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	Software Requirements Specification

	KENTUCKY ENVIRONMENTAL




EHMIS 2010
Business Process Training Guide



The purpose of this document, and the presentation of the following “stories”, is to provide a functional demonstration of the Kentucky Environmental Health System (KYIMS/EHMIS2010) and how it is designed to address the business needs of the health department.  Multiple stories will be presented for training purposes during each session.  It is also the intention, as stories are presented, to get feedback from the health department staff to assure the business needs are being addressed properly.  Feedback obtained during each session will be addressed during the time between the conclusion of the current and the start of the next session.  Each subsequent session will begin with a brief review of the changes made to the system based on the feedback from the previous session.  The stories listed are intended to address the basic business needs, and do not cover all of the exceptions to the normal business processes.  
Note: Each story will take the user through the necessary steps to complete the task one time.  It is strongly recommended that the user repeat the story steps several times to get a true feel for the feel and functionality of each of the pages.
Table of Contents
1. Icon and Button legend – This section will give you a brief description and sample image of the “icons” you will need to use during the stories.   It also gives you sample images of the portal menu and menu bars you will see during the use of this guide.
2. Master List

a. Tentative schedule of story presentations – This section will provide the complete list of stories to be guided through along with a brief description and a tentative presentation date.
b. Master list with narratives of each story – This section gives a more detailed description of the stories provided for training.
3. Step by step instructions for each story – This section details out each story into a step by step instructional guide and provides a section for the user to make notes pertaining to that story.
Icon and Button Legend

Below is a brief reference guide to familiarize you with some of the terms that will be used in the step by step stories.  

· Add record icon (paper & star) [image: image2.png]



· Copy record icon (double paper)[image: image3.png]



· Edit record icon (clipboard & pencil) [image: image4.png]



· Show record icon (magnifying glass) [image: image5.png]



· Save icon [image: image6.png]



· Print icon (printer) [image: image7.png]



· Portal menu links:  (Items in purple are items that have been previously accessed)
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· Application menu bar
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· Portal menu bar with Logout

· [image: image11.png]Welcome, Ssmple User!




· Export icons (PDF, Word, Excel, CSV) [image: image12.png]e R
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· Search filter reset icon (funnel) [image: image13.png]



· Refresh icon (circular arrow) [image: image14.png]



· Expand icon (plus sign) [image: image15.png]



· Collapse icon (minus sign) [image: image16.png]



· Pagination (Page number, number of pages, advancing arrows, total items, number of items per page.)  [image: image17.png]| |S4| 4 ofo[p|pp| 87rems|[0  /Page| Go |





Master List with Story descriptions

Story








        Notes/Comments
	General - This section of stories will cover the sign-on procedures and general navigation through the security and support table maintenance applications.
	

	1. Security Login – Forgot Password
	

	2. Table Maintenance

a. EHS records
b. Accounts Receivable Service Fees
	

	Establishments – This section of stories will cover demographic searching and editing for all establishment types.
	

	3. Establishment Search page – Search for a particular establishment, or group of establishments using the various search filters.
	

	4.  Add a new establishment record
	


	5.  Changing demographic information for an existing establishment.  Will include use of all “tabs” containing establishment information.

· Edit Addresses

· Options

· Email

· Construction

· Inspections, Request/Complaints, & A/R will be reviewed in detail in later sections.


	

	6. Adding “supplemental” information pertaining to a specific establishment.
a. Inspection (Will be reviewed further in more detail in Inspection specific session.)

b. Request/Complaints (Will be reviewed further in more detail in Inspection specific session.)

	


	Inspections – The following stories will cover all aspects on inspection entry, from entering a single inspection for a selected establishment versus batch entry of multiple inspections turned in by EHS staff, through generating hard copy inspection reports.
	


	7. Inspection Search Page – Search for a specific inspection or group of inspections using the various search filters, and exporting the result set to an Excel spreadsheet and also to a PDF form.
	

	8. Inspection Entry via “rapid entry” screen.  Including review of “batch” audit list.
	

	9. Editing of inspection record while doing batch inspection entry.
	

	10. Producing a hard copy inspection report for a given inspection.
	

	Request For Service/Complaints – The following stories cover the searching for, editing of, and adding new records for both service requests and complaints.
	

	11. Service Request/Complaint Search page – Search for a particular request/complaint or a group of request/complaint records using the various search filters.
	

	12. Editing of an existing request/complaint record – Searching for and editing a previously existing request/complaint record.
	

	13. Adding of a new request/complaint record – including printing of the worksheet and the email notification to assigned EHS.
	

	On-site Septic & Well (OSS)  – The following stories will cover each aspect of the septic tank and well monitoring process from identifying/establishing a property record through the final inspection.
	

	14. Setup new property and application – This story will walk you through searching for a property record to confirm it is not on file, and then the steps for creating a property record along with a new septic tank installation application.
	

	15. Editing demographics of an existing property record or an existing application record.
	


	16. Entry of site evaluation for existing application – Continuation of previous story with entry of the site evaluation form.
· Including entry of activity record.
	

	17. Entry of options and subsequent selection of permit.
	

	18. Entry of inspection for permit.
	


	19. Setup of Request for Existing System (Mortgage Survey)

· This covers aspects of OSS and Requests/Complaint module.
	

	Certification – This section will cover the portion of the system dedicated to the licensing and tracking of individuals, ie, EHS, Tatoo artists, etc.
	

	20. Lookup of certification records using various search filters.
	

	21. Creating a new certification record and its associated fee.
	

	22. Entry of certification class history
a. Single row at a time
b. Multiple Certificates for a  single class
c. Mass Entry
	

	23. Lookup of water sample record(s) using various search filters. 
	

	24. Entry of new water sample and subsequent posting (editing existing record) of results.
	

	Accounts Receivable – This section of stories will cover all aspects of accounts receivable tracking from setting up new individual fees and running batch renewal applications through the recording of payments both individually and in batch mode.  This section will cover fees associated to licensed establishments, certifications, requests for service, and on-site wastewater and wells.
	

	25. Beginning of day/End of day procedures for cash drawers.
	

	26. Searching/viewing of line items and related detail transactions.

· Re-printing of receipt and/or invoice
	


	27. Adding and paying off fees for each type of fee.

a. Establishment renewal fee

b. Certification renewal fees 

c. Establishment Miscellaneous  fees

d. Certification Miscellaneous  fees

e. Request for Service/Complaint fees
	

	28. Make A Payment
· via Line Item Page

· via Establishment/Certification Record

· via Scan Screen (Batch/Mass Entry)
	

	29. Reversing a payment

· Same Day Reverse

· General Reverse
	

	30. Adjust-off a Line Item
· Same Day Adjustment

· General Adjustment
	


Story Guide Master List

1. Security Login/Forgot Password – This story will address how a user may be able to retrieve his/her password if forgotten, or having his/her password reset.
2. Table Maintenance – The purpose of this story is to show the various tables and fields that can be maintained by the end user.  Table maintenance gives the user the ability to control values that appear in drop-downs, set prices for services, and maintain staff records.  This story will give an overview of all that is available to be maintained, but will focus in detail on maintaining EHS records and service fee records.
a. Setting up/maintaining EHS records – This story guide you through adding new inspector (EHS) records and maintaining existing records (name changes, etc.)

b. Setting up/maintaining service fee records – This story will guide you through setting up of new service fee records and maintaining of service fee records for price changes, description changes, etc.

3. Establishment Search Page - This story will go have a user sign onto the CDP Portal, go to the establishment show table page, and search for an establishment first by name and/or address (making note of a particular establishment number) and then after resetting the page, searching for the same establishment using the establishment number field.  The user will confirm a successful ‘find’ of the establishment in each case.  The user will then hit the clear button to reset all filters and proceed to search for a group of establishments using a one of or a combination of the following filters: reporting area, establishment type, street name, city, zip code and/or owner name.  Optional: export result set of establishments to Excel or PDF. 
4. Add a new establishment record  – This story will continue where the previous story finished.  The user will confirm that the establishment to create does NOT already exist using the search filters reviewed in story 3, and then proceed to the “Add” establishment page.  The user will proceed to enter all necessary and appropriate demographic information for the establishment and click Save.  Upon clicking Save, the user will be returned to the establishment search page with the new establishment already selected.
5. Changing demographic information for an existing establishment (will include use of all “tabs” containing establishment information)  - Continuing on with the new establishment built during the previous story, the user will change demographic information for the establishment using the demographic tabs provided on the establishment search page.  The user will then scroll through the detail tabs below the demographics to view available options, and to enter information into the Email and Construction sections.  The other tabs (Inspection, Request/Complaint, and A/R) will be used in later sessions.
6. Adding detail information pertaining to a specific establishment (Inspections and Complaint)
a. Inspection – Using the inspection tab on the establishment search page, the user will proceed to enter a single inspection for a pre-selected establishment, return back to the establishment search page, confirm record was saved correctly and print a hard copy of the inspection form.

b. Complaint – Using the Request/Complaint tab on the establishment search page, the user will proceed to enter a complaint against the pre-selected establishment, printing a worksheet, sending an automated email notice to the assigned EHS and return back to the establishment search page to confirm the record was save correctly.  (A CDP email address will be used for the auto-email.)
7. Inspection Search Page - Search for a specific inspection or group of inspections using the various search filters, and exporting the result set to an Excel spreadsheet and also to a PDF form.
8. Entry of inspections using “rapid entry” screen.  Including review of “batch” audit list – The system contains a page for inspection entry that is designed to allow the office staff to enter multiple inspections into the system in succession.  The entry of each inspection will be done one at a time but is setup to refresh the page for each subsequent entry automatically, while tracking the successful entries on the same page for quick review.
9. Editing of inspection record while doing batch inspection entry – Continuing on from the previous story, this session will review how to edit a previously entered inspection without having to leave the batch inspection entry page.  This session will utilize the Inspections Entered Today panel on the same page.
10. Producing a hard copy inspection report for a given inspection - This story will complete the inspection portion of the training module.  Once an inspection is complete, or anytime a hard copy is needed, this story will step through the generation and printing of an inspection report.
11. Service Request/Complaint Search page – This story will introduce the request for service/complaint application.  It will step through the searching for a particular request/complaint or a group of request/complaint records using the various search filters.

12. Editing of an existing request/complaint record – This story will continue where the preceding story left off.  You will search for a previously existing request/complaint record, make changes to the detail information and return to the search page.  You will view the details on the search page and conclude the story with going to the view only show record page.
13. Adding of a new request/complaint record – including printing of the worksheet and the email notification to assigned EHS – This story will cover the setting up of a new request for service or complaint record, including the printing of the corresponding worksheet and the email notification to the EHS assigned to the record.
14. Setup new property/application and setup/payment of permit fee(s) – This story will introduce the On-site Sewage (Septic Tanks) and Water Wells application.  In this story you will search the database for a property record, setup a new property record along with an application for a septic tank installation.
15. Editing demographics of an existing property record or an existing application record – This story will step through the searching for and editing of an existing property record and an existing application.  It will also cover how to generate a printable copy of an application on file.
16. Entry of site evaluation for existing application – Continuation of previous story with entry of the site evaluation form.  This story will step through the entry of the site evaluation data and continue with the recording of the activity record for the EHS.
17. Entry of options and subsequent selection of permit – The next phase of the OSS tracking system is the recording of the options and permit records.  This story will step through setting up records for the options given to the land owner for their system and then the identifying of one option as the permit to be issued.
18. Entry of inspection for permit – The final phase of the septic and well application tracking process is the recording of the site inspection(s) for the option selected as the permit.  This story will cover adding inspection record(s), updating them with additional information and generating a hard copy of the inspection form for viewing and/or printing.
19. Setup of Request for Existing System (Mortgage Survey) – This story concludes the OSSTS portion of EHMIS 2010 with the setup, editing and viewing/printing of request for service, or mortgage survey, on an existing property and septic or well system.
20. Lookup of certification records using various search filters – This story starts the process of stepping you through the certification module of EHMIS 2010.  This story will cover going from the menu to the certification search page and utilizing the search filters provided.
21. Creating a new a new certification record and setting up its associated fee – This story continues the guide through the certification process by setting up a new certification record and the recording of the appropriate certification fee.
22. Entry of certification class history – Continuing the certification process, this story will guide you through the entry of classes for each certification category.  This story will cover all options of entry, the one at a time for selected certificate page, the multiple certificates per single class page, and the Mass Entry page.
a. Single certificate entry – This story will step through searching for a specific certificate record and entering class history data for the selected certificate.
b. Multiple certificates for single class – The 2nd part of this story will step you through navigating to a page where you can select a specific class and record multiple certification attendees all on the same page.
c. Mass Entry – The 3rd and final portion of this story will step you through navigating to a page where you can enter multiple classes and/or multiple certification records on the same page.
23. Lookup of water sample record(s) using search filters – This story begins the guiding through the water sample module of EHMIS 2010.  This first story will cover the water sample search page and the various search filters provided.
24. Entry of new water sample and subsequent posting (editing of existing record) of results – This story will cover both the setting up of a new water sample record, and the recording of the appropriate fee(s), and the eventual posting of results through the use of the edit water sample page.
25. Beginning of day and End of day procedures for cash drawers – The accounts receivable portion of the story guide will start with the procedure for opening and closing daily cash drawers.  This is an optional feature of the system that you may choose to utilize or not.  In either case, the action of opening and closing of drawers is required.  The cash drawers provide a quick and easy means of balancing daily cash intake for deposits.
26. Searching/viewing of line items and related detail transactions – All activity within the accounts receivable module is tracked via line items.  Line items are charges generated for all fees from automatic annual food license renewals to miscellaneous walk-in charges.  Every line item is broken down into transactions which track the history of the line item from being generated to being reconciled.  This story will help familiarize you with looking up line items and their related transactions.
27. Adding and paying off of fees for each type of fee – This story will be broken into several pieces as it will cover the creation and payment for each of the various types of fees:
a. Establishment Renewal Fee – This story will cover the handling of the automatic annual renewal fees.  The actual generation of these fees will be done off-hours by CDP operations in two (2) steps.  There will first be an initial pre-run which will generated viewable/editable records showing you what WILL BE generated and allow for a period of time for adjustments to be made.  The second run will be the actual generation of the line item charges which can then be invoiced and mailed to your establishments.  This will also cover the recording of payments received for these charges.
b. Certification Renewal Fees – The processing of fees and their corresponding payments continues with the generation of certification renewal fees, their invoicing and subsequent recording of payments.
c. Establishment Miscellaneous Fees – The second part of this story will cover miscellaneous  types of charges that can be processed for any type of establishment, including a renewal fee for a single establishment opening (or requiring a renewal license) outside of the normal annual process.
d. Certification Miscellaneous Fees – Continuing with the stories for creating and processing fees, miscellaneous charges for certification records on file is covered next.  These charges can be for anything associated to any type of certification and including a certificate renewal for a single individual requested or needed outside the normal annual processing.
e. Request for Service/Complaint Fees – This next accounts receivable story covers the processing of fees associated to request for service/complaint records.
28. Make A Payment

a. via Line Item Page – make a payment in the A/R Module directly from the line item page.
b. via Establishment/Certification Record – make a payment by locating the open line item directly from the parent record.
c. via Scan Screen (Batch/Mass Entry) – make multiple payments simultaneously by entering the invoice information and payment demographics all-at-once.
29. Reversing a payment
30. Writing off of an invoice
Story 1 - Forgotten password
The last portion of the security setup story will review how a user may be able to retrieve his/her password if forgotten, or having his/her password reset.
Date Presented: mm/dd/ccyy
	Steps:

1. Forgotten Password Retrieval
2. Open web browser and proceed to the CDP Portal Login page.  

3. Click on the Forgot Password button at the top.

4. You will be directed to the FORGOT PASSWORD page.

5. Enter your user name and your email address (a valid email address is required for every user.)

6. Click SEND.

7. If you have correctly entered your user name and the email address assigned to your user name, you will receive a confirmation pop-up box that your password was sent to you via email.
8. Click OK and you will be returned to the LOGIN page where you can now log into the system.

9. END. 



Story 2 - Table Maintenance
 The purpose of this story is to show the various tables and fields that can be maintained by the end user.  Table maintenance gives the user the ability to control values that appear in drop-downs, set prices for services, and maintain staff records.  This story will give an overview of all that is available to be maintained, but will focus in detail on maintaining EHS records and service fee records.

Story 2a - Setting up/maintaining EHS records
This story will guide you through adding new inspector (EHS) records and maintaining existing records (name changes, etc.)

Date Presented: mm/dd/ccyy
	Steps:

1. Log on to CDP Portal.

2. Click on the Tables link on the portal menu.

3. You will be taken to the Table Maintenance menu page.  There will be two (2) menu bars running across the top of the page.  The upper menu is to navigate to other modules within the system, and the lower menu is for navigating to the various tables you have access to.

4. Slowly run your mouse over the lower menu bar.  As you move from item to item, you will notice each one provides a drop down menu listing the specific tables to be maintained within that category.
5. Mouse back over to the General menu item and when the drop down appears, click on EHS.  Note, as you scroll down the drop down list of choices with your mouse, the item to select will automatically be highlighted.

6. Once you click on EHS, you will be taken to the EHS search page which will list all EHS records currently setup for your location.

7. To add a new EHS record, click the Add record icon.

8. You will be navigated to the Add EHS page.  

9. You can proceed to enter the demographic information for this EHS.  

10. Be sure to include all pertinent information.  An EHS number, name, User ID drop down and RS Status are all required fields. 

11. Once you have finished, click Save and you will be returned to the EHS search page.  Note: If you have multiple EHS records to setup, you can click the Save and New button.  This will save your record and refresh the add page so you can continue with the next record.
12. To edit an existing EHS record, you can search for the EHS by name using the search filter at the top of the search page.  The search filter for name is a ‘containing’ field, which means you may enter any portion of the name.  
13. Once the record is found, click the edit record icon to the left of the EHS record.

14. This will take you to the Edit EHS page where you can make all necessary changes.

15. Once finished, click Save and you will be returned to the EHS search page.

16. If you wish to only view an EHS record, you can repeat step 12 and the click the show record icon to the left of the record.  This will take you to the Show EHS page where you will only be able to view information.

17. Click OK when done. 

18. END. 


Story 2b - Setting up/maintaining service fee records
This story will guide you through setting up of new service fee records and maintaining of service fee records for price changes, description changes, etc.

Date Presented: mm/dd/ccyy
	Steps:

1. Log on to CDP Portal.

2. Click on the Tables link on the portal menu.

3. Scroll your mouse over to the Accounts Receivable menu bar item.

4. You will get a list of menu items.  Click on Service Fee.

5. You will be navigated to the Service search page. 

6. The first presentation of this page will list no items.  You can either immediately click Search to get the complete list of all service fee records, or narrow the list down by using any of the search filters available.

7. To add a new service fee, click on the Add record icon.

8. This will take you to the Add AR SERVICE page.

9. Proceed to fill in the full description of the service and the short code fields.

10. Select a reporting area.  Once you select a reporting area, the Type drop down will be automatically populated with the valid type for that reporting area.  Select a Type.

11. Select a Risk category for the fee if applicable (normally associated to food establishments only)

12. Select the Service Type.  In this case, select it as a Cash Transaction.  This sets this fee record up to require a payment at the same time as the service when used.

13. Use the Long Description box to give a more detailed description of the purpose of this fee. Optional.

14. The rest of the fields are optional and should only be used when applicable.  For this simple example, we will skip those fields and proceed to the Service Fee panel where you will establish the charge associated to this new code.

15. Click the Add icon in the lower panel.

16. This will give you one blank row to add in the charge information.  Note: You may click the add icon in this panel multiple times and setup multiple charges based on effective dates.
17. The only required fields in the Service Fee panel are the effective date and the charge.  The rest of the fields should only be used when applicable.  For this example, we will skip those.
18. Once you have entered your effective date and charge, click Save. 

19. You will return to the Service search page.  

20. This new service fee is then ready to be used as of the effective date you entered.

21. To edit an existing service fee record, first locate it by using the search filters at the top of the search page.

22. Once found, click the edit record icon to the left of the fee record.

23. This will take you to the Edit Service page.

24. You can now change/add any information that is necessary, or adjust the Fee Amount by adding a new row (Add icon) and entering the new charge and effective date.

25. Once done, click Save and you will be returned to the Service Fee search page.

26. END. 



Story 3 - Establishment Search Page
 This story will go have a user sign onto the CDP Portal, go to the establishment show table page, and search for an establishment first by name and/or address (making note of a particular establishment number) and then after resetting the page, searching for the same establishment using the establishment number field.  The user will confirm a successful ‘find’ of the establishment in each case.  The user will then hit the clear button to reset all filters and proceed to search for a group of establishments using a one of or a combination of the following filters: reporting area, establishment type, street name, city, zip code and/or owner name.  Optional: export result set of establishments to Excel or PDF from Establishment link on Search Page.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal

2. Select Establishments
3. Enter a portion of an establishment name (note the ‘type ahead’ feature) and/or a portion of a street address.  
4. Click the Search button or hit the Enter key. (Enter key automatically activates the Search button.)
5. Check the result set via the “pagination” area showing the number of results and the “page” you are currently on.
6. Make note of one of the establishment numbers found during the above search.  Est # ______________
7. Hit the Clear button to reset the page.

8. Once the page has refreshed, enter the establishment number noted in step 6 in the Establishment field and click the Search button or hit the Enter key.

9. The establishment record should be returned and the pagination area should indicate 1 of 1 and the user should confirm the correct establishment was found.
10. Hit the Clear button to refresh the page once again.

11. Now to search for a group of establishment records, use any one or any combination of the search filters available, example “mcd” in establishment name to look for all McDonald’s, or “Main” to find all establishments on Main Street.  Confirm the result set is correct by paging through the establishment’s one at a time using the pagination arrows.
12. To obtain this same result set in a list where you can view multiple establishments at once, or to be able to export this result set to a spreadsheet or PDF form, click the Establishment link on the search page.  You will get another search page, in a pop-up window so you do not lose your place, with the same search filters.  Enter the same information you entered on the main establishment search page and click Search or hit Enter.  You should see the same number of establishments but showing 10 at a time on a page. The number of establishments per page can be changed.

13. Click the Excel or Adobe PDF icon and your result set will be exported to the appropriate format.

14. END.



Story 4 - Add a new establishment record
This story will continue where the previous story finished.  The user will confirm that the establishment to create does NOT already exist using the search filters reviewed in the previous story, and then proceed to the “Add” establishment page.  The user will enter all necessary and appropriate demographic information for the establishment and click Save.  Upon clicking Save, the user will be returned to the establishment search page with the new establishment already selected.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal

2. Select Establishments or if already logged on, click on the establishment’s menu item in the blue menu bar.
3. Enter establishment name and/or address – click search and confirm establishment does not exist in the result set returned.
4. Click the New Establishment button and proceed to the Add Establishment page.
5. The Add Establishment page will initially only include a reporting area drop down.  You must first select a reporting area before continuing.  This is done to determine which fields will be visible, which will be required, and to populate certain establishment drop-down fields that are based on reporting area.  Once you have selected a reporting area, the remainder of the Add Establishment page will be returned.
6. Proceed to fill out all necessary (required) and appropriate information and hit the Save button.  You will be returned to the establishment search page with the new establishment already selected.
7. Navigate through the three (3) tabs: Establishment, Edit Addresses, Options to assure the data entered was saved properly.
8. END



Story 5 - Changing demographic information for an existing establishment (will include use of all “tabs” containing establishment information)
Continuing on with the new establishment built during the previous story, the user will change demographic information for the establishment using the demographic tabs provided on the establishment search page.  The user will then scroll through the detail tabs below the demographics to view available options, and to enter information into the Email and Construction sections.  The other tabs (Inspection, Request/Complaint, and A/R) will be used in later sessions.
Date Presented: mm/dd/ccyy
	Steps:

1. If you are already signed on proceed to step 3.

2. User sign-on to Portal

3. If you are already on establishment search page skip to next step, otherwise select Establishments.
4. If you still have the establishments from used in the previous stories selected go to next step.  Enter facility name and address – click search.
5. Notice the three tabs in search results panel.  The Establishment tab is display only.  
6. Click on Edit Addresses tab.  Make some random changes on this test establishments address fields.
7. Click on the Options tab.
8. Make some random changes to the information in this section.
9. Click on the Email tab in the details panel.
10. If you entered an email address for the establishment when it was initially setup, you will notice that it already appears.  You may change the information for this email address and/or enter additional email addresses.  To enter a new one, click the Add icon.  A blank row will be returned for the additional entry.
11. Click Save.

12. Scroll again through each of the tabs discussed and assure all changes were saved correctly.

13. END.

· Note: If you had selected a reporting 625 Mobile Homes/Rec Vehicle Parks, you should have noticed an additional tab for Construction on the details panel.



Story 6a - Adding detail information pertaining to a specific establishment – Inspection
Using the inspection tab on the establishment search page, the user will proceed to enter a single inspection for a pre-selected establishment, return back to the establishment search page, confirm record was saved correctly and print a hard copy of the inspection form.

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal, if already on the establishment search page, go to step 3.
2. Select Establishments
3. Search for an establishment to use (preferably the same establishment from stories 1 through 3) using any of the search filters – click search.
4. Locate the desired establishment in the result set by using the page forward/backwards arrows.
5. Click on the inspection tab and then click on the Add icon.
6. You should now be on the Add Inspection page by Establishment.
7. Begin with selecting the EHS, Inspection Type, and Date. If you selected the Type as “Regular” you should notice the next inspection date was automatically calculated based on the establishment interval and current inspection date.
8. Proceed to enter remaining information pertaining to the inspection.   Make note of any error messages returned.  (Example: try to enter a date with only a 2 digit year.)
9. To enter violations, you will need to first click on the Violations tab, and then click the Add icon for each violation you need to enter.
10. Follow the same steps for Actions and Quarantine information.
11. When finished entering information, click Save. 
12. Make note of any error messages returned as part of data validation.

13. Once there are no errors with the inspection, you will be returned to the establishment search page with the same establishment selected.
14. Click on the Inspections tab and assure the record was saved correctly.
15. Click on the printer icon next to the inspection date for the record you just entered.
16. An inspection report will be opened in a separate window which you can view and/or print.
17. Once finished with the report window, you can close it and return to establishment search page.
18. END.



Story 6b - Adding detail information pertaining to a specific establishment – Complaint
Using the Request/Complaint tab on the establishment search page, the user will proceed to enter a complaint against the pre-selected establishment (again preferably the same establishment setup in previous stories), printing a worksheet, sending an automated email notice to the assigned EHS and return back to the establishment search page to confirm the record was save correctly.  (A CDP email address will be used for the auto-email.)

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal. If already signed on go to step 3. 
2. Select Establishments.
3. Search for an establishment to use (preferably the same establishment from stories 1 through 3) using any of the search filters – click search.
4. Locate the desired establishment in the result set by using the page forward/backwards arrows.
5. Click the Request/Complaint tab in the establishment details section.
6. Click the Add icon and proceed to the Add Request Complaint page.
7. Proceed to enter the information for the complaint received.  Note that the “Reported Address” section has been pre-filled with the establishment information and has been disabled. 
8. Complete all necessary and appropriate data fields, enter in some comments in the “Additional Information” section, click the Print Worksheet checkbox and click Save.
9. You should receive a confirmation pop-up window stating the Request Complaint Worksheet has been successfully emailed, click OK.
10. You should be returned to the establishment search table page with the selected establishment still showing.
11. You should receive an additional pop-up window with the worksheet available in a PDF form for viewing and/or printing.
12. Once you are finished with the viewing/printing of the worksheet, you may close that window. 
13. Click on the Request/Complaint tab on the establishment search page and assure the record has been saved correctly.  When done viewing, click OK button at bottom of page.
14. To further assure the record was saved correctly, click on the show record icon (magnifying glass) next to the request/complaint record.  This will display in a ‘view only’ page all information for the request/complaint.

15. If you were to need additional copies of the worksheet or forgot to print it when the pop-up window appeared, you can click the printer icon to re-open the PDF formatted worksheet again.

16. Note: the automatic email that was sent to the assigned EHS contained a copy of the worksheet as an attachment.
17. END



Story 7 – Inspection Search Page
This story will cover searching for a specific inspection or group of inspections using the various search filters, and exporting the result set to an Excel spreadsheet and also to a PDF form.

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.  If already logged on, proceed to step 3.
2. Select Inspections from the main menu (or the Inspections button in the blue menu bar at the top of your page.)
3. For your first search, use the inspection date range where the “from” and “to” dates are the same, using the date you put on your inspection in the previous story.
4. Click Search.

5. You should get a result set containing the inspection you entered, along with any other inspections entered for the same day by users signed onto the same county.
6. Change the inspection date range to be 01/01/2010 through the current date and click Search.
7. Verify the inspections in your result set all fall within your entered date range. 
8. Make note of your result set:  _____ Items. 
9. To cut the result set down in size, change the “from” date to 03/01/2010, leaving the ”to” date the same.
10. Click Search.
11. Again make not of your result set:  _____ Items.
12. Now click the PDF icon to export this result set to a PDF report format that can be printed.
13. Click on “Open” when the Open/Save window comes up.

14. Close the PDF report window.

15. Using the same result set, click the Excel icon. 
16. Click on “Open” when the Open/Save window comes up.

17. From here, you can print the spreadsheet or save it to your computer so that it can be modified to fit your specific reporting needs.
18. Close the Excel spreadsheet.
19. From the result set of inspections, click the printer icon next to one of the records to pull up an inspection report that can be printed.  Once done viewing, close it out.
20. To view more details on a given inspection, click the “expand” icon (plus sign.)  This will open a panel for that inspection with tabs where you can view Inspection Details and Violations.  If Action Codes and/or Quarantine information were entered on the inspection, you would see tabs for each of those as well.
21. END



Story 8 – Entry of inspections using “rapid entry” screen.  Including review of “batch” audit list.
The system contains a page for inspection entry that is designed to allow the office staff to enter multiple inspections into the system in succession.  The entry of each inspection will be done one at a time but is setup to refresh the page for each subsequent entry automatically, while tracking the successful entries on the same page for quick review.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.  If already logged on, proceed to step 2.
2. Select Inspections from the main menu (or the Inspections button in the blue menu bar at the top of your page.)
3. Click the Mass Entry button.  This will take you to the Add Inspection page (different from the one in previous stories.)
4. Start your inspection entry by selecting the EHS. Each time an inspection is entered the EHS will be retained until you change it manually or have completed inspection entry.
5. Enter the establishment number next.  If from some reason you need to verify the establishment or cannot read the establishment number on the inspection form, click on the Establishment link.  This will give you a pop-up window where you can search for the establishment using the same filters presented in previous stories.  Once found, click the Select link next to the appropriate establishment.  Once an establishment number is entered or selected and you tab out of that field to the complaint number field, the page will post the establishment name.  This will also result in the violation code drop-down being populated based on the reporting area from the establishment.
6. If there is a complaint being investigated at the same time, you may enter the complaint number or click on the Complaint link to bring up a search window to find the number.  Once found, click the Select link to populate the field.
7. Enter the inspection date.  You may enter manually in a mm/dd/ccyy form or use the calendar icon to select the date.
8. Enter the inspection type.  If the inspection type is selected as a “Regular”, tabbing out of this field will result in the next inspection date automatically being calculated based on the standard interval for the reporting area. Note: Based on type of inspection, you may see additional fields either appear or disappear from the screen.  Only the fields applicable to the inspection type will be displayed and allow for entry.
9. Continue through with the remaining fields for the inspection and then proceed to the Violations tab.
10. To enter violations, click on the violation code and the click on the right arrow.  This will move the selected code from the “Available” to the “Selected” box.  You can select multiple violation codes at once by holding the “Ctrl” button and clicking each violation, and then the right arrow.  This will move all selected violations over at one time.  You may also use your keyboard arrow keys and space bar to move up and down with the space bar selecting and moving the code at once.  
11. Click on the Actions tab.  To add an action, select the appropriate code.  If multiple Actions need to be entered, click the Add icon to generate a single additional blank row.  Any row left blank will be ignored when the inspection is submitted.
12. Click on the Quarantine tab and enter the appropriate information.  Again here, if additional rows are needed, click the add icon.
13. Once the inspection is complete, click on the Save button.  If any required fields are missing, or any score validation results in an error, a error message pop-up will be returned.  If the inspection is accepted, the page will refresh from the establishment number field down, and your accepted inspection will be added to the bottom panel that serves as an audit trail for user by day.  
14. The Cancel button is there to refresh the page for the next inspection entry without saving the information entered.  This is there if the situation arises where you cannot complete the inspection due to missing information, or unreadable information, you can clear the page without navigating away from it.
15. The Done button is there for you to finish your inspection entry and return to the inspection search page.
16. If at any time you return to this page for additional entry later in the same day, the Inspections Entered panel will still contain the records entered by you for the day and will continue to add to the list.
17. END



Story 9 – Editing of inspection record while doing batch inspection entry.
Continuing on from story 6, this session will review how to edit a previously entered inspection without having to leave the batch inspection entry page.  This session will utilize the Inspections Entered Today panel on the same page.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal, if already signed on proceed to step 3.
2. Select Inspections.
3. Click the Mass Entry button.

4. Once you have entered some inspections for “today” (based on entry date, not inspection date), identify one to be edited.
5. Click the edit icon next to the inspection record identified.
6. You will get a pop-up reminding you first to save any information entered in the upper panel for an inspection.  Click OK.
7. You will receive an edit inspection page in a separate window where you can make any necessary changes.
8. Once finished with changes, click Save.
9. The edit inspection page will close (unless errors are detected) and you will be returned to the Add Inspection page.
10. If you wish to merely view a previously entered inspection, you can click the show record icon (magnifying glass) next to the selected inspection.  In this case, you are NOT required to first save any entered information on the page first.  All information will be retained.  Once you are done viewing the inspection, you can click OK, or close the window and return to the Add Inspection page.
11. To see additional information for a selected inspection, you can click the expand icon (plus sign.)  This will open the tabbed panel showing violations, actions, and quarantine data entered.  This option does not require you to first save information in the top panel either.

12. END



Story 10 - Producing a hard copy inspection report for a given inspection
This story will complete the inspection portion of the training module.  Once an inspection is complete, or anytime a hard copy is needed, this story will step through the generation and printing of an inspection report.
Date Presented: mm/dd/ccyy
	Steps:

1. Log on to CDP Portal.
2. There are two (2) ways to get to the inspection record needing a hard copy.  We will start with getting there via the establishments module.
3. Click on the Establishments link on the menu.

4. Using the search filters at the top of the page, locate the facility you need the inspection report for.

5. Once you have found the establishment, click on the Inspection tab in the panel below the establishment name and address card.
6. The list of inspections for that establishment will be displayed. 

7. Click the printer icon next to the inspection you need to print.

8. The inspection report will open in a separate window. 

9. Once it is displayed, you can click the printer icon on that page to generate the hard copy.

10. After it prints, you may close the inspection report window and return to the establishment page.

11. Click Portal in the blue menu bar to return to the portal menu.

12. The second way to get an inspection report to print is through the inspections module.

13. Click the Inspections link on the portal menu.

14. Using the search filters at the top of the page, search for the inspection.

15. Once found, click the printer icon next to the inspection you wish to print.

16. END



Story 11 - Service Request/Complaint Search page
This story will introduce the request for service/complaint application.  It will step through the searching for a particular request/complaint or a group of request/complaint records using the various search filters.
Date Presented: mm/dd/ccyy
	Steps:

1. Sign on to CDP Portal.
2. Click on the Service Requests link on the portal menu.

3. This will take you to the Search Request/Complaint page.  The initial load of this page will have zero (0) items displayed.

4. This page provides multiple search filters which may be used in conjunctions with each other to narrow your list down to the level of detail you need.

5. First begin with searching by request date range.  In the date fields displayed for Request Date, enter 01/01/2010 and 06/30/2010.

6. You should now be viewing a list of multiple entries, showing all within the date range entered.  

7. You may scroll through the pages using the page advance arrows or you can enter a specific page number to go to using the page number field.  

8. You may also increase/decrease the number of items viewed per page.  Once you have changed it, click the GO button to the right.  A change in the number of items per page will result in the number of pages being changed accordingly.
9. Before proceeding, make note of a specific Request # and a specific Establishment #.  These will be used in subsequent steps.

10. After you have tried using the features described in steps 7 and 8, hit the CLEAR button. This will refresh your page to the initial display and will be showing zero (0) entries once again.

11. Using the Request # you noted in step 9, enter that number into the “Request or Original Rqst#” search field and click Search.
12. You should be viewing that a single entry with the request number you entered.  In some cases, you may see multiple entries if additional request records were entered with your request number entered as its “original request #”.  

13. Now click on the expand icon and you can view the details that go along with the request record searched for. 

14. This additional panel will show you request details, and inspections that are tied to the request and any accounts receivable (fees, payments, etc.) that are associated to the request.

15. Click on the collapse icon and the detail section will be hidden again.

16. Click on the CLEAR button and your page will once again be refreshed to its initial state with no entries showing.

17. Now using the establishment number you noted in step 9, enter that into the field next to the Establishment link and click Search.  

18. You will now be viewing all request/complaint records associated to the establishment.  

19. Again you may use the expand icon to view more details for any one particular request record.  

20. Click on CLEAR to restore the page to its initial load state.

21. If you did not know the establishment number, click on the Establishment link.

22. You will now be viewing an Establishment search page where you can find the establishment using any combination of the search filters provided.

23. Enter a portion of an establishment name, or select a single reporting area and click Search.

24. Once you see the establishment you are looking for, click the Select link next to the record.

25. This will populate the Establishment number search filter and activate the request/complaint search automatically.

26. You will again be viewing all request records associated to the establishment selected.

27. Using the expand and collapse icons, you can view/hide the details for any record.

28. Click CLEAR to restore your page.

29. Click Portal in the blue menu bar at the top of the page to return to the portal menu.
30. END



Story 12 - Editing of an existing request/complaint record
This story will continue where the preceding story left off.  You will search for a previously existing request/complaint record, make changes to the detail information and return to the search page.  You will view the details on the search page and conclude the story with going to the view only show record page.
Date Presented: mm/dd/ccyy
	Steps:

1. Log on to CDP Portal.

2. Click on the Service Requests link in the portal menu.

3. This will take you to the Search Request/Complaint page with no entries showing.

3. Using the Request # you noted in the previous story, enter that number into the “Request or Original Rqst#” search field and click Search.

4. If you do not have that request number available, repeat steps 5 through 9 in the previous story.

4. You should be viewing that a single entry with the request number you entered.  In some cases, you may see multiple entries if additional request records were entered with your request number entered as its “original request #”.  

5. Now click on the expand icon and you can view the details that go along with the request record searched for. 

6. This additional panel will show you request details, and inspections that are tied to the request and any accounts receivable (fees, payments, etc.) that are associated to the request.

7. Click on the collapse icon and the detail section will be hidden again.

8. Now click on the edit icon to the left of the request record to be changed.

9. This will take you to the Edit Request Complaint page with the Request number displayed in the heading bar.

10. Proceed to make changes to the information by adding text to the Conditions box and the Comments box.  

11. Once you have entered some text, click Save.

12. This will take you back to the Search Request/Complaint page with your request record still showing.

13. On the Search Request/Complaint page, you will see all or a portion of the text you entered for Conditions.  If you do not see all of it, you can mouse over the text and it will appear in its entirety in a “bubble”.

14. Click the expand icon next to the request record.  In the detail panel that is displayed, you should see all or a portion of the text you entered in the comments fields.  If only a portion shows, mouse over the text and a “bubble” will appear with the complete text.

15. Now click the edit icon again.  You will go back to the Edit Request Complaint page where you can see all of the changes you made.

16. Click Cancel to return to the search page.  You will receive a confirmation pop-up when you click Cancel.  Click OK in that box.

17. If you wish to print the worksheet that goes with the request record, click the printer icon next to the record.
18. The worksheet report will appear in a separate window.  From this window you can click the printer icon to send the report to your printer.  Once printed or viewed, you may close this window.

19. Click Portal in the blue menu bar to return to the portal menu page.
20. END



Story 13 - Adding of a new request/complaint record
This story will cover the setting up of a new request for service or complaint record, including the printing of the corresponding worksheet and the email notification to the EHS assigned to the record.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal

2. Select Service Requests on the portal menu.
3. Click the Add icon.  This will take you to the Add Request Complaint page.

4. Fill in the entire top section of the page, selecting 605-Food Service Establishment as the reporting area.

5. For Request Type, select Complaint.

6. Fill in the remainder of the top section fields with data of your choice.

7. In the next section you will be identifying who/what the complaint was made against.

8. If the complaint is being made against a licensed establishment within your county, click the Lookup… link next to the Establishment label.

9. This will give you the establishment search page where you can look for the establishment using any of the search filters provided.  Without adding any search filters, click the Search button.
10. When the list of establishments is displayed, click the Select link next to the first establishment in the list.

11. This will take you back to the Add Request Complaint page with the establishment demographic information automatically filled in.  The premise name and address fields will be disabled at this time.  If you were to determine that the wrong establishment was selected, you can click the Reset Establishment link next to the establishment number.  Doing this will result in the premise name and address fields being refreshed (cleared) and enabled.
12. END



Story 14 - Setup new property/application and setup/payment of permit fee(s)
This story will introduce the On-site Sewage (Septic Tanks) and Water Wells application.  In this story you will search the database for a property record, setup a new property record along with an application for a septic tank installation.
Date Presented: mm/dd/ccyy
	Steps:

1. Log on to CDP Portal.
2. On the portal menu, click on the On-Site Sewage link.
3. This will take you to Search Property/Application page.  This page displays both property and application information in each row.  Each row represents an application on file; therefore you may see a property record appear multiple times.
4. The top of the page provides search filters that enable you to look for your record using any combination of property and/or application information.  In this story, we will be setting up a new property and application.

5. To start, enter a fictitious address into the Addr/City/Zip search field and click Search. You want to start with a property address that is not already on file.
6. After clicking search and confirming property is not on file, click on the New P&A button.

7. This will take you to the Add Property & Application page.  

8. Begin by filling in the address you used in your search.  The required fields will be highlighted with a red asterisk *.
9. After the address, the remaining fields are optional.  Fill in the fields you choose.
10. You have the option of only creating a property record at this point by clicking Save, but for this exercise we will continue with the application, so once you have completed filling in the Property Information fields, click the checkbox next to “Check to Enter Application Information”.

11. The panel for Application Information will now be expanded with all fields visible.

12. Again, all required fields will be highlighted with a red asterisk.

13. Fill in all required fields and as much of the optional fields as you choose. 
14. Once you have entered all your data, click Save.
15. You will be returned to the Search Property/Application page with the new property and application showing in the first row.  Note: If it is not displayed in the first row, check the Addr/City/Zip search field to assure you created the property with the same fictitious address you initially searched for.
16. Once the application has been entered, you will then proceed to setup the state application fee, and any local fee that may apply, and record its payment.

17. Click the checkbox in the row of the property and application you just entered and click the New Fee button.
18. Note 1: You will be prompted to close out your cash drawer from the previous day if there was one left open.

19. Note 2:  You will be prompted to open a cash drawer for today if this is your first transaction of the day.

20.  Once your cash drawer for the day has been established you can proceed with the application fee and will be at the OSS/Request Cash Service page.

21. On this page you can setup multiple fees to be applied.  In the New Charges to be created panel, select your reporting area.  Once you do, the Service drop down will be populated with the valid fees.
22. Select from the Service drop down the fee you wish to apply.  Once selected, the charge for that service will be displayed.

23. If there are multiple fees to be established, repeat the previous two (2) steps for each additional fee.

24. Once all fees have been selected, you can click either Save or Save/Payoff.

25. Clicking Save will process the fee and take you to the Cash Drawer page with the fee you just recorded displayed.  At this point, that fee is an open/unpaid item in the accounts receivable system.

26. Clicking Save/Payoff will take you to the Make Payment page.

27. The fee you just setup in the previous steps will be displayed.  Continue by entering the payment information and click Save.  You will notice as you enter the payment amount, the Open Line Items panel at the bottom of the page will change as you enter the amount.  The amounts displayed in red will show you what each amount will be changed to upon recording of the payment.
28. You will be returned to the cash drawer page, but will also receive a printable receipt in a separate pop-up window.

29. END



Story 15 - Editing demographics of an existing property record or an existing application record
This story will step through the searching for and editing of an existing property record and an existing application.  It will also cover how to generate a printable copy of an application on file.

Date Presented: mm/dd/ccyy
	Steps:

1. Log on to CDP Portal.

2. On the portal menu, click on the On-Site Sewage link.

3. You will be at the property and application search page.  Using the filters provided, search for the property you set up and worked with in the previous stories. 
4. Once found, you can use the edit icon to update either the property demographic information, or the application information.

5. There are two (2) edit icons provided, one under the heading Edit Property, and the other under the heading Edit Application. 

6. Click the edit icon under Edit Property.

7. You will be on the Edit Property page.

8. On this page you are able to update any of the fields provided on the page.

9. Click Save and you will return to the property and application search page. 

10. Now click the edit icon under the heading Edit Application.

11. You will be taken to the Edit Application page.

12. Again you may edit any of the fields provided on the page and click Save.

13. You will be returned to the property and application search page again.

14. If you need to generate a printable version of the application, you may click the printer icon under the heading “Print Application”.

15. END



Story 16 - Entry of site evaluation for existing application
This is a continuation of previous story, with entry of the site evaluation form.  This story will step through the entry of the site evaluation data and continue with the recording of the activity record for the EHS.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal

2. Click the On-site Sewage link in the menu.
3. This will take you to the Search Property/Application page.
4. Using the fictitious property setup in the previous story, enter a portion of the address in the Addr/City/Zip search field and click Search.

5. Once you have found the property setup in the previous story, click the checkbox on the left side of the row and then click the Evaluation button.
6. This will take you to the Evaluation show table page which lists all Evaluation records that have been recorded for the selected property/application.  In this case, the list should be blank (0 Items.)

7. Click the Add record icon and proceed to the Add Evaluation page.

8. Begin filling in as much data as you have available.  The only required field on this page, is the Restricted Horizon drop-down.    

9. After you have filled in your data, click “Save” at the bottom of the page.  You will notice there are two (2) Save buttons.  “Save” and “Save/Areas”.  If you have the Areas information available to fill in, the Save/Areas button will save the evaluation data and take you to another page to record the Areas data.  (This will be reviewed in the next story.)

10. Once you have clicked Save, you will be taken back to the Evaluation show table page which should now have one (1) entry listed. 

11. Now click the edit icon next to the Evaluation record you just created.

12. You will now be at the Edit Evaluation page.  

13. Enter some additional information, and when you are through, click the checkbox next to “Activity?”.   After you do that, click Save.

14. By checking the Activity checkbox, you will both save the updated evaluation data and then proceed to a new page where you can record the activity time for the EHS involved. 

15. You will now be on the Activity page.  The county, EHS, Activity Type and Reporting Area fields should all be pre-populated.  You will need to enter the Activity date, time, and any comments reported.
16. Once you have entered the activity information, click the save icon in the tool bar.

17. You will receive a pop-up confirmation box to indicate your activity record was successfully saved.  Click OK, and then click the Return button on the property panel at the top of the page.

18. End.



Story 17 - Entry of options and subsequent selection of permit
The next phase of the OSS tracking system is the recording of the options and permit records.  This story will step through setting up records for the options given to the land owner for their system and then the identifying of one option as the permit to be issued.

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal

2. Click the On-site Sewage link in the menu.
3. This will take you to the Search Property/Application page.

4. Using the fictitious property setup and used in the previous stories, enter a portion of the address in the Addr/City/Zip search field and click Search.

5. Once you have located your property and application, click the checkbox to the left of the record, and then click the Option/Permit button.

6. You will be at the Option Permit show table page which will list all option records entered for the selected property/application thus far.  In this case, the list should be blank.

7. Click the Add record icon.

8. This will take you to the Add Option page.  Each time you add a record, it will be entered into the system as an option.  In later steps, you will change one of the options to a permit.
9. On this page, you will enter all information available.  For this exercise, use fictitious data.  Note: The “Proposed System Drawing Attached” field is required when the type of installation on the application is selected as New.
10. Fill in as much data as you can to get yourself familiar with the page.
11. For the Installer field, click the Installer link.  You will receive a pop-up window where you can search a list of installers by name or address.  Select an installer from your list by clicking the Select link next to the record you choose.  The installers name and number will be automatically populated onto your page.

12. Once you have filled in all the data you choose to enter, click the Save button at the bottom of the page.  Note: The fields under the “For Health Department Use Only” heading bar are used for documentation purposes only.  They will have no effect on any accounts receivable items.
13. After you click Save, you will be back at the Option Permit show table page which now lists the one record you just added.
14. If you need/choose to generate a printable form of the option you just entered, click the checkbox next to the record displayed in the list and then click the Print button.

15. This will open the Option form in a separate pop-up window that you can view and/or print.  Once you are done with it, you may close that window.

16. To enter additional options, click the Add icon again and repeat steps 8 through 13.

17. Once all options have been entered, you can then determine which option was chosen to be the permit.

18. Click the checkbox to the left of the record determined to be the permit and click the Edit icon at the top, or merely click the Edit icon to the left of the record (checkbox is not required to be checked this way.)

19. This will take you to the Edit Option/Permit page. This page can be used for merely entering additional information on option selected, or for changing the option selected to a permit.

20. To change to a permit, click the Type drop-down and select PERMIT.   Note: The payment of at least the state fee is required prior to issuing a Permit.  See Story 14.
21. End.



Story 18 - Entry of inspection for permit
The final phase of the septic and well application tracking process is the recording of the site inspection(s) for the option selected as the permit.  This story will cover adding inspection record(s), updating them with additional information and generating a hard copy of the inspection form for viewing and/or printing.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal

2. Click the On-site Sewage link in the menu.
3. This will take you to the Search Property/Application page.

4. Using the fictitious property setup and used in the previous stories, enter a portion of the address in the Addr/City/Zip search field and click Search.

5. Once you have located your property and application, click the checkbox to the left of the record, and then click the Option/Permit button.

6. If none of the options entered has been updated to permit, you will need to do that first, otherwise proceed to step 9.
7. Click the edit icon next to the row that you wish to update to a permit.

8. On the Edit Option/Permit page, click on the Type drop down, select Permit and click Save.
9. Click the checkbox next to the Permit row and then click the Inspections button.

10. You will now be on the Show Inspection Table page.

11. Click the Add record icon.

12. You are now on the Add Inspection page.

13. You will need to enter the following required fields: Inspection date, Inspection type, EHS, Installation type and System type.  Enter all other information that you wish.

14. Once you have completed the add inspection page, click Save.

15. You will be back on the Show Inspection Table page with the record you just entered displayed.

16. If you wish to generate a printable copy of the inspection, click the checkbox next to the inspection you just entered and then click the Print button.

17. The inspection report will open in a separate window and you may close it once you are finished with it.

18. Note: When entering an inspection, if you wish to record the activity data for that inspection at the same time, click the Activity checkbox at the bottom of the Add Inspection page.

19. Upon clicking Save, you will be taken to the Add Activity page with the date and EHS pre-filled.  You can complete the data entry for the activity and then click the Save icon.  You will be notified that your record has been saved and how to navigate back to the show inspection table page.
20. End.



Story 19 - Setup of Request for Existing System (Mortgage Survey)
This story concludes the OSSTS portion of EHMIS 2010 with the setup, editing and viewing/printing of request for service, or mortgage survey, on an existing property and septic or well system.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal

2. Click the On-site Sewage link in the menu.
3. This will take you to the Search Property/Application page.

4. Using the fictitious property setup and used in the previous stories, enter a portion of the address in the Addr/City/Zip search field and click Search.  
5. Once you have found the property you are looking for, click the expand icon to the left of the record.

6. This will open a panel with more detailed information for the selected property.  There will be three (3) individual tabs: A/R, Activity, and Request/Complaint.

7. You can click on each one of them and view information related to the property selected.

8. Once you get to the Request/Complaint tab, click the add icon.

9. This will take you to the Add Request/Complaint page.

10. You should notice that the property information has already been pre-filled for you along with the property file number.  You cannot change this information here.  The address fields for the selected property will be disabled.

11. You can proceed to fill in as much data as you have available for this request record.

12. If you wish to print a worksheet for this request/complaint record, click the checkbox for Print Worksheet at the bottom of the page prior to clicking Save.

13. Once you have filled in all information, click the Save button at the bottom of the page.

14. This will take you back to the property and application search page with your selected property present. 

15. Click the expand icon next to your property record again.

16. Click the Request/Complaint tab.

17. You will see your just entered request/complaint record now in the list.

18. End.



Story 20 - Lookup of certification records using various search filters
This story starts the process of stepping you through the certification module of EHMIS 2010.  This story will cover going from the menu to the certification search page and utilizing the search filters provided.

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click on the Certification link in the menu.

3. You will be taken to the Certification search page.

4. At this point you can click the Search button.  This will return all certification records (if no search criteria has been entered) on file that you have access to, based on your assigned county/district.

5. Once you have a result set, you may sort it by any column by clicking the heading.  Clicking once will sort it in ascending order, clicking a second time will sort it in descending order.

6. To search for a specific certification record, or a particular group of records, you may use any combination of the search filters provided.

7. If you had clicked Search in step 4 and now have the full set of records, pick a last name from anywhere in the list.  You may advance to whichever page to pick a name.
8. Once you have picked one, enter a portion (or all of it) in the Last Name search field and click enter. 

9. This will return only the certification records that have a last name beginning with the portion of the name you entered.
10. From there, you can view or edit any of the records, print a certificate or see expanded details on a selected record.

11. To edit a record, click the edit icon to the left of the selected record.  This will take you to the edit certification page.

12. From there you may edit any of the fields provided.  When done, click the Save button at the bottom of the page and you will return to the Certification search page.

13. To access a record for view only, click the show record icon to the left of the selected record.  This will take you to the view certification page.  No fields can be edited on this page.   When done, click the OK button at the bottom and you will return to the Certification search page.  If you wish to edit the record you are currently viewing, click the Edit button at the bottom.  This will take you to the edit page for that same record where you can edit the fields provided.  Once done, click Save at the bottom and you will return to the Certification search page.

14. To print a certificate, click the printer icon to the left of the selected record.  The printable certificate will open in a separate window.  From there you can view and/or print the certificate.  Once done, close the window and you will be at the Certification search page.

15. To view more details on a given certification record, click the expand icon to the left of the record.

16. This will open the details panel with two (2) tab options, Establishment and A/R.
17. The Establishment tab will give you the details on which establishment the certification record is tied to.

18. The A/R tab will give you snapshot of the certification records account including money paid and money owed.

19. You will also be able to setup additional fees, record payments and make adjustments from this tab.  These options will be reviewed in the next story.

20. End.



Story 21 - Creating a new a new certification record and setting up its associated fee
This story continues the guide through the certification process by setting up a new certification record and the recording of the appropriate certification fee.

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click on the Certification link in the menu.

3. You will be taken to the Certification search page.

4. First verify that the certification record you will attempt to add is not already on file.

5. Enter in a fictional last name in the Last Name search field and click Search.

6. Once you have confirmed that the name is not already on file, click the add record icon.

7. You will be on the Add Certification page with only the Certification Type drop-down displayed.  You must select the type before proceeding.   For this exercise, select “TATTOO ARTIST - 90”.Once you select a type, the remainder of the page will be displayed with only the fields pertaining to the type selected.

8. Begin filling in the certification page with as much information you have available.  
9. After you complete the Personal Information section, click on the Establishment link in the Employer Information section.

10. This will open the establishment search page in a separate window where you can search for and select the establishment this tattoo artist is employed at.  

11. Once you find the establishment record, click the Select link to the left of the record.

12. This will close the search page and take you back to the add certification page with the establishment number and name filled in.

13. You can complete the Employer Information section, you can add some comments if you so choose and click the Save button at the bottom.

14. This will take you back to the Certification search page with your newly added record listed.
15. Now click the expand icon to the left of the record.  You will see the establishment information you selected displayed on the establishment tab.  Click the A/R tab.

16. Once the A/R tab is opened, click the Renewal A/R button.  Note: You may be prompted to close your cash drawer from a previous day if one was left open and then to open a new drawer for today.  If so, you can click Save on the End of Day screen, then enter month and year for new drawer and click Save on Beginning of Day.
17. Now you will be at the Add Certification License Fee page.  The top panel will identify the certification record you are processing, and the bottom panel will have the fee to be charged.   This information will be automatically filled in.

18. You may enter some comments and then click Save and Invoice or Save and Pay Off.  

19. Save and Invoice: Clicking this will process the charge and create an open A/R line item for this certifications account and take you to the Create Invoice page.  Once here, you can click the Generate Invoice button.  You will receive a pop-up confirmation that it has been processed, and then the invoice will open in a separate window for viewing and/or printing.  Once you are finished with it, you may close it.  Paying off the Invoiced Certificate: Once the payment is received for the certificate that was invoiced you may process the payment from the Certification search page as well.  On the search page, find the certification record you invoiced, click the expand icon and then the A/R tab.  Click the checkbox to the left of the certification service to pay and then click the Line Item Payment button.  This will take you to the Make Payment page.  The transaction date and amount paid will be automatically filled in based on the service fee setup and payment type will default to check.  The panel at the bottom will show you both what is being paid off and what the account will look like when processed (figures in red.)  You can complete the payment information and you have the option to immediately print the certificate upon saving the payment by clicking the checkbox.  Click Save to complete the transaction.   You will receive in separate windows both a receipt and a certificate (if checked.)  Once you have finished viewing/printing, you may close them.

20. Save and Payoff: Clicking this will process the charge and create an open A/R line item for this certifications account and take you to the Make Payment page.  The transaction date and amount paid will be automatically filled in based on the service fee setup and payment type will default to check.  The panel at the bottom will show you both what is being paid off and what the account will look like when processed (figures in red.)  You can complete the payment information and you have the option to immediately print the certificate upon saving the payment by clicking the checkbox.  Click Save to complete the transaction.   You will receive in separate windows both a receipt and a certificate (if checked.)  Once you have finished viewing/printing, you may close them.
21. End.



Story 22a - Entry of certification class history
Continuing the certification process, this story will guide you through the entry of classes for each certification category.  This story will cover all options of entry, the one at a time for selected certificate page, the multiple certificates per single class page, and the Mass Entry page.
Single certificate entry – This story will step through searching for a specific certificate record and entering class history data for the selected certificate.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click on the Certification link in the menu.

3. You will be taken to the Certification search page.

4. Using the search filters provided, locate the certification record you generated in the previous story.
5. Once found, click the checkbox to the left of the certificate record and click the button labeled “CEU Entry”.

6. This will take you to the Certification Class History page with one row for entry provided with the file number for the certification record already filled in.  If you need additional rows for multiple entries you can click the add icon to get a single row added per click.  You can add as many blank rows as necessary.

7. You can proceed to fill in the remaining fields on the row provided, beginning with the class selection.  

8. Once you have all fields entered, you can click the save icon.

9. You will receive a record saved notification in a pop-up window.

10. You can then choose to add more blank rows and continue class entry, or click any of the menu items in the menu bar to complete your certification entry.

11. Click the Portal item in the menu bar.

12. End.



Story 22b - Entry of certification class history
Multiple certificates for single class – The 2nd part of this story will step you through navigating to a page where you can select a specific class and record multiple certification attendees all on the same page.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click on the Certification link in the menu.

3. You will be taken to the Certification search page.

4. Once on the Certification search page, locate and click the “Class Entry”.
5. This will take you to a page that is designed for entering multiple certification attendees of a specific class.

6. At the top of the page you will select the class, the class date, and the number of hours for the class.
7. You will then click the add icon to create the necessary amount of blank rows you will need to enter all attendees.  Each blank row will pre-populate the hour’s field with the hours entered at the top of the page.

8. For each row, you will enter the certificate (file) number, the number of hours for that specific attendee (if different from what was pre-populated) and any exceptions or text details you wish to add.

9. Once you have all rows entered, you can click the save icon.

10. You will receive a confirmation of the records being saved in a pop-up window.  

11. Click OK on the confirmation.  At this point you may then use the menu bar to navigate to the main menu.

12. Click the Portal button.

13. End.



Story 22c - Entry of certification class history
Mass Entry – The 3rd and final portion of this story will step you through navigating to a page where you can enter multiple classes and/or multiple certification records on the same page.

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click on the Certification link in the menu.

3. You will be taken to the Certification search page.

4. Once on the Certification search page, locate and click the “Mass Entry”.

5. This will take you to a page that is designed for entering multiple rows of various certification classes attended by a variety of individuals.

6. The page will load with 10 blank rows.  You can add more by clicking the add icon as many times as necessary.  

7. You will need to fill in the File (Certification) number, select a class, enter the class date, number of hours and fill in any exceptions or course names that may apply for each row.

8. Proceed to enter multiple rows for different certification numbers.

9. Once you are finished with entry, you can click the save button which will confirm you records have been saved and the navigate you back to the certification search page, or the Save and New button which will save your records and refresh the page with 10 new blank rows for you to continue entry.

10. Once you have finished you may then use the menu bar to navigate to the main menu.

11. Click the Portal button.

12. End.



Story 23 - Lookup of water sample record(s) using search filters
This story begins the guiding through the water sample module of EHMIS 2010.  This first story will cover the water sample search page and the various search filters provided.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click on the Water Samples link in the menu.

3. This will take you to the Water Samples search page.
4. From this page you can search for water sample records that have been previously entered into the system.

5. Several search filters are provided for narrowing down the list to the records you need.

6. By clicking the Search button without entering or selecting any filter criteria you will receive the entire result set of water samples on file for your county/district.  Click Search and make note of the number of items in the pagination area.

7. To narrow this result set down, enter in a collection date range of 01/01/2010 to 12/31/2010 and click Search again.

8. Make note of the change in number of items.

9. Click the Portal button.

10. End.



Story 24 - Entry of new water sample and subsequent posting (editing of existing record) of results
This story will cover both the setting up of a new water sample record, and the recording of the appropriate fee(s), and the eventual posting of results through the use of the edit water sample page.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click on the Water Samples link in the menu.

3. This will take you to the Water Samples search page.

4. To enter a new water sample, click the add icon.

5. This will take you to the Add Lab Sample page.

6. The County, Lab, Reason and Fee fields will be pre-populated with default values.  You can change if necessary.

7. Begin by entering in the applicant information and then proceed to the Collection Information section.  Finish this page by adding any appropriate remarks and clicking the Save button.

8. This will take you back to the Water Samples search page with your new record listed.

9. At this point if you wish to print a copy of the water sample entered, click the printer icon to the left of the row.

10. Your water sample report will open in a separate window for viewing and/or printing.  Once you are through with the report, you may close the window.

11. At this point, the local health department will setup and record the fee (and corresponding payment) for the lab sample to be submitted.

12. Click the checkbox to the left of the record you just entered and click the New Fee button.

13. This will take you to the Request/OSS Cash Service page.
14. The Requestor section of this page will be automatically filled in with the applicant information from the water sample record.

15. You may add to it or proceed down to the New Charges to be created section to setup the fee.

16. First select the Rpt Area as “Private Water”.

17. This selection will result in all of the valid fee codes being populated into the Service drop down.

18. Next, select the appropriate lab fee. Once selected, the fixed fee amount and total for the service will be displayed.

19. You may add multiple fees for this water sample, but for this exercise, we will proceed to the next step.

20. You have the option of selecting Save/Payoff or Save.  Save/Payoff will record the fee and take you automatically to the payment screen.  Save will record the fee and take you to the Accounts Receivable line items page (reviewed in detail in subsequent stories) for invoicing of the fee.

21. For this exercise we will proceed to the payment processing by clicking Save/Payoff.

22. The payment screen will provide you with a panel for the applicant submitting the sample, a panel for recording the payment type and amout, and a panel displaying the item being paid on and what the results of the payment will look like (amounts in red are what will happen when processed.)

23. Fill in the appropriate payment information including check number and check date and click Save.

24. You will receive a viewable/printable receipt report in a separate window which may be closed when you are finished with it, and navigated to your daily cash drawer page showing the transaction you just processed.

25. Once you are through with the receipt, click the Water Samples button in the menu bar at the top of the page.

26. To continue the process of the water sample (which is to be done by lab personnel), you can click the edit icon to the left of the record you just entered.

27. This will take you to the Edit Water Sample page.

28. You will notice that three (3) more sections appear on this page that were not included on the add water sample page: Received Information, Test Information, and Results Information.

29. The Received and Test sections are to be completed by the lab the sample was submitted to, while the Results section is to be completed by the submitting local health department.

30. Or this exercise, you will assume the roles of both parts and complete all three (3) sections.

31. Once you are done, click the Save button at the bottom of the page. 

32. You will again return to the water sample search page with your record listed.

33. Click the Portal button.

34. End.



Story 25 - Beginning of day and End of day procedures for cash drawers
The accounts receivable portion of the story guide will start with the procedure for opening and closing daily cash drawers.  This is an optional feature of the system that you may choose to utilize or not.  In either case, the action of opening and closing of drawers is required.  The cash drawers provide a quick and easy means of balancing daily cash intake for deposits.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click the Accounts Receivable link on the portal menu.

3. This will take you to the A/R Cash Drawers show table (or search) page.  The initial loading of this page will only include cash drawers that are open.  If you wish to search a listing of previous days closed cash drawers, you will need to change the Closed? Drop-down to YES or ALL and click Search.

4. To start a new cash drawer (Beginning of Day) for the day (by user), click the Beginning of Day button above the list of current cash drawers on file.

5. This will open in a separate window, the Beginning of Day entry page.

6. If you are starting with some amount of cash already in the drawer, enter that amount into the Beginning Cash Amount field.  This will be used along with the automatic recording of payments received to give you the total amount that should be present at end of day.

7. Enter your current processing month and year in the Processing Period fields.  The month and year entered here must match what is on your county record as the current processing period.

8. Enter any comments you wish to include.

9. Click Save.

10. Once you click Save, you will be back at the A/R Cash Drawer show table page, with the new drawer you just opened listed. 

11. At this point there will be no transactions processed on this cash drawer.

12. To close this cash drawer (End of Day) click the checkbox to the left of the drawer record open, and then click the End of Day button.

13. You will be at the End of Day Procedure page. 
14. You can modify the comments for this cash drawer if desired.

15. The row showing the Amount Taken In by each form of payment will be updated automatically throughout the day as you record payments.  Combined with the beginning amounts you entered, it will calculate the difference between what should be there and what you enter as your Ending Amount in Drawer.  These amounts are to be entered after you have counted each form of payment totals.  

16. The Difference and Balanced rows will show you if everything matches, or where the differences are.

17. If everything appears to be accurate, click Save.

18. Your cash drawer for the day is now closed and you will return to the A/R Cash Drawer show table page.  

19. Additionally, you will see an extra window appear with your cash drawer balance listing that you may view and/or print.  Once finished, you may close that window.

20. End.



Story 26 - Searching/viewing of line items and related detail transactions
All activity within the accounts receivable module is tracked via line items.  Line items are charges generated for all fees from automatic annual food license renewals to miscellaneous walk-in charges.  Every line item is broken down into transactions which track the history of the line item from being generated to being reconciled.  This story will help familiarize you with looking up line items and their related transactions.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click the Accounts Receivable link on the portal menu.

3. You will be now viewing the A/R Cash Drawer show table page.  This is the default start page from the menu.

4. To begin viewing and/or searching for line items (charges) generated, click the Line Items button in the lower blue bar menu near the top of the page.

5. You will now be viewing the Line Item Query page.

6. From this page you can look up line item(s) using any of the search criteria provided at the top of the page.

7. Additionally, there are links to this page from establishment, property and request for service show table pages that will list line items specific to the establishment, property or request record selected.

8. The initial line item page will load displaying no records.  Without changing any of the search filters, click the Search button.

9. This will load in all of the line items, regardless of status , that are on file for your county/district.  Make note of the total number of line items in the pagination area.

10. Change the Open/Not Open search filter by selecting Open in the drop-down list and click Search again.

11. You will notice the result set has been reduced to only show items that have not been paid.

12. Open Line Items with an Invoice will have a printer icon to the left of the row.  Click the printer icon to generate a duplicate copy of the Invoice.

13. Now click the expand icon to the left of the first line item in this new result set.

14. This will open a panel that will show the transactions that are on file for that line item.  Transaction records represent activity associated to the line item, ie, the creation, payment, adjustments, etc. performed against the line item.

15. If you see a printer icon to the left of the item, that means that the line item has had an invoice created for it.  By clicking the printer icon you can generate a copy of that invoice for viewing and/or printing.  Click the printer icon next to the first line item.

16. The invoice will open in a separate window that you can view/print from.  Once you are done with it, you may close the window.

17. You may also see a printer icon in the detail transaction panel when you click the expand icon.  The printer icon will show in that panel for any line item that has had a payment recorded against it.

18. Change the Open/Not Open filter back to All and click Search.

19. Find a line item that has a Paid amount listed and click the expand icon.

20. You will see the printer icon on the transaction row for the payment.  This icon gives you the ability to re-print a receipt for that payment.

21. Click the printer icon on the payment row. The receipt will open in a separate window for viewing and/or printing.  When done, you may close the window.

22. From this screen, you may also select an open line item and go to make a payment, adjust it off (a write-off of an invalid charge) and reverse a previously made payment.  These options will be covered in subsequent stories.

23. End.



Story 27a - Establishment Renewals
All establishment renewals will run annually (Exceptions:  634-Tattoo Studios, 643-Ear Piercing Studios, and 644-Body Piercing Studios).  The actual generation of these fees will be executed off-hours by CDP operations.  A “Pre-Run” will be generated 30 days prior to the Renewal run date (90 days prior to the Permit Expiration date).  The “Pre-Run” is generated for Environmental Staff to review the Renewal Charges that will be created and make all necessary changes to Establishment Records prior to the actual run-date.  Establishment Renewals will run 60 days prior to the Permit Expiration date (December 31st).

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click the Accounts Receivable link on the portal menu.

3.  You will be now viewing the A/R Cash Drawer show table page.  This is the default start page from the menu

Pre-Run

4. Hover the mouse over the Billing/Renewal menu item and then select “Billing Screen” from the dropdown menu.

5. Use the Search Filters to Select “NO” from the “Updated” dropdown list box.  The page will refresh and the result set displayed will be records that have been through the pre-billing process ONLY.

6. Verify records have the correct dollar amount in the Original and Open columns.  Establishments that have the Pay Fee flag set to “No” on the record will have zero in the Original and Open fields.
7. Make changes to any establishment record with an errant renewal amount before the final billing run occurs (60 days prior to the Permit Expiration date).

Renewal Run

8. From the Billing Screen (repeat steps 1-4 above if necessary), select “Yes” from the “Updated” dropdown list box to see open line item charges that have Invoices.  Invoices can be created for any open line item charge, not just the Renewals.

9. Enter a “Billing From” and “Billing To” date range to capture all open invoices you wish to print.  To print ONLY establishment renewal invoices, enter a “Billing From” and “Billing To” date range specific to the automatic renewal generation, (11/02/20XX – 11/02/20XX).  To print ALL open Establishment invoices, enter a “Billing From” and “Billing To” date range wide enough to capture all open invoices.
10. Click on Search.

11. Click on Print Establishment Invoices and wait for the Invoices to pop-up in a separate window or tab of Internet Explorer.

12. View and Print the invoices for mailing.
Re-Print an Invoice

13. Navigate back to the Line Items page within the A/R Module.

14. Change the Open/Not Open search filter by selecting “Open” in the drop-down list and click Search.

15. Open Line Items with an Invoice will have a printer icon to the left of the row.  Click the printer icon to generate a duplicate copy of the Invoice.

16. End.



Story 27b – Certification Renewals
All Certification Renewals (and Establishment Renewals for Reporting Areas 634-Tattoo Studios, 643-Ear Piercing Studios, and 644-Body Piercing Studios) will run on the last day of the month, one FULL month prior to the certification expiration date.  For example, if a certificate expires on August 15th, its renewal invoice will run on June 30th.  Just like Establishment Renewals, the actual generation of the Certification Renewal Fees will be executed off-hours by CDP operations.  There will be NO Pre-Run for Certificate Renewals.

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click the Accounts Receivable link on the portal menu.

3.  You will be now viewing the A/R Cash Drawer show table page.  This is the default start page from the menu.
4. Hover the mouse over the Billing/Renewal menu button and select “Billing Screen” from the dropdown menu.

Certificate Renewals
5. Select “Yes” from the “Updated” dropdown list box to see only records that have been invoiced.  Note:  There may be invoices in the result set displayed that are NOT Certificate Renewal line items.  Invoices can be created for any open line item charge, not just the Renewals.
6. Enter a “Billing From” and “Billing To” date range to capture all open invoices you wish to print.  To print ONLY certificate renewal invoices, enter a “Billing From” and “Billing To” date range specific to the automatic monthly renewal generation, (01/31/20XX, 02/28/20XX, 03/31/20XX, etc.).  To print ALL open Certificate invoices, enter a “Billing From” and “Billing To” date range wide enough to capture all open invoices.  
7. Click on Search – the page will refresh and the result set displayed represents all invoices that will print.

8. Click on Print Certification Invoices and wait for the Invoices to pop-up in a separate window or tab of Internet Explorer.

9. View and Print the invoices for mailing.

Establishment Renewals (634, 643 & 644)

10. Select “Yes” from the “Updated” dropdown list box to see only records that have been invoiced.  Note:  There may be invoices in the result set displayed that are NOT Establishment Monthly Renewal line items.  Invoices can be created for any open line item charge, not just the Renewals.
11. Enter a “Billing From” and “Billing To” date range to capture all open invoices you wish to print.  To print ONLY Establishment Monthly Renewal Invoices, enter a “Billing From” and “Billing To” date range specific to the automatic monthly renewal generation, (01/31/20XX, 02/28/20XX, 03/31/20XX, etc.).  To print ALL open Establishment invoices, enter a “Billing From” and “Billing To” date range wide enough to capture all open invoices.  
12. Click on Search – the page will refresh and the result set displayed represents all invoices that will print.

13. Click on Print Establishment Invoices and wait for the Invoices to pop-up in a separate window or tab of Internet Explorer.

14. View and Print the invoices for mailing.

15. End.



Story 27c - Establishment Miscellaneous Fees
The system will allow the creation of “Miscellaneous” Fees/Charges that can be processed for any type of establishment, including a renewal fee for a new establishment opening (or requiring a renewal license outside of the normal annual process).
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click the Establishments link on the portal menu.

3. Select “605-Food Service Establishment” in the Reporting Area pick list and use other Search Filters to pick an Establishment Record.

4. Click Search.

5. Verify you have the Establishment Record you searched for and Click on the A/R tab in the details panel.
6. Click on the “New Fee” button.

Note:  If you were creating a Renewal Fee/Charge for a New Establishment, you could click on “Renewal Fee” to generate that charge.
7. On the Add Establishment Misc Fee page, the Transaction Date will default to Today’s Date.  If necessary, you may override the Transaction Date.
8. Select  the appropriate Miscellaneous Fee from the Service dropdown list box and verify the fee amount displayed is correct

9. Use the Comments text box to enter pertinent details as necessary.

Save and Invoice

In the case that a payment cannot be made right away, use the Save and Invoice button to create the open line item charge/fee and generate a Printable Invoice.

10. Click the “Save and Invoice” button – this button will create the open line item on the establishment record.

11. Click the “Generate Invoice” button.

12. You will receive a pop-up notification that your invoice has been created.  Click OK and the invoice will open in a separate window or tab for viewing/printing.  

13. End.

Save and Payoff

In the case that a payment will be made against the Miscellaneous Fee right away, click the Save and Payoff Button to create the line item charge/fee and immediately enter a payment against it.

10. Click the Save and Pay Off button.

11. The Make A Payment page will default the “Transaction Date” to Today’s Date.  The “Received From” will default to the establishment name.  Both fields can be edited as necessary.

12. Select the payment type from the dropdown list box and complete the payment demographic fields.

13. Enter comments as appropriate.

14. Verify the summary at the bottom of the page:  The dollar amounts in gray represent the current line item record.  The dollar amounts in red represent what the line item record will be when the payment is processed.

15. Click Save.

16. A receipt will open in a separate window for viewing /printing.

17. End.



Story 27d - Certification Miscellaneous Fees
The system will allow the creation of “Miscellaneous” Fees/Charges that can be processed for any certification type, including a renewal fee for a new establishment opening (or requiring a renewal license outside of the normal annual process).
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click the Certification link on the portal menu.

3. Use the Search Filters to return a Certification Record in the show table.

4. Click the Expand/Collapse icon to view the dashboard tabs and Click on the A/R tab.
5. Click on the “Cert Fee” button.

Note:  If you were creating a Renewal Fee/Charge for a New Certification, you could click on “Renewal Fee” to generate that charge.
6. On the Add Certification Misc Fee page, the Transaction Date will default to Today’s Date.  If necessary, you may override the Transaction Date.
7. Select  the appropriate fee from the Service dropdown list box and verify the fee amount displayed is correctly.

8. Use the Comments text box to enter pertinent details as necessary.

Save and Invoice

In the case that a payment cannot be made right away, use the Save and Invoice button to create the open line item charge/fee and generate a Printable Invoice.

9. Click the “Save and Invoice” button – this button will create the open line item on the certification record.

10. Click the “Generate Invoice” button.

11. You will receive a pop-up notification that your invoice has been created.  Click “OK” and the invoice will open in a separate window or tab for viewing/printing.  

12. End.

Save and Payoff

In the case that a payment will be made against the Miscellaneous Fee right away, click the Save and Payoff Button to create the line item charge/fee and immediately enter a payment against it.

9. Click the “Save and Pay Off” button.

10. The Make A Payment page will default the “Transaction Date” to Today’s Date.

11. Enter the name of the payer into the “Received From” field.

12. Select the payment type from the dropdown list box and complete the payment demographic fields.

13. Enter comments as appropriate.

14. Verify the summary at the bottom of the page:  The dollar amounts in gray represent the current line item record.  The dollar amounts in red represent what the line item record will be when the payment is processed.

15. Click Save.

16. A receipt will open in a separate window for viewing /printing.

17. End.



Story 27e – Request Fee/Cash Transactions
This next story covers the creation of general charges as simplified cash transactions.
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click the Accounts Receivable link on the portal menu.

3. You will be now viewing the A/R Cash Drawer show table page.  This is the default start page from the menu.

4. Click on the “Request Fee” button in the A/R sub-menu buttons.

5. On the Add Request Misc Fee page, complete the fields for the payer/requestor.

6. The “Transaction Date” will default to Today’s Date, but can be overridden.

7. Select the Reporting Area (of the Service Charge) from the Reporting Area dropdown list box.

8. The page will refresh and the Service dropdown list box will populate with values.  Select the appropriate Service and the charge for that fee will be automatically displayed.

9. Enter any appropriate comments.

Save

10. In the case that an immediate payment cannot be made, click the Save button to add the open line item charge into the database for payment at a later date.

11. The page will refresh to the Cash Drawer Page – verify the Request Fee created was correct.

12. End.

Save and Payoff

10. In the cash that the cash transaction will be paid off immediately, click the “Save/PayOff” button.

11. The Make A Payment page will default the “Transaction Date” to Today’s Date.

12. Enter the name of the payer into the “Received From” field.

13. Select the payment type from the dropdown list box and complete the payment demographic fields.

14. Enter comments as appropriate.

15. Verify the summary at the bottom of the page:  The dollar amounts in gray represent the current line item record.  The dollar amounts in red represent what the line item record will be when the payment is processed.

16. Click Save.

17. A receipt will open in a separate window for viewing /printing.

18. End.




Story 28 – Make A Payment
All A/R pages that create an open charge have the “Save AND Pay Off” feature for immediate payment against the charge.  For all other scenarios where payment will be made against the fee at a later time, there are multiple methods for entering the payment information. 

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

Make a Payment via Line Item Page

2. Click the Accounts Receivable link on the portal menu.

3.  You will be now viewing the A/R Cash Drawer show table page.  This is the default start page from the menu.

4. Click the “Line Item” button on the A/R sub-menu.

5. Use the Search Filters to look up the desired line item by Establishment name or number, Certificate name or number, Requestor name or number, OSS applicant name or application number, or invoice number.  (If you are using invoice number you must start with the “IN” before the number).

Note:  Make certain the “Open/Not Open” dropdown list box is set to “Not Open.”
6. Click on the Expand/Collapse button to view the line item’s full transaction history (creation of the line item, payments, write-off’s and adjustments).

7. Check the appropriate box to select an open line item and click on the “Pay Line Item” button.

8. The Make A Payment page will default the “Transaction Date” to Today’s Date.

9. Enter the name of the payer into the “Received From” field.

10. Select the payment type from the dropdown list box and complete the payment demographic fields.

11. Enter comments as appropriate.

12. Verify the summary at the bottom of the page:  The dollar amounts in gray represent the current line item record.  The dollar amounts in red represent what the line item record will be when the payment is processed.

13. Click Save.

14. A receipt will open in a separate window for viewing /printing.

15. End.
Make a Payment via the Establishment or Certification Record
2. Click the Establishments OR Certification link on the portal menu.

3. Use the Search Filters to locate the desired record (with the outstanding line item to apply the payment against).

4. After selecting your record, click on the A/R tab.  

Note:  In the Certification Module you will need to click on the Expand/Collapse icon to view the detailed tabs.

5.  Select the open line item charge/fee and click on the “Line Item Payment” button.

Note:  For records with multiple open line items, you can click on the “Est Payment” or “Cert Payment” button to apply the payment to multiple open charges/fees.

6. The Make A Payment page will default the “Transaction Date” to Today’s Date.

7. Enter the name of the payer into the “Received From” field.

8. Select the payment type from the dropdown list box and complete the payment demographic fields.

9. Enter comments as appropriate.

10. Verify the summary at the bottom of the page:  The dollar amounts in gray represent the current line item record.  The dollar amounts in red represent what the line item record will be when the payment is processed.

11. Click Save.

12. A receipt will open in a separate window for viewing /printing.

13. End.
Make a Payment via the Scan Screen (Batch Entry/Mass Entry)
For instances where multiple payments have been received and are ready for entry all-at-once.

2. Click the Accounts Receivable link on the portal menu.

3.  You will be now viewing the A/R Cash Drawer show table page.  This is the default start page from the menu.

4. Click the “Scan” button on the A/R sub-menu.

5. Enter the Invoice Number in the “Scan Field.”

6. Select the Payment Type from the dropdown list box and complete the remaining Payment fields.

Note:  ALL payment information fields that are available (based upon the payment type) must be completed prior to moving forward.

7. Click on the “Scan for Errors” button.

8. The page will refresh to validate the Invoice and Payment information.  Red text will appear below the rows instructing you how to proceed – make all necessary corrections before moving on.

Note:  The Establishment and/or Certification Records populated correctly into the far right column of the page.

9. Click the “Update” button and the system will apply the payments.

10. A pop-up message box will report the total number of invoices paid in that batch.  Click “OK” to proceed back into the Scan Screen to continue entering batch payments.

11. End.



Story 29 – Reverse a payment
Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click the Portal button.

3. Click the Accounts Receivable link on the portal menu.

4.  You will be now viewing the A/R Cash Drawer show table page.  This is the default start page from the menu.

Same-Day Reverse

If the payment and reversal are occurring on the same day, it will be easiest to look up the transaction from the Cash Drawer Listing.

5. Scroll through the Cash Drawer Transactions listing and Click on the magnifying glass icon for the payment that needs to be reversed.

6. When the page refreshes to the Line Item Show Table Page, you will see only the one line item – click the Expand/Collapse Icon to view the transaction details.

7. Click the “Reverse” button.

8. On the Payment Reversal Page, verify the record and transaction details before proceeding.

9. Enter the name or initials of the Approver and select an Adjustment Reason from the dropdown list box.  

Note:  The “Transaction Date” will default to Today’s Date but can be overridden.
Note:  If “Other” is selected as an Adjustment Reason, the Comments field is required and should be used to explain the details of the reversal.
10. Click Save.

11. A write-off approval form will pop-up in a separate Internet Explorer Window or Tab for printing and sign-off.

12. End.
General Reverse

5. Click the “Line Item” button in the A/R sub-menu.

6. Use the Search Filters to look up the desired line item by Establishment name or number, Certificate name or number, Requestor name or number, OSS applicant name or application number, or invoice number.  (If you are using invoice number you must start with the “IN” before the number).

Note:  Make certain the “Open/Not Open” dropdown list box is set to “Not Open.”

7. Click on the Expand/Collapse Icon to see the line item’s transaction history.

8. Click the “Reverse” button.

9. On the Payment Reversal Page, verify the record and transaction details before proceeding.

10. Enter the name or initials of the Approver and select an Adjustment Reason from the dropdown list box.  

Note:  The “Transaction Date” will default to Today’s Date but can be overridden.
Note:  If “Other” is selected as an Adjustment Reason, the Comments field is required and should be used to explain the details of the reversal.
11. Click Save.

12. A write-off approval form will pop-up in a separate Internet Explorer Window or Tab for printing and sign-off.

13. End.



Story 30 – Adjust-off a Line Item (Write-Off)
This story covers writing off line items that were created in error.  For example, an open line item may have been created with the wrong fee amount.  Another example could be that an open line item is uncollectible from an establishment that has gone out of business.

Date Presented: mm/dd/ccyy
	Steps:

1. User sign-on to Portal.

2. Click the Portal button.

3. Click the Accounts Receivable link on the portal menu.

4.  You will be now viewing the A/R Cash Drawer show table page.  This is the default start page from the menu.

Same-Day Adjustment (Write-Off)
If the payment and adjustment are occurring on the same day, it will be easiest to look up the transaction from the Cash Drawer Listing.

5. Scroll through the Cash Drawer Transactions listing and Click on the magnifying glass icon for the transaction that needs to be adjusted-off.

6. When the page refreshes to the Line Item Show Table Page, you will see only the one line item.

Note:  You can click the Expand/Collapse Icon to view the transaction details.

7. Check the box in the far left column to Select the record and Click on the “Adjust Off” button.

8. Enter the name or initials of the Approver and select an Adjustment Reason from the dropdown list box.  
Note:  The “Transaction Date” will default to Today’s Date but can be overridden.

Note:  If “Other” is selected as an Adjustment Reason, the Comments field is required and should be used to explain the details of the reversal.

Note:  The Adjustment Amount is locked from editing – If you are correcting in an inerrant charge, you must adjust-off the entire open line item and manually create the new charge for the correct amount.
9. Click Save.

Note:  If this adjustment is due to an inerrant Permit Fee due to incorrect Establishment demographics (e.g., Quantity 1 Units), if you have already corrected the Establishment Record, you can click “Save/New Permit Fee” to automatically adjust off the incorrect charge and create a new and correct Permit Fee in a single step.

10. A write-off approval form will pop-up in a separate Internet Explorer Window or Tab for printing and sign-off.

11. End.
General Adjustment (Write-Off)

5. Click on the “Line Items” in the A/R sub-menu.

6. Use the Search Filters to look up the desired line item by Establishment name or number, Certificate name or number, Requestor name or number, OSS applicant name or application number, or invoice number.  (If you are using invoice number you must start with the “IN” before the number).

Note:  Make certain the “Open/Not Open” dropdown list box is set for the appropriate record type.
7. Click the box to select the line item and Click on the “Adjust Off” button.  

8. Enter the name or initials of the Approver and select an Adjustment Reason from the dropdown list box.  
Note:  The “Transaction Date” will default to Today’s Date but can be overridden.

Note:  If “Other” is selected as an Adjustment Reason, the Comments field is required and should be used to explain the details of the reversal.

Note:  The Adjustment Amount is locked from editing – If you are correcting in an inerrant charge, you must adjust-off the entire open line item and manually create the new charge for the correct amount.
9. Click Save.

10. A write-off approval form will pop-up in a separate Internet Explorer Window or Tab for printing and sign-off.

11. End.
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