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Disclaimer 

All data examples containing personal names, company names (or companies), vehicle 

information, or locations that appear in this guide are fictitious in nature and do not refer to, or 

portray, in name or substance, any actual names, organizations, entities, or institutions.  Any 

resemblance to any real person (living or dead), organization, entity, or institution is purely 

coincidental. 
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Overview 

HSTS Workflow is a management screen that connects to records inside the Sewage Treatment module. 

The purpose of the HSTS Workflow screen is to assist in regular workflow routines. 

This screen allows users to access filters, creating an environment that is easy to search through records and view 

desired results. 

So far, the HSTS Workflow screen allows users to filter: Systems, O & M Permits, and Inspections.  Each of these 

categories has subcategories that allow users to narrow in on the specific types of results requested. 

When the proper results appear on the screen, Workflow provides the ability to save the results as a spreadsheet or 

XML file. 

HSTS Workflow allows data to be directly manipulated from the result screen.  When a direct change is made, the 

row edited will appear highlighted, in order to keep track of changes. 
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How To 

Navigation 1-3 

Once inside HDIS, navigate to the Sewage Treatment module. 
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Navigation 2 – 3 

In the Sewage Treatment module, click on the Reports tab > HSTS Workflow. 
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Navigation 3-3 

This is the first window that should pop-up after navigating to the Workflow screen. 
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Show Filters 

Clicking the Show Filters button brings up a window with all possible filters, allowing the results on the Workflow 

pages to adjust to which filters are selected.  

 

After Show Filters is clicked a window with filter options should appear: 
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Apply Filter Selections 

Click the Apply Filter Selections button to save the current filter selection on the screen.  The filters that are 

selected will update the Workflow Results and reflect on all other pages. 

 

 

Click the Hide Filters button to return to the main Household Septic System Workflow screen. 

Date Range 

Date rang can vary depending on the type of report selected.  Example:  If 

Inspections tab was selected, then the Date Range would filter based on Inspection 

dates. 

Status Filters records based on Inspection Record Status selected. 

Inspection Reasons Sorts results by Inspection reasons, selected from the Inspection Record tab. 

Inspectors 
Sorts results by Inspector names, the Inspector names can be edited from the 

Maintenance tab in the Sewage module. 

Political Subdivisions 
Sorts results based on Political Subdivisions selected from the Owner/Applicant 

tab. 

Fee Codes 
Sorts results by Fee codes, can be edited from the maintenance screen in the 

Sewage module. 

System Description 
Sorts results by the System Description, can be edited from the Site Review/Fees 

tab in Household Sewage. 

Service Providers Sorts results by Service Providers, edited on the O/M tab. 

O & M Month Sorts results by O&M Month, edited on the O/M tab. 



 

 HSTS Workflow 
 

 

 

11 
 
 

Show All 

Clicking on the Show All tab under Systems will display all Systems results. 

Use the scroll at the bottom of the page to move screen to towards the right in order to view all column headers. 
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Show NPDES 

Click the Show NPDES tab to display Systems relating to NPDES.  

Looking at the “SYSTEM TYPE” column, a description of the system type should appear next to each record. 
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Show 12 Month Done 

The Show 12 Month Done tab will display System’s that have the 12 Month completed.  
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Show 12 Month Missing 

This tab will display the results of System’s where the 12 month is missing.  
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NPDES Samples 

Displays all Systems that have NPDES Samples in the record.  
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Charges 

Shows all Systems that have charges on their accounts.   

Records that have Charge Paid marked as “T” means they have been paid. 
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O & M Permits – O & M Conf 

Will display results relating to O & M permit’s O & M Conf. 

 

  



 

 HSTS Workflow 
 

 

 

18 
 
 

O & M Permits – Missing Mon (Month) 

Shows O & M permits that are missing the OM Month. 

 

To add a missing month, click on the “OM MONTH” drop down list, selecting the Month for the record.   Click Save 

Changes to save the changes made. 
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Save Changes 

A “Save Changes” button will appear at the top of the screen. 

 

 

Click “Save Changes” to save all changes made. 

Note:  It is possible to save multiple changes at once. 
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O & M Permits – Missing Fee 

Shows O & M Permits that are missing the O & M Fee. 

 

To add a missing “OM FEECODE,” navigate to the OM FEECODE column and select the drop-down box to pick a 

feecode.  Click Save Changes to update the table.    

         Row is highlighted after selection. 
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O & M Permits – Missing Freq (Frequency) 

Clicking Missing Freq will display O & M Permits that do not have the OM Frequency column filled in. 

 

To add a missing “OM FREQUENCY,” navigate to OM FREQUENCY drop-down box and select a Frequency. 

Click Save Changes to update the table. 
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O & M Permits – Pending 

Selecting the Pending tab will show O & M Permits that are still pending. 
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O & M Permits – With Provider 

Clicking With Provider shows O & M Permits that have a provider. 
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O & M Permits – Without Provider 

Clicking Without Provider shows O & M Permits that do not have a provider. 
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O & M Permits – Sync Tabs 

Click Sync Tabs to update Permit tab with O & M permit numbers. 

 

Once completed, another window will pop up, displaying: 

 

 

  



 

 HSTS Workflow 
 

 

 

26 
 
 

O & M – Compliance Eval  

Click Compliance Eval to display results relating to Compliance Eval. 

Editing of the Compliant column is accessible.  
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Inspections – Show Historical 

Click on Show Historical button to show historical inspections. 
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Inspections – Show 12 Month Needed 

Click Show 12 Month Needed to see Inspections that need a 12 Month inspection. 
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Inspection – Show O&M Needed 

Click the Show O&M Needed button to view Inspections that need O&M. 
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Inspection – NPDES Samples 

Click NPDES Samples to view Inspections with NPDES Samples. 
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Online 

Overview: 

The online tab houses several workflow screens from which information and documentation submitted by 

homeowners through the HDIS web portal can be reviewed, acted upon, and automatically saved to the base HDIS 

file for the corresponding property.  There are also some higher level Workflow management tools that can help 

with oversight of workload processing as well as multi-step processing.   

Below is a general explanation of the design intention for some of the re-occurring functions seen throughout this 

tab: 

The online tab is split into 5 basic pages that correspond with the types of submissions that homeowners can make 

through the HDIS Web Portal: Owner (Contact) Info, (Service) Contracts, Pump Reports, Service/Inspection Reports, 

and Payments.  Each workflow screen displays a queue of “change requests” made by homeowners that must be 

manually vetted by a staff member before they are accepted and saved to the base file by HDIS.  This is by design.  

To clarify, a change request constitutes any piece of data or documentation that the homeowner submits; this could 

be a service document, payment, or change to their email.  As the Online Web Portal provides more control to 

homeowners, it is especially important that all changes proposed by homeowners be treated as requests needing 

review so that the health department maintains administrative control over data integrity. 

At the far left of each Online workflow screen can be seen a “Status” column.  This is the mechanism by which any 

given request row will be accepted or rejected.  To approve or disapprove a requested change, click the down arrow 

in the “Status” column for the associated row.  Three drop-down options will appear: (insert screen shot here) 

U – Unprocessed: the row/information will remain in view in the work queue to await (further) processing 

A – Approved: the row/information will be automatically updated in the base HDIS file upon clicking “Save Changes” 

D – Disapproved: no information changes will be made to the base file and, upon clicking “Save Changes” and 

refreshing the screen, the row will disappear from view (unless the filter setting for “Request Status” is changed).  By 

default, this filter has been set to show only unprocessed requests so that the view is not cluttered by information 

that has already been handled and staff can focus on new tasks.  This information can however still be accessed 

easily for program management purposes by changing the “Request Status” filter to include historically “Approved” 

and “Disapproved” requests. 

Other useful management features include the “User Taking Action” and “Time Action Taken” fields, that appear 

further to the right on each Online Workflow screen.  If your local HDIS version is configured to accommodate it, this 

column can show which staff member is processing a given request and when (and ultimately of greater interest, 

how quickly) they are getting around to it. 

You will also notice several other columns meant to provide staff with relevant information as they evaluate 

submissions.  Some examples include System Address, CNO ID, the requesting account email (Req User), Visitor 

Request Time, System Description, System Final Date, and Last Inspection Date (Last Insp) & Reason (Last Insp 

Reason). 
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Tabs relating to proof of compliance documentation have a couple additional features: Associations access, Permit 

Compliance Status (Compliant column) and “Check 1 & 2” columns.   

 

Associations: 

To view a submitted record, simply click on the row you are interested in and press “Alt-N” to bring up associations.  

This will display all documents associated with (this permit…?) either by the homeowner or staff.  Please be aware 

that all associated documents are intentionally saved automatically and permanently regardless of review as they 

constitute a public record.    

Compliance Status: 

The compliance status check mark is connected to an entirely new field created in the O&M tab fee table of the base 

file.  (Insert Screen shot)  This field exists for the sole purpose of tracking compliance with locally defined permit 

conditions within a given permit term.  This toggle cannot be not made automatic because each health department 

may establish their own individual permit types and requirements precluding a one-size-fits-all solution.  However, 

this status can be changed from the base file, the document submission workflow screens, and the “Compliance 

Eval” screen under the “O&M Permits” tab. 

Checks 1 & 2: 

The “Check 1” and “Check 2” toggles are designed to assist when multiple layers of processing are necessary, as may 

be the case with documentation review.  They are not connected to anything at the base file level, and exist solely to 

communicate the stage of processing for a given row.   

For example, a homeowner submits a copy of their service report online.  A sanitarian may review the 

document in associations to verify validity of the document and to identify any issues noted by the service provider.  

Upon completing this step, they mark the “Check 1” box “A” for approved and click “Save Changes”.  Since this 

partial approval will not remove the row from the queue (as changes to “Status” would) a clerk could later enter 

workflow and see that the first step of processing has taken place and continue with their part of processing, 

entering the fields of information from the document into the associated columns so that they will save in the base 

file.  Upon completion, the clerk could mark approved for “Check 2” and click save changes.  This still will not remove 

the file from the queue.  A manager could provide a final review of the proposed changes and mark the status 

Approved.  This many layers need not be used if unnecessary, but are available if needed.  The only true “Approval” 

is given in the “Status” column.  User Taking Action and Time Action Taken by HD fields are triggered only by a 

change in Status. 
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Online – Owner Info  

This sheet provides a queue of requests made by homeowners to change their contact information including: 

1. Owner’s Name 

2. Owner’s Mailing Street Address 

3. Owner’s Mailing City 

4. Owner’s Mailing State 

5. Owner’s Mailing Zip Code 

6. Owner’s Email 

7. Owner’s Primary Phone Number 

The type of change request made will display in the column “Field Name” and the new information being requested 

will show in the “Field Value” column.  Please be cognizant of address change requests that come in for changes to 

only one field, ie. only requesting a change of mailing street address unaccompanied by a change in city and zip.  

These fields may also require updating. 
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Online – Contracts 

The Online – Contracts tab will show a list of the Contracts from Owners that are activated online. 

This sheet provides a queue of Service Contracts submitted by homeowners for review and acceptance. 

As described above, this page has additional processing checks available for use by staff.  Each document can be 

reviewed in associations and staff can manually enter data for the fields: 

1. Service Provider 

2. Date Issued 

3. Date Expires 

4. Compliant 

Once this information is entered and the status is approved, the data entered will populate the base file in the O/M 

tab. (Insert Screenshot) 

 

 

  



 

 HSTS Workflow 
 

 

 

35 
 
 

Online – Pump Reports 

The Pump Reports shows information of online accounts that have Pump Reports present.  

This sheet provides a queue of Pump Reports submitted by homeowners for review and acceptance. 

As described above, this page has additional processing checks available for use by staff.  Each document can be 

reviewed in associations and staff can manually enter data for the fields: 

1. Hauler 

2. Date Pumped 

3. Amount Pumped 

4. Disposal Location 

5. Noted Problem 

6. Compliant 

Once this information is entered and the status is approved, the data entered will appropriately update the base file 

in the “Primary” and “Past Pumping Info” tabs under the “Treatment” tab. (Insert Screenshot) 
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Online – Service/Inspection Reports 

The Service/Inspection Reports area shows the information related to accounts that are associated with the Online 

portion.  

The Pump Reports shows information of online accounts that have Pump Reports present.  

This sheet provides a queue of Service/Inspection Reports submitted by homeowners for review and acceptance. 

As described above, this page has additional processing checks available for use by staff.  Each document can be 

reviewed in associations and staff can manually enter data for the fields: 

1. Inspection Date 

2. Inspection Status 

3. Service Provider 

4. Inspection Reason 

5. Compliant 

Once this information is entered and the status is approved, the data entered will appropriately update the base file 

in the “Inspection Record” tab. (Insert Screenshot) 
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Online – Payments 

The Payments tab shows payments that have or have not been paid online. 

This tab displays information related to online payments and similar information associated with payments. 

 

 

 

 


