To change letterhead:
Open HDIS and go to Maintenance > General Profile > General

Make sure Use HDIS Letterhead is check marked and to preview an
example click the Print Test button.
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To change the actual letterhead, open up File Explorer

AL Type here to search

Navigate to: C:\HDIS\Graphics\Header.jpg

Look for Header.jpg



If you have a new letterhead to add, rename that file to Header.jpg and add it to
the graphics folder.

Once added here, navigate to the Graphics folder in HDIS on the network.
For example, the network path might be “M:\HDIS\Graphics”
Copy and paste Header.jpg here.

For other users to have the updated letterhead they must run their local HDIS
update, which can be found in: C:\HDIS\upghdis.exe
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How to add Field names in Letters:
In Sewage, open Maintenance > Field Names

Select the section you will be using to view field names.
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For Sewage O/M Charges you can open Household Sewage Treatment Systems
Charge File
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For the main Sewage Field Names open Field Names > Household Sewage
Treatment Systems. Everything underneath Field Name can be used in letters.
Make sure to add * in front and after a field name when entering this in a letter.



__ Data Base Field Names for Residential
Field Mame Data Base FieldName Close
# OF BEDROOMS SES.BEDROOMS
# OF TANKS SES.P_TANKS Erint
2ND SOIL SERIES CODE SES.SOIL2_CODE
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To edit Sewage O/M Letters go to Maintenance > O/M Household Sewage
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Select the letter you want to edit and add in the field names.

The sections highlighted below a

Example:

re the field names used.
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OPERATION & MAINTENANCE INSPECTION INVOICE - $180.00 ~
DUE

*OPERATIONAL PERMIT #* *O/M TOTAL*

RE:Household Sewage Treatment System Operation & Maintenance Inspection Invoice
Parcel ID # *PARCEL ID#* *ATU MFG.* Aeration Unit
Property Address, *STREET*, *POLITICAL SUB. CITY*

The Mahoning County District Board of Health sent you an initial letter indicating that an
operation & maintenance contract was required for the household sewage treatment system
(HSTS) located at this property. We also indicated that, if we failed to receive an active service
contract, the Board of Health would conduct an inspection and charge for that inspection.

Please note the Chio Administrative Code 3701-29-23 (A) and (B)(3)(4) states:

{A) The board of health may at any reasonable time inspect any STS, part thereof, ar
praposed STS site, to conduct sampling, collect data, or perform other activities
necessary to assure compliance with this chapter

(B) The board of health may conduct an inspection when:

(3) Proof of required maintenance has not been provided by the owner of the STS
as

required in paragraph (D) of 3701-29-19 of the Administrative Code. The board

of health shall provide written notice to the owner of a STS of the option to
provide

proof of maintenance in lieu of inspection by the board, and the reasonable cost

of the inspection which may be assessed to the STS owner; ar

{(4) A board of health may inspect a STS without prior notice in any instance in which v
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