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INTRODUCTION TO PROPERTY MANAGEMENT

Banyon’s Property Management Software includes Code Enforcement/Violations.
Additional modules available for purchase include: Permits & Business Licenses,
Special Assessments, Cemetery Records, and Pet License

This manual will cover Property Management: Permits , Business Licenses & Violations.
PROPERTY AND CUSTOMER SETUP

Banyon can convert parcel records and other information from the following files: .csv,
Xls, .mdb, or .txt. If you are a current Banyon Utility Billing customer, all accounts from
utility billing can be copied into property management. To do this, click on locate utility
billing property/customer data to browse and locate your data. Once selected, the
information will be imported directly into property management. Banyon can walk you
through this over the phone.

El Initial Setup

Property and property owner records are the core of this databasze. They should be
campletely entered before permits, licenses, citations, and/or azsessments are generated.
Alternately, if you are currently using BD'S Utility Billing and would like to copy its

existing property/customer database, click locate utility biling property/customer data

¥ Enter/edit street names

¥ Enterdedit property and owner records

|F you are uging special asgessment, the folowing info should alzo be entered ahead.
¥ Enterdedit project types
¥ Enterfedit property boundary lines

Additional zupporting codes and description for various datadrecord type and status may
alzo be entered now or may be added when needed.

[ Do not show thiz screen again

This is the first screen you will always see after the password entry. As you become
more familiar with the above basic information and regular updates to it are no longer a
daily task, check the Do not show this screen again to disable it in the future. You will
still be able to get to this type of information from view & inquiry or tools & setup options.

Enter/edit Street Names: This is used once you start entering properties into the
database and you need to edit any street names that you have entered wrong or want to
change.

Enter/edit Property and Owner Records: Use this to continue or start entering

property or customer information into the database manually. Further description on
manual entry is on page 5.
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CODE AND DESCRIPTION SETUP

Click on tools on the top left, select Setup Options, then select Setup Code and
Description.

£S5l Codes & Descriptions == |
Select an option below and enter all applicable values in the right table
Property Cemetery Permit_ [ Street -
& Strect = ¢ Contract Type -123 6TH AVE E -
" Property Type £ " Work Type - 124 6TH AVE E
 Zone o ¢ Structure Use - 1415 ASH ST
" Zone Type ol ¢ Construction Type - 1423 BROADWAY
" Dweling Type s e -318 ROOSEVELT
e - 2 2357 BroAowiAY
< Land U: o el '
~ Fro Distct o License - 413 BROADWAY
- 423 BROADWAY
Lok Cew = & E Ty - 516 WILLOW DR
¢ Food District o ¢ Department Check S T D
< Plannin, g District = ¢ License Subtype - 538 WILLOW DR
¢ Sanitary District o ¢ Business Type - 555 30TH AVE W
" School District o  Status 605 CEDAR ST
¢~ Sewer District T - 616 HAWTHORNE
" Water District o Violation -711 3RD AVE E
" Hazardous Storage -  Status - 724 NOKOMIS ST
 Waming Type o OAK STREET
" Property Line o Miscellansous PRAIRIE RD NE
¢ Hectricity Provider £ Customer Type 10TH AVE E
¢ Watershed [ Assessment / Project ¢~ Customer Status 10TH AVE ‘5‘-"’
 Bdemal Wall - " Name Prefix ADTELAVE W
" Type of Sale © Project Status " Investigate Resuilt HBSS[“‘V MG AVEINE
¢ Assessment Status ¢ Inspection Level #
¢ Inspection Priority TTH AYEE
11TH AVE W
" Inspection Status AN nas
e =

Setup of Codes and Descriptions is a collection of valid data items to be used in the
different areas of the software.

Some fields have reserved values that can’t be changed or deleted from the list. It is not
necessary to enter all this information initially. When you type values in the fields
throughout the software data entry process they will be added to the list. The fields will
be described during that specific section of the manual.

This area will also allow you to edit any item values that are entered accidentally.

RECEIPT SETUP OPTIONS

== Receipting Options

Below is a layout of the receipt entry. For each receipt type, select default settings for all applicable fields.

During receipt entry, the Entry Description is used as a search field which can look up an item by PIN, {parial) Property
Address, (partial) Customer Name, Permit |0 {preceded with P), License No. (preceded with L), Citation No. (preceded
with C), Assessment No. [preceded with A), or Death Record No. (preceded with M). Use the *and ? widcand for partial
search on Property Address or Name. The found tem wil replace the Entry Description you have entered with the
information defined in the below setting.

Receipt Type Entry Description Amount | Check & Remark Paid By

Assessment  |Project ID w | Yes || Yes |« |Propety Address + | Customer Name

Pemit Pemit D and Type w| Yes || Yes |« |Propety Address » | Customer Name

License License Type v | Yes || Yes |y |Propety Address + | Customer Name

Viclation Type of Viclation v | Yes || Yes |+ |Propety Address | Customer Name
Death Record No Yes Yes |+ |Leave Blank for User Entry

To access go to tools, setup options, and then select receipts.

For each RECEIPT TYPE click on the drop downs to select what information will be
automatically filled in on the receipt entry screen. In the Remark column you can select
to leave blank so the user can type notes in manually.
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PROPERTY AND OWNER RECORD MANUAL ENTRY

The system does make it easier for you to enter property and owner records manually.
If you were to start from the Initial Setup Screen, click on the Property and Owner
hyperlink and the system will take you to the appropriate screen. You can also access
the Property screen from View, Inquiry, and then Property.

| Legal I Zoning I Building | Owner |Perrn'rt I License I\-"lolation I Utility Biling I Fee I Attachment I Misc. |
Party of Interest (Owner, Mortgagee, County) Attention

“Jacobson, Peter Address 101 Main Street
SUMMIT MN 55049

Home Phone v Primary Owner
Work Phone ™ Contract Purchaser
Fax Number ™ Fee Purchaser
E-Mail ¥ Motice Recipient
¥ Bill Recipient
Attach New Partvis) Detach Selected Party Previous Owry More Information

/ Create new property button

el

14| 4| » | v | »# | Delete Property Creste Assessment Certficate  Report Assessment Info  Print  Options

It is easier to first create the property record, and then attach an owner under the owner
tab. If the owner does not exist you will be able to add a new owner at that time.

To create a new property, click on the button & located on the bottom left of the
screen. The system will ask for the full property address. Enter the address using the
format as shown: House Number, Street Name, Street type, Direction, and then
Apt/Suite Number. The system will automatically split the full address into appropriate
sub-address info.

The city, state, and zip info is automatically taken from the entity screen and may be
changed.

Note: The Full Address field is not editable. If you happen to have entered the
full property address incorrectly, correct the house number or street name
separately. The system will reconstruct the full address accordingly.

After entering the property address, you can proceed to setting the property status, PIN,
property note, legal and zoning info.

You can now go to the Owner tab and click on attach new party(s) option on the left. If

you would like to attach an existing owner, select them from the drop down. To create a
new owner, click on the drop down and select create new contact.
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ATTACHING A PICTURE

To attach a picture to the property, simply click in the picture box to locate the
saved file on your computer or network. It is recommended to save all pictures to
the same folder and have that folder backed up separately.

The picture must be saved as a .jpg or .omp extension.

Doing a Banyon backup does not backup your picture files so they need to
be backed up separately.

To delete a picture simply go to the saved folder and delete the picture.
To update, click the picture and browse for the updated one.

s

= Property 8217 38th Ave N X

Search® | |Z| Status |Open El Charges 8.668.25

House/Street 8217 |38th Ave N v | Motes
Apt/Desc
Print Label
Envelope  [New Hope ||'v'|N i55-12?—
Owner |Olson. Chriz |
PIN |BE—9544—3M 2232 |

PROPERTY LOOKUP

Search* | [=]

To lookup a property record, use the search drop down menu to enter a PIN or parcel #,
property address, or owner’'s name. To do a partial search use wildcard characters (*
and ?). For example, Johnson* will give you a list of all properties owned by persons
whose last name is Johnson. Simply click on one to view property screen.

; =5 Selection [ = _.|
Matched Mames [ Address -
JOHNSON, HERBERT A & CARMEN J| 1207 DONNA DR NW ([l

4 |JOHMSON, RICHARD C & BEVERLY | 1310 LAKE CREST DRIVE
4| JOHNSON, LARRY J & CLAUDIA M | 2414 BASSWOOD LANE

4 |[JOHNSON, PHILLIP A/ETUX ROUTE 8 BOX 726

| [[HOHNSON, DONALD C & JUDITH K | 1011 GENEVA DRIVE

4 [[JOHNSON, DELORIS J 2510 CONIFER AVE
JOHNSON, RUSSELL D/ETAL 8053 E LK CARLOS DR NE

1| JOHNSON, TIMOTHY V & SHARON F | 2106 IRVINE PLACE
4 [|JOHMSON, LEWIS M & JEANETTEE | 1002 AGMES AVE
1 JOHNSON. SCOTT A & MARY D AE» MORTH PARK =
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PROPERTY INQUIRY SCREEN
Legal tab

Enter the legal description of the property along with segment, block, lot, side,
boundaries, footages, and descriptions. If you are using Banyon Special Assessment
Module (Purchased Separately), the assessment calculation can be based off the
footage entered.

Values in the Boundary column of the Footage table are defined in the Property Line
section of the Codes & Description Setup (upper left menu, then choose tools, setup
options, codes and descriptions.) They are criteria used in the calculation of the
assessment. The Footage is the assessable footage. Description/Street is the
adjacent street the footage is based on.

Legal |Zoning | Building |Owner | Permit | License | Violation | | tility Biling | Fee | Attachment | Misc. |
Segment | 36216 | Block | 8 Footage tem Footage Description/Street
City ot | 20 Stree Feet 1 [«] 780.0 [39THAVENE [x] =
Plat J4116| Side | E E Avenue Fest 1 E| 250 (Crescent Ave E
N-S Alley [«] 300 |Blackiop [«

(Geographic Code Y E E
GP5 Lattude -
GPS Longtude 201XT43SWKIATTS -
Census Tract

b
5ub Division View Map |2

View Map: Clicking on view map will enter the property address into Google Maps and
display where it is located.

Zoning tab

These fields may be used for assessment selection or for permit and/or license
warnings. Reports can also be generated in report writer based on any of these fields.
For example, you could get a report of all properties in a certain Zone, or Police or Fire
District. Available values are pre-defined in the Codes and Descriptions Setup. The
system will recognize and accept new values.

| Legal | Zoning |Bui|ding |Owner| Permit | License | Wiolation | Ltility Billing | Fes |Atlac:hment | Misc. |

Zone R-1 z [~ Commercial School Distict (270 z
Zone Type  [Single Fam Residential lv| I Agicuture Police District |2 ]
Propery Type  |Residential z Fire: District 4 z
Structure Type |34 Famiy Residential lv| I Shoreland  Saniary Distict |1 ]
Land Use Type (LOW DENSITY RES z [ Wel Aood Distict |0 z
Hazardous  |[PROPANE TANK = Planning Distic )
= Water District -
bt L= Sewer District =
Blectricity ¥l Energy v | =
Remarks [#] T Septic System  Septic Type []
Curent Status ]
Year Installed [~ Lake Frontage
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Building tab

Attach a floor plan, values of building and land, sale prices, size, year built, bedrooms,
baths & more!

Floor Plan Initial Setup

1. Click on floor plan and then choose “select common folder”
2. Choose where you would like the folder to be stored C: or network and then use

: L :
the create folder option and give the folder a name.
3. All floor plans that are scanned in need to be save to this location.

Attaching & viewing floor plan

1. To attach a floor plan to a property, click on floor plan, then click on locate
document. If you previously saved the floor plan in the “common folder” it should
be listed there for you to select.

2. Once attached, you can at anytime click on floor plan, select view and the floor
plan for this property will be displayed.

legal | Zoning | Building | Customer | Assessment | Permit | License | Violation | Property Tax | Utility Biling | Fee Misc.
Structure Structure Size 0 YYear Buit 0
I=iT Ground Floor No. of Stories 0
Aoor Plan 2nd Hoor & Up Total Rooms
Recreation Room Bedrooms
Finished Basement Full Baths
Exdemal Wall Iz‘ Open Porch Haf Baths
Buiding Value £200,000.00  Date  10/01/01 Enclosed Porch Brick Fireplaces
Land Value $60.000.00 | Date  10/01/01 Wood Deck | Other Fireplaces
Last Sale Price Date Attached Garage
Type of Sale = Detached Garage
14| 4| » | v | »# | Delete Property Create Assessment Cerfficate  Report Assessment Info  Print  Options

The print button will show up under each tab and allows you to print a
property report that will show name, address, parcel, value, & balances due
for permits, licenses, etc.
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Owner tab

Shows who owns the property or is a party of interest with the property like a mortgage
company. All associated owners are listed in the box.

Legal | Zoning | Buiding | Owner | Pemit | License | Violation | Utility Biling | Fee Attachment | Misc.
Party of Interest {(Owner, Mortgages, County) Attention

“Olson, Chris Address

8217 38th Ave N
MNew Hope MN 55427

Home Phane W Primary Owner
Work Phone I Cortract Purchaser
Fax Number I Fee Purchaser
E-Mail [+ Motice Recipiert
W Bill Recipient
Attach New Party(s) Detach Selected Paty ~ Previous Owni More: Information

The primary entry is marked with an asterisk (*). The information display to the right of
the list box pertains to the highlighted customer/owner. Address and
Phone can only be changed via the Owner screen (view, inquiry, and
owner.) You can, however, check the option boxes for each listed owner.
To change primary ownership to a different owner, first select that owner
then check Primary Owner.

W Primary Owner

[ Contract Purchaser

[v Fee Purchaser

W Asseszment Motice Recipient
W Assessment Bill Recipient

To remove an owner from a property, highlight the owner and then click detach
selected party. You can then attach a new owner by clicking on the attach new party
option. To view previous owners, click on the previous owners option.

The More information option will bring you to the owner’s record where you can look at
all the properties they own, view all permits and licenses as well.

More Information

Attach Mew Partyis) Detach Selected Party Previous Cwnen(s)

Assessment, Permit, License, Property Tax, & Violation tabs

These are add on modules and will show only if they were purchased. It
provides easy access to look at all permits, licenses, assessments, or violations
for the property.

To view a specific permit for example, click on it and select specific to view that
permit detail. You can also create or attach a new permit, license, etc for the
property from these tabs.

legal | Zoning | Building | Owner | Assessment | Pemmit | License | Violation | Utiity Biling | Fes Attachment | Misc.
Pemit Status lssued Balance Permit No. B-11002
b [No. B-11002 Basemert Finish lssued 081011 £1,33000 Apply Date
__|No. 51339 Blectrical Pemit Pending £0.00 lesue Date 08/10/11
_No. 51340 Electrical Pemit lssued 0672511 £56.00 Start Date
__|No. 51341 Electrical Pemit Pending $61.00 Last Inspected
__|Ne. 51342 Blectrical Pemit Pending $0.00 Project Begin
_No. B-11004 Basement Finish Pending £1,350.00 T
__|No. 1343 Plumbing Pemit Pending $0.00 Expire Date 08/10/12
No. B-11005 Basement Finish Pending %1,350.00
" |No. 91344 Mechanical Pemit Pending $0.00
:No. 51345 Plumbing Pemit Pending 5000 . Mare Info New Pemit 9 | p
—_— — - - S et - age



Utility Billing tab

If you have Banyon Utility Billing and have the path linked, this will display the utility
billing account number and what the account currently owes.

To set the Utility Billing link click on tools, setup options, then link to other bds
applications. Click on the Ultility Billing tab and browse to the location to select the file
bdsubd.mdb

| Legal I Zoning I Building I Owner I Assessment I Permit I License I Violation | Litility Billing | Fee I Attachment I Misc. |

Account Mo. Status Date Due Amount Surcharges Amount
== Interface to Other EDS Applications =3
Fund Accounting Litility Billing Property Tax I Adobe Reader
Pathto BDS Utilty Biling | C\BDSWIN'BDSUBd mdb Locate

Copy Existing Customer and Property Records from Utility Billing
Synchronize Property and Customer Records with Litility Billing

Fee tab

Attach miscellaneous fees to the property. Fees can be set up under tools, setup
options, and fees. Adding fees are talked about more in the permit and license section
of the manual.

Attachment tab

Attach any .pdf or .jpg that is applicable to this property.

First a common folder needs to be located by clicking locate folder. All documents need
to be saved in that folder. The same folder is used to store all documents related to your
properties.

To add an attachment, click on the Add attachment option on the bottom left and
browse to your common folder. Once the attachment is linked you can add a note for it.
To view the document , simply click on view document.

| Legal I Zoning I Building I Owner I Assessment I Permit I License I Violation I Litility Billing I Fee | Attachmert i Misc.

Path to Document Folder |C:\Sales“Prop Files Locate Folder
Attachment Mote Attachment File Name
Application EF Signed Application JPG View Document

To view a .pdf you first need to make sure adobe is located. To do this, go
to tools, setup options, interface to other bds applications and click on the
adobe reader tab. Browse for the location of your reader.

Typically it is C:\Program Files\Adobe\Reader 9.0\Reader\AcroRd32.exe

Add Attachment Bemove Attachment List documents saved in .. \<Street Name =Y<House Mo > Sub-Folder
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Misc. tab

Enter assessed value or use the user defined fields to track information about the
property. For the user define fields you can change the heading by clicking on it and
renaming the field. The renamed field will be used on all properties.

Remember that reports can also be created in report writer and filtered based on the
user defined fields. Give us a call if you need help creating one.

Previous pin would be used if the parcel splits and it has a new pin or parcel #.

Legal | Zoning | Buiding | Owner | Assessment | Pemit | License | Violation | Ltiity Billng | Fee | Attachmert | Misc.
Previous PIN Residential Unts |~ 0

Special Rules Commercial Unts = 0 Unpaid Property Tax

User Defined 1 Property Fees $0.00
User Defined 2 Fees Paid £0.00
User Defined 3 Balance Due $0.00
Initial Assessed Value

Curent Assessed Value $0.00

Tax Exemption Status =]

CREATING NEW DEVELOPMENT

) ) Qiptions ] )
To add a new development you can click on the options in the bottom right
of the property screen. Then select “add multiple properties” and the below screen will )
appear = Add Multlu\s‘Dr:psm-Pg(grdz‘ = | £

Owner (Builder) Name: =]
New Lots fe. 157 [1-10
[=]

Street Name [Wimley Way

Next, fill in the information on the left side of the
screen and then proceed to the right side starting

6w @ o w0 =B

with owner or developer and street name. Next, T 8

indicate how many lots or parcels there will be e g

(ex 1-10) and then press enter. You will be asked =IR

if you want to create the accounts. Lastly, fill in the = =

pin or parcel numbers and house numbers and then | *==t== = :

Creste Records

click on create records.

SPLITTING A CURRENT PARCEL

In some cases a parcel might be split into 2 parcels. To do this, pull up the current
parcel and then click on the options button in the bottom right.

Options
Next choose split current parcel and the below screen will appear.
. . ] == Add Multiple Property Records {259
In the lots field, enter how many new parcels there will be. e
If it is splitting, simply enter a 1 and press enter. Then New Lots fis. 1-5,7)
give the split a parcel number and click create records. Lt AL House Ro.

Creste Hecords
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OWNER INQUIRY SCREEN

To access the owner information screen click on view, inquiry, and then owner
information.

To lookup a record, use the search drop down menu to enter a PIN or parcel #, property
address, or owner’'s name. To do a partial search use wildcard characters (* and ?). For
example, Johnson* will give you a list of all properties owned by persons whose last
name is Johnson.

-

%

=3l Property Owner I
Search™ E Mame Type E Status E|
Prefix [=] Tax ID Credits
MName Olzon, Chris FZ Selection B3 Charges 528 6593.25
Mtertion Matched Names | Address -
JOHNSON, HERBERT A& CARMEN J 1207 DONNA DR NW
Address 8217 38th Ave N { | JOHNSON, RICHARD C & BEVERLY 1310 LAKE CREST DRIVE
) 1| JOHNSON, LARRY J & CLAUDIAM 2414 BASSWOOD LANE
Frint | abel 4| JOHNSON, PHILLIP A/ETUX ROUTE 8 BOX 726
= ——— JGHNSON. DGNALDC & JUDITHK 1011 GENEVA DRIVE
Envelope  |Mew Hope H,| JOHNSON, DELORIS J 2510 CONIFER AVE
JOHNSON, RUSSELL D/ETAL 8083 E LK CARLOS DR NE
Count JOHNSON. TIMOTHY V& SHARON F 2106 IRVINE PLACE
Iy JOHNSON, LEWIS N&JEANETTEE 1002 AGNES AVE
o | JOHNSON_SCOTT A& MARYD ___ 408 NORTH PARK -

Name Change: To change the name of an owner click on the NAME that appears to the
left of the owners name field.

Print Label: To print a label for this owner click on Print Label and the label screen will
pop up.

E=l Print Mailing Labels =]

No. of labels to print 1 [=l

Click on the label fon night) to
start at to begin printing labels.

Labels will be sert to
Screen

Labels
& 3up
< 4up

Next click on any spot on the label sheet to print and it will only print on that label spot.
The default labels to print on are 3 up with dimensions 1” by 2 5/8”.

Print Envelope: This option will simply print the name/address directly on an envelope.
Click this option, and then click print (insert envelope in printer)
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Personal Tab

Shows optional information about the owner like drivers license #, social security #, birth
date, height, weight, race, etc.

Property

Persanal | Froperty | FPemit I License | Currtladurl

it | Violation | Utiliy Biling |

Title:

First Name  |Chris
Last Name  |Clson
Drivers Lic #

Soc Sec #

Birth Date

MEMO

14| 4| » | »1| w#| Delete Customer

Tab

Weight Ethnicity [+]
Height Race =
Eye Color Sex El
Hair Color

Shows all properties that the owner owns. To view a specific property, click on it and
then choose more property info.

| Personal | Propetty | Pemnit | License | Contractor |

it I Violation I Utility B|II|ng|

Cther Party of Interest on Selected Property

Attach New Property Remove Selected Propety ~ More Property Info

14| 4| » | ¥ | »# | Delete Customer

Assessment, Permit, License, & Violation tabs

These are add on modules and will show only if they were purchased. It provides easy
access to look at all permits, licenses, assessments, or violations for the owner on all

properties

they own.

To view a specific permit for example, click on it and choose specific to view detailed
information. You can also create or attach a new permit, license, etc for the owner from
these tabs.

| Legal | Zoning | Building I Owner | Assessment | Pemit | License I Violation | Lkility Billing | Fes | Attachment I Misc. |

Mo
Mo
Mo

Mo
Mo

LI

Mo.
Mo.

Mo.
Mo.
Mo.

Permit Status Issued
. B-11002 Basement Finish lssued 08/10/11
. 51339 Blectrical Permit Pending
. 91340 Electrical Permit lssued 0672511
51341 Blectrical Permit Pending
51342 Blectrical Permit Pending
. B-11004 Basement Finish Pending
. 51343 Plumbing Permit Pending

B-11005 Basement Finish Pending
91344 Mechanical Permit Pending
51345 Plumbing Permit Pending

Balance Pemit Ma. B-11002
£1.35000 . Apply Date
50.00 Issue Date 08/10/11
$56.00 Start Date
$61.00 Last Inspected
$0.00 Project Begin
£1,350.00 3
50.00 Project Complete
&7350.00 Expire Date 081012
£0.00
s000 - More Info Mew Pemnit
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Contractor Tab

If the customer is also a contractor, their contractor information will show on this tab.
This information is for viewing only. If changes need to be made, click on more info on
the bottom and select CONTACT to view the contractor screen.

Contractors can also be accessed from view, inquiry, and contractors.

*Contractor setup is talked about on the following page.

| Personal | Propert)'l Pemit | Licensel Contractor |ﬂssessment I Violation | Utility Billingl

Mame Type Expire Tax ID
jOIson Construction General Contracto, 020113 State License No 127456789
Business License No

Insurance | State Fam
Phone

Vehicle Expires
Woarkers Comp Expires
Bond Expires

Liability Expires

Mare Info

14| 4 | » | »1| »# | Delete Customer

Utility Billing tab

If you have Banyon Utility Billing and have the path linked this will display the utility
billing account number and what the account currently owes.

To set the Utility Billing link click on tools, setup options, then link to other bds
applications. Click on the Utility Billing tab and browse to the location to select
bdsubd.mdb.

| Legal | Zoning | Building | Cwner | nt | Pemmit | License | iolation | Utility Biling | Fee | Attachmert | Misc. |

Account Mo Status Date Due Amount Surcharges Amount

3jAlag

=53] Interface to Other BDS Applications =
| Fund Accounting | Uity Biling |  Propetty Tax |  Adobe Reader |
Path to BDS Fund Accounting C:ABDSWINYBDSFUNDd.mdb Locate
Default Cash Account walley Bank [=1

14/Page



CONTRACTOR INQUIRY SCREEN

The contractor screen can be accessed from view, inquiry, and selecting contractors. |t
can also be accessed directly from the permit inquiry screen and the owner inquiry
screen.

== Contractor =]
Search | [=] CommctType [General Comciors <] [ inactive
Name: Olson Construction State License  [123456783 | Bp. [02/01/13]
Attertion Business License
Address 8217 38th Ave N insured By State Fam
Bt Lsbel Palicy Mo. T78iiey4953 Exp. [02/01/13]
Envelope  [New Hope [MN_[55427- Agent Phone
Phone W.C. Insured By
Fax Policy No. | =N |
E-Mail
Bond Expires

oo [ ] Liabilty Expires

Vehicle Expires

Cortact |  Agent | License |  Pemii | Violion | Misc
Name Clson, Chris - Tax ID
Adtention DF Code
Address 8217 38th Ave N Carmior Route
New Hope MN 55427

Home Phone

Work Phone
Coury [ ] Fax Number

More Info E-Mail 1]

14 4| » | w1 | w# | Delete Contractor

To lookup a contractor, use search drop down menu to enter a contractor id, name,
owner name, state license #, or tax id. To do a partial search use wildcard characters (*
and ?). For example, Johnson* will give you a list of all contractors with Johnson in their
name.

Search® | [
P ~
1 E Selection l Y _|
Matched Mames [ Address -
JOHNSON, HERBERT A & CARMEN J| 1207 DONMA DR NW [

JOHNSON, RICHARD C & BEVERLY | 1310 LAKE CREST DRIVE
JOHNSON, LARRY J & CLAUDIA M | 2414 BASSWOOD LANE

JOHNSON, PHILLIP AJETUX ROUTE 8 BOX 726

| [[JOHNSCON, DONALD C&JUDITHK | 1011 GENEVA DRIVE

o |[JOHNSON, DELORIS J 2510 CONIFER AVE
JOHNSON, RUSSELL DYETAL 8053 E LK CARLOS DR NE

1 JOHNSON, TIMOTHY V & SHARON F | 2106 IRVINE PLACE
4 || JOHNSON, LEWIS N & JEANETTE E | 1002 AGMES AVE
W WJOHNSON, SCOTT A & MARY D 4-[)8 NORTH PARK i

To add a new contractor simply click on the [T button on the bottom left and enter
contractor name.

Enter Mame of Contractor: Home Services Incorporated
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Next, fill in all relevant information for the contractor.

== Contractor £3
Search® [«] ContmctType (Genersl Conractors [« [ Inactive
Name Clsan Construction State License | 123456789 Bp. |02/01/13
Httention Business License
Address (8217 3&h Ave N Insured By State Fam
Print Label Policy No. T78iey4953 Bo. [02/01/13
Envelope  |New Hope MN (55427 Agent Phore
Phone W.C, Insured By
Fax Palicy No. Exp.
E-Mail
Bond Expires
TaxID Liabiity Expires
Vehicle Expires

The software will store license and insurance information and when you create a license
or a permit you can select the contractor and it will pull in all the contractor information.

A report can be created in report writer to show all contractors with expired insurance or
expired licenses

Contractor Type: Choose from the drop down or enter a new type and it will be saved
to the list.

Name Change: To change the name of an existing contractor click on the NAME that
appears to the left of the contractor name field.

Print Label: To print a label for this contractor click on Print Label and the label screen
will pop up.

3] Print Mailing Labels =

No. of labels to print |1 [=]

Click on the
start at to be

fon ight) to
rinting labels

Labels will be sent to.
Sereen

Next click on any spot on the label sheet to print and it will only print on that label spot.
The default labels to print on are 3 up 1” by 2 5/8”.

Print Envelope: This option will simply print the name/address directly on an envelope.
Click this option, and then click print (insert envelope in printer)
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Contact tab

If the contractor is also a property owner, then this allows you to link the owner and
contractor together. When you go to the owner inquiry screen and click on the
contractor tab, it will show all the contractor information.

Contact | Agent | License | Pemit | Violation Misc
Mame QOlson, Chris E TaxID
Attention DP Code
Addess  |B217 38th Ave N Carmior Route
MNew Hope MN 55427
Home Phone
Woark Phone
Courtry Faxc Number
Mare Info E-Mail

4| 4| ¥ | M| w | Delete Contractor

Agent tab

Contact Agent | License Pemit Violation Misc

Signing Agent Position Phane Bithdate Driver License No.
1]

Used to track other employees the contractor wants listed as contacts.
Can also be used to track any notary needed for licenses or insurance.

License, Permit, Violation tab (only show if purchased)

| Contact | Agent I License | Fermit | Violation | Misc |
Permit Status lssued Balance Pemit Mo. 51305
p |Mo. 91305 Buming Permit Approved 09/13/05 5000 . Apply Date 09/13/05
Mo. 91306 Demolition Pemnit Pending 20.00 lssue Date 09,1305
Mo. 91308 Demolition Pemnit Approved 20.00 Start Date 09/25/05
Mo. 91310 Sign Pemit Approved 50.00 Last Inspected
Mo. 51311 Buming Pemit Approved 525.00 c Project Begin 08/2505
Project Complete 09/26/05
Expire Date 05/26/05
14| 4| » | w1 % | Delete Contractor

Shows all licenses, permits, and violations for this contractor. To view a specific permit
for example, click on it and choose specific and it will open up that permit number for
more detail.

Licenses, permits, and violations can also be attached from the contractor screen.
Misc tab

Open comment/description area to enter notes on the contractor.
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FEE/RATE SETUP
To add or view existing fees click on Tools, select Setup Options, and Fees.

This fee setup is usually for permits, licenses, or a misc. fee that you would want to
attach to a property, owner, or contractor.

*if you want to set up violations/code enforcement information that is on page 53
of this manual.

E=l Fee 22

Basement Finish Description  |Basement Finish
Building Permit =
BURNING PERMIT Type of Use |Pemanent (Always Charged) EI
Bus License
Business License Type of Fee Base Charge $0.00 [T Add kemized Fees
Deck Permit " License  Unit Charge S000 | I Times Units
DEMO PERMIT FEE *+ Pemit
DEMOLITION FEE " Universal Distributed Acct. =1
(PJE'I'SELII?ZIEEECI;’ " Escrow Reporting Group |Plan Check [=]
Pet License Renewal Penalty |Tier I Plan Check I Misc. |
Sewer Assessment Fee
Sewer Debt Service Quarter 12 I~ Exempt From Penalty
Sprinkler Fee

Penalty Base £0.00

Penalty Rate 0.000

Interest Rate 0.000

Penalize Minimum s0.00

Penalty Limit £0.00

Distributed Account =]
Add Mew Fee Bemove Selected Fee Attach Fee to Pemnits and Licenses

All fees that you want available to be charged on a permit or license must be created
here. Some sample fees are included with the software, but you can customize those to
your needs or create new fees. Later, the fees will be attached to the permit and
license types that are created. Then when you attach a license or permit to a property or
customer the correct fees will be attached based on your setup selection.

If the fee depends on an itemized list of what is being installed, then a special
setup can be done. The special setup might be common for an electrical,
plumbing, or mechanical permit and is talked about on page 28.

ADD A NEW FEE TYPE

On the bottom left hand corner click on Add New Fee and enter a fee name

Erter Description

Now you will notice that the fee name you have just entered is added to the list of
existing fees and you can now setup information for this fee.
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FEE/RATE SETUP CONTINUED

== Fee 3

Basement Finish Description  |Basement Finish
Building Permit
EURMING PERMIT Type of Use |Pemanent (Always Charged) El
Bus License
Business License Type Df Fee Base Charge 50.00 [~ Add temized Fees
Deck Pemit " License Unit Charge £0.00 [ Times Units
DEMO PERMIT FEE % Pemit
DEMOLITION FEE " Universal  Distributed Acct. =]
On Sale Li .
F‘ET il%EagT:_r " Escrow Reporting Group |Plan Check Iz|
Pet license Renewal Penalty | Tier Plan Check | Misc.
Sewer Assessmert Fee
Sewer Debt Service Quarter 12 ™ Exempt From Penalty
Sprinkler Fee
test Penalty Base 50.00

Penalty Rate 0.000

Interest Rate 0.000

Penalize Minimum 50.00

Penalty Limit 20.00

Distributed Account [=]
Add New Fee Bemove Selected Fee Attach Fee to Pemits and Licenses

Type of Use: This tells how the fee can be used. There are 5 ways it can be used:

1) Permanent (Always Charged & defaulted to highlighted fee)

2) First Time (Charge only when permit is issued)

3) Renewal (Charged only when permit is renewed)

4) Pick from list when issued- a random fee that needs to be
highlighted when a permit or license is created.

5) Pet License use only- reserved only for pet license fees

Type of Fee: There are four valid fee types.

License Fee

Permit Fee

Universal Fee (Can be charged on both permits and licenses)
Escrow

Base Charge : Flat fee to be charged

Times Units: Base Charge is multiplied by the number of units field on the
permit.

Distributed Acct: If you have Banyon Fund Accounting and it is linked together, click
the drop down to select the revenue code. If it is not linked, click
on Distributed Acct heading to set the path.

If you do not have Banyon Fund Accounting, simply enter your
revenue account code. When receipts are processed, you will
receive a receipt distribution report summary by account code.
That report can be used to enter revenue into your accounting
software.

Report Grouping: Used to group fees together for reporting purposes (optional)
Ex) get a report total for all surcharges or plan check fees.
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Add Iltemized Fees

This feature is used for a license where you want to use the larger fee based on square
footage and business dollar volume.

= Fee X
Basement Finish Description | Business License
Building Permit :
BURNING PERMIT Type of Use |Permanent (Always Charged) [+]
Bus Li
; Type Uf Fee  Base Charge $10000 | ¥ Add temized Fees
f L'CE'TSB Unit Charge 2000 | Times Unis

After the fee is created make sure a license is then created under tools, setup options,
licenses and set the type to BUSINESS and then attach the fee created.

When a license is attached to a customer or property, at the bottom there is a spot to
enter square footage and business dollar volume on the “Specific Tab” . The license
cost will be calculated for each scenario and since the box is checked to apply the larger

of the two, that will be the cost of the license.

Specific

% of Valuation
0.1000
0.0012

3200
2500000

Square Footage
Business Dollar Volume

Penalty tab

86.25

Valuation
£3.20

| Use only larger valuation as fee

Exempt From Penalty: Check this box if fee is always exempt from receiving penalty

charges.
Penalty Base: Enter penalty dollar amount
Penalty Rate: Enter penalty %

Interest Rate: If interest is also charged, enter
it here.

Penatty | Tier

™ Exempt From Penalty

Penalty Base
Penalty Rate
Interest Rate

Penalize Minimum
Penalty Limit

Distributed Accourt

Plan Check | Misc.

20.00
0.000
0.000
$0.00
20.00

=]

Penalize Minimum: [f this fee owes less than this m . )
be applied. Ex. Put $10 in minimum and no penalty will be applied to accounts owing
less than $10.

Penalty Limit: If a calculated penalty is more than this amount, then the penalty is
reduced to this amount.

Distributed Account: Click on this to choose the BDS Fund Accounting Account Code

that this charge would be applied to. If not using Banyon Fund Accounting, simply
type an account code in the box.
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Tier tab

| F‘enaft'_.r| Tier |F‘Ian Checlk | Misc. |
Tier Is Based On & Units © Estimated Cost of Work

Tier Example Amourt Per Rate
First 1,000.00 $200 | 100 0.0000 -
Next 4,000.00 s050 | 200 0.0000
F#[Net  1,000,000.00 s0.60 | 500 0.0000 | _
#* s000 | O 0.0000 |~

Enter a test unit/cost to compute a sample fee

Tier is Based On Units: This line sets up a basis for the tiers shown above.

$2 for every $100 of the first $1000
$.50 for every additional $200 past $1000
$.60 for every additional $500 past $5000

Tier is computed as Amount X Per +Rate/100XTier Value and accumulatively as
the sum of all tiers.

Estimated Cost of Work: The tier is based on the Estimated Cost of Work for this

permit fee.
Tier Plan Check | Misc.

Tier Is Based On € Units * Estimated Cost of Wark

Tier Exzmple | Amourt Per Rate
P |First 10,000.00 | S$500.00 0 0.0000 .
Mezxt 20,000.00 | S$600.00 0 0.0000
* £0.00 0 0.0000 |

Enter a test unit/cost to compute a sample fee

On this example, when the valuation is entered on the actual permit screen the fee
would be charged according to this tier. For example, the estimated cost of work is
$20,000 the permit fee would be $1,100

To test the tier setup, simply enter in an estimated cost of work and your
fee will be calculated.
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Tiers Explained Further
Each tier line has four things in common.

Column 1 Units/Amounts
This column determines the range of the line. The line is charged for just the
units/amount listed in this column before the fee calculation goes on to the next line.

Column 2 Amount to charge for each Per
This is the dollar amount to charge for each Per until the Units/Amount column for this
line has been reached.

Column 3 Per
The Per divides up column 1 (Units/Amounts) into chunks. Each chunk can be
charged a dollar amount (column 2) and/or percentage (column 4).

Column 4 Percent
This is the percentage to charge for each Per until the Units/Amount column for this line
has been reached.

For Example: Amount Per Percent

First  1000.00 25.00 100 7.500000
In this example line:

Column 1 = 1000.00

Column 2 = 25.00

Column 3 =100

Column 4 = 7.5%

This means that for the first 1000 dollars, 25 dollars will be charged for each 100 dollars.
Since there are 10 chunks of 100 in 1000 dollars (10 *100 = 1000), 250 dollars (10 * 25
= 250) will be charged for this line if the estimated cost of the license if at least 1000
dollars. If the estimated cost of the license is 350 dollars then 100 dollars will be
charged or this line. (4 * 25 = 100) All fractions are rounded up. In addition, 7.5 percent
of the first 1000 dollars of the estimated cost will be charged for this line. Each line of
the tier is processed until the units or amount runs out. The totals for each line are
added up and put into the total fee amount for this fee.

First This line tells what to charge for the First number (column 1) units/dollars.

Next There are six “Next” lines. Each one is calculated in turn until the Units/Amount
runs out.

Over This last line processes any remaining Units/Amount once the “First” and all
“Next” lines are processed.
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Plan Check tab Penalty | Tier Plan Check | Misc.

Residential Plan Check Rate 0.0000
Commercial Plan Check Rate (. D000
Minimum to Apply Plan Checlc 50.00

Residential Plan Check Rate: This is a percentage of the permit fee amount to charge
for a plan residential check fee. This is normally only charged on a building permit.

Commercial Plan Check Rate: Percentage of the permit fee amount to charge for a
commercial plan check fee. This is normally only charged on a building permit.

Minimum to Apply Plan Check: The amount of the fee must be at least this dollar
amount for the plan check fee to be applied.

Mlsc- tab Penalty | Tier Plan Check | Misc.

[T Use This Fee as a Tax to Other Fee(s)

Associated Tax Fee []
Based on Ancther Fee E
Percent of Base Fee 0.00000

Percent of Valuation 0.00000

Charge Minimum <0.00

Charge Limit 20.00

Use this fee as a Tax to Other Fee(s): This identifies this fee as a Surcharge or Tax
fee. This fee is then only calculated when another fee attached to the license identifies
this fee as its tax. This fee can be used as a tax by several other fees.

Associated Tax Fee: Use drop down to select fee you will use as a tax/surcharge. Only

those fees created as a tax fee will appear in this drop down menu. NOTE: You cannot
tax a tax fee.

Based on Another Fee : Select a fee on which this fee will based upon.

Percent of Base Fee : Enter a % if you want the fee to be a percent of the base
charge.

Percent of Valuation: Takes a % of the Current Assessed Value of the property. To
assign a current assessed value to a property, go to view, inquiry, and select property.
Look up the property by address and then select the misc tab. to enter the value.

Charge Minimum: This is the minimum that would be charged based on the % of
valuation.

Charge Limit: This is the maximum a customer would be charged based on the % of
valuation.
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SETTING UP INSPECTIONS
To setup inspections select tools, setup options, inspections.
Priority/Status tab

This is where you are going to set the standards for each inspection. Difficulty level is
used to determine how difficult a job will be based on the inspector qualifications.

The priority column is the different levels of priority you can choose for a job. The status
is the different options you want available to mark the inspection.

Priority/Status | Type of Inspection | Inspector 1D | Weight Formula

Difficulty Level Friority. Status

- Level One - Top Priority
- Level Two - Priority 2
- Le

Type of Inspection Tab

The first column is where you will name your inspection. Next, you will set up the
Difficulty Level, Priority and the duration of time, which will be spent completing each
inspection. The note is there for any additional information you may have pertaining to
the individual inspections. This will also carry over to the permits when you have
scheduled inspections on those.

Each inspection type can also have different INSPECTION RESULTS created. To do
this, simply click on an inspection type and then create the results you want available.

I =53] Inspection ‘il .
: Prerequisite column allows you to
Priority./ Status Type of Inspection Inspector ID | Weight Formula . . .
assign an inspection that needs to
Inspection Type Difficutty Priority Duration | Default Prerequisite .
P [Building Inspections Level Thre[5 | Top Pricf ¢ [30min [+ Yes [+] =] = be com pleted f|rst befo re another
Electrical Inspection Level Two [ |Priority J{» [30min [+ | Yes [+] =] . .
Plumbing Inspection Level ThrewEl Priority :El 30 min El Yes El EI |nSpeCt|0n Can be done
* [=] [=] =] 1o <] [=]
_ |Passed ol |2
2 [Faied !
2 |Re-Schedule
§ E Set Permit Status to Closed upon passing inspection
D | Set Last Activity to inspection date upon passing inspection :
2 Set Project Ending to inspection date upon passing inspection
- - Automatically schedule same inspection on next annivery date

Inspector tab

On the Inspector ID tab, you will enter the names of qualified inspectors. Off to the right
side, your different types of inspections are listed. While you have an inspector
selected, click on the type of inspection to each inspector is qualified for.

-
=2] Inspection |i|

Priority/Status | Type of Inspection | Inspector ID | Weight Formula

For each inspector select one or more associated types of inspection

Inspector Initial and Name Start Date Type of Inspection
:}‘ JD James Douglas 01/01/04 .
*

24|Page



Weight Formula tab

This tab is used to correctly schedule the individuals that are able to perform each task.
Saturation: Saturation allows the system to calculate the percentage of scheduled
inspection hours over the total work hours (8 hours/day and weekdays only) during the
calculation.

Weight: When fairness is a criteria in selecting an inspector, using the weight formula
can help determine which inspector is more likely to be scheduled.

Manual selection allows you to choose which inspector you want to use.

The other three options allow for the software to automatically select an inspector based
on the radio button you choose.

CREATING PERMIT TYPES

To access the setup area for permits, click on tools, setup options, permits.

E3 Permit Type 2=

Bssement Finish Description  |Bassme it Finish
Building Permit
BURNING IN STREET Type Gthers || Design Certificate
Buming Permit g

B T it Select a prefix if using A-YYODOO numbering system | B

Electrical Permit Days Expired from Original Date Tyear [=]

Mechanical Permit Days Expired from Previous Expiration

Plumbing Permit

S Pt Unit Mame by Which Permit is Charged

Sprinkler System Permit Valuation per Square Foot of Property ]

ﬁg&rpe""“ I Minimum Job Value is based on Square Foot Value

Well Pemit Application Form [C\Sales"Prop Files Building Permit pdf | Locate Preview
=

g

=
=]

Attached Fees Setup Attached Inspections Setup  Print
Baseme nit Finish Building Inspections
DEMOLITION FEE

MNew Pemit Remove Selected Setup ftemized Fees Show all ilable fees and inspections for selection

By default Banyon has certain permit types created. If you want to create a new permit,
simply click on the new permit option on the bottom left and enter a description.

Once the permit has been named, you will need to fill out the information fields on the
Permit Type screen.

Type: is used to group permits together for reporting purposes. A great way to get
totals for monthly, quarterly, or yearly reports.

Prefix: If a prefix is used before the permit number you can enter it here. For Example
a building permit could have B prefix and plumbing permit a P prefix.

Days Expired From Original Date: Enter the # of days to expire from the issue date.

Days Expired From Previous Expiration: Enter # of days to expire from last expiration
when permit is re-issued.
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Application Form: To attach a copy of your application for the permit, click on locate to
browse where that file is.

You can create a folder on your network drive to store all permit applications in, and
then link each one with the permit as permits are created.

To view an application, simply click the preview option to display. The application can
also be printed directly from the permit screen (view, inquiry, permits)

Electrical, Mechanical, & Plumbing Permit Types

These permit types can have an itemized fee list setup. For example on an electrical
permit if the charge is so much per A/C, Dishwasher, Water Heater, etc then an itemized
list can be set up for your charges. Then when you attach that permit type to a customer
or property, the itemized list will pop up where you can fill in the number of each item
and then a total will be calculated for the permit charge.

RI Fodures
Floor Drain

==l Permit Type 2|
Basement Finish Description | Electrical Pemit
Building Permit
BURNING IN STREET Type 3] Setup Itemized Fees for Electrical Permit =
Buming Permit Select @ prefix if usin
Demolition Permit
Electrical Permit Days Expired from O No. |Item Description Load System Defaults = First Qty &Fee* | Add. Qty &Fee*
Mechanical Pemit Days Expired from P 12 gg img i $4.00 i £3.00
:;ﬁgﬁniem R ane R 3 (100 AMPS
E I - I _':I.“_prink\er System Permit Valuation per Square 4 200 AMPS
ank Pemmit i
ectrical | =~ Fme| [ Tonaes
Well Permit 7 [Heat Pump 1 540.00
= 8 | Ar Handler
= 9 | Dishwasher
= Setup temized Fees for Mechanical Permit 23
Mo. |Item Description Load System Defaults First Qty & Fee™ Add. Qty & Fee™ =
1 | GF-Cther Appliances j
2 | GFGas Fipe 3
3 | GF-Water Heater
4 | GF-Fumace
b 5 |GF-Boiler
& | GF-Range
7 | Fumace/AC
8 | GF-Fireplace
9 |GF-Unit Heater
10 | Fireplace
11 | GF-Dryer
12 | Boiler
H 13 | GF-Spa =1 Setup Itemized Fees for Plumbing Permit =
Mechanical || i & -
15 Vertilati Mo. |Item Description Load System Defaults First Qty & Fee™ Add. Qty & Fee™
1 Inflammable Trap 1 £2.00
16 | GF-Infra 2 | Backflow Preventor
17 |GF-Futu 3 | Dishwasher
18 | GF-Wall 4 Bathtubs
5 |Sump Pump
& Drinking Fountain
8
=l

Grease Trap
10 | Roof Drain
11 | Shower
12 | Sink

= 13  Sewage EHector
Plumbing | = ==

15 | Washer Stand Pipe

16 | Water Closet
17 | Water Softener
18 | Water Heater
20 | Other Fodures
21 Laundry Tub
22 | Lavatory
23 | Lawn Imigation

m

Each itemized fee screen can be set up to charge a certain amount for the first one, and
then a separate amount for each additional one.

To create a new line item, simply enter a number and give it a description.
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ATTACHING FEES & INSPECTIONS

To attach fees and inspections, click on the Show all available fees and inspections for
selection option on the bottom right. All fees and inspections that you have created will
now show up. Next, highlight the fees and inspections that are applicable to this permit.

Attached Fees Setup Attached Inspections Setup  Print
Basement Finish Building Inspections
DEMOLITION FEE
Available Fees Setup Available Inspections Setup  Print
Basement Finish Building Inspections
Building Permit Electrical Inspection
BURNING PERMIT Plumbing Inspection
Deck Pemit

Setup ltemized Fees Show all available fe | DEMO PERMIT FEE
DEMOLITION FEE

PET LICENSE
Sewer Assessment Fee

Setup ltemized Fees Show only sttached fees and inpsections

ISSUING PERMITS TO PROPERTIES, OWNERS, & CONTRACTORS

Permits can be issued directly from the property, owner, contractor, or permit screen.
We will explain how to issue from the property screen. Go to view, inquiry, and then
select property.

Search™ (=]

To lookup a property record, use search drop down menu to enter a PIN or parcel #,
property address, or owner’'s name. To do a partial search use wildcard characters (*
and ?). For example, Johnson* will give you a list of all properties owned by persons
whose last name is Johnson. {5 sciecion )
Matched Names [Address ~
JOHMSON, HERBERT A & CARMEN J| 1207 DOMNA DR NW

i || JOHMSOMN, RICHARD C & BEVERLY | 1310 LAKE CREST DRIVE
1| JOHNSON, LARRY J &CLAUDIAM | 2474 BASSWOOD LANE

4 || JOHNSON. PHILLIP A/ETUX ROUTE 8 BOX 726

| [[JOHMSON, DONALD C&JUDITH K 1011 GENEVA DRIVE

o |[JOHMSON, DELORIS J 2510 CONIFER AVE
JOHMNSON, RUSSELL D/ETAL 8053 E LK CARLOS DR NE

A JOHNSON, TIMOTHY V & SHARON F | 2106 IRVINE PLACE
JOHNSON, LEWIS N & JEANETTE E | 1002 AGNES AVE
JOHMSON. SCOTT A& MARY D 4&\ NORTH PARK i

s

Next, choose the Permit tab and click on New Permit on the bottom right. This will then
bring up a list of available permits to choose from. If you need one that is not in the list,
refer back to the permit setup section on page 25.

| Legal | Zoning | Building I Crwner | Assessment | Permit | License I Violation | Lility Billing | Fee | Attachment I Misc. |
Pemit Status Issued Balance Pemit Mo. B-11002

_} Mo. B-11002 Basement Finish lssued 08101 5135000 =« Apply Date

_ Mo. 91339 Blectrical Permit Pending 20.00 lssue Date 08/10/11

__|Mo. 91340 Blectrical Permit lssued 06/29/11 £56.00 Start Date

_No. 51341 Blectrical Permit Pending 561.00 Last Inspected
Mo. 91342 Electrical Permit Pending £0.00 . .

_|No. B-11004 Basement Finish  Pending $1,350.00 ﬁﬁj:ﬁ 52’;'3 "

_ Mo. 91343 Plumbing Permit Pending 50.00 Expire Date JBADT2
Mo. B-11005 Basement Finish Pending 51,350.00

" |Mo. 91344 Mechanical Permit Pending 20.00

:No. 51345 Plumbing Pemit Pending 8000 More Info Mew Permit
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Once you have selected the Permit type from the list, a box will pop up with enter new
permit number. You may use the defaulted number or enter your own.

Enter Pemit 1D B-11014

After you have assigned a number to the permit another window will come up with the
fees that are associated with this permit type. If you have set the fees in setup options
to always charged, then they will be highlighted in black automatically. If a fee was set
to “pick from list when issued”, then it will not be highlighted by default but you can still
select it. When ready to apply the fees, click on “attach above selected fees” button.

==| Fee Attachment Li—hJ =5 Inspection Selection L

Associated Fees

Associated Inspections

Building Inspections

Attach above selected fees | 1
] Attach above selected inspections |

After the fees are attached the inspection selection screen will show up if this permit type
was set to require an inspection.

==l Permit# B-11014 ==
Search* [=] Status [=] Apply Date
Strect Address 8217 38th Ave N [=] Project ID [=] |lssueDate
Pemmit Type Basement Finish [=] #welicant Owner [=] f‘;;;‘g’;:w
Work Class [ =] valustion S0.00
Structure Type el  Fotal Fees =0.00 Project Begin
Structure Use [=] Total Paid =0.00 Project Ending
Pro-rate Factor Fee Based Units 0 Balance S0.00 Expire Date 1272012
Specific | Property | Owner | Tenant | Contractor | Engineer | Architect | Fee Inspection | Attachment | Remar
Construction Type [=] Cap
Owccupancy Class [=] Date
Set Backs Square Footages Suite Units ry
Front st level Bsmit. Bedrooms =
Rear 2nd lewvel Garage Full Baths =
Left 3rd level Deck 4 Baths =
Right dth level Porch 12 Baths =
Other Fin. Bsmt. *4 Baths
15 Max Attach Floor Plan Rl Baths
Compute Valuation — Fireplaces
=
=
=
=]
=
[}
=
(=3
=]
14| 4 | » | w1 | »#* | Delete Pemit Cerificate of Occupancy Prirt. lication Prirt P ermit Options

Once the inspection is attached, the main permit screen should now appear and you can
begin by filling in the information on the top of the screen. If the fees attached were all
base fees, then the total fees box should be filled in. If this type of fee is based on a
valuation or cost of work, enter the amount in the VALUATION box and press enter. The
fees should now be updated again. A detailed view of the fees can be looked at by
clicking on the fee tab.
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Specific tab

The specific for some permits will be different than others and it all depends on the
permit type applied. This example is BUILDING type and has optional information to fill
in like square footage, bedrooms, baths, & setbacks.

Specific | Property I Owner I Tenant I Contractor I Engineer I Architect I Fee

I Inspection I Attachment I F{emarkl

Construction Type [+] Cap.
Occupancy Class [+]| Date

Set Backs Square Footages Suite Units 8
Front st level Bsmt. Bedrooms =
Rear 2nd level Garage Full Baths =
Left 3nd level Deck %4 Baths g
Right 4th level Porch 5 Baths =
Cther Fin. Bsmt. 4 Baths
15 Max Attach Floor Plan Rl Baths

Compute Valuation Fireplaces

The specific tab on permit types like Electrical, Mechanical, & Plumbing will show the
itemized fees if you have chosen to set them up that way. You can also change the
quantity if something was entered wrong. Click on view all items to pop the itemized
fee menu back up and you can edit the amount in setup if it needs to be changed.

Specific | Property I Chwner I Tenant I Contractor I Engineer I Architect I Fee I Inspection I Attachment I Hernark|
ftem City Amount . Blectrcal Class E|

30 AMPS 20 $61 MNumber of Units Mew Electrical

&0 AMPS 2 20

AT 1 &0 MOTES

Heat Pump 2 240

View All Ttems
Property tab

Shows the zoning, property, dwelling type and a list of all permits pulled on the property
along with the balance due.

The more property info option when clicked will allow you to view other tabs relevant to
the property.

| Specific | Property |Owner I Tenant I Contractor I Engineer I Architect I Fee I Inspection I Attachment I Rernarkl
Status Open Permit™ Status Balance
Zone Type Basement Finish Issued 5135000 .
Property Type |[Commercial " |Blectrcal Pemit Pending £0.00
Dwelling Type |test " |Blectrical Pemit lssued £56.00
___|Electical Permit Pending $61.00 |=
™ Agriculture [T Septic "~ |Blectrical Pemit Pending =0.00
™ Commercial — wel " |Basement Finish Pending £1,350.00
[ Flood Plain 7F’Iumbing Pemit Pending £0.00
Basement Finish Pending $1,350.00
More Property Info "~ |Mechanical Permit Pending £0.00
] Plumbing Pemit Pending <0.00
T |Basement Finish Approved £0.00
T |Building Permit Issued £1.250.00
] Building Pemmit Pending £0.00
___|Basement Finish Issued £1.350.00
: Electrical Permit Pending £0.00
RuiildinA Parmnit Pandina <14R NN
* Chck on recond selecion o swilch view o that Permit -
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Owner & Tenant tabs

The owner tab will automatically show the owner of the property where the permit is
being issued. The More Information option when clicked on will allow you to view tabs
from the owners inquiry screen. For example, click on property and the owner’s property
tab will be displayed showing a list of all the properties they own.

Specic | Propery | Owner |Tenar|t | Cortractor | Enginesr I Architect | Fee I Inspection | Attachment | Hemark|

if applicant is an owner, select one from below list

ﬂ Clson, Chris Mtention

Address 8217 38th fve N
New Hope MN 55427

Home Phone
Work Phone
More Information

If this is a rental property and you want the tenant to be listed on the permit, select them
from the names drop down. If they are not listed, click on *new customer in the drop
down menu to add.

Contractor, Engineer, & Architect tabs

Select the drop down to choose a contractor from the list. Once the contractor is
selected all the information will fill in regarding them.

If any information needs to be updated or added for the contractor, click on More Info
and select contact and the main contractor screen will show. You can now update any
information regarding the contractor. The more info option also allows you to view
licenses, permits, violations, and other employees (agents).

| Speciic | Non-Fee Tracking | Depatment Check | Inspection | Fee | Applicant | Licensee | Contractor | Violation
Contractor (Carson Construction E Cortract Type  |General Contractors E
Cortact  |Bill Carlson
100W. 3nd 5t ) ==
Mols MN 55337 State LicH 99487572 Bp. | 01/01/05
Insurance |State Fam Bep. | 03/01/09
Agent Postion Phone (ther Registration Expirations
Jim Wilson Sales Manager |(352) 882-7730 Vehicle
Warkers Comp.
Bond 01/0/09
Liability 01/01/09 Mare Infio
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Fee tab

Shows either the flat fees applied or fees based on valuation. (itemized fees for
Plumbing, Mechanical, & Electrical will show under specific tab)

Specific | Property | Owner | Tenant | Contractor | Engineer | Architect | Fee Inspection | Attachment | Remark
Fee Amount Penalty | Total Paid Due Date MNew Fee
» |DEMOLITION FEE $250.00 s0.00 $0.00 - Remove Fee
Basement Finish £2.150.00 £0.00 50.00 Adjustment
Total 52.400.00
Paid $0.00
= Balance £2,400.00
Transaction Date & Mo. Amourt Check # Remarkc

New Fee: Clicking on the New Fee option will bring up a menu to select a fee from
your set up to apply. If a fee needs to be added that is not in the list, click tools, setup
options, & fees. (refer back to fee setup section in manual)

Remove Fee: To remove a fee, first click on the fee and then click Remove Fee. A
confirmation message will appear to verify you want the selected fee to be removed.

Once the fees have been posted to the permit a history log will show at the bottom and
display date, amount paid, check #, and comment.

APPLYING PAYMENT FOR PERMIT, LICENSE, VIOLATION

To record payment of a permit, license, or violation fee click on the dollar amount by
Balance and a menu will pop up asking if you want to create a new batch or add the
payment to an existing batch. If creating a new batch then you will be prompted to enter
in a batch name.

Erter Mame of New Receipt Batch 11-DEC-23

= 11-DEC-23 - 12/23/2011 P

In the Entry Description, enter Froperty PIN, Utiity Account No, Property Address, Customer Name for same-
owner property selection), Pemit 1D (preceded with P), License No. with L), Citation No. (with C), or Assessment Receipt Date | 12/23/11
MNo. (with A). Use the ~and ? wildcard for partial search on Property Address or Name.

Entry Description Amount | Check # Remark Customer
Permit B-11018 - Basement Finish $2.400.00 4456 - 1236THAVEE ROGER HARRIS -
» $0.00 ROGER HARRIS

Record a check number if wanted and then simply close the screen down. All
other payments that come in for the day can be put into the same batch and
posted at the end of day. (posting the receipt batch described on page 57)

*If an owner or contractor wants to pay for multiple permits & licenses see
batch entry on page 56
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PRINTING PERMIT

Once the permit status has been set to ISSUED you can now print the permit.

_ Print Permit , , _
Click on at the bottom to preview/print the permit
DEMO DATA
Pv=rit Toppe Basement Fnlsh Perarit Mo B_ -] -] I:I 1 ?
P M 50044344 2232 Amronesd Dot 1272311
Viork Vamtion: 54500000 Expiration Dagec 122312
For imspecions., il MeaToilvest & TaE~473 1521
AT A
Oy me=r info Fnadion: Coniracdor Infio mnadion:
Qison, Cnns
B217 38w A M
Mew Hope MMSS4ZET
W e Demnooripdis o uramen :
Far Do noipdion ;
Sasement FAnlsh F2,15000
TOTAL FEE 5215000 PAID 52.150.00
Cnamoerm b i . e el iy i i
BM7T Mth&ve N
THIS PEFAMIT MUUST BE FOSTED AT THE ABDAE WORE ADTRFES3 AT ALL TIMES
Slanztun: Cafe iy Appinaval

Permit Messages

To customize the message, click on OPTIONS in the bottom right of the permit screen.
Next, click on setup options, then permit footer message

2] Permit Footer Message &2

The below message appears at the bottom of the printed permit.

Customize this footer area to your description

Top part is for footer message

The below text appears above Owner Info Box of the printed permit (3 lines max.)

BOttom bOX prlnts above owner For inspections, call Metrowest at 763-473-1321
info box on permit.
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Inspection tab

If the permit needs to have an inspection, click on the inspection tab and click on New
Schedule on the right hand side.

|Specific | Property | Owingr | Tenant | Contractor | Engineer | Architect | Fee | Inspection |}‘ﬂachrnerd | Remark|

Typeof Inspection | Completed | | Date/Time/Inspector | Status (cdick to change) New Schedule
Buiding Inspections Move Schedule

Reselect Inspection

Set Notice Printer

Once you have clicked on New Schedule, a schedule window will pop up. Here you will
schedule the inspector and the time in which the inspection will take place. Simply click
on the month arrow to move to a different month and then click on the day you would
like. Next, click on the time and when ready, click on Schedule at the bottom.

*by default the name of the inspection will show on the calendar (next to the time)
when scheduled. Any notes or description entered would replace it.

If you have more than one inspector and select the least saturation box, it will show you
which inspector has the least amount of work scheduled.

=5 Inspection Scheduler - Building Inspections b ||

4| December || 2011 7:00
Sun [ Mon| Tue [wedl Thu[ Fri [ sat 7:30
£:00

8:30

9:00

9:30

21|22 23 10:00

26| 27| 23 |28 30 i
11:00

2|3|4|5)|6 1130

Inspectors [ By Least Saturation 12:00
James Douglas

Date 12/25/2011 S— 5:00
Time [2o0pm[=] —
Duration [0 hr 30 min Schedule 6:00

After it is scheduled you will be brought back to the main inspection tab. If a schedule
needs to be changed in the future, click on Move Schedule to bring up the calendar
and pick a new date/time.

|Specific | Property | Owner | Tenart | Contractor | Engineer | Architect | Fes | Inspection |r"ﬂac:hment | F{emark|

Type of Inspection | Completed | | Date/Time/Inspector | Status (click to change) New Schedule

Building Inspections Thu 12/29/11 1:00p JD  Scheduled for Inspection Mave Schedule
best Cancel Schedule

Reselect Inspection
Inspection Records
Set Motice Printer
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Department Info: Click on this to fill out what you want printed Inspection Notice
at the top of the inspection notice and inspection record. Departmert Info

Inspection Notice: Click and print to send out to customer (Sample is shown below)

Changing Inspection Status: Once the permit is issued and the inspection has been
done you can click on the current status to pop up a status menu and change to pass,
failed, etc (To add result options for inspections see setup on page 24)

Sample Inspection Notice

Building Inspection Department 12/2311 8:35 Al
100 Main Avenue Page 1
USTown, US, 55555
999-999.9999

Site Address: 8217 36th Ave N Owner Name: Olson, Chris
Permit Number: B-11017 Date of Ins pection: Thursday December 29 20 at 1:00PM
Type of Inspection: Building Inspections Inspector: James Douglas

Comments/Corrections: Everything looked good.

Status of Inspection: Scheduled for Inspection

Signature:
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Printing Inspectors Schedule

To view a calendar of inspections and print a schedule for a specific day click view,
inquiry, and inspection.

*a short cut to the current days schedule can be printed from view, special

reports,

permit, and inspection schedule
-
glnsp&ctlnn Schedules for December 23, 2011 125
Pick inspector and date to view
scheduled inspections. E] December 1) 2m Block Time-Off
Sun Mon Tue | Wed | Thu Fri Sat
James Douglas 27 28 29 30 1 2 3
4 5 6 7 8 g 10

1 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 3

1 2 3 4 5 3] 7
Click on Time to view schedule; Address to view other permits; Permit # to view other inspections
Time Type of Inspection Address MNote ttem D
2:00PM | Building Inspections 8217 38th Ave N Basement Finish B-11017 -
4:00PM | Building Inspections -1236THAVEE Basement Finish B-11018
[ Report Schedules For All hspectors View Schedules

Click on an inspector and then use the arrow to choose a month and click on a specific
day. If the inspector has anything scheduled that day it will be displayed. To print, click
on View Schedules.

Sample Inspection Schedule

2.00:00 PW

bds

4:00:00 PM

bds

——— g -

TOWN OF DELAFIELD 12723111 10:03 Al
Page 1

Inspection Schedules

Inzpector: James Douglas
Inspection Date 1212312011

8217 J8th Ave N Comment.  Building Inspections -
Building Inzpedions. Instruction:

B-11017 Basement Finish

-1236TH AVE E Comment.  Building Inspections -
Building Inspedions Instruction:

B-11018 Basement Finish

351Page



Block Time-Off . .
Inspectors can also use the button to mark times they are not available

for inspections.

5] Inspection Scheduler - Time OFf 22

_4| December [ »| 2011 700
Sun | Mon | Tue [Wed| Thu | Fri | sat 730
B8:00

9:00
9:30

23 10:00

26| 27 28 29 |80 190

11:.00
2[3lals]e a0

Inspectors W Auto Pick 12:00
James Douglas 12:30
1:00
1:30
2:00
2:30
3:00

3:30

4:00

430

Date TZE02001] . 5.00
Time 1230pm[=] — 5:30
Duration |0 hr 30 min Schedule 6:00

Simply click on a starting time that day and scroll down with the mouse (click & drag) to

the ending time and then click schedule.

r

ﬁ Inspection Schedules for December 23, 2011

X

Sun | Mon | Tue | Wed | Thu Fri Sat

James Douglas 27 28 29 30 1 2 3
4 5 6 7 2 ] 10

1 12 13 14 15 16 17

18 1920 | 21 22 P23 4

25 | 26 | 27| 28 | 29| 0| N

1 2 3 4 5 6 7

Click on Time to view schedule; Address to view other pemits; Pemmit #to view other inspections.

Time Type of Inspaction Address Note ftem ID
2:00PM | Building Inspections 8217 38th Ave N Basement Finish B-11017
4:00PM | Building Inspections -1236THAVEE Basemert Finish B-11018

Pick inspector and date to view 4| December » 20M
scheduled inspections. 4| December | Block Time-Off

"

To un-schedule an inspection or time off, simply click on the time to bring up the
calendar. Once on the calendar screen, click on the time to Un-Schedule and click the

Un-schedule button.

*if you want to re-schedule, simply click on a new time and then select re-

schedule.

While on the inspection schedule screen you can click on an actual property address
and be brought to permit tab on that property. Furthermore, clicking on the item id

(permit #) will call up that actual permit on the permit screen.

36lPage



Inspector Log

For those entities that do not have wireless access while out in the field, any inspections
notes made can by synchronized back with the main database when inspectors get back
to the office.

Example, take laptop out into the field and mark inspections as pass, failed, re-
scheduled, etc. Come back to the office and sync the notes made to the main database.

=3 Inspector Log ==

Path to Central Database | CA\EDSWINY Locate Inspector | JD [+]

Prirt Synchronize Inspection Data

When back at the office and connected back up to the network go to view, inquiry, and
inspector log. Verify the path to central database (where the main data is stored), select
the inspector, and click the Synchronize Inspection Data button on the bottom left.

Attachment tab
|Spec’rfic | Property | Owner | Tenant | Contractor | Engineer | Architect | Fee | |nspection| Attachment | Remark
Path to Document Folder |C:\Sales\Prop Files Locate Folder
Attachment Note Atachment File Name
10-23-11 BP Signed Application JPG View Document
Add Attachment  Remove Aftachment List documents savedin .. \<Street Name »\<House Mo Sub-Folder

To attach a document, pdf, or jpg file to this permit you first need to click on the locate
folder option and set a central path to where all your permit documents are located.
Once that is established, simply click on Add Attachment button and click on the
correct attachment and then click on select.

To view that document, click on the _View Documen | button.
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Remark tab

Specific | Property | Owner | Tenant | Contractor | Engineer | Architect | Fee Inspection | Attachment | Remark

User-Defined Check: List

Check Box 1
Check Box 2
Check Box 3
Check Box 4
Check Box 5
Check Box 6

NOLAHDSIT AH04

ALON

This will allow you to enter more work description and other misc. notes needed
regarding the permit.

The check boxes can also be customized if a lists of steps need to be completed
regarding the permit. Simply click on the description to change. The check box
descriptions will be saved for the each PERMIT TYPE as well. So, you can have a
different checklist for all building, electrical, plumbing, and mechanical permits.

Permit Screen Bottom Menu

‘ ‘ | «| | v 0% DeletePemit  Cetficate of Cccupancy et Application  Print Pemi Options

The arrow buttons will switch between permits. The l< button will go to the very first

permit where the >l button will go to the last permit. The >* button will create a new
permit.

Delete Permit: Look up the permit to delete and then click the Delete Permit button.

Certificate of Occupancy: Print out for customer. To customize this form click on
options on the right, select setup options, and then certificate of occupancy.

Fill in the information and select the radio button for either a full size or half page. If a
different form is wanted, you can customize using the Design feature.

Print Application: If an application was linked to a permit in the setup options (page
26), then it can be printed directly from the permit screen.
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Quarterly Permit Surcharge Report

To access this report go to view, special reports, permit, and select Quarterly Surcharge

Report.
Quarterly Permit Surcharge Report @
Municipality | Demonstration Data Contact  Tom Gray Reporting Quarter | 1st/2009 [«] —
Address Certification #1852
Your City, US 55427 952-443-3596 Print Report
800-229-1130
Permits Based on Fixed Fees less than $£100
Permit Type Number of Permits Surcharge Total Surcharge
Building 0 £8.00 0.00
Electrical 1] 0.50 0.00 R
Mechanical 0 0.50 0.00 3
Plumbing o] 0.50 0.00
Others 1] 0.50 0.00
Total $0.00
Permits Based on Fixed Fees $100 or more
Permit Type Mumber of Permits Total Fee Multiplier Total Surcharge
Building 1] 0.00 0.0050 0.00
Electrical 1] 0.00 0.0000 0.00
Mechanical 1] 0.00 0.0050 0.00 —
Plurmbing 1] 0.00 0.0050 0.00
Others i 0.00 0.0050 0.00
Total $0.00
Building Permits Based on Valuation
Construction Value Range Number of Permits Total Valuation Multiplier Total Surcharge
1,000,000 or Less 1] 0.00 0.4456 0.00
1,000,001 to $2,000,000 i 0.00 1.0000 0.00
2,000,001 to £3,000,000 1] 0.00 1.0000 0.00
53,000,001 to $4,000,000 1] 0.00 2.0000 0.00
4,000,001 o £5,000,000 1] 0.00 3.0000 0.00
Total $0.00
Mechanical Permits Based on Valuation
Construction Value Range Murmber of Permits Total Valuation Multiplier Total Surcharge
$1,000,000 or Less 0 $0.00 1.0000 $0.00
$1,000,001 to $2,000,000 0 $0.00 0.0000 $0.00
$2,000,001 to $3,000,000 0 £0.00 3.0000 $0.00
$3,000,001 to $4,000,000 0 £0.00 4.0000 $0.00
$4,.000,001 to $5,000,000 0 £0.00 5.0000 $0.00
Total $0.00
Electrical Permits Based on Valuation
Construction Value Range Murmber of Permits Total Valuation Multipliar Total Surcharge
$1,000,000 or Less 0 $0.00 0.0000 $0.00 |
$1,000,001 to $2,000,000 0 £0.00 0.0000 $0.00
2,000,001 to $3,000,000 0 0.00 0.0000 $0.00
53,000,001 to $4,000,000 ] 0.00 0.0000 $0.00
54,000,001 o $5,000,000 0 0.00 0.0000 $0.00
Total $0.00
Plumbing Permits Based on Valuation
Construction Value Range Murmber of Permits Total Valuation Multipliar Total Surcharge
Construction Value Range 0 £0.00 1.0000 £0.00
$1,000,000 or Less ] $0.00 2.0000 $0.00 E
1,000,001 to $2,000,000 0 0.00 2.0000 $0.00
2,000,001 to $3,000,000 0 0.00 2.0000 $0.00
53,000,001 fo 4,000,000 0 0.00 2.0000 $0.00
Total £0.00
Other Permits Based on Valuation
Construction Value Range Mumber of Permits Total Valuation Multiplier Total Surcharge
$1,000,000 or Less 0 $0.00 0.000 $0.00
$1,000,001 to $2,000,000 0 £0.00 2.000 $0.00
$2,000,001 to $3,000,000 0 £0.00 1.000 $0.00
$3,000,001 to $4,000,000 0 $0.00 0.000 £0.00 =
$4,000,001 to $5,000,000 0 $0.00 0.000 $0.00
Total £0.00
Surcharge Report Summary
Adjustment Explanation Total Surcharges $0.00
Less Retention ( $5.00 }or 4.00% $5.00
Adjustments £0.00
Total Payment to the State ($5.00) | —
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REPORT WRITER

Click on View at the top left corner of the screen. Next, choose Report Writer. Select
Permits on the left hand side.

Choose the report you wish to print by selecting one from the right hand side. You can
either click on Preview Selected Report or simply double click on the report you wish to

print.

To create your own reports, right click on an existing report and choose new. For
detailed information on creating reports, please refer to the report writing manual.

Keep in mind that any data entered into Property Management can be reported on.
Sorting/grouping can be done by Permit Type and date to get totals.

== Report Writer

Ij_%i_:i

Select a Report Category or Collection from the left panel.
Select a Report from the right panel juse Shift+Click or Cid+Click for multiple selections).
Click Print//Preview button to generate report. Right click on etther panel for more options.

*Property Footage Info
“Receipt Distributions
“Receipts

“Receipts - Pet

Global Settings

Category/Collaction: Feport: Last Modfied Last Fun  Runs
“Contractors “Contractor Listing® 6/16/2008 671672008 |0
“Customers “Bxpiring Pemits List® 6/16/2008 | 12/8/2010 1
“Department Check “Permit Detail® 6/16/2008 (122772011 |3
“Fees “Permit Listing® 6/16/2008 |6/16/2008 |0
“Inspections Pemits By Type 127872010 1272772011 |2
“License - Pet

“Licenses

“Permits

*Projects

“Properties

*Properties/Owners
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Business Licensing Module

The first step is to create fees for your licenses. Please refer back to page 18 regarding
creating fees or select tools, setup options, and fees.

CREATING LICENSES

To begin creating licenses select tools, setup options, then licenses. A few licenses will
be created by default. However, to add a new license, click on NEW LICENSE in the
bottom left and enter a name.

Enter Descrption

Lguor On Sale

Generic [=] Desian Certificate
Liquor

I Deposit Required I Refundable
I Investigation Fee Required

I Bond Required

I Insurance Required

I Pro-Rating Allowed

¥ Renewable Days Expired Tyear [=]

Number of days selected renewal notice to be sent before expire date:
st Notice I Ower Desian st Notice
2nd Motice F Within Design 2nd Motice
3rd Motice I Within Design 3nd MNotice

Uit Name =1
Application Form Locate Preview

=1

Available Fees Setup Available Departments Setup.
Bus License - || Fire
B

[=] quor
PET LICEMNSE
Pet License Renewal

Sewer Assessmert Fee

Sewer Debt Service Quarter 12~

New License Remove Selected Show only attached fees and departments

™ Use Y000 numberng format for all licence types [ Create new license and expire existing one when Renewal is paid

Type: Assigning a license type is used for reporting purposes. Reports can be totaled
by license type.

Category: How the licenses are grouped when attaching to customers. When issuing
a new license a menu pops up by license category, making it easier to select. Select
the category and it shows the available licenses to attach.

Design Certificate: You can design “license” that you want the software to print. This
area can get a little complicated, so it is best to email or fax your current form to Banyon
and we can help you create the first few.

The next areas to look at are the check boxes. If a deposit is required, investigation fee,
or bond, simply check those boxes and then enter a dollar amount if there is a charge for
those. If proof of insurance is required before the license is issued, check that box.

If the license is renewable, check that box and then enter how long before it expires.
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Application Form: To attach a copy of your application for the license, click on locate
to browse where that file is. You can create a folder on your network drive to store all
the license applications in, and then link each one with the license as they are created.

To view an application, simply click the preview option to display. The application can
also be printed directly from the bottom menu on the license screen (view, inquiry, and
license)

Units: This tells you what the units are for a license: For example, a taxi cab license
would be charged per taxi so the unit would be TAXI. An arcade license might be
charged per “MACHINE”

Renewal Notices: (the design can get complicated) sometimes better to call and
let us walk you through)

The license software will also send out renewal notices if a customer has not renewed
by the number of days you select in the boxes. Up to 3 renewal notices can be sent.

Mumber of days selected renewal notice to be sent before expire date:

15t Motice f Ower 30 days Design st Motice
2nd Motice f Within 30 days Design #nd Motice
Ird Motice F Within 90 days Design 3rd Motice

To design your renewal notices click on design 1% notice

(3 1st Notice Design =

B

B
ate Text Box

=bds_entityname()
=bds_entityaddress()

yand B

="EXPIRED " [expire
datal

7778
y &

94"

g
H
£
b

d Signature

=[licensee name] chr(13) chr(10) [licensee
address 11

RENEWAL NOTICE Previcw Somole

Your [licensee name] is about to expire. Return this notice with full payment for renewal.

Desi
~  Beplicate From

The default text boxes can be clicked and dragged to move around. To edit the text in a
box right click on it and select “edit text”

To create a new text box, click on create text box in top right and then place it where you
want and choose edit text.

Editing Text: When editing the text boxes you can type any information needed. You
can also click on any heading under variable fields and it will be displayed with brackets
and the heading name. This information will then automatically be inserted. For
example {licensee name} would then input the customer name automatically when
printed.
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ATTACHING FEES & DEPARTMENTS

To attach fees and departments, click on the Show all available fees and departments
for selection option on the bottom right. All fees and departments that you have created
will now show up. Next, highlight the fees and departments that are applicable to this
license. If a fee does not show up, click on setup and add. Refer to rate setup if needed
on page 18.

Attached Fees Setup Attached Departments Setup
On Sale Liquor

Awvailable Fees Setup Available Departments Setup
Bus License » || Fire
Business License Palice

On Sale Liguer
Show all avail| PET LICENSE
Pet Licenze Renewal
Sewer Assessment Fee
Sewer Debt Service Quarner 12 -

Show only attached fees and depatments

If departments are not used, then that part can be skipped. If they do not show, click on
setup to add. Enter the department name in the box and close out. The departments will
now be in the list to select.

License Department Check

Police o
Fire

When a license is created there is a department check tab that will allow you to mark if it
has passed the department check and make other notes.

The last area to address regarding creating licenses is the numbering format.

¥ Use Y000 numbering format for all licence types W Create new license and expire existing one when Renewal is paid

By default a number is used. However, if you want the last 2 digits of the year to be first,
check the box at the bottom.

Additionally if you want a new license created and the existing one expired when a
renewal is created, check that box.
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ISSUING LICENSES TO CUSTOMERS

You can issue a license to a customer 3 different ways: from the owner, property, or
license screen. We will talk about issuing directly from the license screen.

So, from view, inquiry, and license you will be brought to the last license created or a
blank screen if no licenses have been created. In the bottom left click on the | 4
button to add a new license.

A menu will then pop up listing all your categories of licenses created in setup. Click on
the category and then the available licenses will be displayed. Click on the license and

then enter the license id/number
Enter License ID 11001

After you have assigned a number to the license another window will come up with the
fees that are associated with this license. If you have set the fees in setup options to
always charged, then they will be highlighted in black automatically. If a fee was set to
“pick from list when issued” , then it will not be highlighted by default but you can still
select it. If you have a renewal fee showing, it will not be charged if it is not highlighted.
The renewal fees are set up to be charged only when the license is renewed. When
ready to apply the fees, click on attach above selected fees button.

=5 Fee Attachment 22

Associated Fees

Attach above selected fees |

After the fees are attached, the main licensing screen will appear.

=3 License# 11002 £
Search” [«| Status |Pending [«]  TakenBy BDS
Applicant |Olson, Chris z ¥ Mail License to Applicant Apply Date
Licensee |Qlzon, Chris z [ Mai License to Licensee Approve Date
Address (8217 38h Ave N =] T lssue Date
) - Start Date
License Type Business Total Fees $0.00 Due Date
Business Type z Paid $0.00 .
License Subtype |w| Balance 50.00 Bxpire Date nm/2in2

Next look up the applicant, licensee, or address the license will be applied to. DON'T
USE THE SEARCH BOX AS THAT IS TO LOOK UP EXISTING LICENSES.
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License Type Business |
Business Type EI
License Subtype [=]

License Type: If this was filled in during setup, then it will appear. If you need to assign
a type, go to tools, setup options, and licenses to assign.

Business Type: Used for reporting purposes if you want to break reports down for
licenses by commercial, residential, industrial, institutional, or public. If a business type
needed is not in the list, go to tools, setup options, and setup codes and descriptions.
Under the license section click on Business Type and then type in what is needed.

License Sub Type: Used for reporting purposes to get reports by sub type. For
example if it is a liquor license the type could be Liquor and then sub types could be “on
sale” and “off sale”

Next, continue filling in the other information on the top portion of the screen. Select the
check box to either mail to applicant or licensee.

Status  |Pending [=] Taken By EDS

[+ Mail License to Applicant Apply Date

[T Mail License to Licensee Approve Date

— Izsue Date

Total Fees $6.25 gta” S:tte

Paid $0.00 s St

Balance 55 75 Expire Date 01,2712

The fees might or might not show yet. If the fee is based on valuation you will enter that
information on the specific tab. If the fees were flat amounts, then they should show.

Balance: Clicking on the balance will allow you to process the payment for the license
by adding it to a current batch or creating a new one. (See receipt entry on page 31.

Next, fill in the dates needed to track. The expire date will automatically fill in if an
“expire” option was entered in setup options. If it did not fill in, you can go to tools, setup
options, then select license. Fill in the Expire Days drop down.

Specific tab

Use the memo field to enter any notes needed for this license.

If the license type was set to “business” in the setup and fee was marked as “add
itemized fees” then the specific tab will show the following information.

% of Valuation Valuation
Square Footage 3000 0.1000 53.00

Business Dolar Volume | S500000|  00012]  $6.25 | - \Useonlylarger vahuation as fee

Square Footage: Enter the square footage and the % valuation to calculate the
valuation dollar amount..
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Business Dollar Volume: Enter the business dollar volume and % valuation to
calculate the valuation dollar amount.

If you want it to use the larger of the two for the fee, then check the box. The fee will
now be updated to that amount.

(Setup of this “itemized fee” is talked about on page 20)
Non-Fee Tracking tab
The deposit, bond, and investigation fees will all be filled in automatically
based how the license type was setup. These fields are optional. Update the
dates fields if needed for each.

If amounts did not come in, check tools, setup options, then license. Choose the
license on the setup screen and fill out the setup information.

Specific | Mon-Fee Tracking | Department Check | Inspection | Fee Applicant | Licensee | Contractor | Violation
Deposit Required 20.00 | O Refundable Insured By
Deposit Date Policy Mo
Refund Date Policy Holder E|
Bond Required 50.00 T
Start Date Investigation
Expire Date Fee Required £0.00
Fee Due Date
Last Renewal Notice [=]
Last Notice Sent
Frevious Licence |D

If insurance is required for the license it was marked in setup and you will need to
enter the insured by, policy number, policy holder, and coverage.

Last Renewal Notice: When renewal notice is chosen on the bottom you select
which notice to send 1%, 2", 3", This area is then updated with the notice
chosen and the current date input.

Department Check tab

Department checks can be assigned in the setup options of the license. Then this tab is
used to track when the check was done, by whom, the result, and any notes needed.

Speciiic | Non-Fee Tracking | Department Check | Inspection | Fee | Applicant | Licensee | Cortractor | Viclation

Date Action Taken By Action Taken or Result of Action Mote
%‘ 11722711 Fire EPassed Inspection E -
* [+ [+
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Inspections tab

A customized checklist can be setup by license type if inspections are needed.

Specific | Non-Fee Tracking | Department Check | Inspection | Fee Applicart | Licensee | Contractor | Violation

Simply click on a check box T
heading to change the description. ME 1 '
The checkbox can then be marked to Crock 82
set, pass, or fail. ) Gk o 8

Check Box 6

Check Box 7
Fee tab

This tab will show a detailed breakdown of the charges for the fee.

Specfic | Non-Fee Tracking | Department Check | Inspection | Fee Applicant | Licensee | Contractor | Violation
Fee Amourt Penalty | Total Paid Due Date New Fee

jBus License 5625 | s0.OD 50.00 Remove Fee
Adjustment
Total 56.25
Paid 50.00
Balance 56.20

Transaction Date & Mo Amaount Check # Remark

New Fee: Attach a fee if it was missed. The fee menu will appear. If the fee is not in
the menu, it will need to be added via tools, setup options, and then fees.

Remove Fee: To delete a fee from the license, click on the fee and then select
Remove Fee on the right.

If a payment has been made for the license, it will show the transaction date,
amount, and check number at the bottom.

Balance: Click on balance to process a payment for this license. It can be added
to the current batch or a new batch can be created. (Discussed page 31)
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Applicant & Licensee tab

These will normally contain the same information unless you have selected a different
applicant from the licensee. From the drop down, you can change the name.

The information on this screen automatically fills in based on what was entered in setup
on the owner screen. If driver’s license, phone, or birth date needs to be updated, click
on MORE INFO and select personal. The owner screen will now appear where that
information can be entered.

| Specific | Non-Fee Tracking | Department Check | Inspection | Fee | Applicant | Licenses |Currt|ador | ‘u'iolation|
Licenses Olgon, Chrig E
Attention Drivers Lic #
Address 8217 38th Ave N Soc Sec
New Hope MN 55427 Bith Date
Weight
Home Phone Height
Wark Phone Mare Info Eye Color
Hair Color

More Info: Clicking on this will pop up a menu to be taken to the tabs on the owner,
property, permits issued, licenses issued, violations issued, etc.

Contractor tab

Select the drop down to choose a contractor from the list. Once the contractor is
selected all the information will fill in regarding them.

If any information needs to be updated or added for the contractor, click on More Info
and select contact and you will be brought to the main contractor screen. The more info
option also allows you to view licenses, permits, violations, and other employees
(agents).

| Speciic | Non-Fee Tracking | Depatment Check | Inspection | Fee | Applicant | Licensee | Contractor | Violation
Contractor (Carlson Construction E Contract Type | General Contractors E
Contact  [Bill Carlson
100W. 3nd 5t ) ==
Mpls MN 55337 State LicH 99487572 Bxp. | 01/01/09
Insurance |State Fam Bep. | 03/01/09
Agent Position Phone (Other Registration Expirations
Jim Wilson Sales Manager (952) 8827730 Vehicle
Workers Comp.
Bond 01/01/09
Liahility 01/01/09 Mare Infio
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Violation tab

Will show any violations for the owner or property incase violations need to be taken
care of before the license is issued. Clicking on a listed violation and then selecting
more info will bring you to that violation detail.

Specfic | Non-Fee Tracking | Department Check | Inspection | Fee | Applicant | Licenses | Contractor | Violation
Type of Violation Date Status Balance Due

B [Junk in Yard 04/14/08 st Notice 000 .
" unkin Yard 01/07/09 st Notice $0.00
" |lunkin Yard 01/08/09 st Notice $0.00
" Junkin Yard 05/18/09 st Notice $0.00
" |unkin Yard 09/22/09 st Notice S0.00 |_
" Jlurkin Yard 11/10/09 | 1st Notice $0.00 |
" |lunkin Yard 12/21/09 st Notice $0.00
" |urkin Yard 11410410 |1t Natice $0.00
:Junk in Yard 11/14/11 |1st Notice $0.00 More Info

~  New Violation

You can also set violations up for any infractions like “liquor violation”. If that violation is
created it can then be attached to the license by clicking on NEW VIOLATION.

You also have the option to create and send a notice out for the violation.

The setup of violations is done under tools, setup options, and violations.
Setting up violations is on the next page.

License Screen Bottom Menu

4] 4| ¥ | M| | Delete License Renewal Motice  Print Application Print license Print Card ~ Options

The arrow buttons will switch between permits. The l< button will go to the very first

license where the >l button will go to the last license. The >* button will create a new
license.

Delete License: Look up the license to delete and then click the Delete License button.
Renewal Notice: If a renewal notice needs to be printed, select this and then the type
of renewal notice 1%, 2" 3.  The notices can be setup in tools, setup options, and
licenses. Choose the license and then click on DESIGN NOTICE. (setup help page 42)

Print Application: If an application was linked to the license in the setup options (page
42), then it can be printed directly from the license screen.

Print License: If a license was designed in setup, then it can be printed here. To setup
select tools, setup options, then license. Click on DESIGN CERTIFICATE

Print Card: if any type of “license card” needs to be carried by someone it can be setup
and printed.

Renew License: To renew a license, click on OPTIONS in the bottom left and select
flag for renewal. The status will then be switched to renewal.
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SETTING UP VIOLATIONS

The violations module can be used to send letters to anyone who is not conforming to
local code enforcement. Violations can be set up for not mowing, junk in yard, untagged
cars in driveway, etc.

To begin setting up this module select tools, setup options, and then violations. If no

violation types have been setup, you will be prompted to enter a new description to
create the first one.

Enter Description of Mew Violation

To enter additional violation types click on NEW VIOLATION in the bottom left.

Once the violation type is given a description, the screen will display all the setup
information.

== Violation Type 23

Name of Violation |k in Yard
Violation Category GENERAL E|
Digtibuted Accourt R 001-1010-4-4765 =
Motice | Deadline = Fine and Penalty | Repeat | Template

v st 7 DaysE| §25.00 1 Iz‘ gt MNotice
2nd | 30 Days[+| $50.00 1 [+ 2nd Netice
Id | 60 Days| | 520000 1 | 3rd Notice
&h | 50 Days| ¥ | £500.00 1 [ 4h Notice

Send Selected Motices to Tst | 2nd | 3d | 4th

Perpetrator

Cument Resident OO0 0

Primary Qwner O 0O 0O 0O

[ Caller OO0 0

Certify Remaining Balance ff Final Notice is expired

New Violation Remove Violation

Violation Category: The category is used for reporting purposes to get totals by each
category.

Distributed Account: If you have Banyon Fund Accounting, click on the
DISTRIBUTED ACCOUNT heading to locate where the data is stored. Once it is linked,
the drop down will contain a list of accounts to apply the revenue to.

If you are not using Banyon Fund Accounting, simply type in your account code.

Notice: Up to 4 different notices can be set up. Check each notice box that you will use
for this violation type.

Deadline: Each notice can have a deadline set and the “fine” amount would

automatically be applied if not complied with. A violation set to 0 days would apply the
fine instantly.
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Fine & Penalty: Enter the amount of the proposed fine and enter a penalty percent.

Repeat: Determines how many times a notice is repeated before going to the next
notice. For example, you only have one notice setup up with a deadline of 7 days and
the repeat column is setto 3.  What would happen is the same fine and notice would be
generated every 7 days with the fine applied.

Send Selected Notices To: Simply click for each option listed who should receive the
notices.

Certify Balance: If this box is checked and the final notice has expired, the balance will
be certified to the violator’s property taxes. (This feature is in development)

Remove Violation: If a violation type is no longer needed, simply click on it on the left
hand side and then click Remove Violation on the bottom left.

DESIGNING NOTICES

Default notices are set up, but you can easily customize them to your needs. The
notices can be realigned to fit into a window envelope.

=5 15t Notice Design 5

*  Help
Create Text Box

CITY OF DEMONSTRATION
=bds_entityaddress()

Sy

Include
=| W Logo

= I signature
Datef) I™ 2nd Signature

Mai To] Iviolation nol 'l

NOTICE OF CITATION

Preview Sample

Violation: =[violation]

Property Address: =[full property address]

Please make the following correction or you will be fined. e

Reset Design
~ Replicate From

Logo Insertion: The first step is to decide if you want a logo to print out on the notices
or you can use letterhead as well. To insert a logo, click on the logo check box on the
right and logo box will appear. Next, drag the logo box to where you want it to appear
and then click to place. Next, the locate image screen will appear so you can browse to
where your logo is stored. Use the “look in” drop down box to browse and select. The
logo will now appear.

Once placed, the logo box can be rearranged by clicking on it and then moving it to a
new location. The box can also be widened by putting the cursor on the boarder until
the “double arrow” shows. Click and then move the cursor to widen.

Signature: steps for adding a signature to the violation are the same as adding a logo.
Two signature boxes can be added. If scanning services are needed for signatures,
please contact Banyon and we can scan in for a fee of $50.
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Editing Text Boxes: To edit a text box simply right click on it and then choose edit text
or font. Edit font will allow you to change the font size and font type. To change the
wording, select edit text to display the “Edit Field Content” screen

ol Edit Field Content =

Type in the exact text to be shown. If text contains = Variable Field, construct the expression in accordance with the VB syntax.

Flease make the following comection or you will be fined

VB syntax example: |="License is expired on * & [Expire Date] Save Changes and Close

From this screen you can type whatever information you want to appear on the violation.

On the right there is a box called “variable fields” and clicking on one of the options will
automatically fill in information when the violation is printed. For example, clicking on
proposed fine would then show what the fine amount would be if the customer does not

comply. A sentence example is below if you use “Violation”, “Deadline”, and “Proposed
Fine” from the right hand column.

You are currently breaking code enforcement with [violation]. This needs to be
complied with by [deadline] to avoid a fine of [proposed fine].

When the letter is printed, the violation name will be inserted, along with deadline date,
and the proposed fine dollar amount. If the code enforcement office made specific
memo notes on what needs to be cleaned up, the “memo” field can also be included on
the violation letter.

Once you are done editing the text box, click on Save Changes and Close on the
bottom right. ANY CHANGES WILL BE DISGARDED IF YOU USE THE X TO CLOSE
WITHOUT SAVING FIRST.

Adding Text Box: To add a text box, simply click on create text box from the top right
and then place it where you want.  After you place it, a menu box will appear and you
would want to choose edit text to enter the desired information.

Remove Text Box: To remove a text box, right click on it and select REMOVE.

Preview Sample: This option can be clicked on at any point to see how the violation
notice will look when printed.

Clear Screen: Clicking on this will delete all information on the screen to start fresh.
Reset Design: Clicking on this will reset the design to Banyon’s Default design.
Replicate Form: This is used if you are on the 2", 3™ or 4" notice and you want to
replicate one of the previous notices for this violation type. For example if you are on the

edit of the 4™ notice and click on replicate form you will have the option of selecting the
template from notice 1, 2, or 3 and then begin making changes for the 4™ notice.
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ADDING VIOLATIONS TO PROPERTIES & OWNERS

Violations can be attached from the Property, Owner, Contractor, or License screens
from the violations tab. Next, click on new violation to bring up the violation category
menu to select and then select the violation to attach.

The other way to attach is going directly to view, inquiry, and then violation to bring up
the violation screen. Next, click on the | » | on the bottom menu and then a list of
categories will appear to select violation.

After the violation is selected the # box will appear where you can enter a new number
or simply accept the default number and press enter.

Erter Violation |D 0017

k< in Yard
111 6TH AVE W

aaaa[;
z
g
z
b
q
k]
»
3
@
§
£l

aaaaaaaaaa

nnnnnnnnnnnnnnnnn

Cited Address: If entering directly from the violation screen, then the cited address will
be entered first and the perpetrator name will automatically fill in. If the name needs to
be changed, select it from the drop down list.

If the violation is entered directly from the property screen under the violation tab,
then the address and perpetrator are filled in automatically.

Send Notice To: The check boxes should default based on your first notice settings for
that violation type. If not, check who you want the notice to go to.

Deadline & Fine: The compliance deadline and amount will also be filled in based on
the setup information, but can be edited on this screen.

Picture of Violation: If a picture needs to be stored and is already saved to a central
location on your computer or server, then it can be attached here. Simply click on the
picture box to browse and locate.

Violation Memo: Notes entered here can be included on the actual notice that gets
sent out. When designing the notice, select the “memo” field to be included. This way
specific information can be explained to the perpetrator.

Internal Memo: This memo field is used for staff viewing only and will not print out on
the violation.
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Notice Log: As notices are printed and sent the log is automatically updated so you can
see the date, who the notice was sent to, and what notice number it was.

Inspection: Inspection date and status can be logged. To enter a status, simply click
on the box to choose from one of the options

Status: If the status box is not changed to complied, then the proposed fine will
automatically show as a balance due on the deadline date.

Print Notice: This will generate the notice to the screen. If you want it to print directly
to the printer, click on Options on the bottom and then choose Set Notice Printer and
then select the printer to send directly to.

PROCESSING NON COMPLIANCE VIOLATIONS

Once a day or week you will have to run the Expired Non Compliance Routine. To do
this click on view, periodic processing, violation, and expire non compliance.

The Expired Non-Compliance screen will appear and you can view the list of violations in
your system, including the Violation type, address, status, deadline, proposed fine and
current due. If the days of the proposed deadline have passed and you run the Non-
compliance procedure, the status will move to the next violation level and fine. When
you are ready to continue select Expire Above Violations and the printing violations
screen will now appear.

F

ﬁ Print Viclation Motices 22
The following violations were set to send notices to specified recipients as marked in individual violation record. i
Violation Cited Address Status Deadiine | Proposed Fine | Cument Dus
60002 - Junk in Yard 3608 TOLENA RD 1st Notice 04/18/07 $0.00 $0.00 | |2
60003 - Junk in Yard 8217 38th Ave N 1st Notice 04/21/08 $0.00 $0.00 | [~
60004 - Junk in Yard 8217 38th Ave N 1st Notice 01/14/09 §25.00 $0.00
60006 - Junk in Yard 8217 38th Ave N 1st Notice 05/25/09 §25.00 $0.00
60007 - Junk in Yard 8217 38h Ave N 1st Notice 09/29/09 §25.00 $0.00
60008 - Junk in Yard 8217 38h Ave N 1st Notice 11/17/09 §25.00 $0.00
60008 - Junk in Yard 1at Notice 12/28/09 §25.00 $0.00
60010 - Junk in Yard 8217 38th Ave N 1st Notice 12/28/09 §25.00 $0.00
Prirt Maotices To |Screen |Z| il

This screen will show the changes from the expire routine and the new status and fines
will show. From here you can also print the new notices by selecting where you want
them printed and then click on the Print Notice To option. When you close out you will
be asked to “mark all shown violations as printed” and say yes.

Microsoft Office Access

Mark all shown vielations as printed?

Yes No
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ENTERING VIOLATON PAYMENT INTO RECEIPT BATCH

There are many ways to look up a violation to apply a payment. The first way is directly
from the violation screen (view, inquiry, violation)

Next, in the search box type in the violation #, cited address, or name. If multiple
violations appear, a selection box will show allowing you to choose which violation is

being paid. Search olson, chris E|
=5 >eecuon 2@ |
Customer | Type of Violation "
Qlson, Chris 04/14/08 Junk in Yard
Clson, Chris 01/07/0% Junk in Yard
Clson, Chris 01/08/09 Junk in Yard
Qlson, Chris 05/18/09 Junk in Yard
Olson, Chris 09/22/09 Junk in Yard
Olson, Chris 11/10/09 Junk in Yard
Olson, Chris 12/21/09 Junk in Yard
Qlson, Chris 111010 Junk in Yard
Qlson, Chris 11/14/11 Junk in Yard
Qlson, Chris 01/03/12 Junk in Yard %
— —

The additional way to search for a violation is to go to view, inquiry and then select
owner, contractor, or property. From there use the same lookup and then click the
violations tab. Next, click on the specific violation and click more info to display the
actual violation.

In both cases, the next step once the violation screen is showing, is to click on the dollar

Balance Due £25.00 . . .
amount to bring up a menu asking if you want to create a new

batch or add the payment to an existing batch. If creating a new batch, then you will be
prompted to enter in a batch name.

Enter Name of New Receipt Batch 11-DEC-23

F1DECH -1/l Mzl

Inthe Entry Description, enter Propey PIN, Uity Account No, Property Address, Customer Name for same-
o property sekecton), Pemit 1D freceded with P), License No. Guith L), Cition No. (i C) or Assessmert~ Receipt Date 12/23/11
No. fwith A). Use the * and ? widcard for parial search on Property Address or Name:

Entry Descrption Amount | Check # Remark Customer
Pemi B-11018 - Basement Finsh 240000 445 - 1B6THAVEE ROGER HARRIS s
) 000 ROGER HARRIS

Record a check number if wanted and then simply close the screen down. All other
payments that come in for the day can be put into the same batch and posted at the end
of day.
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ENTERING RECEIPTS FROM THE BATCH SCREEN

Receipts can also be directly entered on the batch screen. Go to view, receipt entry,
and either select a current batch to add to or create a new batch.

**Entering directly from the batch screen has an advantage when a
customer wants to pay for multiple permits, licenses, violations, etc.

= 11-DEC-23 - 12/23/2011 =]
In the Entry Description, enter Property PIN, Uity Account No, Property Address, Customer Name for same-
owner property selection). Permit ID (preceded with P). License No. fwith L). Citation No. fwith C). or Assessment Receint Date |12/23/11
No. fwith A). Use the ~and ? widcard for pattial search on Property Address or Name
Entry Description Amourt | Check # Remark Customer
Pemit B-11012 - Basement Finish $2,400.00 4456 - 123 6THAVEE ROGER HARRIS .
Pemnit B-11017 - Basemert Finish $2,150.00 8217 38th Ave N Olsan, Chris
Junk in Yard $0.00 8217 36th Ave N Olson, Chris
8217 38THAVE N 3
i 5 Selection |
tem Description [Balance [Remarks =
Violation 60020 Snow Shaveling $25.00 8217 38h Ave N
License 11002 Business 5750 8217 3th Ave N
License 54561 Liquor On Sale $1,500.00 8217 38th Ave N
Licenes 54562 Liquor On Sale $1.500.00 8217 38th Ave N
License 54574 Business $6.25 8217 3th Ave N
Permit 91328 Building Pemit $1.250.00 8217 38th Ave N
Permit B-09001 Basement Finish $1,350.00 8217 3th Ave N
Pemit 91331 Building Pemit $145.00 8217 38th Ave N
Permit B-09002 Basement Finish $1,350.00 8217 3th Ave N
Permit B-09003 Basemert: Finish $1.350.00 8217 38th Ave N
Permit B-09005 Basement Finish $1,350.00 8217 3th Ave N
Fermit §1333 Building Pemit $150.00 8217 38h Ave N
Permit B-09006 Basement Finish $1.350.00 8217 3th Ave N 2
T T e S = =
e ¥ Alow Mutiple Selections No Selections Select Al Unselect All Cortinue

In the entry description box you can type a property address, owner name, or contractor
name and the selection screen will appear allowing you to choose multiple items to pay
for.

**on the selection screen, make sure the “allow multiple selections” box is
checked so you can click on multiple items.

Once the items are selected to pay off, click on continue and individual line items will
show up in the batch to show what is being paid.

Receipting Options: This allows you to choose what information is displayed by default
in the entry description and remark. (Talked about on page 4 of setup)

Other Receipt Entry Ways: On this screen a receipt can also be entered by Permit #,
License #, Citation #(violation#), etc. If entering a permit id you would enter P and
then the #. Instructions are given at the top of the batch screen.

An * can be used as a wild card for lookup. For example type in Olson* and it will show
all matches in the list to select from.

-5 Selection 3
Matched Mames [ Address -
OLSON, BLAKE B & SHARON L 30056 SMALAND RD
OLSON, GERRY G/ETUX 5376 MAPLE CIRCLE NW
OLSON, JOHN YV 5280 CO RD 34 NW
OLSON, ETHEL JASTRUSTEE
OLSON, ROBERT L & LINDA K 525 CRYSTAL LAKE ROAD EAST
OLSON, MAYNARD R & ALAINE E 4877 CO RD 22 NW
Clson, Chris 8217 38th Ave N
Chrig Olzon 1403 N MC
Olson, Justin 101 W MAIN ST
Clson, Rachel 101 Main Street o
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POSTING RECEIPT BATCHES

As permits, licenses, and violation receipts have been entered during the day they were
put into a receipt batch. At the end of the day you will want to post the batch to get your
receipt distribution detail.

= 11-DEC-23-1 - 12/23/2011 £2
In the Entry Description, enter Property PIN, Utility Accourt No, Property Address, Customer Name ffor same-
owner property selection), Pemmit 1D {preceded with P). License No. {with L). Citation No. (with C). or Assessment Receipt Date  12/23/11
No. {with A). Use the - and ? wildcard for partial search on Property Address or Name:
Enttry Description Amount | Check & Remark Customer
B |Permit B-11025 - Basement Finish 5£250.00 125 3rd Street
Permit B-11015 - Basement Finish 5£250.00 301 E BURNSVILLE PKWY |ROGER HARRIS
Permit B-11007 - Basement Finish $1.350.00 8217 38th Ave N Olson. Chris
* $0.00 ROGER HARRIS
.
Receipting Options Delete This Batch Receipt Total $185000 Preview Report Post Above Receipts

To view your batch, click on view, receipt entry, and then click on your batch to display
the batch screen.

The first step is to click on PREVIEW REPORT to verify or have a print out of the
receipts entered. (This can be recalled again if you do not want to actually print, but
simply review on screen)

Next click on POST ABOVE RECEIPTS and you will be prompted to make a backup.

5| Backup/Restore = %
3 Backup/Restore L)
Backup/Restore Setup
Backup/ Restore Setup
Right click on below window for options V¥ Verify Database Locks [

s YOU ARE RESPONSIBLE forthe proper backup and storage of your data. We: strongly recommend that biackups are
DRIl ety T e el e e e e T e i D I e
permits 2011 083111 9:38am_‘wWed |C:\BDSWINY Copies of your data should be kept off ste n case of emergency. CONTACT YOUR HARDWARE PROVIDER for your
permits 2009 10-09-09 10:50am Fri |CHNEDSWINY exemal backup needs

b |Permits Backup 2003 01-12-03 9:80am Mon [CANEDSWINY Primary Backup Folder [CABDSWIN, e
2nd Backup Foder  C.WINGEXFY Locete
3rd Backup Folder Locate
Logout Message Please logout now for system mairtenance
Timeout interval (seconds) before retrying after intial backup/restore attempt fails

BDS suggests you keep copies of the last four backup of database!
]

On the setup tab click on the locate option to browse where you want the backups
stored. Typically they would be stored on a network drive. You can also locate multiple
backup options to rotate where you backup to. (contact Banyon for setup help)

To start a backup you need to be on the Backup/Restore tab and right click under the
DESCRIPTION column and select create new backup. If you setup multiple backup
locations on the setup tab you will have the option to “create backup in” and then select
the location.

You will then be prompted to enter a backup name which might be something like
permits122311 for the date. Once a name is entered press ok and you will get a
verification message if it backs up successfully. Say ok to the message and you will be
brought back to the backup/restore screen and that can be closed as well. (your backup
should also now be listed)

Once the backup screen is closed a “continue posting message” will appear and say
yes to conclude the posting process.
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RECEIPT DISTIBUTION

To view receipt distribution or transfer revenue to BDS Accounting, go to view, receipt
entry, and receipt distribution.

=2 Receipt Distribution &2
Receipt Batch to distribute to Accounting 11-JUN-29 [_": Summary by Accourt  *
Accounting Edemal Batch to merge into (optional) E| o guetn;?;awby =

Description Distributed Account Amount
DEMOLITION FEE R 101-00000-32210 [=] §250.00
Basement Finish E| £1,100.00
Print Click the amount to distribute to Fund Accounting $1,350.00

=

On the receipt distribution screen the latest posted batch will be displayed. The radio
buttons on the side give you the option to print or distribute by a summary to account,
summary by item, or detailed.

To send over to Banyon Fund Accounting, simply choose your radio button option and
then click on the dollar amount and then enter a batch name. (It can also be renamed

once It gets to Fund ACCOUH’[ing) Enter Accounting Batch Mame 11-DEC-23

If you do not have BDS Fund Accounting, choose a radio button option and then print
your report and give to your accounting department.

*A complete batch history is available. So, if something needs to be reprinted or

resent to Banyon Accounting you can do it from here. Simply select the batch
from the drop down.

UNPOSTING A RECEIPT BATCH

To un-post a receipt batch select view, receipt entry, and receipt history. Next, click on
the batch to un-post and then click

==l Receipt History £2
MOSt SEIeCted BatCh Batch Mame Created Amourt Posted
» [11-JUN-25 62572071 51.35000 | 6/29/20171 &
[ |o7-Mav-23 5/23/2007 54.085.00 6/6/2011
The un-posted batch can now be [ |10-maRr-29 3/29/2010 $1.42500 | 3/29/2010
) ; T |o7-APR-25-1 4/25/2007 $10.00 | 8/19/2005
accessed by gomg to view & T |os-mavy-1s2 5/19/2009 $500.00 5/19/2009| =
. . [ |os-APR-15 4/15/2008 $2.850.00 | 4/15/2008
selecti ng recelpts. [ |oe-mAR-1B 3/18/2008 S150.00 | 3/18/2008
T |o7-MAY-08-1 5/9/2007 5250.00 5/9/2007
_[o7-mav-0s 5/9/2007 £800.00 5/9/2007
07-APR-25 4/25/2007 519.500.00 | 4/25/2007
If the batch was already sent to T |TEST BATCH 12/20/2005 $640.85 | 4/12/2007
- : 05-SEP-15 9/15/2005 $525.00 | 12/21/2005
Banyon Fund Accounting it can be —losaprer 42772005 sa.208.44 | 5/27/2005 ~
deleted in Fund Before it is posted. s e e

If the batch was already posted into Banyon Fund Accounting then it will also need to be
reversed.
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