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Changing Data displayed on the Map  

How do I change the date range? 

How do I display work requests? 

How do I see Breadcrumbs? 

How do I change the base map layers? 

How do I search for an address? 

Interacting with the Map and Data 

How do I select a single point? 

How do I select multiple points? 

How do I print the map I’m looking at? 

How do I mark a point from the desktop? 

Reports 

How do I sort a report? 

How do I see where a point on a report is on the map?  

How do I mark a request complete? 

Multimedia 

How do I view photos or hear audio? 

 

 

 

 

 

 



 

 How do I change the date range? 

1.) Click on either the Work Requests or Users header  
in the Sidebar 

2.) Click on the Settings Tab 

3.) Click in the Date field and select a date from the  
calendar 

 

 

 

 

 

 

 

How do I display work requests? 

1.) Click the Work Request header in the Sidebar 

2.) In the Requests tab, check the boxes next to the  
requests you want to see 

 

 

 

 

 

 

 



How do I see Breadcrumbs? 

1.) Click on the Users Header in the Sidebar 

2.) Click on the Settings tab 

3.) In the drop down box, choose “Show Breadcrumb  
Trail” 

4.) Click in the date box and select a date from the  
calendar to see Breadcumbs from the date you  
wish 

5.) If you don’t see breadcrumbs, make sure the User  
you want to see is checked on in the Users tab 

6.) If the User is checked on and you still don’t see Breadcrumbs, there may not be any 
for that User on that date.  Try selecting a different date. 

 

 

 

 

 

 

How do I change the base map layers? 

1.) Open up the Base Map menu by clicking on the Base Map  
header in The Sidebar. 

2.) Check or uncheck the boxes to turn a base map on or off. 

3.) Allow a few seconds for the map to update.   

 

 

 

 

 



How do I search for an address? 

1.) Click on the Search Addresses header in the Sidebar. 

2.) Fill in at least the city and state of the location and click  
“Search Address”.  The more of the address you have, the  
easier it will be to find.   

3.) If there are multiple results, they will be listed in the Sidebar.  Click a result to take 
you to that location on the map 

4.) A red box with the address will appear at the location on 
 the map.  Be sure to hit Clear Selection before using any  
other tools. 

 

 

 

 

 

How do I select a single point? 

Select the Select tool  and click on a user icon, breadcrumb arrow, or a 
work request point.   A data box will appear with 3 tabs: M311 users, breadcrumbs, 
and work requests.  Select the tab that corresponds to the type of data you selected. 

How do I select multiple points? 

Click the Select tool  and draw around the units you want to select.  A data box 
will appear with 3 tabs: M311 users, breadcrumbs, and work requests.  Each tab will 
show the data for the corresponding unit. 

 

 

 

 

 

 



How do I print the map I’m looking at? 

Click Print Map  at any time to print out the current map view. 
To print a report, use your web browsers print function under File> Print or hit Crtl+P. 

 

How do I mark a point from the desktop? 

1.) Zoom In to desired location or search an address. 

2.) Select the Flag Tool  .  Click as close as possible to  
location to bring up Add Work Request box. 

3.) Select the appropriate department from the drop  
down box and then select the type of work request.  
Some work request types may allow you choose the  
status of the point and to write comments. 

4.)   Click the check mark to complete or the X to cancel. 

5.) Upon completion a dialogue box will pop up with the  
address the request was located and the unique ID  
number.  Click ok to make the box disappear.  Your new point will now 
appear on the map. 

How do I sort a report? 

To sort your report, click on the blue heading at the top of a column to sort by 
that column. 

 

 

 

 

 

 

 

 



How do I see where a point on a report is on the map?  

Each ID number on the report is linked to a point.  Clicking the number will bring 
the map up and will zoom to that point. 

How do I mark a request complete? 

All of the request statuses in a report can be changed at once by using the drop 
down box at the top of the page. 

Individual statuses can be changed with the drop down boxes next to the ID 
numbers. 

Statuses can also be changed in the info bubble on the map view when selecting 
a single data point. 

How do I view photos or hear audio? 

1. Click the Pictures or Audio link in the results bubble from the map view or click the 
links on the far right in the report view. 

2. A new window will pop up with the picture or audio file. 

3. If there are multiple files, there will be buttons in the left column to switch between 
pictures or audio. 

4. Audio files must be downloaded first.  When prompted, click open or save to hear 
the file. 
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