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This program is composed of five major files plus a bunch of lesser files. They are connected to each other for

cross-reference purposes. The major files are;

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

 Application File—Planning/Zoning application records

 Contact File—Contacts used in your conduct of business

 Inspection File—Plan reviews, zoning permits, violations

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

Cross-referencing works like this:

When you add an application 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 Application File (inspections, names of occupants, log items, tickets, or

photos), the program connects the child record to the application record using the application number. It also

grabs the Block/Lot from the application 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), but normally you will enter these records while

viewing an application.

Confusing? I suppose so. But try it, you will like it—it’s not as confusing as it sounds!

Introduction
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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

How to Enter Block/Lot

When searching or entering block and
lot, use slashes to separate the items.
For example, block 3.01, lot 1, condo

C123 would be entered

3.01/1//C123

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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Making a Template
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11 22

The Application Browse
starts automatically upon

start-up of program

Press Insert to insert a new
application into the file

FILTERING RECORDS

INSERTING & CHANGING RECORDS

33

Press Change
to make
changes to an
application in
the file

Choose a venue: All,
ZB, PB, or ZO

The tabs are for
changing sort order

Choose a Status

You can print reports from
here. The report will
depend on the results of
the query you make. You
will also be given a choice
of date range for the
printed report

If the sort orders and filters
provided at the top of the
screen are not enough, use
the query

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

Quick list of pending
applications

Application Browse
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You stay connected! Everything you need to know
about an application is here!

Important Contacts,
etc., by pressing
More tab

Full owner information
from tax roles

Project data

Next action alert

Handles three
Venues

Pre-computer
Applic No and
Acctg escrow No.

Customizable
Checklist

Financial Status,
including bonding

Current notes
about project

Each tab presents
a different list of
entries

Get Tax information
(Latest file installed
with program)

This first tab is a contact
tracker...memos, letters,
conversations, etc

Applicant contact
information

Project Name (Specific
Use Proposed)

Selected data
about project

An unlimited number of
photos can be stored

Current bonding
transactions

All receipts and
expenditures

Board Briefing

This tab shows Zoning
officer inspection results,
and, if you want, plan
review observations

Application Form Summary
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Just fill in the blanks. Use ellipsis where available to
simplify entry22

Acctg Dept
escrow No.

Any pre-existing
number used before
computerization

Ignore, financial stuff
will be completed
automatically when
transactions are
entered

Current notes
about project, will
appear on board
briefing

Absolutely required
first step! Get Tax
information. This will
complete many of the
fields for you

Handles three
Venues

Next action alert. It is a good idea, on
initial entry, to put a code and a date for the
initial hearing, e.g. 'Plan Bd, 06/02/07'

This checkbox
will transfer
owner information
to the Applicant
section

Application type, e.g.
'Site Plan'

Date initial application
is received

Date all required elements
have been submitted and the
clock starts ticking!

Enter Project Name
(Specific Use Proposed)
e.g. 'Underground Fitness-Waiver'

This checkbox unhides
the Contact field

11

Entering a New Application, Part 1
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Continue filling-in the
blanks. use buttons where
available to simplify entry.
Just about everything on
this screen is helpful, but
not really crucial to
tracking applications.

11 22
If the proper name does not
appear, go to step 4,
otherwise press "Select"

33

44

55

Complete the form. NameCode is the
last name of the contact or a company
nemonic. (10 character limit.)

Select the 'More ' tab
Press Button to lookup
Attorney name

Note how the
browse tabs
remain in
view, thus
keeping you
"connected"
to the
application

Entering a New Application, Part 2
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Continue filling-in the
blanks. use buttons where
available to simplify entry.
Just about everything on
this screen is helpful, but
not really crucial to
tracking applications.

11 22
If the proper name does not
appear, go to step 4,
otherwise press "Select"

33

44

55

Complete the form. NameCode is the
last name of the contact or a company
nemonic. (10 character limit.)

Select the 'More ' tab
Press Button to lookup
Attorney name

Note how the
browse tabs
remain in
view, thus
keeping you
"connected"
to the
application

Application “Contact Log” Tab



12

The Planner, a Program for Planning/Zoning Application Management
Program and manual copyright 1999-2009 by, E. C Kloss. All Rights Reserved

MC Systems Software and Services, LLC; 15 McCay Way, Delanco, NJ 08075-5229 (609)221-1693

11
Beginning at the Letter Form . . .2a2a 22

33

44

4a4a

2b2b

Either use button to
import standard text
or just type text

If necessary, add new
addressee by completing
form. Remember to save

5a5a

Optionally, press
the Word button
and use Word as
your editor

Type/modify text here

Select Addressee

Select signer
using ellipsis

Save Letter

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

Optionally, look up
addressee using ellipsis

Standard Words

5b5b

When you save from
MSWord, do not try to
direct the save or else the
program will lose track of
your letter

5 or 65 or 6

Entering a Log Item—Letter Form
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11 Beginning at the Action Form . . .

22

77

33
44

4a4a

55

} Read these three
options carefully and

check boxes, as
appropriate

Select using ellipsis

Select your Action ID by
using the ellipsis button to

browse the milestone codes

Write some
narrative to
support your
decision to set
this action code

66

Save your work

Entering a Log Item—Action Form
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Beginning at the Memo Form . . .

2a2a

33

4a4a Either use button to
import standard text
or just type text

55

4b4b

Optionally, press the
Word button and use
Word as your editor

5b5b

When you save from
MSWord, do not try to
direct the save or else the
program will lose track of
your letter

11

Type/modify text here

Select signer using
ellipsis

Look up
addressee
using
ellipsis

2b2b
If necessary, add new
addressee by completing
form. Remember to save

Standard Words

Save your work

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

Entering a Log Item—Letter FormEntering a Log Item—Memo Form, Part 1
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Beginning at the Memo Form . . .

22

44

11

Save your work

Set a follow-up date--for
example, one month away. The
follow-up date will appear on
the tickler list

55

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

Use ellipsis button to
select who gets the
reminder. Remember
to check-off the "set
tickler" box

33

Once the necessary action is
completed--"Date OK"--the item is
removed from the tickler list

Entering a Log Item—Memo Form, Part 2
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11 Beginning at the Attach Form . . .

2a2a

33

2b2b

55

4a4a
4b4b

Look up addressee
using ellipsis

Select signer using
ellipsis

If necessary, add new
addressee by completing
form. Remember to save

Invokes Windows
Explorer to attach
just about any
type of document
to this
application, e.g.
PDF, DOC, TIF,
etc.

Invokes a scan
manager window
for scanning in
documents

Save your work

Entering a Log Item—Attach Form
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11 Beginning at the Application Browse...

22

33

44

Bring up Print Menu
with printout options
for the highlighted
record

Make your report
selections

"Print" brings up
normal print

screen

This option asks
you to make a

further selection

Printouts for Highlighted Record
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Highlight the
regisrtation of
interest, press
'Change'

Click on
Registrations

2
2

3
3

Document Selection Browse

Registration Browse

Registration Form

4
4 Press Insert then select

document from screen
below

If you selected a letter or a
staff memo, you must
supply the text. Standard
wording will be supplied
for other selections

Fill in the blanks, then
save

5
5

6
6

Print your
Document

1
1

Printing ad hoc Documents
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11 Beginning with the Application Form

22

Press the INSERT
button

Select the Inspection Tab

33

44

Choose the type inspection you want
(we consider a plan review as a type
inspection).

One of two forms will appear as
shown

On the next page you will
see a text box for
inspection comments.
They appear here on the
application screen.

55 Print inspection
results

Application “Inspection/Plan Review” Tab
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Customize the citation, if you wish.

Press INSERT to
ad a photo.

11 Beginning with the Violation Inspection Form . . .

22

If you must add a violation,
press the INSERT button to
add one. Repeate as
necessary

If you are starting from the
Application Form then Application#,
block/lot and other fields will
already be set up.

Otherwise, press the appropriate
elllipsis to import the data.

33

55

Press the button to select
a code section to cite

Fill-in the blanks as appropriate. Use
ellipsis where available

Saves a step if you use
the ';Pay Now' feature.
Press button

44

66

77

55

Entering a Violation Inspection
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Zoning Permit Inspection Form--Approval
For this example, select
PER, or Zoning Permit,
from the Document Types
screen. (See step 3)

Complete form

Checking off any of these boxes
triggers the addition of the following
language to the certificate, as
appropriate:

"The financial obligations of the
applicant include:

 "Establishment of an escrow
account" or

 "Inclusionary housing fees" or
 "Parks & Recreation Dept.

contribution" or
 "Tree Trust"

There are four approval types, which are
accessed from the drop down menu. Each
approval type inserts the following words into
the completed certificate:

1. Permitted, "which is a use permitted by
ordinance"

2. Variance, "which is a use permitted by
variance approved on [date] subject to any
special conditions attached to the grant
thereof"

3. Officer NC, "valid non-conforming use as
established by the Zoning Officer based on
evidence supplied by the applicant as
specified on the reverse hereof, and the
detailed statement, above, of all aspects of
the non-conforming use"

4. Board NC, "which is a valid non-conforming
use as established by finding of the Zoning
Board of Adjustment"

Zoning Inspection—Data Sources
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CCO Inspection Form

Always lookup 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

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

Complete form as shown

Lookup Registration #,
if appropriate

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

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

If you must enter
violations, press Insert

Always save your work

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

Entering Zoning Inspections
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11

Beginning at the Application Browse . . .

22

33

55

44

You can add photos to new zoniing
or planning board applications or
existing ones by pressing Insert or
Change

Application Form

Select the Photos Tab You can insert or change JPG
photos by pressing these buttons.
In the form that comes up simply
enter the correct photo file name,
a description of the photo (eg, it's
address), and save it. The photo
is now attached to the file.

Print Photo prints from MS Word.
It gives you a print preview, as

show below

Application Photos Tab
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11 Beginning with the Application Form

22

Press the
INSERT
button

33

44

55

66

77

Select the
Bonding Tab Total bonding

and date of
first to expire

Bonding report

Fill in fields as
necessary

Look up/Add new
bonding company

Application Bonding Tab
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11 Beginning with the Application Form

22

Press the INSERT
button

33
1010

44

55

66

77

88

99

Select the $
Transactions Tab

Escrow totals shown here

Fee totals shown here

All transactions for
this application

Select the
Transaction Type

Applicant appears
by default,
otherwise look up

Look up 'For'

Inspection/Review No. will
already be filled-in if you used
the 'PAY NOW' button.
Otherwise, if an inspection,
connect to the inspection
record by using the ellipsis

You may enter Due and
Paid in the same
transaction, or separate
transactions. Your choice.

Application $ Transactions Tab
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11 Beginning at the Application Browse . . .

22

33 From here xxx

Select the Other
Actions Tab

Complete form.
Remember to save

Application “Other Actions” Tab
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11 Beginning at the Log Browse . . .

22

33

Log Form

To look up all log
entries connected with a
property, simply select
the All Parcel tab, enter
the Block/Lot in the
Locate bar and press
enter

All long entries for the
block/lot will appear
together

Highlight desired
record and press
Change button.
This will bring up
the memo, letter,
or other document
associated with
that record.

}

If you license these
other MC System
programs, you can
view their logs

Planner Log Browse
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11 Beginning at the Planner Log Form . . .

22

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

Drag the side
handles to

change the width
of the text block.

Press Word button

Note how the tokens in the letter form
at left, are replaced by data from the
planner log form above in the final
letter, below right

April 5, 2007

Planner Log Form
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11 Beginning at the Tax Files Browse . . .

22

Tax File Browse

This button will
provide you with a
historical record
of tax data, up to
the current year,
as your data base
builds

A recent copy of
your assessor's tax
file is included at

installation.
Updates are

available from MC
Systems

Press to view

Note: This screen
shows all available
information for a
block and lot.
(Program works
best when MC
Systems Enforcer
and MPAS
licenses are
installed.)

Tax Files Browse
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11 Beginning at the Contact Log Browse . . .

22

33

44

55

Highlight the
desired record (See
"Conventions...",
found in beginning
of manual)

Press Change
to view record;
Insert to make
new record

Contact Record

Complete form

Tabs show
correspondence
history and
inspection

Contact Log Browse
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11 Beginning at the Fee/Pay Browse . . .

Fees are entered in
other parts of the

program. This feature
lets you view fees

and payments made
for a day or any other
time period and print

reports tailored to
your specific needs

You may view data for a specific
transaction on this screen, but
any changes you make will not
be saved to the data base

You can print reports for
All Transactions, Escrow
Lists, or Fee Lists for
any date range or for
one day

Daily Reconciliation!

Transactions for One Day

Using the ellipses button,
you can select the specific
day for which you want to
view the transactions

The program
totals the fees for
the day you have
selected

Fee/Escrow Browse
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11 Beginning at the Agendas Browse . . .

22

The Agenda Browse
keeps track of all your
meeting agendas. It
keeps all of this
information at your
fingertips, making
generating copies and
referring to action items a
simple task. The forms
you can access from this
browse make creating
new reports a remarkably
easy task, as you will see
in the following pages

To create your meeting
agenda, just follow the
numbers. The drop
menu and ellipses
buttons with built in
calendar and standard
words' features make it
easy. You print from
Microsoft Word, as
usual. The following
pages walk you through
the process

Select "Insert"

Agenda Form

Creating and Viewing Agendas, Part 1
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"All Applications" Tab

11
22

33

55

44

66 Agenda Form

Agenda title
automatically entered

The ellipsis button calls
up a calendar that lets
you select the meeting
date with ease

If you press the Roll Call
ellipsis button, the Planning or
Zoning Board members will
automatically be filled in. (See
Contact Log page. The Contact
Log Record form has a
Category section where you
check off if the contact is a
member of the Planning,
Zoning, or both boards, etc.)

The drop menu lets
you select Zoning or
Planning Board
Meeting

The program provides
you with standard words,
as shown in the sample
here. You can modify and
save them to make them
appropriate to your needs

See below

See step 4

5a5a

5b5b

5c5c

"Applications for this Meeting" Tab

Switch to the Applications for this
Meeting tab and press the Continue
button. This automatically imports all the
applications into your meeting agenda

Press Save/
Change after
each application
you've selected

Select zoning or planning board
applications you want included in
the agenda by double clicking on
them in the "All Applications..."
tab

Creating and Viewing Agendas, Part 2
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Agenda Form, Draft 1
of the product

Application Form

Contact Form

Clearly the program
has not produced an
agenda suitable for
distribution, however,
it did bring over all the
important information
for you to format and
re-arrange for the final
product

Board members are from the contact list

See also Standard
Words form, next page

Agenda—Data Sources
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11
Beginning at the Agenda Form . . .

22

33
55

44

When you press the ellipses
buttons for the Lead Paragraph
or Trailing Paragraph the
Standard Words Form comes up.
It contains standard words for
Planning and Zoning Board
issues.

This form creates a draft
agenda. Once you
proceed to MS Word you
will find it already
contains all the basic
information needed for
the agenda and you can
format/customize it as
you wish

Key to the ease of
use of the Agenda
Form is the
Standard Words
feature. This
allows you to use
stock paragraphs
that you can then
tailor for your
specific agenda in
MS Word before
you print or save

Changing Standard Words Form

Standard Words Form

You can insert new
standard words or
modify existing standard
words easily by
highlighting an item in
the Standard Words
Form and right clicking
on it. Then select Insert,
Change, Delete

The Template shows
where the document is
being saved

When inserting new Standard
Words, be sure to complete
the entire form. The Doc Code
is what appears in the left
hand column of the Standard
Words Form. It is shorthand
for the lengthier document
code subject description field

If you're simply changing
existing wording, modify
the body text and press
save. The text is now
tailored to your board's
typical agenda needs

The Description gives you a
descriptive entry subject in
the Standard Words Form

Remember to save

Modify words here

Using and Changing Standard Words in Agendas
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11 Beginning at the Reports Drop Menu . . .

22

33

4a4a

4b4b

Municipal Fees Posting List

List Applications

List Fee AND Escrow
Transactions Combined

4c4c

You can select
any given time
period for your
report--from one
day to multiple
years

Note how the program
totals the escrow
deposits and
withdrawals and the
fees due and paid for
the entire time period
selected for the report

The program also
totals the number of
transactions during
the report period

The program lets
you print a wide
variety of reports, as
you can see in the
drop menu above
right. The following
pages provide you
with samples of
these reports, in
order as they appear
in the drop menu

Reports Menu

Printing Reports, Part 1



37

The Planner, a Program for Planning/Zoning Application Management
Program and manual copyright 1999-2009 by, E. C Kloss. All Rights Reserved

MC Systems Software and Services, LLC; 15 McCay Way, Delanco, NJ 08075-5229 (609)221-1693

Escrow Status Report

List Escrow Transactions by Date Escrow Transactions by Account

The reports
provide subtotals
and grandtotals
by category

Reports Menu

Printing Reports, Part 2
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Reports Menu

Printing Reports, Part 3
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Reports Menu

Printing Reports, Part 4
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22

33

44

Select Rates

Rates Browse

11

Rates Form

To add or change or
delete a record, right
click on the screen and
this box appears.
Make your selection
and proceed.

Complete the form.

File Menu

Add/Change/Delete Rates
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22

33

55

44

66

The Standard Words feature provides you with standard
wording for the most common documents you use,
including agendas, zoning permits and violation notices,
registrations, and various letters. You can use these
Standard Word documents as templates to modify to fit you
specific needs. You can also create new standard word
documents as you need them and keep them on file for
future use.

Select Standard
Words

Standard Words Form

Standard Words Browse

Right click to add a
new record, change
the highlighted
record or delete the
highlighted record

Enter your wording here.
Be sure to save your work
so it will be available to
you in the future

If you are adding a
record, enter a
document code for
the item

If not using a template that
was delivered with the
program, search for the
template you have already
created. This is explained in
the section on creating a
template in Microsoft Word

Use this form to
create standard
wording for letters,
memos, and other
routine documents.

These are tokens that
you can use in a
template. Tokens will
be replaced by words
from the database

77

11 File Menu

Creating Standard Words
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Street Names Form

Add/Change/Delete Users

As in the other programs,
right click to add, change or
delete, and proceed as in the
other browses.

List of streets in the standard format
will be provided for you upon
installation of the software. On rare
occations, you may wish to modify or
add a street name. In that case
follow the same process as in other
browse-form situations.

File Menu

Street Names & Add/Change/Delete Users
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22

33

44

Select Violation
Lookup Data

Complete the form
as required.

11

Violation Lookup Browse

Violation Lookup Form

Ordinarily MCSystems will deliver
startup codes for use with your
software. If you want to use a local
code, provide a Word or PDF
document to MCSystems for
conversion.

Press insert change, or
delete, depending on the
action you wish to take.

File Menu

Violation Lookup Data
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