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Introduction

This program is designed to assist you in organizing a systematic approach to entering
your Tattoo Parlors 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 Tattoo Parlors 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

@y
G . _
Whenever you see one ¢ click the left side of your mouse once.
Whenever you see two 7= click the left side of your mouse twice.

Navigation Keys For Entering Information

or ENTER | o move to next field
[ Tab | Up to go back one field

+ | R lplaces you in the receipt screen.

Editing Keys

[ shift

[ Backspace ] deletes one character left of cursor

Delete | yeletes one character

Insert 1 i serting & overwriting modes

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

CLEVELAND

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 Services  Wital 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 Tattoo Parlors module is a
great addition to these modules and
simplifies your record keeping, billing and
information management needs.

Select Environmental Health

V?ﬁ, Select Tattoo and/or Body Piercing Operation

% Health District Informatio|

Management Services wironmen! EEIGN Community and Public Health Services  Wital Statistics  Mainkenance  About  Exit

Bearhes
Daily Work Sheets
Environmental Assessment

Eood Prakection
Manufactured Home Parks

Marinas
Mosquito Contral
Ohio ManuFackured Homes Commission
Open Burning
Parks/Camps
Payin Reports
Plurnbing
PoolfSpa/Special Use Paal
FPrivate Water Systems
Public Health Muisances
Rabies Contral
‘f!' Receipts
3 School Inspections
Sewage Treatment
Solid Waste
User-Defined Databases

Browse/fList/Export  CountfGraph Maintenance  Return




Entering an Operation

|l Tattoo and/or Body Piercing Operation - ALL TATTOQS

Find I Operation \ Licensing Information I Inspections I GISIGPS

Enter Mame of Cperation or 1D #

| Add | Close |
N e
Id Name Street {;
ALL TATTOOS 8435 MENTOR AVENUE |

9 ATOM BOMB TATTOO 3451 ERIE STREET, #213

12 BODY REVOLUTION 30435 EUCLID AVENUE

16 CUSTOMEYES INK 8565 MENTOR AVENUE

4 FINEST LINES 28935 EUCLID AVENUE

5 FLESH FIX 8671 MENTOR AVE., P.O.BOX 51

6 G & G TATTOOING INC. 4130 ERIE ST.

11 GEN X TATTOQO 36495 VINE STREET, UNIT |

14 GRAPHIC NATURE 330 HIGH STREET

8 LEGENDARY TATTOOZ 9570 MENTOR AVE., UNIT H

17 RAUN SALON AND SPA 5900 SOM CENTER ROAD o

15 \AREA INKSPOT, INC. 6715 NORTH RIDGERD., W., #W

10 \BEYOND LIMITS INC 6432 NORTH RIDGE ROAD

2 \CUSTOMEYES INK 7464 CENTER STREET v
Ll ﬂ_‘

The FIND tab on the Tattoo Parlors window is for locating a tattoo parlor and/or body
piercing operation. You can browse through the grid or type the Name of Operation,
or ID # field.

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

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



Operation

[ Tattoo and/or Body Piercing Operation -

Find Operation I Licensing Information Inspections GISIGPS
Application to Operate a Tattoo andlor Body Piercing Operation

Id MName of Operation
Street City
State Zip code Fhone

MName of Operator MName of Owner

Mlail to Mlail to street

ity State Zip code

FPrevious ‘ [ext ‘ Delete | Add | 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
information for the operation.

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

Field/Button Description

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

Add Click to add a record

Modify Click to modify the record




Licensing Information

Licensing Information

l&l Tattoo and/or Body Piercing Operation - @

Find I Operation

Time Limited Event (WN]:“_ £ H

iZode Descript

Licensing Infarmation I Inspections I GISIGPS
From Date To Date

Localfee Dateissued

| | | /7

Date paid Feceipt# Inspection interval Lastinspection
/1 P
Inspector Senvice

| -l

Political subdivision

| Hli

|l

Mote

" Out of business OQOE date| / /

Frint hdodify

Field/Button Description

Time Limited Event Enter a “Y” if the operation takes place during a limited event

From Date Enter the starting date of the limited event

To Date Enter the ending date of the limited event

Code Choose the fee code for the operation (description, local fee,
and inspection interval will be filled out automatically)

Date issued Date permit issued.

Date Paid Date the permit was paid.

Receipt # Receipt number for the permit.

Last Inspection Enter your last inspection date.

Inspector Choose the Inspector's code and name.

Service Choose the service code and description.

Political subdivision Choose the Political subdivision code and city.

Note Enter your notes.

Out of Business Check if the operation is out of business.

OOB Date Enter the out of business date.

Print Opens the print window.

Modify Modifies the data on the page.




Inspections

Find I Operation \ Licensing Information . nspections GISIGPS
Winlations Yialation{sWCamment{s)
Inspectiondate | £/ " Comprehensive I~ Partial ™ Reinspection

[~ 3701902 Board of Health Approval

™ 3701903 Fees

[~ 3701904 General Safety & Sanitation

[ 3701905 Additional Requirements for Tattoo Service
[~ 3701906 Additional Body Piercing Services

[~ 3701907 Ear Piercing Gun Standards

[ 3701908 Sterilize & Disenfection Procedures

e —

| Mextinss (AddlnspectiunD' e inspe | Print ‘ Modify |

. —

To enter an inspection, click the “Add Inspection” button and enter the inspection date.



l&l Tattoo and/or Body Piercing Operation -

Find I Operation ‘ Licensing Information Inspections GISIGPS
Winlations Yinlation(sirComment;s)
Inspection date | 1/ [~ Comprehensive I~ Partial I~ Reinspection

™ 3701902 Board of Health Approval

I~ 3701903 Fees

™ 3701904 General Safety & Sanitation

I~ 3701905 Additional Requirements for Tattoo Service
™ 3701-9-06 Additional Body Piercing Services

I~ 3701907 Ear Piercing Gun Standards

[~ 3701808 Sterilize & Disenfection Procedures

‘ | Addlnspectiun‘ Delete Ingpection™ I Print | modify ‘

First, choose what type of inspection you are performing in the checkboxes on the top of
the page.

To enter a violation, click on the appropriate check box. In this case, we will click “3701-
9-07 General Safety & Sanitation” violation. When the violation is checked, the Tattoo
and/or Body Piercing Operation Inspection rules table will open (see the next page).

Field/Button Description

Previous Inspection Click to view the previous inspection
Next Inspection Click to view the next inspection

Add Inspection Click to add an inspection

Delete Inspection* Right-click to delete an inspection record
Print Click to open the print window

Modify Click to modify the record




| Ml Tattoo Inspection Rules

Search Fezet Checks Wie

Add = Code Title *
[ 4.0 [(&) Abusiness offering tattoo or body piercing seri| 3701-9-04 General safety and sanitation standards.
[ 4.0 [(B) Persons approved to operate 3 business offerif 3701-9-04 General safety and sanitation standards.

-
| KN ’

Add Bules and Close J Close ‘

For your inspections, you have the ability to view the rules. When the violation is
clicked, the program opens the Inspection Rules table above. Check the box for the
appropriate code that was violated to add to your inspection form. You may also search
the entire rule by typing a key word in the field box and clicking the Search button. This
will display all rules under which the key word was found. You may view a rule by
clicking on the row and then clicking the “View” button. When finished, click the “Add
Rules and Close” button to add the rule violation to your inspection form.

Field/Button Description

Search Click to search a rule for a key word entered in the field to the
left.

View Click to view the selected rule

Reset Checks Click to view all rules (used after a search)

Add Check to add the rule to the inspection form

Add Rules and Close Click to add the rules to the inspection and to close the rules
window

Close Click to close the rules window




Find \ Operation

Licensing Information Inspections I GISIGPS

following provisions.

Inspected by

violations Wiolation{s¥Comment(s)
3701-9-04 General safety and sanitation standards. =
A A business offering tattoo or body piercing services shall comply with the

(11 The premises inwhich tattooing or body piercing is conducted shall have an
area of at least one hundred square feet. The floor space for each individual
perfarming tattoo or body piercing services shall have an area of at least

thirty six square feet. These areas shall be separated from each other and
from waiting patrans or observers by a panel or by a door. Complete privacy
should be available upon a patron's request.

2] The entire procedure room and eguipment shall be maintained in a clean,
sanitary candition and in good repair.

R.SIST#

| -

Feceived by

Rules

Title

it

‘ Spell Check

‘ Addlnspectinn‘ Delete Inspection® Print ‘ hdodify I

The “Violations/Comments” page displays the rules that you added. You may, also,
add your comments specific to the rules.

Field/Button

Description

Violation(s)/Comment(s)

Displays the selected rules from the “Violations” tab along
with your comments.

Inspected by

Select inspector who performed the inspection.

R.S./SIT#

Received by Enter the person who received the inspection form.
Title Enter the title of the person who received the form.
Rules Click to view all inspection rules.

Spell Check Click to perform a spell check on your comments.

10




GIS/GPS

[&1 Open Burning -

Find ‘ Applicant ‘ Information GISIGPS

Global Information System

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

R B

Global Positioning System

Latitude Decimal Yalue Longitude Decimal Yalue

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.

11




Print Button

= Print | X |
" Application LI Ok
Close
{+ Approval Lpdate Record
ear

2007

" Tattoo and Body Piercing Inspection

o+ Preview

" Print

Print: The “Print” button is available on all the tabs.

Field/Button Description

Application Prints an application (right-click OK to print blank application).

Application year Specify the year you want the application printed.

Approval Prints the approval permit for the operation

Approval year Specify the year you want the approval printed.

Tattoo and/or Body Prints the operation inspection.

Piercing Inspection

Preview Previews the printout.

Print Prints the form.

OK Prints/previews the form.

Close Closes the print menu.

Update Record After printing an approval, this button will appear. Click to update
the date issued field.

12



Reports

Applications ‘

Tatto and/or Bady Piercing Operation [ESSM BrowsejListfExport  CountfGraph Maintenance  Return

o Envelopes-Location
h | Envelopes-Mail To
1 List R
Labels-Location bt
Labels-Mail To i

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

= Tattoo andfor Body Piercing Report Options for Applications

Qutput to: From date issued

o+ Preview ER
" Printer
—ee To date issued
[ Include Filter il
Primtout

Application year| 2007

Cloze

Filters

ek

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

build a query.

Reports

Report Description

Applications Generates Tattoo Parlor applications in bulk

Envelopes-Location

Generates envelopes addressed to the operation location

Envelopes-Mail To

Generates envelopes addressed to the individual filled out in
the “mail to” fields

List Generates your Tattoo Parlors list
Labels-Location Generates filing labels by location for your operations
Labels-Mail To Generates filing labels by the “mail to” fields for your

operations

13




Maintenance

Field fames
Eorms
General Profils

Erinter Setup

Receipts

Receipts Payin Report

Reindex/Pack Tatoos andjor Body Piercing Operation Data Files

=
Tattoo Patlor Operation Rules #'-—'F

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

14



| AddMelete/Modify Tatto and Body Piercing Operation Fees

Code |Description Local Fee |Inspection interval Cloce ‘
¥ ]
BF  |BODY PIERCING OMNLY 260.00 360 add Mew Fee ‘
TA TATTOO ORLY 260.00 360
TB  |COMBIMED TATTOQING & BODY PIERCING 260.00 380 Delete Fee ‘
TLE |TIME-LIMITED EVEMT 260.00 360
Update Mew Fees ‘
Zero All Late Fees ‘
Print ‘
L | ﬂ_‘
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 operations based on the fees in the fee table.
Print Prints a list of fee codes.

15



Crata Base Field Mame

BLISIMESS MAME TAT.MNAME |
CITY TAT.CITY

DATE ISSUED TAT.DATE_ISS

DATE PAID TAT.DATE_PAID

FEE CODE TAT.FEECC

FEE DESCRIPTION TAT.DESCRIPT

FROM DATE TAT.FROM

GISIPREFIX TYPE

TAT.GIS_PRE_TYPE

GISIPREF DIRECTION

TAT.GIS_PRE_DIR

GISISTREET

TAT.GIS_STRET

GISISTREET #

TAT.GIS_STRT_MO

GISISTREET SUFFIX

TAT.GIS_STRT_SUF

GISISTREET SUFFIX DIR

TAT.GIS_STRT_DIR

GPSILAT-DECIMAL

TAT.GPS_LAT_DEC

GPSLOMN-DECIMAL

TAT.GPS_LON_DEC

IO 3 TAT.ID
INSPECTION INTERWAL TATIMSP_INT
INSPECTOR TATIMNSPECTOR
IMSPECTOR CODE TAT.I_CODE

LAST INSPECTION

TAT.LST_RTH_IM

LOCAL FEE TAT.FEE_LOCAL

MAIL TO CITY TAT.MAIL_CITY

hAIL TO MAME TAT.MAIL_MARME -
KN b

Close

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).

16



m8 Enter/Modify Tattoo andfor Body Piercing Form Paragraphs

Application License / Permit ! Reqistration

I CERTIFY THAT T AM THE OPERATOFR OR THE AUTHORIZED BEPRESEHTATIVE OF THE ABOVE _J
OFERATION AHD IHTEHD TO COMPLY WITH ALL BREQUIREMENHTS ESTABLISHED BY SECTIOH 3730 OF THE
OHIO REVISED CODE ANHD SECTIOH 3701 OF THE OHIO ADMINISTRATIVE CODE.

=
Close

Enter information pertinent to your county’s rules and regulations for tattoo/body
piercing parlors. This information will print on the application and
license/permit/registration.

17



General Profile

*. General Profile

l General ] Managernent

Environmental Community & Public Health Services l Wital

Health Department|

Di\fisinn|

Addressi |

Addr9552|

Citg.f|

state [ zZip

County| Gallatin

Phaone #'s|

Fedearal Tax 1D |

FAX #

Cnmmissinner|

Client'Server Location |C:HDISIDATA

[T 2006 [ 2008 [ 2004 [ 2003 [ 2002 [ 2001 [ 2000 [ 1899 [ 1998

Make Checks Pavahleto:|

Close

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

department.

18



ooy
% Printer Setup

Print Setup |E|ﬁ‘__<|
i~ Printer ;
M arme:; Froperties

Skatus: Feady
Type: EPSOM Styluz Photo B320 Seriez
Where:  USBOM

Comment;

 Paper i~ Orientation
Size: [ Letter (8172 % 11 in) ] & Partrait
Saource: {Sheet Li ™ Landscape

M etwork... | ak | 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”.



Receipts

& Receipts IE'
Date Received by
|00/05/2007 | pint | Close |
Fee Code Fee Description Cluantity Amount Check #/Cash
|0003? j ‘SUBDIVISION PERLOT || 1 \ 120.00 \
Fer #/Lic#/ D& Name Address/Comment
Add Fee Delete Fee
Code |Description Quan. fAmount |[Checks Mame Address/Comment Fer#Lic#D3#
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.

20



Receipts Pay In Report

= Print Pay In or Receipt

From Date To Date

pai0si2007 09/03/2007

* Payln by Receipt Book

" Payin by Fund

™ Payin by Initials

" Receipt

Cutput to:
* Previgw
™ 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.

21



Reindex/Pack Tattoo ParlorsData Files

3 Maintenace - Reindex/Pack Open Burning Data Files

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

_ Continus__ Clase_|

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.

22



Tattoo Parlor Operation Rules

| Add/Delete/Modify Add/Delete/Modify Tattoo Parlor Operation Rules

* Title Code Crder [Rules
1.0 [OHIOADMIMISTRATIVE CODE DEFIMITIONS OHIO ADMIMISTRATIVE CODE DEFIMITIONS 1|Mermo
20 [3701-9-02 BOARD OF HEALTH APFROVAL. (A IN ACCORDARNCE WITH SECTION 3730.02 OF THE REVI 1|Mermo
20 [3701-8-02 BOARD OF HEALTH APFROWAL. (B) FERSORS SEEKING APPROVAL TO OPERATE A BLISIME 2|Mermo
2.0 [3701-9-02 BOARD OF HEALTH APFROVAL, (C) A BOARD OF HEALTH SHALL COMDUCT AT LEAST OME 3Mermoa
2.0 [3701-9-02 BOARD OF HEALTH APFROVAL, (D) A BOARD OF HEALTH THAT DETERMIMES, FOLLOWING 4|Memoa
2.0 [37¥01-3-02 BOARD OF HEALTH APFROVAL, (E) IM ACCORDANCE WITH SECTION 37 30.04 OF THE REVY a|Mermna
2.0 [3701-3-02 BOARD OF HEALTH APFROWAL, (F) AFFROVAL IS MOT TRAMNSFERABLE. AMY FERMANENT f|Memoa
2.0 |[(G) THE BOARD OF HEALTH IM THE JURISDICTION|3701-9-02 BOARD OF HEALTH APFROVAL, 7|Memo
2.0 [3701-9-02 BOARD OF HEALTH APFROVAL, (Hy THE AFFROVAL OF A BUSINESS MAY BE REMEVWED AN g|Memoa
3.0 [3¥01-9-03 FEES. (&) THE APPROVAL APPLICATION, AND ANMUAL REMEWAL 1|Memoa
3.0 |[37¥01-9-03 FEES. (B} THE BOARD OF HEALTH SHALL UTILIZE DATA FROM TH 2|Memoa
3.0 ([3¥01-9-03 FEES. (C) THE COSTS FOR THE TATTOOING AMD BODY PIERCIN 3|Memoa
3.0 [37¥01-8-03 FEES. (D) THE BOARD OF HEALTH IM THE JURISDICTION 1M WWHI 4|Memoa
3.0 |[37¥01-8-03 FEES. (E) THE TOTAL TATTOQOIMG AMD BODY PIERCING PROGRA a|Memoa
4.0 [3701-9-04 GEMERAL SAFETY AMD SAMITATION STA (A A BUSINESS OFFERING TATTOO OR BODY PIERCING S 1|Memoa
4.0 [3701-8-04 GEMERAL SAFETY AND SAMITATION STA(H) PERSOMNS APPROVED TO OPERATE A BUSIMESS OFFH 2|Memo
5.0 [3701-8-05 ADDITIONAL REQUIREMENTS FOR TATT|(A) IMMEDIATELY PRIOR TO BEGINNIMG ANY TATTOOING A 1|Memo
50 [3701-8-05 ADDITIONAL REQUIREMENTS FOR TATT|(B) THE INDIWIDUAL PERFORMIMG THE PROCEDURE SHA 2|Memo
5.0 [3701-8-05 ADDITIONAL REQUIREMENTS FOR TATT|(C) ALL INDIVIDUALS PERFORMING A TATTOO PROCEDUR 3|Memo
50 [3701-8-05 ADDITIONAL REQUIREMENTS FOR TATT|(D) THE INDIWIDUAL PERFORMIMG TATTOOING SHALL PER 4|Memo
50 [3701-8-05 ADDITIONAL REQUIREMEMNTS FOR TATT|(E) WHEN SHAVING THE SITE OF THE TATTOO IS MECESS 5|Memo
50 [3701-8-05 ADDITIONAL REQUIREMENTS FOR TATT|(F) THE INDIMIDUAL PERFORMIMNG THE PROCEDURE, BEF B |Memo
50 [3701-8-05 ADDITIONAL REQUIREMENTS FOR TATT|(G) ONLY STERILE PETROLEUM JELLY IM COLLAPSIBLE M 7

Ll

Memao | «

Print Delete* Add

| Close !

Field/Button Description

# ODH rule number

Title ODH Rule Name

Code ODH Rule Paragraph

Rules Double click to view rule

Close Closes the table

Add Button Adds an operation rule to the table
Delete* Button Right-click to delete a highlighted entry
Print Prints the list
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