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Introduction

This program is designed to assist you in organizing a systematic approach to entering
your open burning applicants and provides accurate up-to-date records within your
health district.

Please review the manual carefully to obtain the maximum benefits. Little or no prior
computer experience is necessary to operate this program.

About This Manual

The Open Burning Module is simple to use. The maximum benefit with
the least time spent will be obtained if you start at the first page of
this manual and follow the directions exactly as you enter the first
record in your computer.

Square boxes in this manual surround the key you are to press on your keyboard. As

an example, when you read , ress the enter key on your keyboard.
P y ENTER p yony y

The word TYPE s followed by bracketed [ ] instructions of what to type into a field.

Note: For Technical Support, email: helpdesk@hdis.org



Navigation

Whenever you see one click the left side of your mouse once.
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Whenever you see two iz click the left side of your mouse twice.

Navigation Keys For Entering Information

or ENTER | to move to next field
[ Shift ][ Tab ]or Up Ito go back one field

+ E] places you in the receipt screen.

Editing Keys

-

Backspace ] deletes one character left of cursor

| Delete ]| geletes one character

)

Insert inserting & overwriting modes

When you see a pull-down field, click the arrow to the right to view all your choices.

Starting HDIS

MICROSOFT Windows Users

Start
Programs

Health District Info Systems

HDIS



Health District Information System Menu Bar

¥ Health District Information System
Management Services  Envitonmental Health - Community and Public Health Servicss  Vital Statistics  Maintenance  About  Exit

HDIS (Health District Information System)
has several different modules designed to
assist your health district in its day-to-day
operations. The Open Burning is a great
addition to these modules and simplifies
your record keeping, billing and information
management needs.

Gz
Uﬁ Select Environmental Health
@y

Vﬁ Select Open Burning

%, Health District Information System

Management Services NaiRdepEl el (228 Community and Public Health Services  Wital Statistics  Maintenance  About  Exit
Beaches
Daily Wark Sheets
Environmental Assessment
Eood Protection
ManuFactured Home Parks

Marinas

Mosuita Control

Open Burming

Payin Reports
Plumbing
Poal{SpafSpecial Use Poal
Private Water Systems
Public Health Muisances
Rabies Control
Receipts
Schaal Inspections
Sewage Treatment

) Solid Waste

.\ User-Defined Databases

Tattoos andyor Body Piercing Cperation




Entering an Applicant

Find I Applicant ] Information \ GISIGPS
“lbyAppiicantName) byBusinessName  © bylD# by Bum Location

Enter Mame of Applicant or Licence #

Add | Close ‘

Id Applicant Name Street City

d | _PI_‘

The FIND tab on the Open Burning window is for locating an applicant. You can browse
through the grid or type the Applicant Name, Business Name, ID #, or Bum Location
in the Enter Name of Applicant or License # field.

To add an applicant to your list, click the Add button.

Once the name of the Applicant is entered, you will not have to click the add
button a second time.



Applicant

E3 Open Burning -

Find Applicant I Information GISIGPS
D # Mame of Business
\ 1
Applicant Strest City

| #
State Zip code FPhone

I I X

Applicant Name Diate Received

| Lo

Previous | Mext ‘ Delete | Add ‘ M odify |

You may now begin to enter information into the fields. Remember, you can use the
“Tab” or the “Enter” key to advance from field to field. On this page, you will fill out the
information for the open burning applicant.

** Note: All phone nhumbers must start with a “1”

Field/Button Description

Previous Click to view the previous applicant
Next Click to view the next applicant
Delete Click to delete the record

Add Click to add a record

Modify Click to modify the record




l&l Open Burning -

Information

|

|

|

|

Find I Applicant Information I GISIGES
Code Fee Description Local fee
Approved/Denied(AD): [ \ j \ \
lssuance Date  Effective Date Certified # Diate paid Receipt#
| /i \ I | | /i
MWaterial/Furpose
~| Restricted(Yi): [ Violations (YN} B
Denied Reasons
Eurn Location
Folitical subdivision
Mote
Print PermissioniDenial Letter ‘ Print Application f Permit | Modify ‘

You may now begin to enter information into the fields. Remember, you can use the
“Tab” or the “Enter” key to advance from field to field. On this page, you will fill out the
application information for the open burning site.

** Note: All phone nhumbers must start with a “1”

Field/Button Description

Previous Click to view the previous distributor
Next Click to view the next distributor
Delete Click to delete the record

Add Click to add a record

Modify Click to modify the record




GIS/GPS

l&l Open Burning -

Find \ Applicant ‘ Information GISIGES

Global Information System

Prefix Prefix Strest Prefix
Street#  Direction  Type Street name Suffix Direction

HEE | B

Global Positioning System

Latitude Decimal Value Longitude Decimal Yalus

todify

The "GIS/GPS” tab allows you to enter your GPS coordinates for mapping purposes.

Field/Button Description

Street # automatically filled out when you enter the address

Prefix Direction automatically filled out when you enter the address

(
(
Prefix Type (automatically filled out when you enter the address
(
(

)
)
)
Street Name automatically filled out when you enter the address)
)
)

Street Suffix automatically filled out when you enter the address
Prefix Direction (automatically filled out when you enter the address
Latitude Decimal Value Enter the latitude DECIMAL value of the location.

Longitude Decimal Value Enter the longitude DECIMAL value of the location.

Modify Click to modify the information on the page.




Reports

(e
= Reports

A% Open Burning - Health District Information System

Open Burning REECGEN Browse/Lisk/Export  Count/Graph  Maintenance  Return

Applications
Envelopes
Labels

List i otk ]

The Open Burning module has a set of pre-defined reports from which to choose.
Each report will ask for From date issued and To date issued.

= (Open Burning Report Options for Applications

Cutput to: From date issued L‘
£ Protizw |I i Application year| 2007
" Printer ﬂ
—ee To date issued
[ Include Filter il

Primtout Filters

You may preview the report before printing. Also, you have the ability to use filters to
build a query.

Reports

Report Description

Applications Generates open burning applications in bulk
Envelopes Generates envelopes addressed to the applicant
Labels Generates filing labels for your applicants

List Generates your open burning list




Maintenance

Eees

Field Names Cenied Reasons
Forms Materials
General Profile
Letters

Printet Setup
Receipts

Receipks Payin Report

ReindexjPack Open Burning Data Files

The Maintenance Menu contains a list of the tables that you can modify for your
program.



Bl Add/Delete/Modify Open Burning Fees

Code |Description Local Fee Zlose
QOFB1 [QPEM BURMNING COMMERCIAL 40.00 Add Mew Fee
OFPB2 [JPEM BURMING RESIDEMTIAL n.oo

Delete Fee

Update Mew Fees

Print

| o

Ll
Field/Button Description
Code Enter the code of the fee
Description Enter the description of the code.
Local Fee Enter your local health department fee.
Close Closes the table.
Add New Fee Adds a new fee to the table.
Delete Fee Deletes the highlighted fee.

Update New Fees

Updates all systems based on the fees in the fee table.

Print

Prints a list of fee codes.
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@
cfﬁ Denied Reasons

M| Add/DeletefModify Denied Reasons

Mame

BURMIMG OF THIS MATERIAL IS PROHIBITED

BURMIMNG OF THIS MATERIAL 15 PROHIBITED WITHOUT AN AIR CURTAIN DESTRUCTOR

OHIO EPADOES MOT ALLOW OPEM BURMING FORWASTE DISFOSAL PURPOSES

THE FIRE COULD CREATE AVISIBILITY HAZARD OrM THE AR FIELD

THE FIRE COULD CREATE AVISIBILITY HAZARD O THE RAILEOAD TRACKS

THE FIRE COULD CREATE AVISIBILITY HAZARD Or THE ROADWVAY

THE FIRE LOCATION IS IN A RESTRICTED AREA

THE FIRE LOCATION 15 NOT 1000' FROM INHABITED BUILDING OM A NEIGHBORING PROFPERTY

Close

Add

Delete

Print

ik

L
Field/Button Description
Name Enter the denied reason
Close Button Closes the table
Add Button Adds a name to the table
Delete Button Deletes a highlighted entry
Print Prints the list

11




@3
cfﬁ Materials/Purpose

mll| Add/Delete/Modify Materials/Purpose

Marme

AGRICULTURAL WASTE

BEACH DEBRIS

FOR CEREMOMIAL PURFPOSES

FOR CONTROL OF DISEASE

FOR CONTROL OF PESTS

FOR DISPOSAL OF EXPLOSIVE MATERIALS

FOR DISPOSAL OF IGNITABLE MATERIALS

FOR FIRE DEFARTMEMNT TREAIMIMG

FOR FIRE TRAIMING

FOR FORESTRY MAMAGEMEMNT

FOR RAMGE MAMNAGEMENT

FOR'WILDLIFE MANAGEMENT

HORTICULTURAL WASTE

LAMD CLEARING WASTE

MURSERY WWASTE

RESIDEMTIAL WASTE

TO CODK FOOD FOR HUMAN CONSUMPTION

Close

Add

Delete

i

Print

d

L
Field/Button Description
Name Enter the material
Close Button Closes the table
Add Button Adds a name to the table
Delete Button Deletes a highlighted entry
Print Prints the list
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@y
cfﬁ Field Names

Ml Data Base Field Names for Open Burning

APPLICANT'S CITY

Data Base Field Mame I:

OPB.CITY |

AFPLICANT'S PHOME OFB.PHOME
APPLICANT'S STATE OFPB.STATE
APPLICANT'S STREET OPB.STREET
APPLICANT'S ZIP OPB.ZIP
AFPROVEDVDEMIED OFBAPPROVED
ALDIT# OFPB.ALIDIT
BUSINESSE MAME OFPB.MNAME
CERTIFIED # OPB.CERT_MO
DATE ISSIUUED OFB.DATE_ISS
DATE PAID OFB.DATE_PAID

DATE RECEIVED

OFPB.DATE_RCW

EFFECTIVE DATE

OFPB.EFF_DATE

FEE CODE

OFB.FEECC

FEE DESCRIFTION

OPB.DESCRIPT

GIS/PREF[< DIRECTION

OPB.GIS_PRE_DIR

GISIETREET

OPB.GIS_STRT

GISISTREET #

OFB.GIS_STRT_MO

GIS/STREET SUFFI<

OPB.GIS_STRT_SUF

GISISTREET SUFFI< DIR

OPB.GIS_ETRT_DIR

GIS/STREET TYPE

OPB.GIS_PRE_TYFE

GPSILAT-DECIMAL

OFB.GPS_LAT_DEC

GPSILOMN-DECIMAL

KN

OFB.GPS_LOMN_DEC -
4

Zlose

Frint

The field names listing can be very useful in determining what fields you wish to utilize

to merge data for letters or when creating adhoc reports. The Field Name column is

used to merge data into letters.

Enter the field name in capital letters in the body of the letter surrounded by

asterisks (no spaces between asterisks and field name).

13



c;?% Forms

m Enter/Modify Open Burning Form Paragraphs

Application License / Permit / Registration

=l

Close

Enter information pertinent to your county’s rules and regulations for open burning. This
information will print on the application and license/permit registration.

14



(Ox5
/= General Profile

® General Profile

Environmental Community & Puhblic Health Services I Wital

Health Depar‘[mem|

Di\fisiun|

Addressi |

Addressz|

Cih,r|

state [ zZip

County| Gallatin

Fhone #'5|

Federal Tax IO |

Fao #

Cnmmissinner|

ClienttServer Location |C:1HDI81DATA

[T 2006 I 2005 [ 2004 [ 2003 1 2002 [ 2001 0 2000 [ 1989 [ 19498

Make Checks Pavahlet0:|

Close

The General Profile allows you to fill out the basic information regarding your health

department.




@3
cfﬁ Letters

m Enter/Modify Open Burning Letters

FCITY™, *STATE™ *ZIP™

RE: PERMISSION TO OPEM BURM (ATTACHMENT A)

Dear "APPLICANT MNAME™

My staff has reviewed your application far permission to open burn, received on *DATE RECENED™.

In your application you requested permission to open burn: *MATERIALT at *"BURN LOCATION™. This isin a
*RESTRICTED™ area. Therefare, your request for permission to open burn is made pursuant to OAC-3745-19, Open
Burning Standards.

I find that your request is allowed under the Ohio Administrative Code rules governing open burning. | hereby grant

you permission to open burn at the site under the attached conditions. You are hereby notified that this action of the

Directar is final and may be appealed to the Environmental Review Appeals Commission pursuant to ORC Section
ITAE N4

Permission Letter \ Denial Letter
lssuance Date: "ISSUANMCE DATE® CERTIFIED MAIL 7000 1670 0004 3095 *CERTIFIED # =)
*BUSINESS™
“APPLICANT MAME®
*STREET"

k|

Cloze

The HDIS system provides you the flexibility to write standard letters that can be sent to

your applicants. These letters will pull data through use of the *.

The * is placed on each end of the field name that you want to pull into the letter.

Use capital letters to describe the field name.

Example: *OWNER* = TOM GORDON

16



¢ Printer Setup

Print Setup |E| [5__(|
i Printer ;
Mame: Properties

Statuz: Ready
Type: EPSOM Styluz Photo B320 Seriez

YWhere:  USBOM

Comment;

i~ Paper 1 Orientation
Size: ]Letter [B1/2%11in] L] & Porbrait
Source: iSheet Li " Landscaps

Metwork... | ] | Cancel

The print setup allows you to choose from what printer you would like to print.

Select the printer in the name dropdown and click “OK”.
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“= Receipts

% Receipts
Date Received by
|0g/05/2007 | Print | Close
Fee Code Fee Description Cluantity Amount Check #/Cash
|ooo3? j ‘SUBDIVISION PERLOT || 1 \ 130.00 \
Per #/Lic#/ID# Name AddressiComment
Add Feg Delete Fee
Code |Description Guan.jAmount |Checks Mame Address/Comment PerLic#l D
4 3
Totals | 0 | 0.00 Receipt # 12218

If your health department has the “Receipts” module, you have the capability to print
any receipt through the “Maintenance” tab. You may also print a receipt from the data
entry windows by pressing the ALT-R keys.
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C% Receipts Pay In Report

= Print Pay In or Receipt

From Date To Date

fbarosiz007 08/05/2007

& PayIn by Receipt Book

" Payin by Fund

™ Payin by Initials

" Receipt

Cutput to:
o+ Previcw
™ Print

Ok

Close

If your health department has the “Receipts” module, you have the ability to print your

pay in reports through the “Maintenance” tab.

19



C% Reindex/Pack Open Burning Data Files

k] Maintenace - Reindex/Pack Open Burning Data Files

This procedure will rebuild indexes |
If you have the Network Version,
please have all users exit HDIS!

_ Continue close_|

This function is only needed should your data be corrupt due to a power failure.
Please contact CHC Software if you have any questions or concerns.
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