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Chapter 1: Getting Started

Once the Open Burning module has been installed, it can be accessed by going to:

Environmental Health > Open Burning

Environmental Health = Community and Public Health Sern
Beaches
EBody Art
Daily Work Sheets
Environmental Assessment
Food Protection
Mosquite Control
Parks/Camps
Payin Reports
Plurnbing
Pool/Spa/Special Use Pool
Private Water Systerns
Public Health Muisances
Rabies Control
Receipts
School Inspections
Sewage Treatment
Solid Waste

City of Lerain - Multi-Dwelling Inspections

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

Wood County - Housing Inspections

Discontinued Modules J
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Once inside Open Burning, navigate to:
Maintenance > Add/Delete/Modify Tables

Maintenance Return
Add/Delete/Modify Tables
Field Mames

Fees

Denied Reasons

Forms Materials

General Profile

Letters

Printer Setup

Receipts

Receipts Payin Report

Reindex/Pack Open Burning Data Files

This section holds the control files that will drive the module.
When entering data into Open Burning, 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
£ | Add/Delete/Modify Open Burning Fees @
Code Description Local Fee - Close
Add New Fee
Delete Fee

Update New Fees

< >

To enter Open Burning Fees, follow these steps (use the tab key to advance to each field):
e Click Add New Fee and enter a Code to identify the Fee.
e Enter the Fee's description under Description field.

e C(lick on a Fee’s Code or Name, Click Delete to delete the entry.

Other options are as follows:

e Update New Fees button will update the system with the new Fees entered.
e  Print button will open printing option’s window.

e Click Close to exit the table.
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Denied Reasons

C =]
Mame 2 Close
BURMNING OF THIS MATERIAL IS PROHIBITED
BURMNING OF THIS MATERIAL I5 PROHIBITED WITHOUT AN AIR. CURTAIN DESTRUCTOR. Add
OHIO EPADOES NOT ALLOW OPEN BURNING FOR WASTE DISPOSAL PURPOSES
THE FIRE COULD CREATE A VISIBILITY HAZARD ON THE AIR FIELD Delete
THE FIRE COULD CREATE A VISIBILITY HAZARD ON THE RAILROAD TRACKS
THE FIRE COULD CREATE AVISIBILITY HAZARD ON THE ROADWAY Print

THE FIRE LOCATION |3 IN ARESTRICTED AREA
THE FIRE LOCATION IS MOT 1000 FROM INHABITED BUILDING ON ANEIGHBORING PROPERTY

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

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

e Click on a Denied Reasons 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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Materials
1 ez |

Mame e Close
AGRICULTURAL WASTE Add
BEACH DEBRIS
FOR CEREMONIAL PURPOSES Delete
FOR COMTROL OF DISEASE
FOR COMTROL OF PESTS Print

FOR DISPOSAL OF EXPLOSIVE MATERIALS
FOR DISPOSAL OF IGMITABLE MATERIALS
FOR FIRE DEPARTMENT TRAINING

FOR FIRE TRAINING

FOR FORESTRY MANAGEMENT

FOR RANGE MANAGEMENT

FOR WILDLIFE MAMAGEMENT
HORTICULTURAL WASTE

LAND CLEARING WASTE

NURSERY WASTE

RESIDENTIAL WASTE

TO COOK FOOD FOR HUMAN CONSUMPTION

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

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

e Click on a Material 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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Chapter 2: Entering in Open Burning

Find Tab

Navigate to: Open Burning

B Open Burning - @

Find Applicant Information GISIGPS

(® by Applicant Name (O byBusiness Name  (ObyID# () by Burn Location

Enter Name of Applicant or Licence #
Add Close

Id Applicant Name Street City State Zip A
JOHN DOE 1111 BURNING ROAD TRAVERSE TOWN OH (11111

L]
-

Under the Find tab there are options to search for Open Burning entries. Search options consist of: by Applicant Name,
by Business Name, by ID#, and by Burn Location.

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

Hit Enter to perform the search.
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Applicant Tab

From the Find tab, go to Applicant. Click Add to enter a new record.

Find Applicant Information GISIGPS

ID# Name of Business
1| |BURNING BUSINESS

Applicant Street City
1111 BURNING ROAD TRAVERSE TOWN

State Zip code Phone
OH 11111 1-111-111-1111

Applicant Name Date Received
JOHN DOE 03/16/2018
Previous Mext Delete Add Modify

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

10
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Information Tab

® Open Burning - BURNING BUSINESS (3w
Find Applicant Information GISIGPS
Code Fee Description Local fee
Approved/Denied{(A/D): D 1 TESTING 50.00
Issuance Date  Effective Date Certified # Date paid Receipt#
03/16/2018 03/16/2018 1 I

Matenal/Purpose
FOR DISPOSAL OF EXPLOSIVE MATERIALS Restricted(Y/N): Y | Violations (Y/N): | N

Denied Reasons
BURNING OF THIS MATERIAL IS PROHIBITED WITHOUT AN AIR CURTAIN DESTRUCTOR

Burn Location
TRAVERSE TOWN

Palitical subdivision
07 MORDOR VILLAGE

Note
IAM A NOTE

Print Permission/Denial Letter Print Application / Permit Modify

Enter details in the Information Tab:

e Fillin the appropriate information for the Information tab.

e To edit the current record, click the Modify button

See Next page for Print button options

11
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Print Permission/Denial Letter:

L1 Print Letter £3

Form: oK

(® Permission Letter

i) Denial Letter

() Envelope

Output to:
(®) Preview

() Print

You can choose from printing a Permission Letter, Denial Letter, or Envelope from this print screen.
Navigate to: Maintenance > Letters (This is where you can edit the Permission Letter and Denial Letter)
Print Application/Permit:
£1 Print 3
OK

Close

() Permit

(®) Print
) Preview

You can choose to print an Application or Permit. Make sure to enter the correct year.

12
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GIS/GPS

® Open Burning - BURNING BUSINESS =

Find Applicant Information GISIGPS

Global Information System

Prefix Prefix Street Prefix
Street# Direction Type Street name Suffix Direction
111111 |1 1111 TRAVERSE TOWN TRAV T

Global Positioning System

L atitude 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.

13
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Chapter 3: Reports

Navigate to: Environmental Health> Open Burning> Reports. There will be a drop down menu for different types of
reports you can create/modify.

Open Burning  Reports | Browse/List/Export  Count/Graph  Maintenance Return

Applications

Envelopes

Labels

List _

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

Report Description

Applications Generates applications within the given date range.

Envelopes Generates envelopes within the date issued date range.

Labels Generates Labels within the date issued date range. Can pick sizing

for the labels.

List Generates a list of applicants recorded in the system within given
date range.

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

i@ Open Burning Report Options for Applications
P g Report Op PP
Output to: From date issued Application year| 2018 oK
® Preview () Printer |11
Clase
[Jinclude Filter Printout TR RS
[Jinclude Mail Merge File I
Filters

14
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Chapter 4: Browse/List/Export

Inside the Open Burning 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.

** Open Burning - Browse/List/Export @
Output to: OK
@ 8csen
() Printer Sk
() DBF file

Filters
() SDF file
() Delimited file Eort
CAHDIS\EXPORTWOPEN BURNIMG Browse
Output data:
(®) All Fields
() Selected fields only
Sort by: (3 Max)
~ Applicant's city n
Applicant's phone
< Applicant's state
Applicant's street
Applicant's zip
> Approved/Denied

Audit#

Business Mame

Certified #

Date issued

Date paid

Date received

Effective Date

Fee code

Fee description

Gl5iPrefix direction

v Gl5iStreet v

MmmmL o L

15
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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)

~ Applicants city s

Applicants phone

< Applicants state
Applicants street
Applicants zip

> Approved/Denied
Audits
Business Mame
Cerified #
Date issued
Diate paid
Date received
Effective Date
Fee code
Fee description
GIS/Prefix direction
Gl5/5treet

i i B L T g Ry

16
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Filters

From the “Browse/List/Export,” click on the “Filters” button. This section allows you to set filters based on the “Output
Field.”

G

Output Field Data Data ~

<

>l

 ClearFiller | 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)”

17
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Chapter 5: Count Graph

Inside the Open Burning 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.

= Open Burning - Count/Graph @
Report Title
|applicants city Filters Close OK
Legend Title
Output to:
(® Screen () Print
Applicant's city ~ (O DBF file () SDF file (O Delimited file
Applicants phone
Applicant's state C\HDIS\EXPORT Browse
Applicants street
Applicant's zip
Approved/Denied Output:
Audit#
Business Name @tpten Ol
Cerlified #
Date issued
Type Sort by
Date paid e Y
Date received ® count (®) High to low
Effective Date (Cipie graph () pie graph (full page) (O Low to high
Fee code (O bar graph (O bar graph (full page) O by data

Fee description
GIS/Prefix direction
GlSiStreet Level 1 Group | Applicants city ~

GlS/Strest # Applicant's phone Clear
GlS/street suffix Applicants state

GIS/Street suffix dir Applicant's street A
GlsiStreet type " ,

aPSlat-decimal Level 2 Group | Applicants city [l
GPS/lon-decimal Applicants phone Clear
D# Applicants state

Immiinnan Pndn

Footer

Applicants street

18
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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 899% |/ /

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.

&l Report Designer - count.frx - 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

@ | ) o1 | [0 o] | &
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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

100z 1] 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 130207
[0z o] |
Click on the door icon next to the percent to return to the menu:

Print Preview x|

4w | > o o] | &
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Chapter 6: Maintenance

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

This area is where you can Add/Delete/Moadify tables along with other actions you use in the Open Burning tab.

L Open Burning - Health District Information Systern
Open Burning Reports  Browse/List/Export  Count/Graph | Maintenance Return
Add/Delete/Madify Tables 3
Field Mames
Forms
General Profile
Letters
Printer Setup
Receipts
Receipts Payin Report
Reindex/Pack Open Burning Data Files

23
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Field Names

Navigate to: Maintenance > Field Names

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 Letters for more information on Letters.

| Data Base Field Names for Open Burning @

Field Mame Data Base Field Mame ~ Close
APPLICANTS CITY OFB.CITY

DATE RECEIVED

OPB.DATE_RCV

EFFECTIVE DATE

OPB.EFF_DATE

FEE CODE

OPB.FEECC

FEE DESCRIPTION

OPB.DESCRIPT

GIS/IPREFIX DIRECTION

OPB.GIS_PRE_DIR

GISISTREET

OPB.GIS_STRT

GISISTREET #

OPB.GIS_STRT_MNO

GISISTREET SUFFIX

OPB.GIS_STRT_SUF

GISISTREET SUFFIX DIR

OPB.GIS_STRT_DIR

GISISTREET TYPE

OPB.GIS_PRE_TYPE

GPSILAT-DECIMAL

OPB.GPS_LAT_DEC

GPSILON-DECIMAL

OPB.GPS_LON_DEC

1<

ID # OPB.ID

I55UANCE DATE OPB.ISS_DATE

LOCAL FEE OPB.FEE_LOCAL
LOCATION OF BURNING OPB.LOCATION
MATERIAL/PURPOSE OPB.MATERIALS

MAME OF APPLICANT OPB.OPER_MNAME

MNOTE OPB.NOTE

POLITICAL SUB. CODE OPB.PS

POLITICAL SUB. NAME OPB.PE_CITY

REASON DEMIED OPB.DENIED v

24

APPLICANT'S PHONE OPB.PHONE Print
APPLICANT'S STATE OPB.STATE

APPLICANT'S STREET OPB.STREET

APPLICANT'S ZIP OPBZIP

APPROVED/DENIED OPB.APPROVED

AUDIT# OPB.AUDIT

BUSINESS NANE OPB.NAME

CERTIFIED # OPB.CERT_NO

DATE ISSUED OPB.DATE_ISS

DATE PAID OPB.DATE_PAID




I'IDIS Open Burning

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

Forms

Navigate to: Maintenance > Forms
This section is where you can enter your forms for Applications and License/Permit/Registration.

If there are any changes you need to make this is the place to add or edit.

|-.-) Enter/Modify Open Burning Form Paragraphs @
Application License / Permit / Registration
Insert .ﬁbplication here A
v
Close
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General Profile

Navigate to: Maintenance > General Profile

The General Profile allows you to fill out the basic information regarding Open Burning.

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.

.‘?. General Profile

General

# Health Department

Division

* Addressi

Address2

* Phone #s

Federal Tax ID

Commissioner

Client’Server Location

Email

Make Checks Payable to:

View Archives

Management

BGIHD

7550 Lucerne Drive

1-440-591-9100
ADFA

Doc Darrell
MAHDIS\DATA
ADFASD

ADSF

2017
2007

[Jz016 [J2015
[J=2006 [Jz2005

Envirenmental Community & Public Health Services Vital
% City | Middleburg Heights
% State  OH
% Zip | 44130
% County | Kayle
* FAX# | 1-440-891-0458
O2014 2013 Q2012 Q2011 Q2010 Q2009 []2008
[Jzo04 [J2003 [J2002 [J2001 [J2000 []41999 []1998
%-Required Fields Cancel Close
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Letters

Navigate to: Maintenance > Letters

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

l-..] Enter/Modify Open Burning Letters @
Permission Letter Denial Letter
Issuance Date: *ISSUANCE DATE® CERTIFIED MAIL 7000 1670 0004 3095 *CERTIFIED #* ~
*BUSINESS*®
*APPLICANT MAME*
*STREET*

*CITY*, *STATE® *ZIP*

RE: PERMISSION TO OPEN BURN (ATTACHMENT A)

Dear *APPLICANT NAME*:

My staff has reviewed your application for permission to open burn, received on *DATE RECEIVED*.

In your application you requested permission to open burn: *MATERIAL* at *BURN LOCATION®. This is in a
*RESTRICTED* area. Therefore, your request for permission to open burn is made pursuant to OAC-3745-19, Open
Burning Standards.

| find that your request is allowed under the Ohio Administrative Code rules governing open buming. | hereby grant
you permission to open burn at the site under the attached conditions. You are hereby notified that this action of the
Director is final and may be appealed to the Environmental Review Appeals Commission pursuant to ORC Section
374504

The appeal must be in writing and set forth the action complained of and the grounds upon which the appeal is based.
It must be filed with the Environmental Review Appeals Commission within thirty (30) days after notice of the Director's
action. Copies of the appeal must be serve on the Director of the Ohio EPA and the Environmental Law Division of the
Office of the Attorney General within three (3) days of filing with the Environmental Review Appeals Commission at
the following address:

Environmental Review Appeals Commission

236 E. Town Street, Room 300

Columbus, Ohio 43215

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* JOSEPH NAPAVER
Only first letter uppercase *Owner* Joseph Napaver
All lower case *type of animal* dog
Examples: *OWNER* =TOM GORDON
*Owner* =Tom Gordon

*type of animal* =dog
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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 b4

Paper

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

(®) Portrait 1 1

(") Landscape 1 1

Cancel
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Receipts
Navigate to: Maintenance > Receipts
4 Receipts X
Date Received by
03192018 Print Close
Fee Code Fee Description Quantity Amount Check #/Cash
[kay «| |KAYLE TEST 0.00* 1 0.00
Per #/Lic#/ID# Company Name or Client - Last Name First Address/Comment
Add Fee Delete Fee
Code Description Quan. Amount Checlk# Mame Address/Comment Per#Lic#|D# Received of -
v
]« >
Totals 0 0.00 Receipt # 148904

If your department has the Receipts module, you have the ability to print any receipt through the Maintenance tab.
You may also print a receipt from the Open Burning data entry windows by pressing ALT-R keys.

For more information regarding Receipt module setup please contact BGI.
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Receipts Pay In Report

Navigate to: Maintenance > Receipts Pay-In Report

1 Print Pay In or Receipt @
From Date To Date oK
03/08/2018 03/08/2018
Cloze
(® Pay In by Receipt Book
|ENVIRONMENTAL w

() Payin by Fund

() Pay in by Initials

() Receipt

Qutput to:
(®) Preview

() Print

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

There is a drop down menu for each selection: “Pay in by Receipt Book, Pay in by Fund, Pay in by Initials, and Receipt.”
Either choose or fill in the necessary options available for your receipt.
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Hnls Open Burning

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

Reindex/Pack Open Burning Data Files

Navigate to: Maintenance > Reindex/Pack Open Burning 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.

[

® Maintenace - Reindex/Pack Open Burning Data Files 23

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

Close
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