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NJUNS2018 Quick Reference Guide 
Creating a PT+ Ticket Type 

This document is intended as a quick reference guide. See the User Guide for more details. 
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Creating the Ticket 
1. Log into NJUNS at www.njuns.com/app

 

 

2. Click on New Ticket under Quick Create from 

the dashboard. 

Or clicking Tickets, then Create will have the 

same results. 

 

 

3. Complete the fields to start the ticket. The fields noted by the red asterisks are required.   Click 

Create New Ticket when finished.   

 
 

 

 

 

http://www.njuns.com/app
http://www.njuns.com/app
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4. Work Requested Date is the goal date for when the ticket should be completed. Reference Id 

and Misc Id are free fields that can be used as needed. 

 

 

Priority Code will be required to open the ticket (may as well enter it now). Priority code definitions can 

be found on our website or in the application documentation. https://web.njuns.com/wp-

content/uploads/2019/12/Priority-Codes-By-State-1.pdf 

 

 
 

 

 

 

 

 

 

 

 

 

https://web.njuns.com/wp-content/uploads/2019/12/Priority-Codes-By-State-1.pdf
https://web.njuns.com/wp-content/uploads/2019/12/Priority-Codes-By-State-1.pdf
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Dynamic Attributes (Details) 

If you are in a state that previously used a ticket mask (NY, NJ, MA, RI, PA) there will be dynamic 

attributes shown in this section, which represent the custom fields. 

Examples: 

New York 

 

Massachusetts/Rhode Island. 

Set Date should be entered per MA/RI Directors.  Date the pole was set. 

 



5 
NJUNS, Inc ©2018 
Updated January 2026 

Pennsylvania 

 

 

5.  Click Save to get a ticket number.   
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Adding poles 
 

6.  To add the pole information, click the Poles/Assets tab and click the Create icon. 

 

7.  Enter the information about the pole.  

Require fields: Pole Number is required and House number/Street1 OR Latitude/Longitude. The other 

fields are not required but can be filled in as needed. The recommended value to enter if unknown or 

not used in UNK. 
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Note: Enable Geo-Coding can be used to find the lat/long based on the address entered or the address 

based on the lat/long entered.  If typing in an address, the house, street, and zip are required to enable 

geocoding to find the lat/long. 
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Dynamic Attributes (Poles) 

The states that used a custom ticket will also have Dynamic Attributes under the Pole/Asset Tab. None 

of these fields are required by the sytem.  If not in the states of NY, NJ, MA, RI, or PA this section is 

blank. 

Example of NY: 

 

 

9. Click the Create icon when the pole information is complete.   

       

            

 

The pole will be added and once the ticket is saved, the Asset1 information on the header will be 

updated. (Click on Details tab) 
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Adding Steps 
 

11. Scroll down to the Steps section and Click the Create icon to add the first step. 

 

12.  Complete the required fields identified by the red asterisks. (Type, Assigned Member, and Days 

Interval) 

Type:  identifies the requested work 

Member: identifies the company to complete the requested work 

Internal: how many days do they have to complete the requested work. 

Number of poles defaults to 1. The other fields are not required. Click the Create icon. 
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13. Repeat this process for each additional step by clicking the 

Create icon again.  

• Steps can be copied by highlighting the step to be 

copied, then clicking the lightning bolt icon and selecting Copy Step. 

 

Note before opening the ticket:  If your state uses the joint pole owner, joint use company, or 

remediation party fields, these can be added to the ticket. See Adding Additional Parties to the ticket for 

more information. 

Opening the Ticket 
 

14.  Open the ticket by clicking the Open Ticket icon located at the top of the page. 

 

 

Comments can be added but not required. Click OK. 
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Adding additional Parties to a ticket 
For states that use Joint Pole Owner, Joint Use Company, or Remediation Party fields, these can be 

added to the ticket. 

1. Click on the Parties tab. 

 

 

The existing parties on the ticket are shown. In the example below, there is one ticket creator, one 

owner, and one step member.  

 

 

 

 

 

2. Click on the Create icon to add another party. 
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3. Select the party type and member code that represents the company, then click Create. 

o Selecting Type of Owner will add the Joint Pole Owner (Owner2) as shown below. 

 

Back to Opening the Ticket 

See the complete User’s Guide for more detailed instructions. 


