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In Sewage Module navigate to:

Reports > Household Sewage Treatment Systems > ODH-12 Month Inspection Report
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After clicking ODH-12 Month Inspection Report a new window will pop-up:

1 ODH-12 Month Inspection Report @
ODH Transmittal Reports
Output to: (@) 12 Month Inspection Inspection Date Range oK
@ COperational Permits From | 01/01/2016
) Permit Fee
Ll Sewage Treatment e I:I1!I:I1!2EI1|?
(®) File System Report Close

Make sure you select File under the Output to: section.

Type in appropriate date range
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A new window will pop up; this window will be similar to the File Explorer found on the Windows

taskbar.
H O Type here to search
2
Savein: | | EXPORT v @ % @
E} Name Date medified Type
. |=| BODY ART 1171072017 3:02 PM Text Docu
Quickaccess = para 3/21/2017 10:19 AM  Text Docu
. |=| RETAIL FOOD 3/6/2018 1221 PM Text Docu
Desktop
Libraries
| ThisPC
@
¥ s
Metwork
CODH Transmittal | dh 12 month inspection 20160101 to 20170101 -~ Save
Save as type: File: “ Cancel

ae ragde...

We want to make sure that EXPORT is the selected folder before you save this file.

If the EXPORT folder is not selected at the top we can easily navigate to it by:

Open your C drive:

[ZZ| Documents
‘ Downloads
J) Music

&=/ Pictures

ﬁ YVideos

e 05 ()




“nls Sewage Treatment Export

Health Department Information System

Helping You...Help Others Mini Manual

Open the HDIS folder:

v HDIS f

Open the EXPORT folder:
EXPORT 2152018 12:04 PM  File folder

Another view might look like:

A This PC
; Downloads

I Desktop
M 30 CObjects

2| Documents
Music
H Videos

= Pictures

HDIS
EXPORT

These same steps can be followed for other reports you want to export:

0ODH-12 Month Inspection Report

ODH-Operations Permits

ODH-Permit Fee Transmittal for Sewage Treament Systems

ODH-5ewage Treatment Systems Permit Report

ODH-5ewage Treatment Systems - Twelve / Eighteen Month Inspection Report

LHD- 12 Month Inspections Needed

If you have any questions call BGI at 440-891-9100




