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This program is comprised of five major files plus a bunch of lesser files. They are connected to 

each other for cross-reference purposes. The files are: 

♦ Tax or Property File—The tax records for the municipality 

♦ Registration File—Rental registration records 

♦ Contact File—Contacts used in your conduct of business 

♦ Inspection File—Resale and rental property inspections 

♦ Log File—All correspondence, discussion records, etc., you created in the conduct of 

your business 

Then, of course, there is the Names File, which is a list of names associated with each property, 

and the Photos File, which records violations and other things interesting to the inspectors. 

Cross-referencing works like this: 

When you add a registration, you must choose a block and lot. This connects the registration to 

the appropriate record in the tax file. 

When you add any “child record” of the Registration File (inspections, names of occupants, log 

items, or photos), the program connects the child record to the Registration record using the 

registration number. It also grabs the block/lot from the registration record thus connecting this 

child record to a record in the Tax File. 

The two most important child files are the Inspection and Log files. These files can be accessed 

independently from the main menu (that bar across the top of the screen). 

 

 

 

 

 

  

Overview 
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This is the Main Menu

This is a Locator.  Depending
on which tab you are on, type
something and the browse will
scroll to the record you want

This is a light bar indicating
the Highlighted Record.

When you double-click on a
highlighted record you are
"selecting” it

These are Tabs.  On a browse, they
change the sort order of the records  and
give you different ways to look up your
data

The Insert button.  It is
used to add a record to
the database

This is called a Browse Screen. It is like an open door on your database.
It shows many records at once and you can scroll or “browse” them using
the up/down keys on your keyboard, or you can find individual records
using the locator.

Sometimes the Delete
button will be disabled
or omitted.

These are buttons you will find on the
bottom of many browses

The Change button is used to
change a record or to view it

This is a Form that has both tabs and browses. After you get used to it, you
will appreciate how efficient it is. It helps you keep “context,” that is, you view

the related data in the context of the main data, in this case, the permit

All MC Systems programs use a
“Browse-Form Paradigm.”  It is a
metaphor for the real world.  Let me
explain…

If you were looking for an ash tray in a
room, you would not open the door a

crack and reach in for it.  Instead, you
would open the door wide view all the
items in the room, find the ash tray
and grab it.

The browse shows all the items in
your database and provides an easy
way to find your data and grab it.

These tabs show different
but related data in a
browse format

Buttons and ellipses just mean “more…”  Click on one

and you will get additional information:  sometimes a
lookup, sometimes a form with data.

This is an Ellipsis
This is a Button

Buttons and Ellipses

Our programs all use point
and shoot, that is, on a lookup
find the record you want then
double-click to retrieve data

Enter and Tab
Our programs all allow you to use either the Enter key or

the Tab key to move between fields

Conventions in Using MCSystems Programs
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MC Systems programs start with a browse

The browse is like an open window on your database

The Browse-Form Paradigm  is a fancy expression for one feature that makes MCSystems

programs better.  It is really very simple, take a look at the examples, below.

Many programs start with a form

Choose your search

Click on a tab and the sort order is
changed.

Traditional Approach

Browse-Form Paradigm

Traditional approaches vary, but most start with a form where you enter a code (e.g. a last name or a street name)  for

the record you want.   If you guess wrong or if it is not a unique code, you then get a list of items containing the code

you seek.  No surrounding items are shown if you spell your entry wrong.

The example shown has one additional step:  You must choose the type of search you want.

These would be tabs in
the browse-form
paradigm approach
shown below

Each tab has a locator so you
can find what you are looking for.
The closest match to your input
is found along with surrounding
records so you can scroll up/
down to perfect your search

This particular browse
has lots of filters you can
apply: e.g. ZO for Zoning
Officer, PB for Planning
Board

More filters

Press Insert or Change on
the browse and you

proceed to a form showing
all fields in the record ...

and related records

 

The Browse-Form Paradigm 
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1
1 Closely examine the browse to the left.

You will spend a lot of time on this
screen during a working day.  It shows:

� Registration No.
� Coded No.
� Rate grp
� Site
� Tax owner
� Block/Lot
� Fees due/paid
� Inspection frequency
� Last inspection/next due
� Agent phone
� Registration Date
� Year valid for

Note the tabs at top that change the sort
order of the browse. Note the buttons at
the bottom that add functionality

Click on
Registrations

2
2

3
3

4
4

Payment Form

Registration Browse

Registration Form

Payment Lookup

5
5

Press Insert to
add a registration

Click here to reach
payments

Lookup rate here

Always lookup
Block/Lot

Examine these buttons,
you will need them later

Press Insert on Payment
Browse to get form.
 Complete form, below

 

Entering Registrations 

Time required: About 20 seconds 
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1
1

2
2

Registration Browse

Print Highlighted

Record  Menu

Begin with the
Registration Browse

screen (click on
Registrations, above,

to access it)

Press here to get a
menu of printouts for
the highlighted record

Make your report
selections. You can
print multiple items

Print

 

Printouts for a Specific Highlighted Record 
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1
1

Complete the

Inspection Form

2
2

3
3

4
4

Registration Inspection Form

Registration Form

5
5

Inspection Types Browse

A

B

Press Insert  to
add an Inspection

Select REG--Periodic
Registration Inspection

(You can choose any
type inspection, however,
the type "REG" will
update "B" above)

Lookup Registration #
and Parcel (Block/Lot)

Enter scheduled date
and time of inspection.
Click on the ellipses

button and a monthly
calendar will come up to
help you identify dates

Add violations by
pressing insert and
completing the form that

appears

Always save your work

Using this Insert button,
you can attach photos to
the file.

Enter fee amount. If
fee is being paid
immediately, click on the
Pay Now button and the

Payments Screen
appears.

This button posts a date
to the registration record
in order to schedule the

next inspection, as
determined by "A" above

If passed, print certificate
for the highlighted record, if
failed, print inspection
report

See steps
3 and 4
below

Begin with the Registration
Form (accessible from the

Registrations Browse menu)

 

Entering Inspections—Registered Properties 
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1
1

2
2

4
4

Begin with the

Registration Form

(accessible from
the Registrations
Browse menu)

The NameCode button
takes you to the Contact
Table.  See the note, below

for further information

Registration Form

3
3

Occupants/Tenants Form

Press Occupants... tab

Press Insert

Complete the data on the
Occupants/Tenants Form

that appears

Date of Birth is important
for minors who will be

attending school

 

Names of Occupants, Agents, etc. 
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1
1

Click on
Registrations

2
2

4
4

Document Selection Browse

Registration Browse

Registration Form

5
5

6
6

3
3

Continued on next page

Select the Contact Log
tab on the Registration
Form

Press Insert

Highlight the
registration
of interest

Press Change

Select document type from
the Document Selection
Browse screen

 

Creating and Printing Documents from Registration Form 
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7
7

8a
8a

8c
8c

Document Selection Browse

Letter Form

9
9

10
10

8b
8b

You can search your

three different
datafiles for the
address you want

Standard Words

This screen will
appear, if you use
the Standard Words

button. Select the
Standard Words that
you want, and then

modify them as
appropriate 12

12

11
11

13
13

For this example, select
Letter from the
Document Browse
screen

Select who the letter

should be sent to, and
the correct name and
address will appear, if

available

If an address does not
appear, press the Name
Code ellipsis button. The

screen to the left will
appear

Press the Signature ellipsis button
to select the staff member who will

be signing the document

Compose your letter by: (1) typing
right on the form, (2) opening
Microsoft Word by clicking on the
logo--form information will be

automatically exported, or (3)
using the Standard Words button.

You can set a reminder for yourself
or others using the Tickler Box.

Select who the tickler is for by
pressing the Who ellipsis button,
check-off the Set box, and

determine a follow-up date

Save the letter and press
the Print Highlighted button

on the following screen.
Microsoft Word will open,
and you can print your

document from there

  

Creating and Printing Documents from Registration Form 
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1
1

2
2

3
3

The Enforcer supports several types of
inspection, including:

� CCO and CER inspections are used for
resale of a property and, in some cases, for
change in tenancy in a rental unit

� Zoning inspections (PER) are carried out to
determine if the requirements of the Zoning
Code have been met

� REG inspections are for the periodic
inspection of registered properties

� INS inspections are used for code
enforcement inspections, for example, an
observed violation of a municipal code

Click on
Inspections

Inspection Browse*

Inspection Types Screen

Continued on next page

Press Insert to
add an inspection

Select the type
of inspection

Entering CCO & Zoning Inspections 
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4
4

CCO Inspection Form

For this example, select
CCO from the Document
Types screen.

Complete form as shown

If unsure about violation
number or description,
press the ellipses button
and the NJ codes will
appear.

You can sort by code
# or by an
alphabetical listing of

code descriptions

Continued on next page

CCO and Violation Inspections

Lookup Registration #,
if appropriate

Always lookup Parcel
(Block/Lot)

Select pass "P" or fail "F."
Alternately, select "mailed" if the
certificate has been mailed

Enter scheduled date
and time of inspection.
Click on the ellipses
button and a monthly
calendar will come up to
help you identify dates

Enter fee amount. If fee
is being paid
immediately, click on the
Pay Now button and the
Payments Screen
appears. Instructions are
on step 5

You can include information
about construction permits, if
you have the MC Systems'
Permit Application System
(MPAS) program. If you have
MPAS, permits you select will
be displayed in the Comments
field. Since you are printing a
CCO, you can have these

words appear on the permit, as
well

Always save your work

If you must enter
violations, press Insert

 

Entering CCO & Zoning Inspections 
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5
5

Payment Form

6
6

7
7

All of the inspection forms have a Pay
Now button to enter fee payments.

Complete the form to the right

You can print a
receipt immediately

Highlight correct
inspection and press
Insert

Complete the form below

Always save your work

Entering CCO & Zoning Inspections 
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This is not generally for entry. It allows you to

browse all documents produced by the program in

sequential order or by Name code

This is not generally for entry. It allows you to browse all

properties on the tax list in a format reminiscent of the
paper tax book

This is not generally for entry. It allows you to browse
all contacts such as agents, emergency contacts,

suppliers and others

The property form has several tabs that enable you to view
log items, inspections, photos and occupants of the property

The contact form has several tabs that enable you to view log items,
inspections, and payments attributable to this contact.

Tax File Browse

 

Log, Tax File & Contacts Menus 
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1
1

2
2

Click on Lists

Lists Menu

Registration Related Tab

Selected Lists

Continued on next page

Click on

Registration
Related Tab

Registration Related Lists 
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1
1

2
2

Click on Lists

Lists Menu

Inspection Related Tab

Continued on next page

Typical List

Click on
Inspection
Related Tab

This is a typical
list, other
selections print
this format using
other sorts and
filters.

Inspection Related Lists 
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1
1

2
2

Click on  Lists

Lists Menu

Other Reports Tab

Selected Reports

Continued on next page

Click on Other
Reports

 

Other Reports and Lists 
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1
1

2
2

Click on Lists

Lists Menu
Other Reports Tab

Selected Lists

Click on Other
Reports

  

Other Reports and Lists 
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5
5

1
1 Click on

Registrations 2
2

3
3

You can print bills once a
month, once a year, or as
many times per year as you
want.

Registration Browse, Billing Tab

Billing Menu

8
8

Do it

This is up to you. If
checked and a

balance is due, a
penalty will be
calculated

Choose Regular
or Delinquent

This will update balances,
etc. on the master file, so
don't check it until the proof
list comes out the way you
want

Print Setup Form

Proof List Printout

Hint about penalties:

If your code requires a daily penalty
instead of a flat amount penalty, then:

1. Calculate the amount due at the time
the delinquent notice is sent and enter it
in the rate table, below, under 'PENA'

2. Explain the daily amount in the text of
the delinquent notice.

See the 'Understanding Documents'
help page to find out how to add a text
message to the delinquent bill.

6
6

7
7

You can enter a
billing month
here or in the
Billing Menu

Click on Billing
Menu

Click on Billing tab

Please read this,
it explains a lot!

Enter billing period, usually
a month. If you bill only
once per year enter a '1'

ALWAYS do a
proof list first

Rate Table: If there are new
rates for the year, change
them here before proceeding 4

4

This indicates a Rate error. Make sure
this registration's rate code is in the
lookup table (step 4)

Registration Billing—Part 1 
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Registration Billing—Part 2 
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Registration Billing: Using Variable Rates—Part 3 
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Click on

Tax File

1
1

2
2

Tax File Browse

Tax Parcel (Blk/Lot) Form

{

Complete form at right

3
3

Find  property by

looking up a

tenant

Tabs allow you to

search the tax files

by parcel, name,
address, or tagged

records

To find a property

by Block/Lot, enter it

thus: "12/2" for
Block 12, Lot 2

Image of the tax
book without

assessment

information

Press View/Change

once correct property

is highlighted

Tabs show complete

information about a
parcel for every

category shown. For

example, all
occupants of a parcel

are shown under the
occupants tab, and all

construction permits

are shown under the
construction permits

tab

 

Using the Tax File 
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Understanding Documents 
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1
1

Map in-hand,

locate property

on map, highlight
it on screen, then

click Tag/Untag

Record button

Highlight the property you are

doing the list for, then click the
200 ft Letter button

Click here to produce labels
to accompany a letter

2

3
3

4
4

Click on Tax File

to start

  

200 Foot Lists 



 25 

 

 

 

 

The Enforcer, a program for housing and code enforcement officials
Program and manual copyright 1999-2009 by , by E. C. Kloss, all rights reserved

MC Systems Software and Services,LLC, 15 McCay Way, Delran, NJ 08075 (609)221-1693
 

 

 


