level.  Higher collection-level assessment that an archival repository performs in order to prioritize processing and other work is captured within the Assessment module.  The Assessment module allows the user to rate quantitatively and qualitatively the surveyed material’s condition, housing, physical arrangement, intellectual access, and research value, and thus rank its needs relative to the needs of other surveyed materials.  The Work Order functional area is intended for more granular description and tracking of the specific actions that specific materials need.  The work orders might be triggered by the results of assessment work, patron requests, or other internal workflows.  
Work orders will link to the following AT records:

· to Accessions (many to many)

· to Resources (many to many)

· to Resource Components (many to many)

· to Digital Objects (many to many)

· to Digital Object Components (many to many)
These many-to-many relationships will give the user great flexibility, for they can accommodate batch work orders across multiple record types as well as the assignment of multiple work orders to a single record.  

Work orders are defined by their project context or task category, rather than by the records to which they are linked.  Establishing this hierarchy allows work orders to be displayed much more efficiently, for multiple records linked to a single work order or many related work orders will be grouped as part of a single project or ongoing task.  Using a project name or task category will also allow for more options when creating reports.
A2:  work order record
The link to the Work Order record will appear under a new “Linked Records” tab within the various modules, which has been proposed to better represent the many record linkages (JIRA ART-1945).  
Within this tab, the listing of work orders will appear much as “Deaccessions” appear in Accession records.  There will be a title, “Work Orders,” a scrollable list screen with four default columns for “Project Name,” “Task to be Done,” “Staff Responsible,” and “Deadline,” and buttons allowing the user to “Link Work Order” and “Remove Link” (see Figure 1).  Work orders could be edited by double clicking on an existing work order to open the record, making desired changes, and saving the record.  
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Figure 1
This list screen would be customizable within “Configure Application” under the “Setup” menu.  Users would be able to set the return screen order so it can include these additional fields:  “Task Category,” “Date Assigned,” and “Completion Date.”
The list screen for work orders will support primary and secondary sorts by clicking on column headers.
Clicking “Link Work Order” will bring up a drop-down list of existing work orders, enabling the user to link multiple records to a single work order and link many work orders to a single record.  The list could be filtered, and would have buttons for “Link,” “Create New Work Order” and “Close Window” (See Figure 2).
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Figure 2
Clicking on the “Create New Work Order” button would open a new window, which would contain the following fields:

· Project Name

· Task Category
· Task to be Done

· Work Order Status

· Staff Responsible

· Outsourced Check Box

· Link to Name Records for Vendor(s)

· Date Assigned

· Deadline

· Time Estimate

· Cost Estimate

· Work Completed check box 

· Completion Date

· Actual Time

· Actual Cost

· Revenue Generated

· Assessment of the Work 

· Notes

The “Project Name,” “Task Category,” “Task to be Done,” “Work Order Status,” and “Staff Responsible” fields will be customizable lookup lists with some initial values supplied.

One or more name records may be linked to a work order to indicate which vendor(s) are responsible for performing the task, if applicable.  The name picker will function in a similar manner as it does in the Rights Management specification.  All names are linked as “Vendor;” thus a function type on the name picker is not necessary.
Multiple resources, resource components, accessions, digital objects, and digital object components may be linked to a single work order, and each work order will display only once, even if there are multiple records linked to it.
In order to facilitate rapid creation of work orders, all fields in the Work Order record can be made “sticky,” and that stickiness will persist for the duration of that AT session.  Sticky values can be changed during a session simply by typing a new value into a sticky field.  The ability to create similar but independent work orders quickly will be a handy feature if a user wishes to track the same work being done on several items individually.
As noted above, double clicking on an existing work order will bring up the complete record, which can then be edited and any changes saved.  These changes effect the work order record itself, and will be so represented in all items the work order is linked to.  
A “List Work Orders” function will be enabled and made available from the “Tools” menu, much like the “List Deaccessions” feature (see Figure 3). 
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Figure 3
A3:  Relation to existing version of the archivists’ toolkit
As indicated above, the Accession, Resource, Resource Component, Digital Object, and Digital Object Component screens will need to have a “Linked Records” tab added to accommodate the link to Work Order records.
A “List Work Orders” option will be added to the “Tools” menu.
Names will be able to be linked to work orders as “Vendor” only.  

A4:  Business rules
1. Record information about tasks to be done.
2. Record information about tasks completed.
3. The “Task to be Done” data element in the Work Order record is required, the rest are optional.  Not filling in the required field will result in a validation error message and the record will not be saved.
4. This functionality is available for Class 3 users and above.
A5:  required tasks sequence  

1. Select option to “Add Work Order” from within any Accession, Resource, Resource Component, Digital Object, or Digital Object Component record.
2. Select an option from the “Task to be Done” drop-down list.
3. Save Work Order record.
4. All other tasks are optional.
A6:  user intentions/Application response sequence
	User intentions 
	Application response/action

	Open new Work Order record
	

	
	Display new Work Order record.

	Select an option from the “Task to be Done” drop-down list and complete as many other fields as desired
	

	
	All input data is displayed in its frame.

	Save Work Order record
	

	
	Indicate record has been saved and display it in the browse list within the component record in which it was created. If an option was not selected from the “Task to be Done” drop-down list, display the following validation error:  “To save the record, please fix the following error:  Task to be Done field is mandatory.”  


a7:  Use scenarios

Scenario 1:  Individual (A) vs. batch tracking (B) of the same project

A.   AT User wants to track individually the in-house digitization of 50 letters by Louisa May Alcott that appear in seven different resources.  They have item-level Resource Component records.  User opens RC record for the first letter, clicks on “Add Work Order” button, clicks “Create New Work Order” button, and then selects which fields should be sticky (Task to be Done, Project Name, Staff Responsible, Date Assigned, Deadline, Time Estimate),  The user fills in the six fields, which will be identical for all 50 letters, and the values stick.  He can then save and close the work order  in the first record, open the RC for the second letter, click on “Add Work Order” button and click on “Create New Work Order.” The Work Order record will have the values already filled in; he clicks “OK” to save the new work order for the second letter.  He will then repeat this process for the 48 other letters.  The user has created 50 separate and initially identical work orders, and he can track work on each individual letter separately, so they can have different completion dates and different notes, for instance.

B.  If the user is comfortable considering this same digitization project a batch job, the work flow would be as follows:  User opens RC for the first letter, clicks on “Add Work Order” button, and then the “Create New Work Order” button, filling in those fields that can be filled in at the outset of the project, and then clicking “OK” to save the work order.  The user opens the RC for the second letter to be digitized, clicks “Add Work Order,” selects the work order just created from the drop-down list (by either using the filter or scrolling through the list), and then either double clicks the work order record or selects the record and then clicks “Link.”   User then clicks “Close Window” and saves the RC record. This process is repeated for the 48 other letters.  In this situation, where one work order is linked to many RCs, if the user fills in the Completion Date (say 7/14/2009) for the work order linked to  letter number one,  that date applies to all 50 RCs to which it is linked.
Scenario 2:  Large-scale project digitizing 700,000 photographs

Presumably data would not be collected at the item-level.   Work orders would be generated for aggregates of material, presumably at some higher component level, and would follow the same steps as 1.B.
Scenario 3:  An archivist agrees to loan a document to the local art museum for an exhibit (aka multiple work orders linked to a single resource component).

The archivist might first create a work order to identify that the document is going to be on loan.  Within the relevant RC for the document, she would click the “Add Work Order” button and then the “Create New Work Order” button.  She would indicate that the task was “On loan” and might fill in the following fields initially:  Task Category “exhibit at another institution,” Work Order Status “scheduled,” Staff Responsible “Archivist,” Date Assigned “7/15/2009” (date the document is expected to be picked up by museum staff), Deadline “10/15/2009” (date the document is expected to be returned), and Cost Estimate “$250” (loan fee expected to be collected). 

The archivist might then create a second work order to ensure that the document is scanned before it leaves the building.  Within the relevant RC for the document, she would click the “Add Work Order” button and then the “Create New Work Order” button.  She would indicate that the task was “Digitize” and might fill in the following fields initially:  Task Category “exhibit at another institution,” Work Order Status “scheduled,” Staff Responsible “Digital Projects Coordinator” (custom value she added to the default drop-down list),  Date assigned “6/15/2009” (Today’s date), Deadline “7/5/2009” (a few days before it is scheduled to be picked up), Time Estimate “15 minutes” (the time she expects her staff member to spend doing the digitizing), Notes “When you are done, please take the document to the conservation lab.”

She might then create a third work order, to indicate that the conservator is going to write a condition report and create a custom transport box for the document’s journey to the museum.  Within the relevant RC for the document, she would click the “Add Work Order” button and then the “Create New Work Order” button.  She would indicate that the task was “Conservation work” (custom value she added to the default drop-down list) and might fill in the following fields initially:  Task Category “exhibit at another institution,” Work Order Status “scheduled,” Staff Responsible “Conservator,” Date Assigned “7/5/2009” (The date by which the digitization should be done), Deadline “7/13/2009” (a couple days before it is scheduled to be picked up), and Notes “Please write a condition report and create a transport box for delivery to local art museum.”

The digital projects coordinator would be expected to contribute to the work order to which he is assigned responsibility.  He might change the status to “In process” once he has custody of the document and it is in his queue.  Once it was scanned, he might fill in the Actual Time and Date Completed fields, and change the status to “Completed.”  He might then create a DO record for the scan and take the document to the conservator.  Similarly, the conservator might change the status of the work order to which he is assigned responsibility to “In process” once he has custody of the document and it is in his queue.  He might fill in the estimates and then the Actual Time and Actual Cost fields in order to track that information.  He might enter information in the Notes field, enter the Completion Date, and check the Work Completed box.  

Once the Archivist received payment for the loan she would return to the “On Loan” work order and enter “$250” in the Revenue Generated field.  Once the document was returned, she would check the Work Completed box and enter the date the document was actually returned in the Completion Date field.
A8:  inputs
“Task to be Done” is the only required field. 

These fields are not repeatable.

All values will be entered manually or manually selected from drop-down lists.
	Field name
	Definition
	Data type
	Default values

	Project Name
	A name or number unique to a project that allows multiple records linked to a single work order or multiple work orders related to the same project to be grouped together for display and for reports. 
	Customizable drop-down
	· Grant project

	Task Category
	An ongoing service provided by the repository or a type of recurring task a repository wishes to track.  As with project name, using this field allows multiple work orders related to a particular type of task to be grouped together for display and for reports.
	Customizable drop-down
	· Reference photocopying

	Task to be Done
	The work that needs to be done to the linked material (repairs or reformatting) or the activity in which that material is engaged (on loan or on exhibit)
	Customizable drop-down
	· Create custom housing,

· Digitize

· Flatten

· Mend tears

· Microfilm

· Migrate

· On exhibit

· On loan

· Preservation photocopy

· Rehouse

· Refresh

	Work Order Status
	
	Customizable drop-down
	· Scheduled
· In process
· Deferred 
· Completed

	Staff Responsible
	This could either be the position or the name of the person responsible for doing the work or responsible for ensuring that the work gets done (i.e., a project supervisor or a staff member working with an outside vendor)
	Customizable drop-down
	· Archivist
· Conservator
· Intern
· Preservation Technician
· Student Assistant

· [Personal Name]

	Outsourced
	This box is checked if the actual work is to be performed by an outside vendor
	Check box

(Boolean)
	

	Link to name records for vendor(s)
	
	
	

	Date Assigned
	The date the task is given to the staff or vendor responsible for doing the work
	Date
	

	Deadline
	The date by which the task is expected to be completed
	Date
	

	Time Estimate in Hours
	The anticipated length of time it will take to accomplish the task
	Real
	

	Cost Estimate
	The amount of money it is anticipated it will cost to accomplish the task OR in the case of anticipated revenue, how much money the repository expects to receive
	Real
	

	Work Completed
	If this box is checked, it indicates that the task has been accomplished
	Check box (Boolean)
	

	Completion Date
	The date the task was actually finished
	Date
	

	Actual Time in Hours
	The time it actually took to accomplish the task
	Real
	

	Actual Cost
	The money it actually took to accomplish the task
	Real
	

	Revenue Generated
	The money the task actually brought in to the repository 
	Real
	

	Assessment of the Work
	Indication of how well the task was carried out
	Text
	

	Notes
	Any other notes the repository cares to make about the task -- to explain disparity between estimated and actual costs and time, for instance
	Text
	


A9: reports
Reports will be designed for tracking the completion of preservation / reproduction work for a certain repository, for organizing digitization work, and for calculating the amount and cost of preservation and/or reproduction work during a given period of time.
The default reports will be as follows:

· Three reports that allow the user to list all work orders, one defined by Task to be Done, another by Project Name, and the third by Task Category. Each report will also include these fields:  Work Order Status, Staff Responsible, Date Assigned, Deadline, Time Estimate, Cost Estimate.
· These three same reports, defined by Task to be Done, Project Name, or Task Category, with the addition of user-definable date ranges, so staff can track work to be done, or work completed within a specified time frame.  Each report will also include these fields:  Work Order Status, Staff Responsible, Date Assigned, Deadline, Time Estimate, Cost Estimate, Work Completed, Completion Date, Actual Time, Actual Cost, Revenue Generated, Assessment of the Work, Notes.
· Vendor costs (Task to be Done, Project Name, Task Category, Work Order Status, Staff Responsible, Outsourced, link to name records for vendors, Date Assigned, Deadline, Time Estimate, Cost Estimate, Work Completed, Completion Date, Actual Time, Actual Cost, Revenue Generated, Assessment of the Work, Notes)

