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Permits Browse Screen

Select Permits from menu

Lots of tabs. Each tab
represents a sort order and
a different way to look-up
your data

Click here and your view
will be restricted to
permits with incomplete
inspections

OK, they
balance

These are the subcodes
that must be finaled before
a certificate is issued for
this permit

This is the type of approval.
NON means no approval,
permit closed

This reveals that a CA was
issued on 12/20/09

Enter a Payment for the
highlighted record

Keep track of who is
reviewing those plans

Copy permit instead of
prototype processing.
Also for updates

See page “Print for
Highlighted Record” for
all the great printouts
from here

This is the other way

This is one way you can
tell that the permit has
not been paid for

This blue bar is the “highlighted”
permit. Remember that term

The column header tells
you what is shown in the
collumn

This is the other way

Examine Permits Browse Screen
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Permits Browse Screen

Cost Summary
Tab

Select Permits from menu1

2

3

4

General
Tab

5

6

7

8

9

10

Cost Summary Tab required fields:

Use Group, Type Work, & Census No.

Press Insert to
insert a new record

Drag the side
handles to
change the width
of the text block.

These tabs will be useful
later, not now

Click on ellipsis to
retrieve name & address
from the tax file

NOTE: Two tabs. You
must complete both

Select Cost
Summary Tab

Check each subcode
necessary for this permit

Enter estimated cost
and fee for each
required subcode

Click on Use Grp and
Census buttons.
These are a required
items. Select Use
Group.

Type work is a required
field

Save your work

Click on Use Grp and
Census buttons.
These are a required
items. Select Use
Group.

Press override
checkbox only if you
wish to combine an
alteration with a NEW
or ADD type work. Then
enter a value in
“alteration”

Cost Summary Tab, No use of subcode sheets
(See next page for version for pricing subcodes)

Adding Permits, Part 1
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Adding Permits, Part 2
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Building Subcode
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Electrical Subcode

Calculation is automatic upon
selection of item and/or
provision of a quantity

If a contractor code
does not appear,
press ellipsis and
select one or type in
“owner”

Electrical Subcode
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Fire Subcode



12

Plumbing Subcode
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Inspection Browse
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Scheduling an Inspection
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Posting Inspection Results
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Ongoing Inspection Records-Adding an Inspection
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Adding/Changing Memo, Letters, Faxes
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The Tickler and Activity Log
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Select Tax File

To find a property
by Block/Lot enter it
thus: "12/2" for
Block 12, Lot 2

You can search
using these tabs -
they change the
sort order on
screen

Press VIEW once
your property is
highlighted

Image of the tax
book without
assessment
information

Tabs show information
relating to the property.
This information is
entered elsewhere, just
view it here

Tax File Browse
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The Payments Browse-Daily Cash Reconciliation
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The Contractor Browse
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Print Lists



23

The program will notify
you if there are any errors
in the transmittal. Correct
errors before proceeding.

1

4

5 Email to State. Program fills-in

the blanks. You just press Send

This is the Transmittal Audit List

Select Print Lists from the main menu

Select Prepare
Transmittal 2

3

Select Audit Report
you want to transmit

Every quarter, send
this letter

E-mail to State
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Program Setup
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Inspection Reports
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The Rate files MUST contain a value for each of the fields listed, below, in order for a rate to be
available to initialize or look up from the subcode technical sheet.

Building Electric Fire Plumbing

Required Field Names
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