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Chapter 1: Getting Started

Once the Plumbing module has been installed, it can be accessed by going to:
Environmental Health > Plumbing

L Health District Information System

Management Services | Environmental Health  Community and Public Health Sen

Beaches

Body Art

Daily Work Sheets
Environmental Assessment
Eood Protection

Mosquito Control

Open Burning
Parks/Camps

Payin Reports
Pool/Spa/Special Use Pool
Private Water Systems
Bublic Health Muisances
Babies Control

Receipts

School Inspections
Sewage Treatment

Solid Waste

City of Lorain - Multi-Dwelling Inspections

City of Portsmouth - Rental Dwelling Inspections
Franklin County - Envirenmental History

Wood County - Housing Inspections

Discontinued Modules b
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Once inside Plumbing, navigate to:

Maintenance > Add/Delete/Modify Tables

L Plurmbing - Health District Inforrmation System
Plumbing Reperts Browse/List/Export  Count/Graph | Maintenance  Return

Bond Release Fees-Residential
Export/Import Plumbing Files

Field Names » Fees-Appliance Installers
Forms » Fees-Contractor/Installers
General Profile Fees-Sewer and Water Installers
Letters » Inspection-Reason

Post Recurring Charges 2 Inspection-5Status

Printer Setup Inspectors

Receipts Occupant Load

Receipts Payin Report Use Group
Redindex/Pack Plumbing Data Files [

This section holds the control files that will drive the module.
When entering data into Plumbing, there will sometimes be drop-down boxes for quick data entry.
The tables in the Maintenance > Add/Delete/Modify Tables section hold the data that fill those drop-down boxes.

Entering the frequently used, fixed data ahead of time will make things a lot easier.
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Fees - Commercial

Commercial Plumbing Fees Maintenance Screen

Commercial Plumbing Fees

(®) Active / Future Fees (O All Fees
Effective Effective State System  a
Start End Code Description Amount  Amount  Recurring  Frequency Code
v
Effective Date Range N To N Fee Properties
Fee Code and Description
[JLate Fee
Fee Amounts Standard 0.00 [JRecurring
Frequency of Recurrence w Months
Edit Add Cycle Add Mew Code Erint Delete Save Exit

To enter Fees - Commercial, follow these steps (use the tab key to advance to each field):

e Check mark either box: Active/Future Fees or All Fees

e Click on the Add New Code button and begin filling in the appropriate requirements

e Enter the effective date range, fee code, and description

e Type the correct Fee Amounts

e Look at the Fee Properties box on the right bottom of the window, check mark if it is either a Late
Fee or Recurring Fee

e If you pick Recurring Fee, record the Frequency of Recurrence, choose Other to enter a special

amount of Months
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Other options are as follows:

e  Print button will open printing option’s window.

e Edit Button allows you to edit a fee

e Add Cycle button allows you to add a Cycle to a selected Fee
e Delete button allows you to delete a fee that is selected

e Click the Save button to save a fee after updating or entering

e Click Close to exit the table.
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Fees - Residential

Ll %
Code  Description LocalFee » Close
L
01 WATER CLOSET 12.00 Add New Fee
02 LAVATORY 12.00
03 BATH TUB 12.00 Delete Fee
04 SHOWER 12.00
05 URINAL 12.00 Print
06 SINK 12.00 :
07 WATER DISTRIBUTING SYSTEM 12.00
08 DISHWASHER 12.00
09 GARBAGE DISPOSAL 12.00
10 WASHING MACHINE STANDFIPE 12.00
ik LAUNDRY TUB 12.00
12 WATER HEATER 12.00
13 WATER SOFTENER 12.00
14 FLOOR DRAIN 12.00
15 DRINKING FOUNTAIN 12.00
16 INTERCEPTOR. - KITCHEN 12.00
17 AlR ADM. VALVE 12.00
18 BIDET 12.00
19 EMERGENCY EYE WASH 12.00
20 BEVERAGE DISPENSER 12.00
21 EXPANSION TANK 12.00
22 ICE MAKER COMMERCIAL 12.00
23 FOOD PREP SINK 12.00
24 3 COMP SINK 12.00
25 SUMP PUMP 12.00
26 SEWAGE EJECTER 12.00
27 BACKFLOW PREVENTER 12.00
28 ROOF DRAINS 12.00
29 SAND TRAP 12.00
30 SERVICE SINK (MOF) 12.00
31 INTERCEPTOR - GARAGE 12.00
32 DEDUCT METER BAR 12.000
I« >

To enter Fees - Residential, follow these steps (use the tab key to advance to each field):

e C(lick Add New Fee and enter a Code, Description, and Local Fee

e Click on the Fee you want to Delete and click the Delete Fee button
Other options are as follows:

e  Print button will open printing option’s window.

e C(Click Close to exit the table.

10
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Fees — Appliance Installers

£ | Add/Delete/Modify Appliance Installers Fees Fees @
Code  Description LocalFee A Close
TEST 12.00(|
| Add New Fee |
Delete Fee

Print

Update Mew Fees

I« >

To enter Fees - Appliance Installers, follow these steps (use the tab key to advance to each field):

e Click Add New Fee and enter a Code, Description, and Local Fee
e Update New Fees button allows you to update the newest fees entered

e Click on the Fee you want to Delete and click the Delete Fee button
Other options are as follows:

e  Print button will open printing option’s window.

e Click Close to exit the table.

11
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Fees — Contractor/Installers Fees

C] 2
Code Description LocalFee A Close
PLUMBING REGISTRATION 2016 20000 |
0z PLUMBING REGISTRATION 2017 200.00 Add Mew Fee
| Delete Fee

Update Mew Fees

Print

Blank Registration #s *

Blank Date Issued *

Blank Date Paid *

Blank Receipt #s *

I« >

To enter Fees — Contractor/Installers, follow these steps (use the tab key to advance to each field):

e Click Add New Fee and enter a Code, Description, and Local Fee
e Update New Fees button allows you to update the newest fees entered

e Click on the Fee you want to Delete and click the Delete Fee button

12
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In HDIS, if you come across a button with an asterisk next to it, that means you must RIGHT-CLICK to use it.
Buttons with an Asterisk:

e Blank Registration #s* - This button will blank registration numbers
e Blank Date Issued* - This button will blank the date issued
e Blank Date Paid* - This button will blank the date paid

e Blank Receipt #s* — This button will blank receipt numbers
Other options are as follows:

e Print button will open printing option’s window.

e Click Close to exit the table.

13
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Fees - Sewer and Water Installers

[ | Add/Delete/Modify Sewer and Water Installer Fees Fees @
Code Description Local Fee A Close
THIS IS ATEST 90.00 |
| AddNewFee |
Delete Fee
Print

Update Mew Fees

W
I«

To enter Fees — Sewer and Water Installers, follow these steps (use the tab key to advance to each field):

e Click Add New Fee and enter a Code, Description, and Local Fee

e Update New Fees button allows you to update the newest fees entered
e Click on the Fee you want to Delete and click the Delete Fee button
Other options are as follows:
e  Print button will open printing option’s window.

e C(Click Close to exit the table.

14
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Inspection Reason

[l

[ez |
Name " Close
IR - IRRIGATION Add
PDI - PLUMBIMNG DRAIM INSPECTION
PFI - PLUMBING FINAL INSPECTION Delete
PRI - PLUMBIMNG ROUGH IN INSPECTION
PWI - PLUMBING WASTE INSPECTION Print
SEC - SEWER COMMERCIAL

SER - SEWER RESIDENTIAL

WH - WATER HEATER PERMIT
WLC - WATER LINE COMMERCIAL
WLR- WATER LINE RESIDEMNTIAL
WS- WATER SOFTENER

W
I<

To enter Inspection Reasons, follow these steps (use the tab key to advance to each field):

e C(lick Add and enter a Name to identify the Inspection Reason.

e Click on Inspection Reason, Click Delete to delete the entry.
Other options are as follows:

e  Print button will open printing option’s window.

e C(Click Close to exit the table.
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Inspection Status

C_| Add/Delete/Madify Inspection-Status =3
Name ~ Close
CONSULT Add
FAIL
PASS Delete

RE-INSPECTION

Print

| I3 >

To enter Inspection Status, follow these steps (use the tab key to advance to each field):

e Click Add and enter a Name to identify the Inspection Status.

e Click on Name, Click Delete to delete the entry.
Other options are as follows:

e  Print button will open printing option’s window.

e Click Close to exit the table.
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Inspectors

. - —

Code MName District ~ Close
Cc3 CAT SCAN Add
CLS CLOUSEAL
DKR DECKER Delete
DR= DRESDEMN
GAB GABBY Print
GDG GADJET
JAY JAYSON Update Inspectors
KAY KAYLE
KJK KOJACK
L
I« >

To enter Inspectors, follow these steps (use the tab key to advance to each field):

e Click Add and enter a Code, Name, and District to identify the Inspector.
e Click Update Inspectors button to update the Inspectors list

e Click on Name, Click Delete to delete the entry.
Other options are as follows:

e  Print button will open printing option’s window.

e C(Click Close to exit the table.

17
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Occupant Load

£ I Add/Delete/Modify Occupant Load ==
Mame ~ Close
Add
Delete
Print
W
< >

To enter Occupant Loads, follow these steps (use the tab key to advance to each field):

e C(lick Add and enter a Name to identify the Occupant Loan.

e Click on Name, Click Delete to delete the entry.
Other options are as follows:

e  Print button will open printing option’s window.

e C(Click Close to exit the table.

18
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Use Group
| =]
Name ~ Close
CERTIFICATE OF USE SENT Add
Delete
Print

v

[<

To enter Use Group, follow these steps (use the tab key to advance to each field):

e C(lick Add and enter a Name to identify the Use Group.

e Click on Name, Click Delete to delete the entry.

Other options are as follows:

e  Print button will open printing option’s window.

e C(Click Close to exit the table.

19
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Chapter 2: Entering in Plumbing

Plumbing Reports  Browse/List/Export  Count/Graph Maintenance Return

Commercial
Residential

Appliance Installers
Contractors/Installers

Sewer & Water Line Installers

Commercial — Find Tab

Navigate to: Plumbing > Commercial

B | =

Find Location/Owner Plumbing Permit Info Inspections Backflow Downspout/Footer Drain Comments GIS/IGPS

(®) by Building (O by Street (O by Owner ) by Permit ObylD# () Serial # () Finak-in
Type find information and press enter
Add Close
Building Name Street Rough-In  Final-in Backflow Serial # City "
TEST I 1 FILLORY
v
1< >

Under the Find tab there are options to search Commercial Plumbing entries. Search options consist of: by Building,
Street, Owner, Permit, ID #, Serial #, and Final-In

Click which type of search you would like to perform and type the text in the textbox.
Hit Enter to perform the search.

To add new records click the Add button.

20
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Commercial - Location/Owner Tab

From the Find tab, go to Location/Owner. Click Add to enter a new record.

® Commercial Plumbing Location: - Building Name: TEST - PERMIT £ 0 (3]

Find LOC&tIOﬂfOWﬂe Plumbing Permit Info Inspections Backflow Downspout/Footer Drain Comments GISIGPS

D # MName of Business(if applicable) Record #
1| |TEST 1
Street City State Zip
FILLORY FL 44444
Building New/Old (N/O)  Used for # of stories  Semi-Public Sewage
N 10 Y | (YIN)
Water Supply Falitical Subdivision
PWS | (Pyrivate), (C)ommunity) or ()ndividual) 02 BUBONICA TWP
Parcel #
Business Owner Building Owner
First Name Last Name
Business Name Attention
Street
City State Zip FPhone Ext Fax
Previous Mext Delete Add Modify

Type the appropriate information or use the drop down boxes to accurately fill in the record.

Click Modify to change an existing record, Previous to see the previous record, Next to see the next record, and Delete
to delete current record.

21
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Commercial - Plumbing Permit Tab

® Commercial Plumbing Location: - Building Name: TEST - PERMIT # 0 @
Find = Location/Owner Plumbing Permit Info  Inspections = Backflow = Downspout/Footer Drain =~ Commenis = GIS/IGPS
Plumbing Permit # Date Issued Date Expires  Date Paid Receipt# Extention Date
0 I I I o1t
Plumbing Charge Amount Quantity  Total Charge
0.00 0.00 0.00 Add Charge LLog Payment
Recurring  Charge Frequency Month Other Amount e
Charge MN/A Cther =g E?LTI”;
Details Charge
Date Permit# Backflow Serial # Description Cost  Quaniity Total Paid Receipt# MN1N2N3 Final »
Delete Charge
Refresh Charges
Total # of Fixtures
0
Total Fee
000
v
Drawing Mext Available Permit # Print Modify

Actions capable of being performed on this screen:

e Fillin appropriate information for a plumbing permit

e C(lick the Add Charge button after filling out the top area information for the permit
e Log Payment button logs the payment

e Save Recurring Charge button allows you to save the entered charge as recurring

e Delete Charge button will the delete the charge that has been entered

o Refresh Charges button refreshes the table

Other buttons:

e Drawing allows you to attach a document with this record
o Next Available Permit # selects and enters the next number in sequence
e Print button opens printing options window

e Modify button allows you to modify an existing record

22
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Commercial - Info Tab

® Commercial Plumbing Location: - Building Name: TEST - PERMIT #: 0

Find = Location/Owner = Plumbing Permit  Info  Inspections

Plumbing Contractor

Underground Inspection Date

I
Rough-in Approval Date
I
Inspector
CS ~ | |CAT SCAN

Use Group / Certificate of Use
CERTIFICATE OF USE SENT ~

Total # of Fixtures Approved  Plan Review #

Actions capable of being performed on this screen:

(sl

Backflow Downspout/Foaoter Drain Comments GISIGPS

Plumbing Installer

Waste & Vents/Backflow Inspection Date
I

Final Inspection Date

I [JFinal Never Completed
Senvice
PWI |~ || PLUMBING WASTE INSPECTION

Occupant Load / Certificate of Use

Plan Review Date Issued
I

Madify

MNext Plan Review # Print

e Next Plan Review # automatically updates the Plan Review # field in the record with the next number in

sequence

e Modify will allow you to edit an existing record

e  Print will open up a print menu.

23
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Print Button:

=1 Print E3
(@ Plumbing Permit () Letter A- Contractor OK
(C) Plumbing Permit (long form-letter) () Letter B - Contractor Close
(C) Plumbing Permit (long form-legal) () Letter C - Contractor
(C) Plumbing Invoice - Additional Fees (O Letter D - Location (O) Letter D - Business Owner (O) Letter D - Building Owner
() Envelope-Owner () Letter E - Location () Letter E - Business Owner () Letter E - Building Owner
(C) Envelope-Plumbing Contractor () Letter F - Location () Letter F - Business QOwner () Letter F - Building Owner
(O Dymo Label -Owner (O Letter G - Location (O Letter G- Business Owner (O Letter G- Building Owner
(C) Dymo Label-Plumbing Contractor (O Letter H - Location () Letter H - Business Owner () Letter H - Building Owner
() Certificate of Use () Letter | - Location () Letter | - Business Center () Letter | - Building Owner
() Print Invoice () Inspection Report
(O Comments
() Certificate of Plan
() Print Invoice by Street Address (C) Downspout/Footer Permit
(C) 8 X 5 Index Card
(") Backflow Prevention Report
O Print
Print Button

The print menu is the same for all tabs stated and you can print any of the options.

Field/Button Description
Plumbing Permit Generates a plumbing permit based on the record

Plumbing Permit (long form — letter)|Generates a plumbing permit in long form as a letter

Plumbing Permit (long form-legal) |Generates a plumbing permit in long form as a legal document

Plumbing Invoice — Additional fees |Generates a plumbing invoice with additional fees

Envelope — Owner Generates an envelope for the owner
Envelope — Plumbing Contractor Generates an envelope for the plumbing contractor
Dymo Label — Owner Generates a dymo label for the owner

Dymo Label — Plumbing Contractor |Generates a dymo label for the plumbing contractor

Certificate of Use Generates a certificate of use

Print Invoice Generates a print invoice

24
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Print Invoice by Street Address

Generates a print invoice by street address

8 x 5 Index Card

Generates a 8 x 5 index card

Backflow Prevention Report

Generates a backflow prevention report

Letter A-C Contractor

Generates letters A-C to the contractor

Letter D-I Location

Generates letters D-I with location

Letter D-I Business Owner

Generates letters D-l to the business owner

Letter D-I Building Owner

Generates letters D-I to the building owner

Inspection Report

Generates an inspection report

Comments

Generates a comments printout

Certificate of Plan

Generates a certificate of plan

Downspout/Footer Permit

Generates a downspout/footer permit
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Commercial - Inspections Tab

® Commercial Plumbing Location: - Building Name: TEST - PERMIT #: 0 =

Find Location/Owner Plumbing Permit Info |ﬂSDEC’£IOﬂS Backflow Downspout/Footer Drain Comments GIS/IGPS

Inspection Date Plumbing Permit# Inspector

03/21/2018 0 CS «| |CAT SCAN
Reason Status
PDI - PLUMBING DRAIN INSFPECTIO ~| | FAIL v
Plumbing Contractor
~ Memo
Mext Frevious Delete Add Print Modify

Actions capable of being performed on this screen:
e Click Add button and add your Inspection record
e Previous button will take you to the previous record
e Next button will take you to the next record
e Delete button allows you to delete the record

e Modify will allow you to edit an existing record, and Print will open up a print menu.
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Commercial - Backflow Tab

Backflow Assembly/Installation Info subtab

¥ Commercial Plumbing Location: - Building Name: TEST - PERMIT #: 0 (=)

Find Location/Owner Plumbing Permit Info Inspections Backflow Downspout/Footer Drain Comments GISIGPS

Backflow Assembly/Iinstallation Info Devices and Tests Tester & Company
Backflow Prevention Assembly Info. Installation Information
Make
[Iwater Service [ ]Mech Room
Madel Protecting
Size Other
Serial No. Date Replaced Serial No.
i
Date Installed Manth Tested Date Replaced Serial No.

I ~ I
Date Replaced Serial No.

# of Backflows Per Address ”

0 Print Modify

Fill-in information about Backflow Prevention Assembly Info and Installation Information on this subtab:

e  Print button will open up a print menu

e Modify button allows you to edit an existing record
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Devices and Tests subtab

¥ Commercial Plumbing Location: - Building Name: TEST - PERMIT £ 0 ==

Find Location/Owner Plumbing Permit Info Inspections Backflow Downspout/Footer Drain Comments GISIGPS

Backflow Assembly/installation Info Devices and Tests Tester & Company
Reduced Pressure Devices Pressure Vacuum Barrier
Date
I Double Check Devices Relief Valve Air Inlet Check Valve
1st Check 2nd Check
INITIAL TEST Closed Tight Closed Tight Opened at Opened at
RP PSID PSID PSID
Leaked Leaked PSID Did not open Leaked
REPAIRS AND & o o o o
MATERIALS
USED
¥ W v W v
TEST AFTER Closed Tight Closed Tight Opened at Opened at
REPAIRS
RP PSID PSID PSID PSID
Previous MNext Delete Add Print Modify

Fill-in information about Devices and Tests on this subtab:

e Enter the date on the top left corner of this subtab
e Print button will open up a print menu

e Modify button allows you to edit an existing record
e Previous button takes you to the previous record

e Next button takes you to the next record
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Tester & Company subtab

® Commercial Plumbing Location: - Building Name: TEST - PERMIT £: 0

Find Location/Owner = Plumbing Permit Info Inspections Backflow

Backflow Assemblyinstallation Info Devices and Tests

Date Test Received Tester
i

Company Company Phone

Notes

Downspout/Footer Drain

—

Comments GISIGPS

Tester & Company

Ohio Cert. Number

Fill-in information about Tester & Company on this subtab

29




Hnls Plumbing

Health Department Information System

Helping You...Help Others User Manual

Commercial - Downspout/Footer Drain Tab

| | [= ]

Find = Location/Owner = Plumbing Permit = Info = Inspections = Backflow  Downspout/Footer Drain  Comments = GIS/IGPS

Date Issued  Downspout Permit# Footer Drain Permit# Sewer Permit#  Sewage Treatment Permit #

I
Applicant Owner's Name
Plumbing Contractor Used for

Excavating Contractor

To connect with:  [] Storm Sewer [1Road Ditch [1Dry Well [JLake []Creek

MNext Available Downspout Permit # Print Modify

Fill in appropriate information for Downspout/Footer Drain:

e Next Available Downspout Permit # button enters the next sequential number
® Print button opens a window with printing options

e  Modify button allows user to edit information
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Commercial - Comments Tab

F Commercial Plumbing Location: - Building Name: TEST - PERMIT #: 0 =

Find Location/Owner Plumbing Permit Info Inspections Backflow Downspout/Footer Drain Comments GIS/IGPS

Type your comments related to the record in here._|

Spell Check Modify

Type your comments in this tab that you want a part of the entry:

e Spell Check button will check for spelling errors.

e Modify button allows you to edit existing comments.
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Commercial - GIS/GPS Tab

¥ Commercial Plumbing Location: - Building Name: TEST - PERMIT #: D (=3

Find = LocationlOwner = Plumbing Permit = Info  Inspections = Backflow = Downspout/Footer Drain =~ Comments — GIS/GPS

Global Information System

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

Global Positioning System

Latitude Decimal Value Longitude Decimal Value

WModify

This 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.
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Residential — Find Tab

® Residential Plumbing Location -

Find Location/Owner Plumbing Permit Information Inspections Downspout/Footer Drain Comments GISIGPS

(@ #streetname () streetname (O parcel# (O sublo® (O direcions (O ID# (O Owner (O Building () Permit# () Final-in Environmental Assessment

Type find information and press enter

Add Address Modify/Delete Address Close
Number Name Suffix S WP Sublot Par ~
4 ZIPPY LANE 4 N [N (Y |1 1
v
< >

Under the Find tab there are options to search Residential Plumbing entries. Search options consist of: by Street name,
Parcel #, Sub lot #, Directions, ID#, Owner, Building, Permit #, and Final-In.

Click which type of search you would like to perform and type the text in the textbox.
Hit Enter to perform the search.

To add new records click the Add Address button.

Click on the Address that is entered and click on the Location/Owner Tab.

To modify or delete and existing address, click on that address and click the Modify/Delete button
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Residential - Location/Owner Tab

® Residential Plumbing Location -111111 (1) ZIPPY LANEZ ~ PERMIT £ 0 =
Find Location/Cwner Plumbing Permit Infarmation Inspections Downspout/Foater Drain Comments GIS/IGPS
Street City State Zip
111111 ZIPPY LANE Z CITY LAND OH 11111
Political Subdivision Name of Business(if applicable) Tap In Permit #
03 |v| |SMALLVILLE VILLAGE
Building New/Old (N/O)  Used for # of stories
Water Supply ) ]
(P)rivate), (C)ommunity) or (I)ndividual) Semi-Public Sewage(Y/N)
ID# Record # Owner's Name
111113 37840
Street City
| -
State Zip Phone
Cell Phone Work Phone Fax
Email
Previous Mext Link to Another Address Delete Add Modify

Click the Modify button to edit an existing record or click the Add button to add a new record:

e The Street, City, State, and Zip are greyed out and added from the Find Tab
e Enter the information relating to your record
e Link to Another Address button allows you to link a record to multiple addresses

e Delete button will remove a record
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Residential - Plumbing Permit Tab

¥ Residential Plumbing Location -111111 (1) ZIPPY LANEZ ~ PERMIT 20 (3]
Find Location/Cwner Plumbing Permit Information Inspections Downspout/Footer Drain Comments GIS/IGPS
Plumbing Permit# Date Issued Date Expires Date paid Receipt# Extention Date
o i L
Code Description Fee Quantity Total Fee
v 0 0.00 0| | addCharge
Date Permit # Code Descript Cost Quantity Total Paid Date Paid Receipt# » Delete Charge

Refresh Charges

Total # of Fixtures
0

Total Fee

0.00

]« >

Drawing Mext Available Permit # Print Modify

To enter a Plumbing Permit follow these steps:

e Enter the Plumbing Permit # followed by the Date Issued, Date Expires and Date paid/Receipt # if it was paid
e After filling out the Code/Description click Add Charge to add this record into the table below

e Fee codes may change over time but this table allows you to keep data entered historical

e Click Delete Charge button to remove a charge

e The Next Available Permit# button will automatically enter in the next Plumbing Permit #

e The Drawing button allows you to attach a file to the record
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The Print button opens up a window with various printing options

1 Print

(®) Plumbing Permit

() Plumbing Permit (long farm)

() Plumbing Invoice - Additional Fees
(_)Home Owner's Bond Release Letter
() Home Owners Envelope

(_) Plumbing Contractor's Envelope

() Dymo Label - Home Owner

(") Dymo Label - Plumbing Contractor
() Certificate of Use

(_) Plumbing Invoice

() 8 ¥ 5 Index Card

() Postcard4 X 6

@P
() Print

() Letter &- Contractor
() Letter B - Contractor
i) Letter C - Contractor
() Letter D - Owner

() Letter E - Owner

i) Letter F - Owner

() Letter G - Owner

() Letter H - Owner

() DownspoutiFooter Permit
() Inspection Report
() Comments

() Cerificate of Plan Review
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Residential - Information Tab

B Residential Plumbing Location: 111111 - (1) ZIPPY LANE - Z - PERMIT #: 0 [
Find Location/Owner Plumbing Permit Information Inspections Downspout/Footer Drain Comments GIS/GPS
Plumbing Contractor / Installer Plumbing Installer
Installer's Registration # Home Owner Bond ? Bond Amount
0

Underground Inspection Date Waste & Vents/Backflow Inspection Date

I I
Rough-in Approval Date Final Inspection Date

N I O Final Never Completed
Inspector Service
Use Group / Certificate of Use Occupant Load / Certificate of Use
Total # of Fixtures Approved Plan Review # Plan Review Date Issued

0 I
Mext Plan Review # Print Modify

Fill in appropriate information under the Information tab:

e Next Plan Review # button will automatically assign the next plan review number
e Make sure all dates are entered and correct

e Drop down boxes are populated in the Maintenance section
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Residential — Inspections Tab

® Residential Plumbing Location: 111111 - (1) ZIPPY LANE - Z - PERMIT #: 0 (=)

Find Location/Owner Plumbing Permit Information Inspections Downspout/Footer Drain Comments GIS/GPS

Inspection Date  Plumbing Permit#  Inspector

|O3I2?I2018 6 CcS «| | CAT SCAN
Reason Status
SER - SEWER RESIDENTIAL v | |PASS ~
Plumbing Contractor
w Memo
Next Brevious Delete Add Print Modify

This tab is where you will enter in your Residential inspections:

e Enter the Residential Inspection Date, Plumbing Permit #, and choose which Inspector performed the
inspection.
e Modify button to change a record, Add button to add a new inspection, Delete button to remove a record, Next

and Previous buttons will navigate between inspections, and Print button opens a window with printing options
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Residential - Downspout/Footer Drain Tab

£

Find Location/Owner Plumbing Permit Information Inspections Downspout/Foater Drain Comments GIS/GPS

Datelssued  Downspout Permit# Footer Drain Permit# Sewer Permit#  Sewage Treatment Permit #

I 1
Applicant Owner's Name
Plumbing Confractor Used for

Excavating Confractor

To connect with: [ Storm Sewer [JRoad Ditch [JDry Well [JLake [JCreek

Mext Available Downspout Permit # Print Modify

To enter information about the Downspout/Footer Drain:

e Start by entering the Date Issued
e Enter Downspout Permit # or click the Next Available Downspout Permit # button
e Enterin the information displayed on the page

e Print button opens a window with printing options and Modify allows you to change a record
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Residential — Comments Tab

F Residential Plumbing Location: 111111 - (1) ZIPPY LANE - Z - PERMIT £: 0 (=3e]
Find Location/Owner Plumbing Permit Information Inspections Downspout/Footer Drain Comments GIS/GPS
This is the section where you will type your comments__| ~
W
Spell Check Modify

This section is where you will put your comments related to the record you are entering:

e Type comments in windowed section
e Spell Check button checks for spelling errors

¢ Modify allows you to make changes to already existing comments
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Residential - GIS/GPS Tab

® Residential Plumbing Location: 111111 - (1) ZIPPY LANE - Z - PERMIT £: 0 =

Find Location/Owner Plumbing Permit Information Inspections Downspout/Footer Drain Comments GIS/GPS

Global Information System

Prefix Prefix Street Prefix
?Wﬂﬁi Direction Type Street name Suffix Direction
T ZIPPY LANE z

Global Positioning System

Latitude Decimal Value Longitude Decimal Value

Modify

This 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.
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Appliance Installers — Find Tab

® Appliance Installers - @
Find Information Licensing Information

Enter Business Name/Plumber or Registration #
| Add Close

Registration# Name Street City L

This section is a little bit easier than Commercial and Residential

e Enter the Business Name/Plumber or Registration # to find a record
e Click the Add button to add a new record

e Close button will exit from this window
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Appliance Installers — Information Tab

® Appliance Installers -

Find Information Licensing Information

Application for Registration to Install Plumbing

Registration #

Street

Zip code

Bonded(Y/N)?

Business Name

City State
Phone Cell Phone Fax/Pager Years
Bond Company Bond Expires Certification of Ins. Expiration

I

I

Name of Appliance Installer

Street address

City State Zip code Phone

Print Frevious INext

Wadify

Start by entering the Registration #

e Add button allows you to add a new record

e Modify button allows you make to changes to a previous record
e Delete button will remove current record

e Print button opens a window with printing options

e Previous/Next buttons allow you to go through different records
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Appliance Installers — Licensing Information Tab

B =]
Find Information Licensing Information
Code Descript Localfee Date issued
I
Date paid Receipt# Political subdivision

I

State License #
Backflow Technician Limited Unlimited

Email

Note

Out of business QOB date| / /

Print WModify
This tab is where you will enter the Licensing information for Appliance installers

e Enter the code for the fee and Date paid/Receipt number if they paid it.

e Fill out all necessary information

e Print button opens window with printing options and Modify button allows you to change an existing record
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Contractors/Installers - Find Tab

® Plumbing Contractors / Installers - @
Find Information Licensing Information Installers

Enter Business Name/Plumber or Registration #

| Add Close
Registration # Name Street City "

o 0|\, TEST. 1111 FARR DRIVE GOTHAM CITY

L
W
]« >

Like other modules, Enter the Business Name/Plumber or Registration # to search for a record

Add button will allow you to add a new record and Close button will close this window
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Contractors/Installers - Information Tab

® Plumbing Contractors / Installers - V, TEST. @

Find Information Licensing Information Installers

Application for Registration to Install Plumbing

Reqistration # Business Name/Plumbing Installer
0 V, TEST.
Street City State
1111 FARR DRIVE GOTHAM CITY OH
Zip code Phone Cell Phone Fax/Pager Years
11111 1-111-111-1111 - - - - - -
Bondedins(Y/N)? Bond/ns. Company Bond/lns. Exp. Certification of Ins. Expiration
NONE REQUIRED I I
Name of Contractor/Plumbing Installer Street address
City State Zip code Phone
Print Previous Mext Delete Add Modify

Enter information about the Business/Plumbing Installer:

e Print button will open window with printing options
e Previous & Next buttons will let you go through different records
e Delete button will remove a record

e Add will add a new empty record and Modify will update an old record
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Contractors/Installers — Licensing Information Tab

B Plumbing Contractors / Installers - V, TEST. @
Find Information Licensing Information Installers
Code Descript Localfee Date issued
01 + |PLUMBING REGISTRATION 2016 200.00 I
Date paid Receipt# Palitical subdivision
06/09/2009 116201 | [p2 |~ |BUBONICATWP

State License # Expiration Date
1 (] Backflow Technician O Limited O Unlimited

Website
Email

Note

[0 Out of business OOB date | 01/01/2010

Print Modity

Enter Code for fee along with Date paid and Receipt # if applicable:

e  Print button will open window with printing options

e Modify will update an old record
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Contractors/Installers — Installers Tab

B Plumbing Contractors / Installers - @
\ Find Information Licensing Information Installers
i Id# Installer Date issued Local Fee Paid  ~
v
1< >
Delete Installer Add Installer Print Modify

Follow the following steps:

e Click Add Installer button to add a new installer, the ID# will automatically generate
e Type inthe Installer, Date issued, Local Fee, and check mark if it was paid

e Delete Installer button removes a record

e Print button opens a window with printing options

e Modify button allows changes to be made
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Sewer & Water Line Installers — Find Tab

Find Information Licensing Information

Enter Business Name/Plumber or Registration #
Add Close

Registration # Name Street City A

< >

This section is a little bit easier than Commercial and Residential

e Enter the Business Name/Plumber or Registration # to find a record
e Click the Add button to add a new record

e Close button will exit from this window
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Sewer & Water Line Installers — Information Tab

| ® Sewer and Water Installers - @
: Find Information Licensing Information
Application for Registration to Install Plumbing
Registration # Business Mame
1 [TEST BUSINESS NAME
Street City State
STREET NAME CITY v OH |~
Zip code Phaone Cell Phone Fax/Pager Years
11111 |~ 1-111-111-1111 1-111-111-1111 1-111-111-1111
Bonded(Y/N)?  Bond Company Bond Expires  Certification of Ins. Expiration
I I
Name of Appliance Installer Street address
City State Zip code  Phone
Print Frevious Iexdt Delete Add odify

Enter information about the Business/Plumbing Installer:

e  Print button will open window with printing options
e Previous & Next buttons will let you go through different records
e Delete button will remove a record

e Add will add a new empty record and Modify will update an old record
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Sewer & Water Line Installers — Licensing Information Tab

® Sewer and Water Installers - TEST BUSINESS NAME (2]
Find Information Licensing Information
Code Descript Localfee Date issued
TEST THISIS ATEST 90.00 | 11/
Date paid Receipt# Political subdivision
03/28/2018 01 PLAGUEVILLE TWP

State License #
Backflow Technician Limited Unlimited

Email

Note

Out of business OOBdate //

Print Madify

Enter Code for fee along with Date paid and Receipt # if applicable:

e  Print button will open window with printing options

e  Modify will update an old record
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Chapter 3: Reports

Navigate to: Environmental Health> Plumbing > Reports. There will be a drop down menu for different types of reports

you can create/modify.

Plumbing = Reports

Commercial »
Residential »
Appliance Installers 2
Contractors/Installers »
Sewer & Water Line Installers »

Browse/List/Export  Count/Graph Maintenance

Return

Reports can be filtered. See Page on Filters for more detail (Click this link).

Report

Description

Commercial

Backflow Devices & Test

Generates a report based on backflow devices and test

Backflow Devices & Test — Three Part Form

Generates a report based on backflow devices & test in a three part
form

Backflow Devices & Test — EPA List

Generates a report based on backflow devices & test with an EPA
list

Backflow Devices — Count Per Address

Generates a report based on backflow devices with a count per
address

Backflow Devices By Waste & Vents/Backflow Inspection
Date

Generates a report based on backflow devices by waste & vents
with a backflow inspection date

Backflow Master List

Generates the backflow master list

Envelopes — Owner

Generates envelopes for the Owner

Final Releases

Generates a final releases form

Inspections

Generates a report based on Inspections with given date range

Inspection Schedule

Generates an inspection schedule

Labels — Owner

Generates labels based on the owner

Letters

Generates letters for Commercial Plumbing
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List of Plumbing Permits Issued

Generates a list of the plumbing permits that have been issued

List of Plumbing Permits by Permit #

Generates a list of plumbing permits based on Permit number

Monthly Plumbing Report

Generates a monthly plumbing report

Permit Invoices

Generates a permit invoices report

Plumbing Charges

Generates a report based on plumbing charges

Plumbing Charges — Past Due

Generates a report based on plumbing charges that are past due

Plumbing Permits

Generates plumbing permits based on given date range

Plumbing Permit Contractor’s Envelope

Generates an envelope for the Plumbing Permit for the Contractor

Rough — In Releases

Generates a report based on Rough — In releases

Residential

Contract City Billing

Generates a report based on contract city billing

Envelopes — Owner

Generates envelopes addressed to the owner

Final Releases

Generates a report based on final releases

Inspections

Generates a report based on inspections within given date range

Inspection Schedule

Generates an inspection schedule

Labels — Owner

Generates labels with the Owner

List of Parcel Numbers/Sewage/Well/Plumbing records

Generates a list of parcel numbers, sewage, well, and plumbing
records

List of Plumbing Permits Issued

Generates a list of the plumbing permits that were issued based on
the date range given

List of Plumbing Permits by Permit #

Generates a list of plumbing permits by Permit # within given date
range

Monthly Plumbing Report

Generates a monthly plumbing report based on given date range

Plumbing Charges

Generates a plumbing charges report based on given date range

Plumbing Charges — Past Due

Generates a plumbing charges report that are past due based on
given date range

Plumbing Permits

Generates plumbing permits based on given date range

Plumbing Permit Contractor’s Envelopes

Generates Plumbing Permit Contractors Envelopes based on given
date range
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Rough — In Releases

Generates a report based on Rough —In Releases

Appliance Installers

Applications Generates applications based on given date range
Envelopes Generates envelopes based on given date range
Labels Generates labels based on given date range

List by Company Name

Generates a list by Company Name based on given date range

List by Company Name with Cell Phone #'s

Generates a list by Company Name with Cell Phone numbers based
on given date range

List by Appliance Installers Name

Generates a lit by Appliance Installers name based on given date
range

Registration Cards

Generates registration cards based on given date range

Contractors/Installers

Applications Generates applications based on date range
Envelopes Generates envelopes based on date range
Letters Generates letters based on date range

Labels — Installers

Generates labels for installers based on date range

List by Company Name

Generates a list by company name based on date range

List by Company Name — Expired

Generates a list by company name that are expired based on date
range

List by Company Name with Cell Phone #s

Generates a list by company name with cell phone numbers based
on date range

List by Installers Name

Generates a list by installers name based on given date range

Plumbers Registration Cards — Apprentice

Generates plumbers registration cards with apprentice based on
given date range

Plumbers Registration Cards — Journeyman

Generates plumbers registration cards with journeymen based on
given date range

Plumbers Registration Cards — Master

Generates plumbers registration cards with master based on given
date range

Plumbers Registration Cards — Associate

Generates plumbers registration cards with associate based on
given date range
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Plumbers Registration Cards — Backflow Installer/Tester

Generates plumbers registration cards with backflow
installer/tester based on given date range

Plumbers Registration Cards — Maintenance

Generates plumbers registration cards with Maintenance based on
given date range

Plumbers Registration Cards — Med Gas

Generates plumbers registration cards with med gas based on given
date range

Plumbers Registration Cards — Sewer Trapper

Generates plumbers registration cards with sewer trapper based on
given date range

Plumbers Registration Cards — Water Conditioning Installer

Generates plumbers registration cards with water conditioning
installer based on given date range

Plumbers Registration Cards — Water Heater Installer

Generates plumbers registration cards with water heater installer
based on given date range

Sewer & Water Line Installers

Applications Generates applications based on date range
Envelopes Generates envelopes based on date range
Labels Generates labels based on date range

List by Company Name

Generates a list by company name based on date range

List by Company Name with Cell Phone #s

Generates a list by company name with cell phone numbers based
on date range

List by Sewer & Water Line Installers Name

Generates a list by sewer & water line installers name based on
date range

Registration Cards

Generates registration cards based on date range

Each Report will have a date range you can enter before the report is generated:

R

OQutput to: From Inspection Date

(® Preview () Printer r

[Jinclude Filter Printout To Inspection Date

O Include Mail Merge File It

0K

Close

Filters
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Chapter 4: Browse/List/Export

Inside the Plumbing module navigate to the Browse/List/Export.

This section allows the exportation of data, also allowing the user to use Filters.

There are also multiple ways for you to output the data: Screen, Printer, DBF file, SDF file, and Delimited file.
If you pick DBF file, SDF file, or Delimited file make sure you select the appropriate path.

Select Browse to find the needed path.

4 Cornmercial Plumbing - Browse/List/Export @
Qutput to: oK
(O Printer B
() DBF file
Filters
() SDF file
(O Delimited file Font
CAHDIS\EXPORTWCOMMERCIAL PLUMBIMC Browse

Qutput data:

(@ All Fields
() Selected fields only

Sort by: (3 Max)

A # of Stories ~
Applicant

< Backflow count
Building Attention
Building Owner First name

> Building Owner Last name
Building Owner Mame
Building Owner Street
Building owner city
Building owner fax
Building owner state
Building owner zip
Building owners extension
Building owner's phone
Building{MewiOld)
Bus Owner's Attention
Bus Owner's City

[ PR N R Jap

W
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Sort by

Sorting by Field Names (3 Max) is an option.

Click on the Field Name you want to sort by and press the < symbol to move the Field Name to the empty box.

If you want to remove a Field Name, click the Field Name and press the > symbol.

Sort by: (3 Max)

~ # of Stories P
Applicant

< Backflow count
Building Attention
Building Owner First name

> Building Owner Last name
Building Owner Mame
Building Owner Street
Building owner city
Building owner fax
Building owner state
Building owner zip
Building owners extension
Building owners phone
Building(Mew/Old)
Bus Owner's Attention
Bus Owners City

[ PP VAR P R [

57




“DIS Plumbing

Health Department Information System
Helping You...Help Others User Manual

Filters

From the Browse/List/Export click on the Filters button

This section allows you to set filters based on the Output Field

Output Field Data Data ~

v
|

| ClearFilter || OpenFiter  SaveFitter || Close |

<

** Note ** If you are attempting to create a filter to search for only blank data use: “(Blank).”

“(Blank)” is appropriate when you are searching for an unspecified name, date, or Boolean (True/False —
Yes/No).

** Note ** If you want to search for a string with some spacing after the characters use: “AB(B)”".
Example for characters with a space:
Desired Search Result: “Monkey Inc”

Appropriate Search: “Monkey(B)”
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Chapter 5: Count Graph

Inside the Plumbing module navigate to the Count/Graph.
Create the title you would like as the Report Title.

This section allows you to create a Count, Pie graph, or bar graph of the data. There is a Report Title, Legend Title, List
of Field Names, Footer, and Output to section. The Output to gives you options on how you want to display or store
your results.

Under the Output: there is an option to show the top ten or all results.

There is a Filters button which is identical to the Filters in the Browse/List/Export section. The purpose of the filters
section is so you can manipulate the type of results. For example: Let’s say you wanted to see results from a certain
date range. If you go into filters you can create a date range and the results will only display those records.

There is a Sort by section where you can organize your results from High to low (Greatest value to lowest value), Low to
high (Lowest value to greatest value), and by data (results will be displayed organized based on the data. Example: If it
is based on ID numbers, the numbers will be organized in order).

In the Type area, if you select Totals: Level | Group and Level 2 Group options will display. Select the best options
dependent on your search type.

= Commercial Plumbing - Count/Graph @
Report Title
f# of Stories Filters Clase oK
Legend Title
Qutput to:
(@) Screen ) Print
# of Stories ~ ODBFfile  (OSDFfile (O Delimited file
Applicant
Backflow count CHDIS\EXPORT Browse

Building Attention
Building Owner First name

Building Owner Last name Output:

Building Owner Name

Building Owner Street ®top ten Qall

Building owner city

Building owner fax Type Sort by

Building owner state

Building owner zip ® count (® High to low
Building owners extension (O pie graph O pie araph (full page) O Low to high
Building owner's phone

Building(New/old) () bar graph () bar graph (full page) O by data

Bus Owner's Aftention

Bus Owners City Level 1 Group | # of Stories -~

Bus Owner's Extension Applicant -
Bus Owners Fax Backflow count

Bus Owner's First Name Building Attention v

Bus Owners Last Mame

Bus Owners Name Level 2 Group | # of Stories ~

Bus Owner's Phone Applicant T
Bus Owner's State Backflow count

Mlim Pessmmein Cbemnt v Building Attention v

Footer
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Count

Here is an example of what the “Count” type would look like.
There are percentages and totals on the side and bottom of the page.

Repert Designer - count.frc - Page 1

1st contact date - Count/Percentage

Number Percent Location city
2419 89% |/ /

6 0 % | 02/23/2016
0 % | 0317/2016
0 % | 04/26/2016
0 % [ 06/03/2016
0 % [ 09/01/2016
0 % | 04/25/2016
0 % | 09/09/2016
0 % | 12/28/2015
10 % | OTHER

100 % | Totals
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If you choose to add filters, those will also be shown at the bottom of the page.

1l Report Designer - count.frc - Page 1

Contact's City - Count/Percentage

Number Percent Contact's City
50 % | BEAVERCREEK
50 % | BELLBROOK

100 % | Totals

Filters

Contact's City=B

o ] ®

Click on the door icon next to the percent to return to the menu:

Print Preview H

@ | > 1 [ ] | &
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Pie Graph

Here is an example of what the “Pie Graph” type would look like.

Depending on the data chosen, the percentages are altered to reflect it.

There is a legend displaying the data chosen and the color representation.

Contact's City

Filters
Contact's City=B

BGIHD TEN2Z0T

e ¥

Click on the door icon next to the percent to return to the menu
Print Preview x|

4w | > o o] | &
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Bar Graph
Here is an example of what the “Bar Graph” type would look like.
Depending on the data chosen, there will be a specific color to represent the data’s bar.

Contact's City

1.2

Pri

0.8 -

E BELLBROOK
B BEAVERCREEK

0.6 -

0.4 -

0.2 -

Filters

Contact’s City=B

BGI HD 113002017
. . [[100% [v] B¢ |
Click on the door icon next to the percent to return to the menu:

Print Preview x|

IR = L3

63




Hnls Plumbing

Health Department Information System
Helping You...Help Others User Manual

Chapter 6: Maintenance

Navigate to: Environmental Health > Plumbing > Maintenance
The Maintenance section holds a lot of the mechanics behind the module.

This area is where you can Add/Delete/Modify tables along with other actions you use in the Plumbing data entry
windows.

& Plumbing - Health District Information System

Plumbing Reports  Browse/List/Export  Count/Graph = Maintenance Return
Add/Delete/Modify Tables 3
Bond Release
Export/Import Plumbing Files
Field Mames J
Forms »

General Profile

Letters »
Post Recurring Charges »
Printer Setup

Receipts

Receipts Payin Report
Redindex/Pack Plumbing Data Files
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Bond Release

L.) Enter/Modify Plumbing Letters

Bond Release

This is where the bond release will gd

Close

Type in the Bond Release information in the text box shown above

Close button will exit from this window
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Field Names

Navigate to: Maintenance > Field Names

Maintenance  Return
Add/Delete/Modify Tables
Bond Release
Export/Import Plumbing Files

Forms

General Profile

Letters

Post Recurring Charges

Printer Setup

Receipts

Receipts Payin Report
Redindex/Pack Plumbing Data Files

Commercial
Commercial Charges
Contractors/Installers
Residential
Residential Charges
Street File

The field names listing can be very useful in determining what fields you wish to utilize to merge data for letters or when
creating ad hoc 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).

Example: *FIELDNAME*

See Notification Letters for more information on Letters.

[_| Data Base Field Names for Commerical

Field Name
#0F STORIES
APPLICANT

Data Base Field Name

PLOBUILD_STORIES

FLO.D_AFP

BACKFLOW COUNT

PLO.COUNT

BUILDING ATTENTION

PLO.BUILD_ATTENT

BUILDING OWNER FIRST NAME

PLO.BUILD_FIRST

BUILDING OWMER LAST NAME

PLO.BUILD_LAST

BUILDING OWNER MAME

PLO.BUILD_OWN

BUILDING OWNER STREET

PLO.BUILD_STREET

BUILDING OWMNER CITY

PLOBUILD_CITY

BUILDING OWNER FAX PLO.BUILD_FAX
BUILDING OWMNER STATE PLO.BUILD_STATE
BUILDING OWNER ZIP PLO.BUILD_ZIP

BUILDING OWNER'S EXTENSION

PLO.BUILD_EXTEN

BUILDING OWMER'S PHONE

PLO.BUILD_PHOMNE

BUILDING(NEWIOLD)

PLO.BUILD_TYPE

BUS OWNER'S ATTENTION

PLO.OWN_ATTENT

BUS OWNER'S CITY PLO.OWN_CITY
BUS OWNER'S EXTENSION PLO.OWN_EXTEN
BLIS OWNER'S FAX PLO.OWN_FAX

BUS OWNER'S FIRST NAME

PLO.OWN_FIRST

BLIS OWNER'S LAST NAME

PLO.OWN_LAST

BUS OWNER'S NAME

PLO.OWN_MAME

BUS OWNER'S PHOME

PLO.OWHN_PHONE

BUS OWNER'S STATE

PLO.OWN_STATE

BUS OWNER'S STREET

PLO.OWN_STREET

BUS OWNER'S ZIP PLO.OWN_ZIP

CITY PLO.CITY
CONTRACTOR PLO.CONTRACTOR
CREEK FLOD_C

DATE DOWNSPOUT ISSUED PLO.D_DATE

DATE EXPIRED

PLO.DATE_EXP

DATE INSTALLED

PLO.NSTALLED

DATE ISSUED
]«

PLO.DATE_ISS

-

Print

Close

S5
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Forms

Maintenance Return
Add/Delete/Medify Tables r
Bond Release
Export/Import Plumbing Files
Field Mames 4
_Foms ]
General Profile
Letters 4
Post Recurring Charges 4
Printer Setup
Receipts
Receipts Payin Report
Redindex/Pack Plumbing Data Files

Commercial Applications/Registration,/Use
Residential Application/Permit/Use
Contractors/Installers Applications/Registration
Appliance Installers Applications/Registration
Sewer and Water Installer Applications/Registration

Each of these screens will allow you to enter in the forms you want to use in the module.

Enter in the form and you will be able to use it for the specified records.

L. Enter/Modify Commercial Plumbing Form Paragraphs

=)

License / Permit / Registration Certificate of Use Certificate of Plan

Close
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General Profile

Navigate to: Maintenance > General Profile

The General Profile allows you to fill out the basic information regarding Plumbing.
Check marking a year next to View Archives will give you access to previous data from the selected years.

On the General Tab there are options to edit the margins in letters and letter heads.

L General Profile ==
General Management Environmental Community & Public Health Senvices Vital
% Health Department | BGI HD +# City  Middleburg Heights
Division % State OH
% Address1 | 7550 Lucermne Drive % Zip | 44130
Address2 % County | Kayle
% Phone #s | 1-440-891-9100 % FAX# | 1-440-801-0458
Federal Tax ID | ADFA
Commissioner | Doc Darrell
Client/Server Location | MAHDIS\DATA
Email | ADFASD
Make Checks Payable to: | ADSF
Viewdrchives []2017 [J2016 [J2015 [J2014 [2013  [J2012  [J2011 Q2010 [J2009 []2008
C2o07 [J2006 [J2005 [J2004 [J2o03 2oz 2001 [J2o00 [J1999 [J199s
- Required Fields Cancel Close
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Letters

Navigate to: Maintenance > Letters

If you click on Letters under the Maintenance tab, a window will pop up. Here you can create letters relating to a
specific area under Plumbing. After reading this page, click this link to see more information on field names.

L] Enter/Modify Residential Plumbing Letters E3

B-Contractor C-Contractor D-Owner E-Owner F-Owner G-Owner H-Owner

Ll

This is to certify that a final plumbing inspection was made and approved on *FINAL INSPECTION
DATE? for Plumbing Permit No. *PERMIT #* for *TOTAL # OF FIXTURES® plumbing fixtures
located at:

*STREET
*CITY™

The sanitary plumbing installation meets with the current Ohio Plumbing Code requirements and
local regulations.

This approval applies only to the work authorized under the plumbing permit indicated above.

*INSPECTOR*
Plumbing Inspector

Spell Check Close

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

Merge fields:
All upper case: *OWNER* JOHN DOE
Only first letter uppercase *Owner* John Doe
All lower case *type of animal* dog
Examples: *OWNER* = JOHN DOE
*Owner* =John Doe

*type of animal* =dog
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Post Recurring Charges

Maintenance Return
Add/Delete/Modify Tables 3
Bond Releaze
Export/Import Plumbing Files
Field Mames »
Forms »

General Profile

Letters *
Printer Setup Residential
Receipts

Receipts Payin Report
Redindex/Pack Plumbing Data Files

Post Recurring Charges - Commercial Plumbing

Specify Charge Type(s) and Time Period for Charges being Posted

Charge Month v Charge Date | 4/1/2018

Recurring Charge All e

Frequency of Charge [ ] Annual/Multi-year [ ]Quarterly [ ]Monthly [l other
Select All

Generate Charges Exit

Select:

e Charge Month

e Charge Date

e Recurring Charge

e Frequency of Change

Generate Charges button will automatically generate the charges based on the fields you selected.

Exit button will close out of this screen.
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Printer Setup

Navigate to: Maintenance > Printer Setup
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.

Page Setup x

Paper

Size: Letter ~
Source: Printer auto select w
Criertation Margins (inches)

(®) Portrait 1 1

(") Landscape 1 1

Cancel
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Receipts

If you have 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

- 2
Date Received by
03/29/2018 Print Close
Fee Code Fee Description Quantity Amount Check #/Cash
PLRPR +| [PLUMBING - PUBLIC RECORD 0.00* 1 0.00
Per. #/Lic#/1D# Company Name or Client - Last Name First Address/Comment
Add Fee Delete Fee
ICode Description Quan. Amount Checké# Mame Address/Comment Per#Lic#ID# Received of ~
w
K >
Totals 0 0.00 Receipt# 148904

72




I'IDIS Plumbing

Health Department Information System
Helping You...Help Others User Manual

Receipts Pay — In Report

If you have the Receipts module, you have the ability to print your pay in reports through the Maintenance tab.

Select From and To date, Receipt Book/Pay in by Fund/Pay in by Initials/Receipt, and either Preview or Print.

21 Print Pay In or Receipt @
From Date To Date oK
I03/29/2018 03/29/2018

Close

(® Pay In by Receipt Book

() Pay in by Fund

() Pay in by Initials

() Receipt

Output to:
(®) Preview

() Print
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Reindex/Pack Plumbing Control Data Files

Navigate to: Maintenance > Reindex/Pack Plumbing Data Files
This function is only needed should your data be corrupt due to a power failure.

Please contact BGI if you have any questions or concerns.

P

¥ Maintenace - Redindex/Pack Plurnbing Data Files B3

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

Continue | Close
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