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Disclaimer

MS Govern has taken due care in preparing this manual. However, nothing
contained herein modifies or alters in any way the standard terms and
conditions of the purchase, lease, or license agreement by which the product
was acquired, nor increases in any way the liability of MS Govern to the

customer.
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Preface

Welcome to Govern for Windows, a comprehensive and fully integrated
transaction-driven system written exclusively for local governments. Govern
includes a wide variety of database modules:

Computer-Assisted Mass Appraisal (CAMA)
* Appeals & Grievances

* Appraisals / Property Valuations

* Comparables Sales Management

Financial Management
* Account Receivable
e Cash Collection

Land Management
* Business & Individual Licenses
e Complaint Tracking

* Leasing
* Permit Tracking & Inspection Scheduling
* Planing

* Violations

Revenue Management

» Aircraft & Boat Excise Tax

» Miscellaneous Billing

» Personal Property Tax Billing
* Real Property Tax Billing

» Self-Reported Tax Billing

» Special Assessments

» Tax Title / Tax Lien / Tax Sales
»  Utility Billing

Since 1980, MS Govern has worked hand-in-hand with State and Local
Governments to simplify the implementation of software solutions that
automate the flow of information related to their properties.
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Introduction: Inspections

Overview

Inspections are a part of the Permits and Inspections module. The Permits
and Inspections module, also known as Land Management, has been
designed to allow for tracking of all the activities regarding the Building,
Health, Code Enforcement, Planning and Zoning departments’ application, as
well as the scheduling of inspections and issuance of permits within the
organization.

This system also allows for an unlimited number of departments to track all
activities relevant to a parcel of land or the property records.

For each type of permit, you can define all the required steps to complete the
process.

You can define activities that can query other databases in order to apply
business rules, schedule automatic inspections, and set up reminders to issue
critical messages based on a future date, or act as a “tickler file” or “to do” list.

Table-driven, user-definable, the system provides for and improves
communication and coordination within and between departments. All new
construction, variances or zoning changes that have taken place on properties
are stored in the system.

A flexible database structure allows for the recording and retrieval of various
land-related data that can differ for each type of permit or decision.
Applications for permits and inspections for buildings, including review of the
electrical or the plumbing system can be entered into the system. Once the
information is entered, the on-line inquiry will aid in the investigation or the
issuance of a permit or any other activity for a particular property.

This guide describes the Inspections configuration and functionality, in
Govern. For details on permits, refer to the Permits guide. For details on the
Mobile and Desktop Inspection modules, refer to the Mobile and Desktop
Inspection guide.
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Documentation Conventions

Permit: Throughout this guide, the term Permit is used as a general term to
refer to all the permit functions or Permit Kinds. These include the Building,
Electrical, General and Plumbing Permits; Business and Animal Licenses,
Approvals, Bonds, Decisions, Prosecutions and Appeals.

Workflow: Similarly, the term Workflow refers to complaint, grievance and
request for services as well as workflow.

Page 2 © 2013 MS Govern
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Admin Overview

Overview

This guide is divided into four parts. The Administrative Setup describes the
user security, the validation tables and the configuration required for the
Mobile Inspection and DeskTop Inspection components. The User Interface
describes the Web interface, as viewed by the Inspectors and Schedulers,
online. The Batch Processing section describes the batch process for the
Inspections modules. A Glossary is included to define the terms that are
specific to Govern’s Inspection module and eGovernment solutions.

Administrative Setup

The Administrative Setup provides an overview of the administrative forms
and information required to set up Govern’s Inspections module.

System-Level Parameters

The System Maintenance Registry form includes three new tabs for defining
parameters for the eGovernment solutions, including the Mobile Inspection
and DeskTop Inspection components, the eProfile and the eComponents:
ePermits, eComplaint, eGrievance and eRequest for Services.

Several parameters are common to all eGovernment solutions. In addition,
you need to set one parameter that is specific to the Mobile Inspection and
DeskTop Inspection components. This is to determine whether users can view
data from multiple departments or from their Primary Department only. Refer
to the eProfile guide for details.

Defining User Permissions

User permissions include: user access throughout Govern, access to Outlook
Scheduling, department-level access, user-level access to the Inspections
function, user access to the batch Automatic Rescheduling process and
Defining Validation Tables and Codes.

© 2013 MS Govern
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Defining Validation Tables and Codes

Before launching the Inspections function or setting up Activities and
Inspection Schedules, you need to set up the following user validation tables:

» Inspection Types or Codes (Table: VT_USR_INSPECT)
* Inspection Type Reason Codes (VT_USR_PMINTYRE)
* Inspection Type Status (VT_USR_PMINTYST)

» Activity Completion Status.

» Inspection Territories (VT_USR_INSPTER).

* Inspection Territories by Department (VT_USR_XXX, where XXX is the
name you give the table)

See Defining Inspection Types or Codes on page 17.

Outlook Scheduling

For updating schedules and task lists, you can integrate Govern for Windows
with Microsoft® Outlook®. When a user schedules an inspection in Govern,
the inspectors’ Outlook Calendars and Task Lists are automatically verified
and updated. Similarly, when inspection scheduling is automatically generated
through a System Activity, the Inspector’s Outlook Calendar is verified and the
inspection is scheduled for the next available time slot. Appointments
scheduled through Outlook are automatically displayed as blocked time on the
Inspector’s Schedule in Govern. See Integrating Govern with Outlook on
page 48.

Integrating Govern with Outlook

Use the procedures in this section to integrate Govern for Windows with
Microsoft® Outlook®. Then, when a user schedules an inspection in Govern,
the inspectors’ Outlook Calendars and Task Lists are automatically verified
and updated.

Similarly, when inspection scheduling is automatically generated through a
System Activity, the Inspector’s Outlook Calendar is verified and the
inspection is scheduled for the next available time slot.

Appointments scheduled through Outlook are automatically displayed as
blocked time on the Inspector’'s Schedule in Govern.

See Integrating Govern with Outlook on page 48.

Page 4
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Inspection Types or Codes

The Inspection Code form is used to define the different types of inspections
that can be performed. See Defining Inspection Types or Codes on page 17.

Inspection Calendars and Schedules

Inspection calendars and schedules are used for defining dates and times for
inspections. They can be created at three levels:

» Organizational, on the Organizational Calendar form.
» Departmental, on the Departmental Calendar form.
* Individual Inspector, on the Inspector’s Schedule form.

All inspection calendars and schedules are created by inspection territory.
They define the:

» Days that inspections can be performed; such as, Monday to Friday
» Starting and ending times for performing inspections

* Number of inspections to be performed each day

e Minimum duration of an inspection

In addition, the Inspector’s Schedule defines the following:

* Inspector

» Inspection Types

* Name and Address record creation and modification

* Inspector Unavailability, during normally scheduled days

See Defining Inspection Calendars and Schedules on page 29.

Defining Inspection Schedules and Calendars

For defining default inspection scheduling parameters, Govern provides the
Organizational Calendar, Department Calendar and the Inspector’s Schedule.

The Organizational and Departmental Calendars are used to define common
parameters for scheduling inspections, within an organization or department,
for example, the days and times that inspections are performed.

© 2013 MS Govern
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The Inspector’s Schedule is a required form. Before you can assign an
inspector to an inspection, you need to create an Inspector’s schedule,
defining the inspector’s availability, territory and inspection types.

Calendars and Schedules are the same fro Govern, the Mobile Inspection and
DeskTop Inspection components. See Defining Inspection Calendars and
Schedules on page 29.

Defining Organization-Wide Inspection Parameters

The basic parameters for inspection scheduling and activity status are set on
the Land Management Parameters form. These parameters apply to all
departments within the organization. See Defining Inspection Parameters on
page 61.

Defining Department-Level Inspection Parameters

Basic settings for automatically generated inspections and inspection fees are
defined at the department level. For the Mobile Inspection and DeskTop
Inspection components, there are two settings. These are defined on the
Permit Parameters form and are the same for all inspections created by or
generated from the department.

An inspector can be automatically assigned to a Scheduled Inspection,
generated from a System Activity. This is set up at the department level. In
addition, a fee can be automatically generated as the result of a failed or

incomplete inspection. This type of fee is defined at the department level.

See Defining Department Level Parameters on page 67.

Generating Inspections through System Activities

Both Scheduled and Unscheduled Inspections can be automatically
generated from a System Activity. Similarly, inspections can be generated
from an Offense or Workflow process.

Using the Permit System Activities form in Govern Admin, you can define the
type of scheduling, i.e., Scheduled or Unscheduled; the point in the activity at
which you want to schedule the inspection, for example, at the initiation or
completion of the activity; and the Inspection Types, to assign.

See Generating Inspections through System Activities on page 72.

Page 6
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Associating Violation Codes with Code Types

The Violations (Code Type & Remedies) form is used to associate a Violation
Code with specific Code Types, and associated remedies. See Define
Violations / Remedies for Offences on page 22.

Batch Processing

Automatic Inspection Rescheduling

This section describes the batch Automatic Inspection Rescheduling. This
process schedules inspections that need to be performed at regular intervals,
for a set period of time, for example, a building project that needs to be
inspected every two weeks until the completion of the building or the
expiration of the permit. See Automatic Inspection Rescheduling on page 145.

Inspector’s Database

For inspectors who need to access the database offline to view an update
inspection database, Govern includes three batch processes:

Run the Export to an Inspector’s Database process to extract a copy of a
database or a portion of a database, to your computer hard drive. This
extracted database can then be copied to a laptop and used by an inspector
out in the field. See Export to an Inspector’s Database on page 150.

Run the Import from an Inspector’s Database process to import a database
from an inspector’s local drive to the network. See Import from an Inspector’s
Database on page 157.

The Use an Inspector's Database at Next Startup option is automatically
enabled when the Export to an Inspector’s Database process is run. This acts
as an reminder to use the exported database at the next startup and prevents
the inspector from omitting to import the data from the laptop. See Use an
Inspector's Database at Next Startup on page 159.

For the system requirements and required configuration, refer to the Getting
Started guide.

© 2013 MS Govern
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Glossary

This guide includes a glossary of terms specific to Govern’s Inspection module
and eGovernment solutions. See Glossary on page 160.
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Defining User Permissions
] Overview

Define the following:

User access throughout Govern
Access to Outlook Scheduling
Department level access

User access to the Inspections function

o~ N PE

User access to the batch Automatic Rescheduling process

Defining the Govern User ID and Access Type

You need to assign a User ID and User Access Type to all inspectors and
schedulers logging in to the Mobile Inspection, DeskTop Inspection or to
Govern for Windows. This Access Type applies throughout Govern. You then
need to define an Access Type for each user function.

To assign a user ID and Access Type:

1. Launch Govern Admin.
2. Select Setup > User Maintenance.

© 2013 MS Govern Page 9
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| 4
m

I Nl 4 |Editing Existing Record [1/292) > H.

Click New to create a new user account. Otherwise, navigate to the user’s
record and skip to step 6.

Enter a User ID. This ID is also used as the Account ID, for logging in to
the Mobile Inspection and DeskTop Inspection components. The password
is set according to the type of authentication defined on the Web
Configuration tool. Refer to Govern Net Admin Application (GNAA) guide
for details.

Select a Primary Department for the user. Access permissions are defined
first by department, then by user. See Granting Department Access to the
Inspections Function on page 12.

Select one of the following Access Types:

» Administrator: to grant the user access to all menu options with the
exception of the system tables. This type is recommended for the
System Administrator.

Page 10
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* Super User: to grant the user access to all functions, forms and
features, including the system tables.

Note: This type of access needs to limited. Otherwise, you may jeopardize
the integrity of the software.

» User: to grant the user access to only the functions, forms and batch
processes assigned by an administrator or Super User. See Granting
User Permissions to the Function on page 12.

* Inquiry Only: to grant the user view-only access to the functions and
forms as defined by an administrator of Super User.

7. Click Save.

Enabling Automatic Scheduling in Govern

If you are integrating Govern with Microsoft® Outlook® for Inspection
Scheduling, you need to perform the following procedure for all schedulers.
See Integrating Govern with Outlook on page 36 for further information.

1. In Govern Admin, select Setup > User Maintenance to launch the User
Maintenance form.

2. Navigate to the applicable user record.

| v User

-

[+ Enable Dutlook. 5cheduling
ite: Ulser
[~ Disable Editing On Quen by SAL

[~ Access to Inspection "Web Services

i~ Datazet Source
1 4 s qu'.". _’ —— I

3. Select Enable Outlook Scheduling.

- Y i

Note: The Govern User ID must be identical to the Exchange User ID
defined for the e-mail account.

4. Repeat this procedure for each scheduler.
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Inspections

&2 Govern

Granting Department Access to the Inspections
Function

Grant department access to the Inspections function for all departments
maintaining inspections. Then, set the Access Type for each user. See
Granting User Permissions to the Function on page 12

To grant department access:

1. Launch Govern Admin.

2. Select Setup > Department Setup.

Department Code Shart Desc. Fizcal vear  Owner az of Maonth +0r-Years
[0z | Building Division | 2008 | [
Long Desc. |Building and Zaning Divizion [¥ Approved Subdivision ?
r
— Privacy / Restrictions for Mames Default Search Form | Wee Dbl Celare &
Mame Group Code IF'roperty Contral ﬂ
|1 * Mo Restrictions
" Private Mames — Functions
" Restricted Mames Activities -
{~ Restricted Mames & Addreszes Animal Licenses
Approvalz .
- Building Perrnits 2
ulldirg Structural Elements & Features
A48 .Sub Syste!'ns Allowed Euilding 5 LEl L F
[ Aircraft Excise Tax Business License
[~ Boat Excize Tax Decisions —
¥ Land Maragement Fee Simulation [Permit/Licenze)
. Hearings —
[ T.?m Title [LH) _ Image Ousus
[~ Mizcellaneous EBiling =]
[~ Motar Wehicle Excise Tax I ailing I_r'u:le:-: [Tax)
¥ {Personal Property T Messaging System -
[~ Tan Tile [PF] b ultimedia Information
[~ Real Property Tax [
[~ Special dzsessment
[~ Self Reported Tax Mb rec affected before warning |1 i
F L:;‘:J gl;iing [relay before query rollback |5 minuke(s)
MHew | Save I Delete Browse LCoolB ar Queries | E xit |
I Nl 4 |Editing E sigting Recard [2/20] » | Hl

3. Select Inspections from the Functions drop-down list to add it to the
functions available to the department.

4. Click Save.

Page 12
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Granting User Permissions to the Function

Open the Function Setup form to grant default access to all members of the
department, who need to access the Inspection function. The default access is
read-only. Then, select an Access Type to define the level of security for each
user.

To define user permissions for the Inspections function:

Launch Govern Admin.

2. Select Setup > Functions Setup.
You can also access this form by highlighting the function on the
Department Setup form and click S in the Functions group.

3. Click Browse and select Inspections in the user’s Primary Department
section.

4. Select all the inspectors and schedulers to whom you are granting user
permissions, in the User drop-down list, to add them to the User list box.

Tip: Use the Ctrl and Shift keys to select a number of users, if you are
granting the same access to more than one user. You can also select a
group of users. However, a user can be a member of one group only.
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Inspections S‘:} Govern

5. Highlight a user in the list and click Access to modify the Access Type.
Otherwise, skip to step 8.

%, Functions Setup 7|
Department Function
|Building and Zoning Divizion |Inspections Arcess |
Users Groups i
O mmmms 0
Catherine Fovalsky * Al groups -
Dieborah Altman Data Entry Delete Access . Access Type ﬂ E |
Joan Andrews [ata Entry Modify Only
Ten Kostuk Inguiry Orly
Inspectars - Building Department [Data Entry Modify Onld
| B
Business Rules ~ACCEss T_I,IpE
Buery list for Add Record Cluem list for Save Record
Update k& SE from Inspect . Create, M':'dlf-l" -D elete
" Full access rights
£ Inguiry only

{+ Create and Maodify

Cancel

6. Select one of the following:

» Create, Modify, Delete: to grant the permission to create, modify and
delete records. The user does not have access to the Automatic
Rescheduling setup.

* Full access rights: to grant access rights to all records and menu
options, including the Automatic Rescheduling setup.

e Inquiry Only to provide read-only access

» Create and Modify to grant the permission to create and modify, but
not delete records. The user does not have access to the Automatic
Rescheduling setup.

Note: Inquiry Only is the default Access Type.

Note: Super Users have Full Access Rights to all functions, regardless of the
Access Type selected.

Note: Inquiry Only is the default Access Type.

7. Click OK on the Access Type screen.

8. Click Exit to close the form.
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See Modifying Inspection Details on page 62, for further information.

Granting User Permissions to the Batch
Automatic Inspection Rescheduling Process

The batch Automatic Inspection Rescheduling process creates a number of
new inspection records by assigning a series of new dates and times to an
inspection that needs to be performed at regular intervals up to a set date, for
example, a building inspection that needs to be performed every two weeks
until the completion of the building or until the expiry date set for the permit.

To grant user permissions to the process:
1. Launch Govern Batch Processing.

2. Select Tools > Menu Security Setup.

¥ Govern Batch Processing!!l TOWN OF SOUTHAMPTON - TEST Il Mr. Govern

File Accounts Receivable Mass Appraisal Special Assessment  Miscellaneous Biling  Tax Biling  Tax Title  Ukility Biling  Self Reported Tax

Import/Export | Tools  Help
900.6 1, Gowern For Windows. .. % 2 '\:1

Govern Admin. ..
Lockbox Data Entry

Menu Security Setup, .. k

Purge entries in S¥_LOCAL_TABLE.™,

Initializing Mext Year's Daka For Property Cantral,.
Archive Multimedia Documents. ..

Link Multimedia Files ko Parcels 3

_‘ww‘raUOVBWupr—* *’.;' P Tl Bl ket

3. Highlight all the inspectors and schedulers to whom you are granting user
permissions in the User list box.

4. Select Tools, on top of the Menu Security Setup form.
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5. Select Automatic Inspection Rescheduling.

# Govern Batch Processing! TOWN OF SOUTHAME =10l x|

File Accounts Recejvable Mass Appraisal  Special Assessment  Miscellaneous Billing  Tax Biling  Tax Title  Uklity Eiling  Self Reported Tax

ImportjExport Tools  Help
2006 1/4/2008 | 5 W IR oA

. Menu Security Setup 7] x|
File Accounts Receivable Mass fppraisal  Special Assessment  Miscellaneous Biling  Tax Biling  Tax Title  Ukiliey Biling
Self Reported Tax  Import/Export | Tools

Govern For Windows, .,

Select the uzerz] from the list below — Gowvern Admin. ..
select the menu items [from toolb  Lockbox Data Enkrey
that they will have access to.

Menu Security Setup, ..
B Purge entries in 5t_LOCAL_TABLE... tAccess to &l Menu ltems |
BEd ThRBaE Initializing Mext Year's Data For Property Contral,.,
Alfred Tyczkowski Archive Multimedia Documents. .,
Alice b awer Link Multimedia Files to Parcels s R T |
Link PDF Files ko parcels (Permanent Path)
Link JP3 Files to Parcels (Permanent Path)
Link Multimedia Files to Parcels Save I
Ann Link Multimedia Filzs to Permits by Property
iﬂ;huﬂymiﬁe Audit Trall GOVBATCH Setup.., Exit |

Automatic Inspection Rescheduling. ..

Generate Workflow From a Recordset

Mame Merge Ukility. ..

il S B PN PTG i g T gt

6. Click Save.

See Automatic Inspection Rescheduling on page 99 for details on running this
process.

Setting the Authentication Type

You need to define an Authentication Type for the Mobile Inspection and
DeskTop Inspection components. Refer to the Web Configuration section in
Govern’s .NET Toolkits guide, for details.
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Defining Validation Tables and Codes

Overview

Before launching the Inspections function or setting up Activities and
Inspection Schedules, you need to set up all the validation tables containing
inspection data. These include:

* Inspection Types or Codes (Table: VT_USR_INSPECT). See Defining
Inspection Types or Codes on page 17.

* Inspection Type Reason Codes (VT_USR_PMINTYRE). See Defining
Inspection Type Status and Reason Codes on page 19.

» Inspection Type Status (VT_USR_PMINTYST). See Defining Inspection
Type Status and Reason Codes on page 19.

» Activity Completion Status. See Defining the Activity Completion Status on
page 20.

* Inspection Territories (VT_USR_INSPTER). See Defining Inspection
Territories on page 24.

» Inspection Territories by Department (VT_USR_XXX, where XXX is the
name you give the table)

For more information on user validation tables, refer to the Validation Table
section of the Super User guide.

Defining Inspection Types or Codes

Inspection Types or Codes are user-defined codes for classifying the
inspection, according to what is inspected, for example, framing, landscaping,
water or damage. They are defined, by department in Govern Admin, on the
Inspection Code form and are saved to the VT_USR_INSPECT table.

An inspection record can include multiple Inspection Types. When completing
a record, the inspector selects the Inspection Type, assigns a status, such as
Passed, Failed or Incomplete with a reason code and adds notes and
comments. See Defining Inspection Type Status and Reason Codes on

page 19.

To define Inspection Types or Codes:

1. Launch Govern Admin.

© 2013 MS Govern
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2. Select Parameters > Land Management > Parameters > Inspection

Codes.

. Yalidation Table

General I Add Info I

Department T able Mame rear

=
[
=

IEDard of Zoning Appeals

Code Inzpection Template
Shart Desc.

|Building

Lang Desc.

|Building

Iinspect I

Full Desc.

=

Save

DEelete

Browse

Cancel

Jigayl

I HI 4 |Enteling Mew Record

H

3. Enter a code, short description and long description.

4. Click Save.

Note: The Full Description and Year fields are not applicable to the

Inspection Types or Codes.

Inspection Types are displayed on the following forms and functions.

* |n Govern Admin:

* Permit System Activities, Activities (Offense Function) or Activities
(Workflow Function): Inspection Types can be assigned to the

inspection when you set up the activity

* Inspector’s Schedule: Inspections Types are assigned to an Inspector
* Inspection Codes: the Inspection Types are created on the Inspection

Codes form
 |In Govern:

» Inspections function: All the Inspection Types created by the
department are listed on the Inspections function. The Inspection
Types assigned to the selected inspector appear in black, the others in
red. However, you can select any Inspection Type for the inspector,

when you schedule the inspection.
e User prompt, when the activity is performed

Page 18
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* Inspection Search and Results
* Mobile Inspection and DeskTop Inspection components:
* Inspection Details
* Inspection Scheduling
* Advanced Inspection Search

Defining Inspection Type Status and Reason
Codes

While performing an inspection, in the field, the inspector can log in and enter
the following details for the Inspection Type:

Inspection Status: The Inspection Type status is not the same as the
Inspection Status. This is a user-defined code, selected by inspector to rate
the inspection, such as Passed, Failed or Incomplete (Table:
VT_USR_PMINTYST).

Reason: Select a Reason for an Incomplete or Failed Inspection. The
Inspection Type Reasons are user-defined (Table: VT_USR_PMINTYRE).

Notes: Unlimited space is provided for notes and comments.

A fee can be automatically generated as the result of a failed or incomplete
inspection. This type of fee is defined at the department level, on the Permit
Parameters form. The administrator needs to associate the fee with a Reason
Code. See Defining Department Level Parameters on page 67, for details.

You need to create the Inspection Type Status and Reason Codes, before
defining the fee or launching the Mobile Inspection and DeskTop Inspection
components.

To define the Inspection Type Status codes:

1. Launch Govern Admin.

2. Select Setup > Validation Tables to open the Validation Table Header
form.
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. Yalidation Table Header 2| x|

[~ System Table Marie Ipmintyst $|

Diescription IInspectiDn Type Status Save |
Farms frrn_prn3s Delete |
frm_prndd —

—Table Tope—————————— Language
) foeounts Receivable '

" Property Contral [Year] O EE ﬁl
" Property Contral " French

" Wass Sppraizal Add Columns |
= Permit

= Fegular .

{" Special Ll
) Tarx

= LKility Eilling

I HI 4 IEditing Existing Recaord (492/665) kM

3. Click Browse and select the Inspection Type Status table, pmintyst.

4. Click Codes.

5. Enter a code, short description and long description for the first code.
6. Click Save.

7. Repeat this procedure for each status you are creating, for example,

Passed, Failed and Incomplete.

To define Inspection Type Reason Codes:

1. Follow the procedure for the Inspection Type Status, with the following
exception:
In Step 3, select the Inspection Type Reasons Code table, pmintyre.

2. Click Save.

3. Repeat the procedure for each reason code.

Defining the Activity Completion Status

For each permit, offense and complaint type, an Activity Setup is defined. This

outlines the steps required to complete the permit, offense or complaint
process. System Activities, or the actions or events in the process, such as

Page 20
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ADDI- Living Area Additiorn To Trarell

receiving the application and issuing the permit are linked to the activity steps.
See Glossary on page 160, for further details.

A default activity status is assigned to each activity step, after it is performed.
This is displayed on the Activities function in Govern for Windows. Govern
users with the required permissions, can modify the Activity Completion
Status.

Step |.-’-‘«ctivit_l,l | Drate Started | Completed On | Statuz Reference # | Userld | .&:;I
Application Accepted 9221938 11131998 Yes 180 LSchrage _I
[320] Iz Prop Regulated Under Chap 53 [fema)? 111341998 1141341998 Na 320/ EField
[220] Health Department &pprowal? 11131998 Mo 330 EField
[340] Survey 114 340/ EField
[260] Mizcellaneous Documentation Received? Click inside 360 EField
[380]| Histary Certificate OF Occupancy 11/1341938 . 380 EField
(390] Issue Pemit 1171341398 field to modify. 390 EField
[400] Action[t'=lns MN=E=t S=Amend R=Fenw] 11137938 11/T3rass8Tre 400 KK natoff
[450) Ingpection [v=Curnrent,M=Ins,5=Fenw FR=Ext 141511999 1/15/1333 No 450 Kk notaff -
‘ | YRR SN L ey N Y B PRI i [ m r.. 4 2T M onn e B n T =ar L Ww T T N ACT laleie mb e KL jJ
Comments Multimedia Link Code -
Initiate Bemove
;I ISurvey j
= Multimedia | Coree | Browse |
[ 14] 4| Editing Existing Recard (2/10) ] Save | Exit |

Two default Activity Completion Statuses can be assigned to an activity, as the
result of an inspection. See the Permit System Activities: Page 1 tab in the
Permits and Licenses guide for details.

The activity completion statuses are saved to VT_USR_PMACTAW. This table
includes the Yes, No status and two statuses, that you can customize,
Special - User Defined Status 1 and 2.

To define customized activity statuses:

1. In Govern Admin, select Setup > Validation Table.

2. Click Browse and select the Permit Activities Answers, pmactaw,
validation table.

3. Click Codes. Scroll to the third code and change the short description and
the long description.

© 2013 MS Govern
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4. Click Save.

Note: Do not change the code values. These must read 1, 2, 3, 4.

See Generating Inspections through System Activities on page 72.

Validation on Activities Linked to an Inspection

When multiple activities within a step exist, and one of these activities is set to
automatically trigger an inspection, there will be a validation that all activities
within the step are completed. If the option “Automatically initialize the next
step” is selected for this current step, the next step is initiated; when this
option is not selected, activity steps must be completed before the next step is
initiated. For details, refer to Automatically initialize the next step in the
Permits & Licenses guide.

&, Activities Setup - Permit

Department Permit Type Step Mumber Description
|Building and Zoring Division #ACC - Addi To Mise Acce Comm Bldg) [10 |
Activities Fee Calculation
000710 [Application [nauing Fixed Amount l—
00150 [application Accepted)] |
- Method 84CC Fre, . xl#
N = "., — ™ . —andt - g ’,.l — R i
I = 3 ; 2B by 4
L R Status 4 -
’7 Spegh j_il I ‘ ’7|Hestart j_tl | ‘
Cd
v Automatically intialize the nest step
I Nl 4 |Editing Existing Fecord [1/23) » | Nl
Hew | Save I Delete | Browse | Motify User | Motify Client | Exit |

Define Violations / Remedies for Offences

When Offenses / Violations are discovered during an inspection, you are able
to link them through a functionality that is similar to that of Code violations. In
Admin, you will need to first define Violations / Remedies for the offences.

To define Violations / Remedies for offences in Govern Admin:

Page 22
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1. Select Parameters > Land Management > Violations (Code Type & Rem-
edies)....

'a Govern System Administration M TOWN OF SOUTHAMPTON - TEST 1

File | Parameters 3Zetup Tools Help

200(  Edit the User Redistry... |

Do A ‘

Edit the Systemn Registry...
Manage User Login. .. |
Property Contral 3
Land Management 3 Parameters. ..
Mass Appraisal 3 Fee Computation Setup. ..
Accounts Receivable ¥  Fee Yalidation Table Index... i, ¥iolations (Code Type & Remedies)
Tax Billing 3 Organizational Calendar, .. Vialation Cad Shoit D
Lility Billing 3 Zoning {Allowances). .. 1alahon -ode of est
Self Reported Tax 3 Zoning (Dimensions). .. |§ 2322012 I
Misc. Eilling » Zoning (Restrictions & Allowances). .. Long Desc.
Special Assessment, .. Group of Mames. .. |§ 292-200
Ime °5t odes. oo — Code Type — Flemedie:
Violations (Ce General Code Type
Inspections (Code type)
B &
- * - *
Est |
I NI 4 IEditing Ewisting Record [1/9932) » I NI

Follow the steps to create any required Offences / Violations.
Select Parameters > Land Management > Inspections (Code Type).

In the Inspections (Code Type) form you can select an existing inspection
type or create a new one; in the Code Type group, select the code type
that will be associated with the inspection type.

. Inspections {code types) 2]
Inepection Type Short Desc.
Ibloc |Block or Steel Work
Long Desc.
|Block or Steel Work
ccode T ypy"
General Code Type
i}
Browse | Exit |
I Nl 4 |Editing E xizting Flecord [1/53) (AL
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In Govern for Windows when these inspection types are selected, the
Offenses tab will display the associated offense types.

Defining Inspection Territories

An Inspection Territory is a user-defined classification for organizing and
scheduling inspections, according to geographic area — or other criteria
defined by the organization. They are used to facilitate the scheduler’s and
inspector’s tasks — and cut back on travel time.

Note: The Inspection Territory is a required field on all Inspection Calendars
and Schedules.

How to Define Inspection Territories

To define Inspection Territories, you need to complete the following steps:

1. Create organization-wide inspection Territory Codes and save them to the
Inspection Territory validation table VT_USR_ INSPTER.

2. Assign an Inspection Territory to each parcel.

3. Create Organization, Department and Inspector’s Schedules for each
territory. See Defining Inspection Calendars and Schedules on page 29.

Creating Inspection Territories

To create Inspection Territories:
Launch Govern Admin.
Select Setup > Validation Table to open the Validation Table Header form.
Click Browse and select the Inspection Territories table, inspter.

1
2
3
4. Click Codes.
5. Enter a code, short description and long description, for the territory.
6

Select a jurisdiction, if applicable.
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7. Click Save.
Note: The VT_USR_INSPTER table includes the inspection territory code,
*All. This is used for an inspector who needs to perform inspections in

all areas. It is also used to create a default organizational or
departmental calendar that can be used for any territory

8. Repeat the procedure for each territory.

Assigning Inspection Territories for the Organization

You need to open the Parcel Area function for each parcel record and select
the Inspection Territory code, for the organization.

To select the inspection territory for the parcel:

1. Launch Govern and select the parcel record.

2. Open the Property Area function.

== (1) Building Division.Property Area
General CPF ' aterbodies

Current £oning Meighborhood Code Income Meighborhood Ground *Water Management
[CRB0 {CR8D - 80,000 mirimurm} =] [130100 Bridgehampton = |190100 Bridghamptan =l [Zonev

Zoning Percent Park District Wetlands Inventary Sewerage Requirsments
[50 |Park District 8 | | ~| [+00m0

Agricultural Owerlay District Schoal District Sub Meighborhood Public ' ater Requirements
|Agricultural Overlay District j |4?3509 {Bridgehampton} j I j J4n000

Aquifer Dverlay District Fire Dristrict Old Filed M ap Districts

I.f-\quifel Owerlay District Eazt j IBridgehampton j IDId Filed Map Overlay District j

Central Fine Barrens Plan Census Tract Flood Zone

| =] [ra0704 = | =l

Pine Barens Pencent Census Block Group Baze Flood Elevatian

I = 3 Inspection Termitary

Repetitive Losz Area - - -

I j THE 4T o of Mount B ogal) -
I Nl 4 |Editing Existing Recard [1/1) 4 I NI

MNew | Save I Delete | Browse | E it |
3. Select a code from the Inspection Territory drop-down list.
4. Click Save.
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Refer to the Property Control guide for further details.
Defining Inspection Territories by Department

By default Inspection Territories are assigned by organizations, i.e. all
departments were using the same data and validation tables. With Inspection
Territories assigned by department, you are now able to say that within an
organization, the Fire Department can have a designated territory, while
another could be assigned to the Public Works Department. Each new
departmental territory would now have its own data and validation tables. As a
result, when each respective department views their territories, they will only
see the ones assigned to them.

To define Inspection Territories by department, there a four (4) stages to
complete, note that stage 3 and 4 are closely linked:

STAGE 1: Creating a field

In Govern for Windows, create a new field that will list your options for
territories; this field is created in the PC_AREA table:

1. Open arecord and select the Property Area function from the Side Navi-
gation Bar (SNB)

2. Select Setup > Object Dragging Mode, to switch to object dragging
mode.

Select Setup > New Database Columns...
Specify Column Name, Description, and Column Label.
For User Interface Type, ensure that you select Combo Box

Re-position the field and label on the form.

N o g~ w

Select Setup > Cancel Object Dragging Mode

Your new field will be created.

STAGE 2: Attaching a Validation Table to the field
Attach a validation table to the field...

1. Select Setup > Field Setup Mode
2. Click in your newly created field to display the Field Setup window.
3. Click Table to display the Validation Table Header.

Page 26
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10.
11.

12.
13.

In the Validation Table Header window, click New

Enter a Table Name (the name that appears on the list) and a Description
in the fields.

Click Codes to display the Validation Table form

Complete the Code, Short Desc. (the name that appears in the combo
box), Long Desc., and optional Full Desc. fields.

Click Save to save your codes and Exit to return to your previous screen.
Once again click Save and Exit to return to the Field Setup form.
In the Validation Type group click User Table.

A list of tables will appear on the right hand side (RHS) of the form; select
your code from this list.

Click OK.
Select Setup > Cancel Field Setup Mode.

The new field will now have your territories available as a selection in the drop-
down menu. Exit from Govern for Windows and launch Govern Admin to
complete the next stage.

STAGE 3: Linking the Territories to Departments

You will now link the newly defined territories to departments. In Govern
Admin...

Select Parameters > Land Management > Parameters

In the Land Management Parameters forms, choose the department from
the Departments group.

Select Maintain > Department to display the Permit Parameters form.
If not selected, click the General tab.

Under the Inspection Territory field, select the territory that is to be
associated with the department.

Click Save to save the selection and return to the Land Management
Parameters form.

STAGE 4: Set up an Inspector’s Schedule

The final stage is to set up the Inspector's schedule...

© 2013 MS Govern
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7. Again with the department in question highlighted, select Maintain >
Inspector's Schedule, to display the Inspector's Schedules form.
8. Click New to setup an inspector complete the fields and click Search.
9. Double-click on a name from the Browse screen.
10. Pick a territory from the Territory Code drop-down menu; to display the
calendar select Overwrite the Calendar.
For instructions on setting up an inspection calendar, see the Defining
Inspection Calendars and Schedules on page 29.
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Defining Inspection Calendars and
Schedules

Overview

Govern provides three forms for defining default inspection scheduling
parameters, at each of the following levels:

* Organizational, on the Organizational Calendar form. See Creating an
Organizational Calendar on page 30.

» Departmental, on the Departmental Calendar form. See Creating a
Departmental Calendar on page 33.

» Individual Inspector, on the Inspector’s Schedule form. See Creating an
Inspector’s Schedule on page 34.

The Inspector’s Schedule is a required form. Before you can assign an
inspector to an inspection, you need to create an Inspector’s schedule,
defining the inspector’s availability, territory and inspection types.

The Organizational and Departmental Calendars are used to define common
parameters for scheduling inspections, within an organization or department,
for example, the days and times that inspections are performed.

The Organizational Calendar, for each territory, is the default calendar. It is
used if a specific calendar has not been created for a department. In addition,
it serves as the template. When you create a Departmental Calendar or
Inspector’s Schedule, the settings from the Organizational Calendar are
displayed on the form. You just need to make modifications to these settings
and save the new calendar or schedule.

The Inspector’s Schedule overrides the calendars defined for the department
and organization. Similarly, the Departmental Calendar overrides the calendar
defined for the organization.

All inspection calendars and schedules define the:

» Days that inspections can be performed; such as, Monday to Friday
e Starting and ending times for performing inspections

* Number of inspections to be performed each day

e Minimum duration of an inspection

© 2013 MS Govern
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In addition, the Inspector’s Schedule defines the following:

* Name and Address records for the inspectors
* Inspection Types to be performed by the inspector
» Inspector Unavailability, during normally scheduled days

All inspection calendars and schedules are created by inspection territory.

Creating an Organizational Calendar

The Organizational Calendar is used for setting the default inspection
scheduling parameters, for each territory.

Note: You can create only one Organizational Calendar per territory.

To create an Organizational Calendar:

1. In Govern Admin, select Parameters > Land Management > Organiza-
tional Calendar.

&, Organizational Calendar E E2
File Help
Teritorny
|!!! Town of Southampton - Test 1 I j
Starting Time [&b) [11:00:00 &4 IJﬂnuary IZ[II]B i’ Hew
Ending Time (AM) |1 2:00:00 Ak S MT WTF S
Starting Time (PM] [1:00:00 P
LT
Murnber af Inspections / Day |2|:| 12 Deleta |
Inzpection Elapze Time [Minutes) I1 5 19
A ailability 26
¥ Monday Browse |
¥ Tuesday {
¥ “Wednesday [T Sunday :
¥ Thursday Exit |
I HI 4 IEditing Existing Record [1/5] b M

2. Click New on the Organizational Calendar form.
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3. Select a territory from the drop-down list (Table: VT_USR_INSPTER).

Tip: To begin, create an Organizational Calendar, with *All selected as the
territory. This becomes the template for all other inspection calendars
and schedules.

4. Click Save to enable the other fields and complete the form as follows:

Setting up Inspection Times: Enter the times that inspectors start and
stop performing inspections, each morning and afternoon, in the Starting
Time (AM), Ending Time (AM) and Starting Time (PM) fields.

When entering times, use one of the following formats:

Enter the hour and minutes separated by a colon, using the 24 hour
clock, for example, 8:00 or 13:00 or

Enter the hour, minutes and seconds, separated by colons and followed
by AM or PM. Do not enter a space between the time and the AM or PM;
i.e., enter 8:00:00AM or 1:00:00PM, not 8:00:00 AM or 1:00:00 PM.

The time blocks or Time Units are displayed on the Inspection Scheduling
form. The first and last time block correspond to the times entered in these
fields.

11:00a (12000 | 100 p | 2:00p
1105 a (1205p | 105p | 205p
110a (1210p | 100 | 210p
TA5a [1215p | 115p | 2115 p
1120 (12200 | 120 | 2:20p
T125a [1225p | 125p | 225p
11:50a (12:30p | 130p | 2:30p
11:535a [1235p | 135p | 23535p
11:40a (12400 | 140 p | 240 p
T1daa [1245p | 1d4ap | 245p
1150 a (12500 | 150p | 2500
1155a [1255p | 155p | 255 p

You can schedule an inspection for:

e an exact starting and ending time
* the morning (AM) or afternoon (PM)
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* an undefined time during the selected day (Anytime).

Note: Inspection times include travel time.

Number of Inspections / Day: Enter the maximum number of inspections
that can be scheduled in a day.

Inspection Elapse Time: Enter the minimum amount of time (in minutes)
that it takes to perform an inspection.

Note: The Inspection Elapse Time must be a multiple of the Inspection
Units Duration set on the Land Management Parameters in Govern
Admin.

You cannot schedule an inspection or block time on an Inspector’s Schedule
that is less than the Inspection Elapse Time.

Availability: On the calendar, select the days that inspections can be
performed. The background color for these days changes to cyan.

Modifying the Calendar

To remove a day scheduled for inspections, select the day on the calendar.
The background color changes from cyan to magenta. To add an unscheduled
day, select the day on the calendar; the color changes to green.

Color Description

Cyan Day selected for scheduling inspections.

- Magenta | Previously-selected day removed from the schedule.

Green Unscheduled day added to the Inspection Schedule.

Month / Year: By default, the current month and year are displayed. Use the

up / down arrows i—l to change these parameters, if required.
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Creating a Departmental Calendar

The Departmental Calendars are used for defining the default inspection
scheduling parameters for the department.

You can create only one Department Calendar per inspection territory, for
each department.

Note: You can create only one Department Calendar per inspection territory,
within each department.

Note: If a Department Calendar has not been created for a specific territory
or department, the Organizational Calendar is used.

To create a Departmental Calendar:
1. In Govern Admin, select Parameters > Land Management > Parameters.

2. Highlight the department on the Land Management Parameters form and
select Maintain > Department’s Calendar.

i, Departmental Calendar k4 B2
File Edit Help
Department Temtomny
|Bui|u:|ing and Zoning Division I,-’.'.,NY j
Startitg Tirne [&h] IDB:DD:DD Ak |Janua|y |2I]I]B i’ Mew
Ending Time: [Ah] |1 2:00:00 P S MT WT F S
Starting Time (PM] [12.00:00 M
1123|456
Mumber of Ingpections / Day I? 6l 7lelalinl11]12
| E— Delete |
|nzpection Elapze Time [Minutes] I-I 5 13|14 18|19
— deailability 20| 21|22 25|26
¥ Monday IV Friday 27| 28|29 30| 3 &l
v Tuesday [~ Saturday
v wednesday [~ Sunday -
v Thursday Exit |
I HI 4 IEditing E xisting Recaord [1/5) M

Note: The Department’s Calendar option is enabled only if Use
Department’s Calendar is selected on the Department Setup form.

3. Click New and select a territory from the drop-down list box.
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Click Save. If an Organizational Calendar has been created for the
selected territory, the parameters from this calendar are displayed.

Modify these parameters, as described in Creating an Organizational
Calendar on page 30.

Click Save.

Creating an Inspector’s Schedule

The Inspector’s Schedule form is similar to the Organizational and
Departmental Calendar forms. You can define the same parameters, such as
inspection territory, inspection times and availability. In addition, you can:

Assign inspection types to an inspector
Create name and address records for new inspectors
Modify existing name and address records

Block off specific times to indicate the inspector is unavailable during a
time normally scheduled for inspections

Classify an inspector as inactive

Inspectors’ Schedules are created by department and by territory, for each
inspector. See Creating an Organizational Calendar on page 30 and Creating
a Departmental Calendar on page 33 for details.

Tip: Before creating the Inspectors’ Schedules and Departmental Calendars,

create an Organizational Calendar for the territory, *All. This is used as
the template and displayed on the form, when you create an Inspector’s
Schedule. Then, you can just make the maodifications, required for the
inspector, and save a new schedule.

To create an Inspector’s Schedule:

1.

In Govern Admin, select Parameters > Land Management > Parameters.

2. Highlight the department on the Land Management Parameters form and

select Maintain > Inspector’s Schedule.
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im, Inspector’s Schedules
File Edit Help
Departmernt Ternitony Code Beset |
|Euilding and Zoning Divizion IANY j
Inzpector's Marme Uzer IMﬁy |2["]B i’
|Jack D Capane I" Inactive IJames Kiernan 'I S MT WTF &

Types of Inspections | ¥ Ovenwite the Calendar

— Inzpectar deailabiliby —
Starting Tirme [&M) IB:DD:DD 2 7 Monday 4 |7|7|7’7’7 10
Ending Time 4] |1 200:00 PM [~ Tuesdap |_|_|_E
- v ‘wiednesday
Starting Time [PH] |2:DD:DD PM % Thursday 18 |_|_’_ 23
Mumber of Ingpections / Day |5 F grictlayd
aturday
Ihzpection Elapze Time [Minukes) I-I 5 I~ Sunday
MHew | Save I Delete | Browse M ame | Schedule | E xit |

I HI 4 IEditing Existing Fecord [1/17] » I HI

3. Click New. The Name Search screen appears. From this screen, you can
search for and select an existing record or create a new name and
address record for an inspector.

. Mame Search 7|
Mame Id.

Social Security Mo

[~ Search by Payar Mame

Diiver License Mo Drate of Birth Compary License Mo,

Lazt or Compaty # First Iritial

Sequn Olaniyar|

Mew | Search I Clear Screen | LCahcel |

» To select an existing name and address record, enter the name or address
criteria and click Search. Then, highlight the inspector on the Browsing
screen and click Select. Refer to the User section of the Property Control
guide for more information on this type of search.

» To create a new name and address record, click New and follow the
procedure in Creating a Name and Address Record for an Inspector on
page 35.
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4. Select the user ID for the inspector, from the User drop-down list, if
applicable. This is used in Outlook Scheduling and for reports. A user ID is
present, only if a Govern account has been created for the inspector, on
the User Maintenance form in Govern Admin.

5. Select a territory, form the Territory drop-down list (Table:
VT_USR_INSPTER).

6. Click Save to enable the other fields. The default calendar for the territory,
either an Organizational or Departmental Calendar, is displayed.

7. Select Overwrite the Calendar to define a schedule for the selected
inspector. Otherwise, the departmental or organizational calendar created
for the territory is used.

8. Modify these parameters, as described in Creating an Organizational
Calendar on page 24.

9. Click Save.

Assigning Inspection Types to an Inspector

Use the Types of Inspection screen to assign inspection types to the selected
inspector. Inspection types are used in Inspection Scheduling, as follows:

Manually Scheduled Inspections

In Govern: All the inspection types created by the department are displayed
on the Inspections function. The types assigned to the selected inspector are
displayed in black, the others in red. The scheduler can, however, select any
type for the inspection.

Mobile Inspection and DeskTop Inspection components: The
Scheduler selects Inspection Types from the Add Types drop-down list. This
list includes all the inspection types for the department.

Automatically Scheduled Inspection

An administrator can select the inspection types, when defining an inspection
that is automatically-generated from an activity, in Govern Admin, or the
inspection types can be selected in Govern when the activity is run.

If the inspection types are pre-defined, the inspector is assigned, according to
inspection type, only if the Automatically Assign Inspector by Inspection Type
option is selected on the Permit Parameters form. See Automatically Assign
an Inspector on page 68.
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To select Inspection Types for the inspector:
1. Click Types of Inspection.

i, Types of Inspection

Inzpectar's Mame IJ ack D' Capane

Available Tupes Chozen Typez

: Cuirb Cut d
Strapping fdd > Final Inzpection

Wiater Test ~— |Footing

Section-8 A Foundation

Mo Start - Eamn Framing

Ingulation
Mizcellaneous
Flurnbirg

Pre-E izting
Exit | Re-inzpection
Up-dated -

The Types of Inspection screen displays the name of the inspector,
selected on the Inspector’s Schedule form.

The Available Inspection Types, as defined on the Inspection Codes form
are listed on the left pane and the Chosen Types, selected for the inspec-
tor are listed on the right. See Defining Inspection Types or Codes on
page 17.

2. Highlight the inspection type or types that you want to select for the
inspector, in the Available Types list.

3. Click Add - >>.
4. Click Exit.

To remove one or more of the inspection types selected for an inspector:

1. Highlight the types you want to remove, in the Chosen Types list.
2. Click << - Remove.
3. Click Exit.
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Blocking Inspection Times

If an inspector will be unavailable during a period normally scheduled for
inspections, you can open the Inspection Scheduling screen and block off the

time period.

To block off a time period:

1. Launch Govern Admin and open the Inspector’s Schedule for the inspec-

tor.

Select the day, on which you want to block off the time, on the calendar.

3. Select Schedule.

. Inspection Scheduling

Tvesday. January 22 2008

500 a

Q00a |40:00a 11:00a

505 a

9053 10:05a 11053

G010 &

a10a 10:10a 11:10a

G115 a
G20 a
G253
30 a
3333

9153 1015a
9208 10:20a
4253 10:25a
9308 Q0303
9358 10353

G:40 a

a0 10408

845 a

45 10453

850 &

4508 10:50 3

655 3

9553 10553

Save | Commients | Exit |

Inspector
I.Jau:k [ Capaone j
January |2I]I]EI ﬂ

The Inspections Scheduling form displays blocks to represent the times
during which inspections can be scheduled.

4. Select the blocks for the period the inspector is unavailable.

Note: This period must be equal to or greater than the Inspection Elapse
Time parameter set on the Inspector’s Schedule form, or on the

default calendar.

The blocks are coded as follows

Color Key

Description

- Navy Selected

Time available for Inspection
scheduling

Page 38
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Color Key Description
Selected Inspection scheduled for the selected
time.
Selected with Time unavailable: blocked through the
Outlook logo Block Time feature.
Selected with Time unavailable: blocked through
Outlook logo Outlook.

5. Click Save, after selecting the time blocks. The Comments screen

appears.
GOYADM | x|
Comments

Cancel |

IF'erscunaI Appaintrent

6. Enter a comment, such as the reason blocking the time and click OK.

Note: You can access the same screen to block time from Govern. See
Blocking Time for an Inspector on page 82.

To view comments for all scheduled times, including inspections and blocked
time:

1. Click Comments.
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i, Inspection Scheduling E

Inspectar

Tvesday Janvary 22 2008 [J3ck D Capone =

Starting Time | Ending Time | Comments

8:25 A0 320 AM | Personal Appaintment
926 AM 940 &b § Structural inspection: Fleet Strest

Save Schedule Delete Exit 27

To remove blocked time:

1. Select any of the fields for the item you want to remove.
2. Click Delete.

3. Click Schedule to return to the Inspector’s Scheduling form.

Outlook Scheduling

If Outlook Scheduling is enabled, blocked time is entered on the inspector’s
Outlook Calendar, as well as the Inspection Scheduling form in Govern. See
Blocking Inspection Times on page 38 for details.

Classifying an Inspector as Inactive

Select the Inactive option to classify the

inspector as inactive. With this classifica- o D e -

tion, you can maintain existing records but [z zonng oo ANY

you cannot schedule any new inspections i;:::i;“;z:;nze - (
for the inspector. =it 1™

Starting Time [4h) IS-DD-DD Ak
Y PP, S 3
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Resetting the Calendar

Click Reset to reinstate the default calendar; i.e., the Departmental or
Organizational Calendar.

[
“arnan 'I

o
ablltyl

Creating a Name and Address Record for an
Inspector

Before you can create an Inspector’s Schedule, you need a name and
address record for the inspector.

To create a name and address record:

1. Click New on the Inspector’s Schedule form. This launches the Name
Search screen.

2. Click New on the Name Search form. This launches the Name & Address
Maintenance function. Refer to the Property Control guide for details.

Modifying a Name and Address Record

To modify a Name and Address record:

1. Click Name, on the Inspector’s Schedule form, to open the Name &
Address function.

2. Modify the existing address information. Refer to the Property Control

guide for details.
M ame |
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3. Select Individual, Company or No Format, as applicable.

Name & Address

=0

File Edit Help
MHame Type
" Company & Individual i Mo farmat |
Frefis Account Mo /Taxpaver [d.
| =] CO—
First M ame Mid. Last Mame
ILester | |B akigwicz
Suffis Mame Cads Mame Line 2
I j I j|BuiIding Inzpectar
Address Line Bef |
Ll [~ DoMot Use for Mailing Add. Infa
Houge Mo, Direction Street Mame Street Suffis Direction Exit |
| | =l b | =l —
Secondary Address Indicator Uit il |
Address Line After Country Address Format
City State Zip Code Cauntry
| | = I -

4. Fillin the form, as described in the Property Control guide and click Save.

5. Click Add Info to enter additional details and click Save:

Additional Information for an Individual Name and

Address Record

i, Additional Name Information

General I

Lester Bakiewicz
Building inzpectar
My

Social Security Humber Birth D'ate

—Weh
Account

Email Address

Diriver Licence Mumber

e

Telephone [Day] Telephone [Might]

MNotes

Save |

Set Pazzword I
|l

Arccess Level

| [~ |

[ Access to eProfile
_| Gender

| |

[~

LCancel |
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Web group

Account: Enter the Web account information.

E-mail Address: Enter the e-mail address of the individual. This is used for
sending e-mail messages on the Messaging System function in the Permits
and Inspections subsystem, as well as, the eComponents.

Set Password: Click Set Password to set or change the online access
password. The password should be a minimum of eight (8) characters with a
minimum of one (1) number character and one (1) letter from the alphabet.

. Change Password x|

Mew Pazsword

Ok | Cancel |

Access Level: Select and access level from the drop-down menu; options
are as follows:

* Internet subscriber

* Internet with profile

* Internet without profile
e Intranet admin

e Intranet user

Access to eProfile: Select this option to allow access to eProfile.

Social Security Number: Enter the Social Security Number of the
individual. This number is encrypted in the database.

Birth Date: Enter the date of birth of the individual.

Driver License Number: Enter the driver license number of the individual.
This number is encrypted in the database.
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Telephone (Day): Enter the daytime, or business, telephone number of the
individual.

Telephone (Night): Enter the evening, or home, telephone number of the
individual.

Notes: This field provides unlimited space for notes and comments.

Additional Information for a Company Name and
Address Record

The Additional Company Information form is used for adding information, such
as Federal ID, Federal Tax Number or a Contact Name to an existing company
record.

i, Additional Company Information

General I il
Marme Complimentary [~
Bvilding inspectar —web
My Account —
Email Addresz
Federal 1d. Ho. Fed. Tax Mo I:

= 11 =

Telephone Fan Mumber Access Level

I—
Contact Mame I ﬂ

I [ Access to eProfile

Licenze Ma. License Expiration Insurance Infa.
| | =
State Tax Mo. Internet Web Site LI
IN : I Bond Information

atex . ﬂ

[~ Accounts Receivable For Pemits [ssued

Save | Cancel |

=l

Federal ID No. Enter the Company’s Federal ID Number. This field is
encrypted in the database.

Page 44 © 2013 MS Govern



> Govern

D\

Defining Inspection
Calendars and Schedules

Federal Tax No. Enter the company’s federal tax number. This field is
encrypted in the database.

Telephone: Enter the company’s telephone number.

Fax Number: Enter the company’s fax number.

Contact Name: Enter a contact name for the company.

License No. Enter the company’s license number.

License Expiration: Enter the last date the company’s license is valid. If
the name is linked to a permit, the expiration date is displayed on the Names

tab of the Permit Creation form. Refer to the Permit & Inspections guide for
details.

State Tax No. Enter the company’s state tax number.
Internet Web Site: Enter the company’s Web site address.
Notes: Enter any additional notes or comments.

Web group

Account: Enter the Web account information.

E-Mail Address: Enter the company’s e-mail address. This is used by the
Messaging function in the Permits and Inspections subsystem.

Set Password: Click Set Password to set or change the online access
password. The password should be a minimum of eight (8) characters with a
minimum of one (1) number character and one (1) letter from the alphabet.

. Change Password E3

Mew Pazsword

Ok | Cancel |
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Access Level: Select and access level from the drop-down menu; options
are as follows:

* Internet subscriber

* Internet with profile

* Internet without profile
e Intranet admin

e Intranet user

Access to eProfile: Select this option to allow access to eProfile.

Insurance Info. Enter the company’s insurance information.
Bond Information: Enter the company’s Bond Information.
Accounts / Receivable for Permits Issued: Select this option to create

a link to Govern’s Accounts Receivable (A/R) subsystem for any permit or
license issued to the current company name.

Modifying a Name and Address Record

Click Name, on the Inspector’s N - ;1-].-

Schedule form, to open the Name & - :ﬁm::jfay 113113158

Address function and modify the — || 1 V=2
P . . I~ Saturday

existing address information. Refer E| || Sucey !

to the Property Control guide for X

details. ielete | Browse |

Schedule | f

Oy }

Classifying an Inspector as Inactive

Select the Inactive option to

. Inspector’s Schedules

classify the selected inspector Fle Edi Help

as inactive. With this classifica- ~ Deeatment lErion]Eods 1
. . . |Bwld|ng and Zoning Divigion I Montreal L’
tion, you can maintain data but | . —
pector's Mame User
you cannot schedule [Frodorck D oo AT ;f
inSpeCtionS for the inspector_ Tiupes of Inspections ||J%Iverwrite the Calendar

St e g s
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Resetting the Calendar

Click Reset to reinstate the default calendar; i.e., the Departmental or
Organizational Calendar.

. Inspector's Schedules
File Edit Help &
Diepartment Teritory Code — HE LL\‘) ]

|Building and Zoning Divizion IMonlreaI j

Inspector's Mame L ger IMﬂrCh |2I]I]B ﬂ
IFrederickDAciemo ¥ Inactive - S MT WTF 8
__‘,.'nwf_l'nspec' it %C#dar"_“_’ T —— B
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Integrating Govern with Outlook

Overview

Use the procedures in this section to integrate Govern for Windows with
Microsoft® Outlook®. Then, when a user schedules an inspection in Govern,
the inspectors’ Outlook Calendars and Task Lists are automatically verified
and updated.

Similarly, when inspection scheduling is automatically generated through a
System Activity, the Inspector’s Outlook Calendar is verified and the
inspection is scheduled for the next available time slot. Appointments
scheduled through Outlook are automatically displayed as blocked time on the
Inspector’s Schedule in Govern.

Prerequisites

* Microsoft® Outlook® 2000, 2003 or XP installed on the Inspectors’ and
Schedulers’ PCs

* Microsoft Exchange Server defined as the mail server on the network

* Govern for Windows™ installed and fully operational on the network, with
the Land Management subsystem

Outlook and Exchange Server Account Setup

To complete the Outlook and Exchange Server Account setup, you need to
complete the following steps:

1. Configure Outlook Profiles for the inspectors and schedulers, in order to
establish connection parameters.
2. Grant access permissions to the schedulers in Outlook.

3. Grant access permissions to the schedulers in Govern.

Configuring the Profile

To enable Microsoft® Outlook® 2000, 2003 or XP (Outlook) to connect to
Microsoft Exchange Server, you need to configure at least one Profile on each
Inspector’s and Scheduler’s PC. Multiple profiles can be created if required.

Page 48
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The profile references the user’s existing Outlook configuration and can be
modified without changing the user’s settings.

Note: In order for an automatic connection to be made through Govern, the
connection parameter in the Outlook Profile must match the Govern
User ID.

Complete the following procedure on each PC that will be used by a Govern
user to schedule inspections or to perform the Automatic Inspection
Rescheduling, from Govern Batch Processing.

To create a new Profile containing the Govern user ID:

1. In Windows Control Panel, double click on Mail
2. Click Show Profiles.

-

TE—

Praofiles

1
p—g

Setup multiple profiles of e-mail accounts and Show Profiles. .. |
data files. Typically, wau only W e

Close |
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3. In the Mail window, click Add...
Mail |

General I

@ The Following profiles are set up on this computer:

[~

Add. .. Remove Properties | Copy... |

When starting Microsoft Office Qutlook, use this profile:
¢ Prompt for a profile ko be used
f* plways use this profile

IOutIu:u:uk ﬂ
[o]4 I Cancel | Gpply |

4. Inthe New Profile window, enter the Scheduler’'s Govern user ID in the
Profile Name text box and click OK.

Mew Profile x|
[ .
|| Create Mew Profile

Cancel

Profile Name:

IGDvern|

Note: The Profile Name must be identical to the Scheduler’s Govern User
ID. Otherwise, each time the user schedules an inspection, the
Outlook Login prompt will appear.
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This wizard will allow you to change the e-mail
accounts and directories that Outlook uses,

E-mail

% add & rew e-mal account

™ Yiew dr'dnangia'egcis_tihg'e-rhaﬂ ACCoUnts:
Directory

™ add 3 new directary or address book

7 Yiew or change existing directories or address books

< Hark Close

5. Select Add a new e-mail account and click Next >.
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Server Type
‘ou can choose the bype of server vour new e-mail account will wark with,

+ Microsoft Exchange Server:

Connect to.an Exchangs server ta read e-mail, access public folders, and share
 documents.. :
" poOP3
Caonnect toia POP3 e-mall server to download your e-mail,
" Map
‘Conneck to an IMAP -mail server to downioad e-mail and synchronize maibo:
Folders, '
C HrTP
‘Conneck ko an HTTR e-mail server suchias Hotmail tn downinad e-mail and
syrichronize mailbox folders, b '
" Additional Server Types
‘Connect ko another workgroup or 3rd-parky mail server,

-{E_iacl_(- I Tlext = I

‘Cancel

6. Select Microsoft Exchange Server and click Next >.
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E-mail Accounts = 2

Exchange Server Settings
‘You can enter the required information ko connect ko vour Exchange server,

Type the narme of your Microsoft Exchange Server computer. For information, see your
system administratar,

Mictosaft E)_cc.hange Server: IGO'\.-'ERNM.C\IL
v USel'\;a;_hnj:d Ep_gdﬂange Mode

Type the name of the mailbo:: set up For you by your adrinistratar, The maibas: narme
is Osually your user name,

User Nams: IGDVEWI Check Mame I

More Settings ... |
= Back, I Mext = I Cancel |

7. Enter the name of the Exchange Server and the user name of the
Scheduler. Then click Next >.

8. Verify the information on the confirmation message and click OK.
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Congratulations!

Yfou have successfully entered all the infarmation required to
sebup vour account,

To clase the wizard, click Finish,

= Back

9. Click Finish on the confirmation screen to complete the configuration.

10. Perform this procedure on every Schedulers’ PC.

Granting Permissions to the Schedulers

In order for the inspectors to receive automatic updates in their Outlook
Calendars and Tasks, you need to grant access permissions to the users
responsible for scheduling the inspections.

In addition, since an inspection can be automatically generated from a System
Activity, you need to grant these permissions to all the users who are
responsible for initiating activities.

Tip: The user ID of the user responsible for uniting the activity is listed in the
UserID column of the Activities function.
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307 /2006 3NA07/2006 Yes

31/07/2006 Yes

|z Prop Regulated Under Chap 53 [fefnal?
Health D epartment Approval?

Survey hY

Mizcellaneous Documentation R eceived? 3
History Certificate OF Dccupancy i
|zzue Permit &
Action[v'=lnz M=Ext 5=Stop R=Renw) 4
|rznechinn Me=Corent M=lns S=Fenw B=F =t 47
4 i i 3
Lornments Mulbmedia Link. Lode Initiate | T |
= E= =
- Completz | B |
;I Wltmedia LComplete Browze
[14] 4] Editing Esisting Frecord (1/2) vl sse | et |

Outlook
< (1) Building Division.Activities - |EI|5|
LACE - Addi To Misc Aroce Bldgfstme
Aclivity " | DaeStated| CompletedOn [Status | Fefererce «

Application Inguiry 02/11./2005 3/07/2006 Yes |
Application Accepted 02,/11./2005 H/07/2008 Yes

Complete the following procedures, to configure the Outlook Mailbox,

Calendar and Tasks on each Inspector’'s PC.

1. Launch Outlook on the first inspector’s PC.
2. Highlight and right-click Mailbox -, under Folder List.

Al Mail Folders

Mailbex - Jane Corrnack:
() Deleted Ikems
L7 Dralfts [2]
= [ Inbox
[ .MET
|1 Fabrice
| J Help IDs
|3 M'Hammed
|3 Netwark
|3 RoboHelp
[as7C
|1 Infected
L @ Junk E-mail [3]
L= Cukbax
| Quarantine
=] =7 Senk Tkems
| Help1ds
[# L3 Search Folders
[# =3 Archive Folders
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Open
Qperin Mew Window

Advanced Find. .,

1]
T

MNew Folder. .,

i

Add to Favorite Folders
Process All Marked Headers
Process Marked Headers

Open Other Folder

sharing. .,

| 7 Properties for "Maibox - Jane Cormack .

Select Properties for “Mailbox - ...

Outlook Today - [Mailbox - Jane Cormack] Properties

General | HomePage Fefmissions |

Pame: Petmission Level:
Default Mane
BOMyYIious Mone

- PErmissions

Govern Management Mone

Remove | Ernpertias_...l

Permission Level: INDI‘IE

j

[ Createitems [ Eolder gunier
[ Read items [ Folder contack
I Create subfolders I Folder v sible
“Edititems ———| [ Deleteitemns

' Nome f* Nore

™ own = Ciwn

" all ol

o Carncd apply

4. Click Add to open the Add Users form.
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5. Highlight the users you want to add.

|

Type Marne of Select frony Lisk: Shiow Marnes From thet
I |GIDbal Address List j

I Mare: | Business Phone | Cifice!

Jacline -
Jane Carmack MGk

&7 Job

=‘Q"JJI:IBIIZI2IZIIZI2

. ulie Vicanek.

Louis-Philippe Guay

Mathieu Khadour

MHammed Kettani

Michel Gagnon

Michelle Gagné

[ Mews
[ News - WinXP
Morman Yaudrin 514-972-3718

Danh o —
Il I _'-I_J

Add Users

fdd - ||
Advaniced vl (o' Cancel

6. Click Add to add these users to the Add Users text box; then, OK.

A

7. Highlight the users on the Properties screen.
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Outlook Today - [Mailbox - Jane Cormack] Py lies x|

Genetal I Home Page Petriissions.

arie: Perrmission Level:

Default Mone

- Petmissiors

Perriisson Level: |Nnne ;I

[ Create items|Publishing Editor

[ Readitsms [Poblishing Authior
Author
[ Create subf Monediting Author
“Edit items —|Reviewer
- Conkributor

* Hane Mone

" own T O

ol Al

oK I Cancel Apply

8. Select the Permission Level.

* For example, select Author. This grants the schedulers the right to
view and create items and, also, to modify and delete the items they
create. Alternately, select Custom; then, select the specific rights you
want to grant.
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Outlook Today - [Mailbox - Jane Cormack] P rlies x|

General I Horie Page  Pefmissions

Harme: Permission Level:

Default Mone
Anonymous Mone
Jang Cormack:

Michiel Gagnon
Michelle Gagne None

fAdd.., | Femoye | Propethies |

- Permissiors

Parmission Level; INnne ;I

15 fone ﬁggteributor
" own T Chary
O al Al

[ I Cancel Apply

9. Click OK on the Properties screen.

Note: Ensure that access permissions are granted to all schedulers

10. Repeat this procedure, highlighting the Calendar; then the Tasks in step 2,
to grant permissions for the Outlook Calendar and Tasks.

Granting Access Rights in Govern

Perform the following procedure In order to grant access permissions to the
schedulers in Govern.

1. In Govern Admin, select Setup > User Maintenance.
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w, User Maintenance

File Edit Help
General T Ma Tables Security ]
Hew
User-1d |Af-‘n.uffan Pazzwaord |
Name |esdlin Auttant ;’-‘«__CCESS _TJ_»ptc t Zev |
rniniztrator
Group of Users I»’-‘«ssessor office jil .
. S _I = Inquiry Only
nimary Departrmen ! ; -| % Delete |
IAssessors Office J 6 Sz e E
E-mnail sddress Language " User
|aauffant@town. minneszota. Uz I Englizh j &l
v Enable Outook Scheduling
Inactive date | [~ Lite User Exit |
—&llowe Creation of [~ Disable Editing On Quern by SOL
[v Parcels [ Marnes ' : ¥ Access to lnspection Wweb Services

r—dJurisdiction r— Dataset Source

El El

E E

: 1
| |4| 4 |Editing Existing Record [1/292) kM|

2. Navigate to the appropriate user record.
3. Select Enable Outlook Scheduling.

Note: The Govern User must be identical to the Exchange User ID defined

for the e-mail account

4. Repeat this procedure for each scheduler.
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Defining Inspection Parameters

Overview

Basic parameters for inspection scheduling and activity status are set on the
Land Management Parameters form. These parameters apply to all
departments within the organization.

To access Govern Admin from Govern’s main screen, select Tools > System
Administration (Govadm32.exe)

OR

Click Applications in the Side Navigation Bar to display Govern applications;
click % System Administration.

Select Parameters > Land Management > Parameters

. Land Management Parameters 2|
File Edit Maintain Help
— Department

Azsessor's Office -
Board of Zoning Appeals

Building and Zaning Divizion
Central Cash

Community Development
Commiunity Preseration Divigion
Electrical Department .
Enagineering Division Exit
E nviroriment Division LI

Save

General Parameters (All Departments)

General T Permits TMisceIIaneousT Inspections T GAL & AR T eGovernment]

Tax Rate Mumnber of Digits in Sequence # [™ Include Base Fee for All Steps
ID I I~ Additional Colurnns by Function
. Filter Wiolation By Offence Type
5 5 Ma. Faor &l Funct i

[ Same Sequence Mo Faor Al Functions [ Plumbing & Gaz Matisx
— Default A7R Link Mame

Permit Complaint RFS

IAppIicant j IAppIicant j IAppIicant j

Offense Woarkflow Grievance

IAppIicant j IAppIicant j IAppIicant j
— Default Applicant Type

Permit Complaint RFS

Iﬁpplicant j IAppIicant ﬂ I.é.pplicant j

Oifense wfrkflow Grievance

IAppIicant j IAppIicant j IAppIicant j
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On the Land Management Parameters form, open the Inspections tab and
complete the parameters as described in this section.

Inspections

i, Lt lellan
L

General Parameters (All Departments)
General T Permits TMisceIIanenusT lnspectionsT G & AR T erernment]

|

Dizable Inspections “With Mo Permnits lssued [
Inzpections Uitz Duration IDS Minutes j
Defaulk Activity Status IEDmpIetiDn Statusz 2 j

Default Activity Status if Failed IEnmpIetinn Statuz 2 j

Mb. Days for Automatic Re-Scheduling I

v &llow Multiple D epartments
v Mo Automatic Completion of Achivity

B adll W PN B ol IV SRSy !

Disable Inspections with No Permits Issued: Select this option to
disable the link between permits and inspections, until the permit is issued.
Otherwise, if you need to schedule inspections, before permits are issued,
deselect this option.

Note: Permits are automatically issued and assigned a Permit Number from
an Activity Step. Refer to the Activities section of the Permits &
Inspections guide, for further details.

Inspection Units Duration: Enter the duration of an Inspection Unit (Table:
VT_SY_INTIMEUN). An Inspection Unit is a fixed length of time that is used
as a building block for defining inspection times. All inspections need to be a
multiple of the inspection unit. For example, if you enter Five, an inspection
can last five, ten,15 or 30 minutes but not 17 or 32 minutes.

Note: Inspection times include travel time.

The Inspection Scheduling screen is divided into blocks equal to the
inspection unit. The user selects these blocks to schedule an inspection.

The Inspection Scheduling screen is accessible from the Inspector’s Schedule
form in Govern Admin and from the Inspections function in Govern. See
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Creating an Inspector’s Schedule on page 34 and Scheduling an
Inspection on page 102. Activity Completion Status

Activity Completion Status

There are two parameters for automatically assigning the Completion Status

to an activity, as the result of an inspection. One is for a successful inspection,
the other for a failed or incomplete inspection. The status is displayed on the

Activities function in Govern.

¥4 (1) Building Division.Activities

ESTI- Repair, Rerwwate Dovelling o @

Step | Activity Date Started | Caompleted On |5tatu& | Fieference # |Userld | Azzign ko | Tatal Time S
[10] Application [nguiry 11020050 111042005 Yes 10 moragge —
[10)| Application Accepted 111052005 11/18/2005 Yes 150/ mcragge

[320] Iz Prop Regulated Under Chap 53 [fema)? 111852005 111842005 Ma 320 mcragge

[340] Survey 1118720050 111872005 Yes 340 mcragge

[360)| Mizcellaneous Documentation Received? 114852005 11/18/2005 Mo 360 mcragge

[380] Hiztary Certificate OF Dccupancy 111852005 111842005 Yes 380 mcragge

[390] lzzue Permit 1118720060 11/18/2005 Yes 390 moragge

[400]) Actionr'=lng M=E=t S=Amend R=Rernw) 1118752006 111872005 Yes 400 lzchrage

[450] Inzpection [v=Current N=lns S=Rerwvi,A=Ext  12/74/2005  1214/2005 Mo 450 lzchrage

[450) Ingpection [v=Curment,M=lng,5=Rermqs R=Ext = 12/19/2006 12/13/2005 Mo 450 wawhite

[450] Inspection [v'=Current W=Ins 5=Retw F=Ext 1/20/2006 1420020068 Mo 480 briowwak

[450] Inzpection [v'=Current M=lnz S=Rerw F=Ext  12/20/2006  10/10/2007 Special 450 JRobles

The possible activity statuses are defined in VT_USR_PMACTAW:

» Yes: Activity is successfully completed
* No: Activity is not successfully completed.

» Special User-Defined 1 and 2: Activity is accepted on user-defined
conditions.

For details on defining these statuses, see Defining the Activity Completion
Status on page 20.

Default Activity Status: Select the status to be assigned to the activity,
when an automatically-generated inspection is completed. See Activity
Completion Status on page 63, for details.

Default Activity Status if Failed: Select a default activity status to assign
to an activity if an inspection fails. If an inspection is generated from an activity
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and the inspection is completed but one or more inspection types have failed,
the system returns this status to the activity.

Automatic Rescheduling

Number of Days for Automatic Rescheduling:

Enter the number of days for
automatic rescheduling. This
parameter is used in the batch
Automatic Inspection
Rescheduling process in
Govern Batch Processing. It is
added to the Default Date* to
determine the inspections to

i, Land Management Parameters

File Edit Maintain Help

— Department:

Agseszor's Office

Board of Zoning Appeals
Building and Zaning Division
Central Cash

Community D evelopment
Comrmunity Preservation Division
Electrical Department
Engineering Divizion
Errvironment Divigion

i

;I

include in the process; i.e., all
inspection scheduled for a date

General Parameters (All Departments)

prior or equal to this date are
included. For example, enter 14
to include all inspections
scheduled within the next two
weeks.

i, Automatic Inspection Rescheduling

Dizable Inzpections With Ma Permits zsued

I 05 Minutes hd l

Inzpections Unitz Duration
Default Activity Status

Default Activity Status if Failed
Mb. Days for Automatic B e-Scheduling

v &llow Multiple D epartments
™ Mo Automatic Completion of Activity
——

-—

Reschedule inzpections dated up ta 1417,
[ default date [1/3/2008) + 14 dapz].

42008

Rezcheduling fimit date |3;24;2mg

Cancel |

d
Y
¢
{
Gereral | Pemits | Miscellaneous | I_nspections‘?
¢
' 4
P

* The default date is displayed on the task bar of the Govern Batch Processing
application. This is the current date, unless it has been modified. See

Automatic Inspection Rescheduling

on page 145.
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Enabling Light Inspection Scheduling

Manage Uset Login,..
Property Control

Land Management

Mass Appraisal
Accounts Receivable

i@ Govern System Administration SOUTHAMPTON - TEST

File | parameters Setup Tools Help
20(  Edit the User Registry... | ﬂ @

Edit the System Registry. .. A
|
3
3 Eee Computatibn Setup...
»
3
»

Light Inspection Scheduling allows you to indicate scheduled times that
bypass the scheduling restrictions that prevents conflicts in date and time.
This would be the electronic equivalent of a sticky note reminder with a time
written on it. In order to use the Light Inspection Scheduling feature, it must
first be enabled in Govern Admin...

To enable Light Inspection Scheduling...

. Land Management Parameters
Fie Edit | Maintsin Help
Departrent
Department's galend
Definition of Activities  »

Fee Yalidation Table Index. ..

Tax Biling Organizational Calendar. . Definition of Type 4 4
Utility Billing Zoning {Allowances). ., Hearings Schedule t
self Reported Tax »  Zoning (Dimensions). . e A
t . Permit Parameters EE
" File Edit Help
o — Jtssessars Otfice
General T Permitz T hiscellaneous T eGovernment T Ilotify ]
& /R Class [ automatically Link Spplicant Mame
I j W Autamatically Link Cramer bame
Fes Description [~ Automatically Link CoolBar Components
I [ Display all Permits on the Selection Screen
Gl Revenue Account o [~ Hice the "4 Permit of this type Already Exists" Warning
| I [~ Display all Licenses lzsued to the Individual
| [ automaticaly &ssign an Inspector
v By Inspection Type
[ Display Warning for Unlinked Inspections
[~ Generste Permit Fee from Inspection
Mumber of Digits in Sequence # I [~ Generate ‘Warkflow Fee from Inspection
[~ Generate Offenses Fee from Inspection
Inspection Territory w 1lse Light Inspection Scheduling:
=N :
Save Exit

1. Select Parameters > Land Management Parameters.

2. Inthe Land Management Parameters form, select a department from the
Department group; select Maintain > Department.
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3. When the Permit Parameters form is displayed, select Use Light
Inspection Scheduling.

Note: When this option is enabled, you will not be able to use the Enhanced
Inspection Scheduling Interface. See Enhanced Inspection Scheduling
Interface on page 109
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Defining Department Level Parameters
] Overview

Basic settings for automatically generated inspections and inspection fees are
defined at the department level. For the Mobile Inspection and DeskTop
Inspection components, there are two settings. These are defined on the
Permit Parameters form and are the same for all inspections created by or
generated from the department.

An inspector can be automatically assigned to a Scheduled Inspection,
generated from a System Activity. This is set up at the department level.

In addition, a fee can be automatically generated as the result of a failed or
incomplete inspection. This type of fee is defined at the department level.

To access this form, from Govern’s main screen, select Tools > System
Administration (Govadm32.exe)

OR
Click Applications in the Side Navigation Bar to display Govern applications;

click % System Administration.

Select Parameters > Land Management > Parameters. Highlight the
department and select Maintain > Department.

. Permit Parameters
File Edit Help
Department |Eluilding Department
General T Permits T hizcellaneols T eGavernment T Motify ]
& 1R Class ¥ Automatically Link Spplicart Mame
ILand Management j ¥ Automatically Link Crvner Mame
Fee Description [~ Automatically Link CoolBar Components

IEluiIding Dept Fees Mo Automatic Linking of Hearings

Mo Avtomatic Linking of Offenses

Dizplay all Permits on the Selection Screen

Hide the "& Permit of this type Already Exist=" YWarning

Dizplay all Licenzes lzsued to the Individual

A<«

Automatically Assign an Inspector
[ By Inspection Type
Display Warning for Unlinked Inspections
[ Generate Permit Fee from In=zpection
[~ Generate Warkilow Fee from Inspection
Inspection Territory [ Generste Oifenses Fee from Inzpection

CRF_CATEGORY j ™ Hide Inactive Inspectar
[ Use Light Inspection Scheduling

<

Mumber of Digits in Seguence # I

Save Exit
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Automatically Link CoolBar Components: Select this option to
automatically link the following types of records to the current inspection:

permits

inspections

hearings

offenses

workflow, complaints, request for services, grievances
occupants

buildings

For Example:

If you are creating a new Inspection, and a building permit and hearing
are already associated with the current record and displayed on the
Govern CoolBar, they are automatically linked to the new record.

These records appear on the Links tab of the new inspection record.

Automatically Assign an Inspector: Select this option to automatically

ass

ign an inspector, when a request for an inspection is made.

The inspector is assigned, according to availability and territory; i.e., the
location of the requested inspection needs to be within the territory assigned
to the inspector. However, if All Territories have been assigned to the
inspector, or if an Inspector’s Schedule does not exist for the inspector, the
inspector can be assigned to any inspection, located in any territory. See

Cre

ating an Inspector’s Schedule on page 34 for more information.

. Inspection Scheduling 2]

Friday Janvary 04 2008 | Olusegun & Olaniyan =l

Inspector

4:00 3

Inspector's Termriton
A0:00 3

S tarted

H:05 a

1005 &

4:10 a

A0:40 3

.15 a

10015 3

9:20 a

A0:20 &

H4:2% a

0:25 3

H:30 a

10350 &

4:35 a

0:35 3

9403 |10:40 2
G453 10452
9503 |10:50a 12|14 |15 (1617|1819
Hie | [ihHE 20|21 22| 23| 24|25 26

oK I Location Exit 27|28|29|30| 31

Block or Steel woaork
Final Ingpection

Inspection Type(z)
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By Inspection Type: Select this option, if the Automatically Assign an
Inspector option is selected, to assign inspectors by inspection type, as well as
by territory. The inspector can only be assigned to an inspection if the
inspection type matches one of inspection types selected on the Inspector’s
Schedule form. Otherwise, if no inspection types have been assigned to the
inspector, the inspector can be assigned to any type of inspection.

See Creating an Inspector’s Schedule on page 34 for more information.

The inspector is automatically added to the Names tab of the permit or license
associated with the inspection.

Note: The insp code must be defined in the VT _USR_PMNAME table.

* (1) Building Division.Inspections

Sean McDemaott

2 116680 Building Parmit # POS7223 10452007 | Completed plE7223 Building Inspectar
[¥hg

Harald Fisher JR

3 112257 | Building Parmit # POS7223 F82007 | Completed Building Inspectar
Ny =l
Inspection T Links T Automatic Re-5cheduling T Tab3 ]
Inzpection Id Seq.Mo Inzpection Date Ingpection Time Duration | & A lispectionlslalis [~ Check Dut
[fesn o [iodzeoor  [izoo0eM [0 [~ py | Completed [~ Bek Su
Motes & Comments
Inspectar = Time =l Statusz
Olusegun & Olanivan .  Anytime I =l
Type of Inspection
-
* ' Block or Steel wiork, + ' Cast Iron )\2) * ' Mo Start —
£ ' Complaint - ' Curb Cut E ' Damage Assessment
+ 'w Final Inspection - ' Footing E ' Foundation
i ' Framing P ' Insulation E ' Mizcellaneous
E ' Flumbirg P ' Pre-E «izting + 'v Fe-inzpection LI
Hew | Save I Delete | Multimedia Block Time | Schedule | Status | Exit

Re-Schedule |

Note: If an inspector is not configured within Govern Admin to perform a
specific type of inspection, the inspection type will be indicated in red
in the Inspection function in Govern for Windows.

Display Warning for Unlinked Inspections: Select this option to display
a warning message for an inspection that is not linked to a permit, license,

© 2013 MS Govern
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approval, bond, decision, prosecution or appeal. If the user tries to access the
inspection in Govern, the following message appears:

GOovYern

\Warning - Inspection nat linked ko any permit

Generating Fees from Inspections

You can set up fees for failed or incomplete inspections for a permit, workflow
or offense. When you select one of the following options, the Reason Code
and Fee Amount fields are automatically displayed. The fee is generated from
the Inspections function in Govern for Windows.

Note: You can select only one reason and apply only one amount, per
department, for an incomplete or failed inspection

Block or Steel Work

Inspection Status

Ilncamplete

Feazon Code
|§ 1-12 Changes in previously adopted leqgislation.

Ihzpection Codes

Motes
Revizions made to legizlation

i

=l
=l
B
=
-
of
E i |

Generate Permit Fee From Inspection: Select this option to set up a fee
for an incomplete or failed inspection for a permit. Then, select a reason for
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charging the fee from the Reason Code field and enter an amount in the Fee
Amount field.

Generate Workflow Fee From Inspection: Select this option to set up a
fee for an incomplete or failed inspection for a workflow. Then, select a reason
for charging the fee from the Reason Code field and enter an amount in the
Fee Amount field.

Generate Offenses Fee From Inspection: Select this option to set up a
fee for an incomplete or failed inspection for an offense. Then, select a reason
for charging the fee from the Reason Code field and enter an amount in the
Fee Amount field.

Hide Inactive Inspector: When selected, this option not display inspectors
that are designated as inactive.

Reason Code: Select a justification for the fee from the Reason Code drop-
down list (Table: VT_USR_PMINTYRE).

Fee Amount: Enter an amount for the fee. The Govern user can modify this
amount from the Inspections function if Allow Fee and G /L Override is
selected on the Land Management Parameters form.

Note: This fee is not displayed on the Mobile or DeskTop Inspection Web
pages. It is added to the total fees for the associated permit, offense or
workflow.

Inspection Territory: You can define Inspection Territories by department.
Do one of the following:

» If you are defining Inspection Territories for the selected department,
select the database field created for these codes on the Property Area
function.

» If you are using the Inspection Territories defined for the organization,
leave this field blank.

See Defining Inspection Territories on page 24, for details.
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Generating Inspections through System
Activities

Overview

Both Scheduled and Unscheduled Inspections can be automatically
generated from a System Activity linked to the Activity Setup for a permit,
offense or workflow. A System Activity is an action or event in the permit
process. Each System Activity is linked to an Activity Step, or stage in the
process. The Activity Steps are joined together to form the Activity Setup. See
Glossary on page 160, for further details.

You can define the following details for an automatically-generated inspection:
* Type of scheduling: Scheduled or Unscheduled

* When to schedule the inspection, for example, the initiation or completion of
the activity

» What Inspection Types to assign

For a Scheduled Inspection, the date and time are set, when the inspection is
generated. In addition, an inspector is assigned, if the Automatically Assign an
Inspector option is selected on the Permit Parameters form in Govern Admin.
See Automatically Assign an Inspector on page 68, for details.

For an Unscheduled Inspection, the Date, Time and Inspector fields are left
blank, when the inspection is generated.

For both Scheduled and Unscheduled Inspections, the Inspection Types can
be either automatically generated from the activity or selected by the Govern
user.

You can link the inspection to other departments.

To set up an activity, from Govern’s main screen, select Tools > System
Administration (Govadm32.exe)

OR

Click Applications in the Side Navigation Bar to display Govern applications;

click % System Administration.

Page 72
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Select Parameters > Land Management > Parameters.

Highlight a department and select Maintain > Definition of Activities > Permits,
Offenses or Workflows

. Permit System Activities

Fil= Edit Help
Diepartment Reference Humber Drescription
|Building and Zaoning Divizion |1 1] |.-’-‘«p|:|lic:alion Inguiry
Page 1 T Page 2 T Page 3 T Page 4 ]
— Scheduling Multimedia
Type of Scheduling I.&utumatic Inzpection Scheduling j Iv Multimedia [usue
v Dizplay Warning i
Initiate at Ilnitiatinn ﬂ o Bl e e Vizoame
Multimedia Code IAppIicatinn Ihaquiny j
Departmert [ Electrical =l —
Initiate at IInlhahon j
Inzpection Tepes | W Prompt Types in Activities
Haot Link Functi ; -
Link to Other Departments | H IR FHnEtan I"""""IH Ingquity J
Time Cost
Gienerate Heport [¥ Time Cost / Recovery
Repart Mame IMF! Mates ﬂ Cost Code Used I j
Iritiate: &t IEompIetion Statuz 1 j Initiate at I j
Buginessz Rulez | Motify Ulger | Hotify Client |
I I{I 4 IEdiling Existing Record [1/65] b I )II

Hew | Save I Lelete | Browze | Exit |

Defining an Automatically Generated Inspection

To define an inspection that is generated from an activity:

1. Inthe Permit System Activities form select one of the following, from the
Types of Scheduling drop-down list:

* Unscheduled Inspection
» Automatic Inspection Scheduling

Note: Hearings can also be automatically scheduled, from an activity. Refer
to the Permits guides for details.

2. Specify the point at which the selected inspection is to be initiated, from
the Initiate at drop-down list (Table: VT_SY_ACTION).
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Status 1, 2, 3 and 4 correspond to the Yes, No, Special 1 and 2 fields on the
Activities Setup — Permit form, the Activities Setup — Offense or the

Activities Setup — Workflow form. Refer to the Permit Type Maintenance
section of the Permits & Inspections guide for details.

* Initiation
« Completion Status 1, corresponding to a yes response indicating the
activity step is successfully completed

» Completion Status 2, corresponding to a no response indicating the
activity is not successfully completed

« Completion Status 3 and 4, corresponding to a special response
indicating the activity step is accepted on user-defined conditions. Refer to
the Activities Setup section of the Permits & Inspections guide for details
on defining an Activity Status.

* Completion All Status indicating any of the above
3. Click Save

Assigning an Inspection to Another Department

For Example:

Before issuing a certificate on a new building, the Building Department
requires a Fire Inspection. When setting up a Permit System Activity, the
Building Department can add an inspection and assign the inspection to
the Fire Department.

To assign an inspection to another department:
1. Set up the inspection, as defined in steps Defining an Automatically Gen-
erated Inspection on page 73.

2. Select the name of the department, to which you want to assign the
inspection, from the Department drop-down list.

3. Click Save.

Otherwise, if you leave the Department field blank, the inspection will be
assigned to the department that created the activity.

Completing an Activity

If an Activity is complete when the Inspection is completed, the following
conditions apply:
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* The Activity is automatically completed if the Inspection is completed by
the same department that created the Activity.

» Otherwise, if the Inspection is assigned to a different department and
completed by the assigned department, the Activity must be completed

manually.
To complete an Activity:

1. Launch Govern for Windows.

2. Open the Activities function for the applicable record.

{1} Building Division.Activities
CONL - Corwdominims fcoopertires

K

Step | Activity

Date Started | Completed On |Status | Reference # |Userld | Azzign bo | Total Time Spent |

[10) Application Inguing 1/4/2008
) & pplication &ccepted 08

[320] Iz Prop Regulated Under Chap 53 [femal?

[330) Health Departrent Approval ?

[340) Survey

[360) Miscellaneous Documentation Received?

[320] History Certificate Of Dccupancy

[390] lzzue Permi

[400) Action=ln: M=Ext S=Amend R=Renw)

[450) Ingpection [v'=Current, M=lnz,5=Fenw R=Ext

[480] Iz Perrnit Current ?

[600] 1z Other Documentation Meedad?

[E10) Has Additional Doc Been Submitted?

[690] Elewvation Certificate?

[700] Final Survey

[960] Certificate OF Docupancy

[975] ‘whorksheet

1/4/2008 Yes

10 goven

K|
Comments Multimedia Link Code
- | =l
H Mulimedia |
| 14] 4] Editing Existing Record (1/1) ]

| ritiate |

Remove | Browse E st |

3. Highlight the activity.
4. Click Complete.
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Activity Completion Input Screen |

|I$ Prop Regulated Under Chap 53 [femal?
Completion Date — Completion Status
17442008 (+ Nes
= Mo
{~ Special
" Festart
OE. Cancel

5. Select the Completion Status, from the Activity Completion Input Screen.
6. Click OK.

For complete details on the Activities functions, refer to the Permits guide.

Linking the Inspection to Other Departments
To link an inspection to another department:

1. Set up the inspection, as defined in steps Defining an Automatically Gen-
erated Inspection on page 73.

2. Click Link to Other Departments on the Permit System Activities form.
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s pepartmen: g |

Activity Description |.-’-'applicatinn I rgquiry

Awailable Departments Chozen Departments

Engineering Divizion Azzessors Office
E reironment Division Add > Building Divizion
Public 5 afety = |Sustainable Houzing
Public: 5 afety [old]
<<-- Hemove
Exit

The Available Departments field displays all the departments, within the
organization that have access to the Inspections function in Govern. For
details on granting access to a department, see Granting Department Access
to the Inspections Function on page 13.

The Chosen Departments field displays the departments that can access the
inspection.

Highlight a department in the Available Departments field

Click Add >>.
To delete a link to a department highlight it in the Chosen Departments
list and click << Remove.

5. Click Exit.

Defining the Inspection Types

Inspection Types are user-defined codes, created to classify an inspection
according to what is inspected, for example, framing, water or damage. They
are saved to VT_USR__ INSPECT. See Defining Inspection Types or Codes on
page 16, for full details.

You can associate the Inspection Types, with the inspection, at either the
administrative level on a secondary screen launched from the Permit System
Activities form or at the data entry level on the Inspections function in Govern.

If inspection types are defined at the administrative level, they are
automatically selected on the Inspections function in Govern. The user can
deselect these types and select alternate ones, if required.
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You can also select the Prompt Type in Activities to display the Inspection
Type screen to the user, when the activity is generated.

To define the Inspection Types:

1. Click Inspection Types to launch the Inspection Types screen.

. Inspection Types 7| x|

activity Diescription |A|:n|:n|icatinn Inquiry

Awailable Types Chozen Types

Einal Fraugh 'wiring

Add >

<4-- Bemove

E xit

The Activity Description field displays the activity selected on the Permit
System Activities form.

The Available Types field displays the Inspection Types, available to the
department.

Otherwise, the Inspection Types available to the department, creating the
activity, are displayed.

The Chosen Types fields displays the inspection types selected for the
inspection.

Highlight an Inspection Type in the Available Types field
Click Add >>.

To delete an Inspection Type, highlight it in the Chosen Types list and click
<< Remove.

Click Exit.On the Permit System Activities form, select Prompt Type in
Activities to display the Inspection Type screen to the user, when the activity
is run. The Govern user needs to select the applicable types.
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Inspection Templates

Overview

As a part of standard procedure, certain inspection types may require the
accompaniment of customized or supplementary files; this “template” file may
be a notification letter or a form that is to be completed. If this is a process that
must be repeated each time a specific inspection is created, attaching the file
can become tedious.

The process of attaching a template file to an inspection type has been
streamlined in Govern. The template can be in the form of an Adobe Acrobat
.pdf, or Microsoft Word .doc file. The association to the template is set
through Govern Admin and when the inspection type is created, can then be
accessed through the Multimedia link in Govern for Windows.

To attach an inspection template:

Access Govern Admin from Govern’s main screen, select Tools > System
Administration (Govadm32.exe)

OR

Click Applications in the Side Navigation Bar to display Govern applications;
click % System Administration.

Setting the Path to existing Templates

To set the path to a directory containing existing templates:

1. Select Parameters > Edit the System Registry.

2. If not selected, click the Govern tab.
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2]
eProfile eComponents Connections Login getup
YWitndows lmaging E ditar Folder
_I |c:\program fileshirfarviewh_view3Z2 exe _I
_I Melissa Data Folder _I
| | - =
_| AutoCad Viewer _I e End D) e =10] ]
Level | Mullimedia Uocument Eath - - -
|\\fserver\uuickgov\M utimedia _l MG Path |\\fsewer\ﬂumkgov\\a‘ersmn.95\I nzpectionT emplates
Level |l Multimedia Docurnent Path =S -
1d32 exe _| | _I I J

) \serversDuickgov

Level Il Multimedia Document Path

—

e rsgaesiin Temiies : @ [nzpectionT emplates

|\\fserver\ﬂ uickgoviyerzsion. 95\ nspectionT emplates

) 'L -‘J ‘-*_Al-ﬂ-—“r ' "-\A’H , + il

I\\fsewer\ﬂ uickgoyierzion, 954 nspectionT emplates
Ok Exxit |

3. Inthe Inspection template field click on the button to navigate to an
existing template.

Select a location; click OK.

In the System Registry Maintenance screen, click Save to save the
location; click Exit.

Note: Ensure that the template that is being attached is in Adobe Acrobat
.pdf or Microsoft Word .doc format.

Assigning a Template to an Inspection Code

Once the path to templates have been established, it is necessary to assign
the template to an Inspection Code.

To assign a template to an inspection code:

In Govern Admin select Parameters > Land Management > Parameters.
Select a Department from the Land Management Parameters form.

Select Maintain > Inspection Code.

P w NP

Any templates that are in the pre-assigned directory can be selected from
the drop-down menu.
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5

General I Add Info |

Yalidation Table

Department

Tahle Mame ear

|Bui|ding and Zoning Divigion

Code

Inzpection Template

|h|0c:
Short Desc.

I— WDOCWS ampleT emplated. doc
Block or Stesl‘w/ork I nspection] mpltd01.doc k

Long Desc.

SPOFYS ampleT emplated, pdf
[Block o Steel work YPOFYS ampleT emplated. pdf

ShzpectionT mpltd02, pdf j
SDOCWS ampleT emplatez. doc

WnzpectionT mplt002. pdf

WSampleT emplate0d3. doc
WS ampleT emplate004. pdf

|inspect

Full Desc.

I I{I 4 IEditing Exizting Record [1/19)

5. Click Save.

As a new inspection is created through the Inspection form in Govern, a file is
created for each inspection code. These files are multimedia file types with a
copy of the related template attached.

In addition a file is also created when we add an inspection code to an existing
inspection. The inspection files are automatically attached to the inspection
multimedia files and can be accessed through the Multimedia button of the
Inspection form in Govern for Windows.

INER-

& Time — —_— 3
IArthur Gerhauser [Inactive) 'I ' Anytime r ;I Status |

Type of Inspection

E ' Block or Steel WwWork E ' Cast Iran t ' Mo Start

£ ' Complaint * ' Curb Cut 3 'v Final Inspection I

+ ' Footing + ' Foundation + ' Framing

= ' Insulation e ' Miscellaneous + ' Flumbing

E ' Pre-Existing e ' Re-inzpection + ' Section-8
Recycling Dept,

Schedule | Re-Schedule | Elack Time | Browse |

Mew | Save | Delete | i Exit |
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Inspection File Nomenclature
The inspection files are named as follows:
in_inspID_inspectionCode.pdf or in_insplD_inspectionCode.doc

¢ insplID - Inspection ID

* inspectionCode - Inspection Code

Page 82
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Inspection Search Screens

Overview

Two search screens are provided for retrieving inspection records:

* Inspection Number Search
* Inspection Search

Inspection Number Search

To search for an inspection by ID number:

1. In Govern, select a department and default dataset, or click the Quick

Open icon, [5]

2. Click Select > Inspection Number Search from the main menu in
Govern:

Inspection Number Search...

X
Enter the inzpection [0 to be retrieved

Cancel

|IN4B53287COl

3. Enter the inspection number in full and click Search.
Inspection Search

Enhanced Inspector Search Screen

The Govern user interface has been enhanced with updates to the look and
feel navigation. See The Govern Interface in the General Information guide.

To search for an inspection using other criteria:
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1. Click Search in the Side Navigation Bar (SNB).

q Search |

¥ Govern For Windows 1 TOWN OF SOUTHAMPTON - TEST I

Fil= Edit  Yiew  Select  Optiong  Toolz  Setwp  Window  Help

5 (=] =€ ﬁg|<ﬂ§ o> | 208 | 1av2008 | (&)

2%.(2) Building Division

— Ingpection Information

= k%

v 11«

CohgentSubmizzion Ingpzsiey Jleme

Extemal System [
315 Search
w Inspection Type

Mame and Address

Maore I j

--’M ‘“\,4

Offenses .
Fersonal Property hd Inspection Status
q Search Territary
DEE._ TreeView I

B Lacation
g Functions

Building 1d/Sequence Suite/Uni

'Q ""’ '“ ke ity M S Jl ' .-'

2. Inthe Treeview area on the upper left hand side (LHS), select Inpections
to display the Inspection search form.

3. Enter your information into the required fields; click Search.
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2% (2) Building Division

— Inzpection Infarmation O
Inzpector Mame Ihzpection 1d . BEEER
IDIusegun A Olaniyan j I i :
Erowse
Inzpection Type From Drate ToDate AM/PM
IBIock ar Steel work j I I I j “: LClear Screen
|nzpection Status Inspection Result o _
[5cheduled = = Edt
Teritony
O —
— Search Option
r— Location Display by
Building 1d/Sequence SuiteAnit Mumber Ilnspection j
I I I J I Sorted by
Inspection Id A
— Camplaint/Permit/Dffenze I E A= J
ink. bo Externa
Application Nurmber Permit Mumber r Fecordzet
™ Hide Inactive Inspector
— Mame 7 Pemit
" Complaint
Occupant Mame - BRI
Offense
Al

Inspection Search Command Buttons

Enter your search criteria in the applicable fields and
‘ click Search. Results of the search are displayed on

Search Results page.

‘ Click Browse to view a list of the permits and licenses
matching the criteria on your screen. Select an record to

'O\'\__ Search

i Browse

%

T Clear Screen

view results on the Search Results screen.

Click Clear Screen to clear all fields of the form; you can
now enter new information for another search. Search

0 E it

Results screen.

Click Exit to close this form.
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Inspection Search Parameters

Inspection Information group

Inspector Name: Select the Inspector’s Name from the drop-down list.
Inspection ID: Enter the full identification number of the inspection.

Inspection Type: Select the inspection type from the drop-down list (Table:
VT_USR_ INSPECT).

From Date / To Date: Enter a range of dates to define the search.

AM / PM: Select an option to indicate the type of inspection scheduling
(Table: VT_SY_INSPAMPM):

* AM: for inspections that need to be performed during the morning.

» PM: for inspections that need to be performed during the afternoon.

» Time: for inspections that are automatically scheduled at a specific time
and for a specific duration.

* Anytime: for inspections that need to performed at sometime during the
specified day.

Inspection Status: Select the status of the Inspection, such as completed,
scheduled, unscheduled or voided (Table: VT_SY_INSTAT).

Inspection Result: Select the conclusion of the inspection, such as passed,
failed or incomplete (Table: VT_USR_PMINTYST).

Territory: Select the inspection territory from the drop-down list (Table:
VT_USR_INSPTER).

Location group

Building ID / Sequence: Enter the building ID or sequence number.

Suite/Unit Number: Select the type of unit, such as apartment, floor, suite,
room, unit or penthouse (VT_USR_SECADD). Then enter the unit number in
the space provided.

Page 86
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Complaint/Permit/Offense group

Name group

Occupant Name: Enter the name of the occupant of the property scheduled
for inspection.

Search Option group

Display by: Click the drop down menu list and select how you want The
results displayed by: Inspection or Tax Map.

Sorted by: Click the drop down menu list and select the field you want to use
for sorting the inspections: Inspection Date, Inspection ID, Inspection Results,
Inspection Status, Inspection Type, Inspector Name, Number, Occupant
Name, Tax Map, or Territory. The default is Inspection ID.

Link to External Recordset: Select this option to search through an
external recordset previously downloaded to PC_EXTERNAL.

Select Permit, Complaint, or Offense to search for an inspection linked to
one of these items or click All to search through all the inspections, regardless
of the function they are linked to.

» Ifyou select Permit, the Permit Number and the Application Number fields
are enabled.

» If you select Complaint, the Complaint Number field is enabled.

» If you select Offense, the Offense Number field is enabled.

» If you select All, no fields will be diaplayed in the Complaint/Permit/
Offense group.
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Inspection Results Screen

The Results screen displays the records that match the criteria entered on the
Inspection Search screen. Use the right and left navigational arrows to scroll
through the records or click Browse to view a list of all the records.

=% {2} Building Division:Inspections

Inzpection D ate A /P Scheduled Time Oftence Mumber
J7/15/1399 | Tirne 10:10:00 &M |5 |
Inspection Type(s) Apphcation Mumber |
Curb Cut Inspector ILester Bakigwicz
Final Inzpection
[nzpection Status IE':"T'DIEhad
Parcel Teritary I
Linked Properties Hotes
T Browse Exit |
I HI 4 IHECDrd [rquiry [3/200] | A ! Nl

Inspection Results Command Buttons

Browse: Click Browse to view a listing of the permits and licenses matching
your criteria. To select a record, highlight it in the list; then, click Select to view
it on the Results screen.

Alternately, you can use the right EE and left m navigational arrows to
scroll to a record.

Exit: Click Exit to close the form.

Inspection Results Parameters

The following information is displayed:

* Inspection Date: displays the date the inspection took place
« AM/PM: See AM/PM on page 86
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Scheduled Time: displays the date and time for which the inspection was
scheduled

Permit, Complaint or Offense Number: depending on the option
selected on the Search screen.

Application Number: displays the application number of the permit,
license, complaint or workflow for which the inspection was scheduled

Inspection Types: displays the type of inspection that was performed
Inspector: displays the name of the inspector

Inspection Status: displays the status of the inspection, completed,
scheduled, unscheduled or voided (Table: VT_SY_INSTAT).

Parcel Territory: displays the inspection territory (Table:
VT_USR_INSPTER)

Linked Properties: displays the other properties that are linked to the
inspection through the Inspection Group field

Notes: displays the notes or comments added to the inspection.

Refer to the Permits guide for more information on these fields.
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The Inspections function is used for recording and maintaining all inspection
data. You can perform the following tasks:

» Schedule dates and times for new inspections

» Modify existing inspections

* Reschedule incomplete inspections

» Set up automatic rescheduling

» Link work codes to inspections

» Link other records, including properties, buildings, permits, etc.
e Link multimedia documents

Inspection records can be created manually, by a Govern user, or generated
automatically, from a system activity. In addition, a combination of the
automatic and manual features can be used to complete a record.

Inspection Scheduling can be integrated with Microsoft® Outlook®; so that
inspections scheduled through Govern, either manually or automatically, are
automatically added to the inspectors’ Outlook Calendar and Task Lists and
that the time booked through Outlook is automatically blocked on the
Inspectors’ Schedules, in Govern.

To access this function, select a record and:

1. Click Functions in the Side Navigation Bar.

Eﬁ Functions

Page 90
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‘¥ Govern For Windows

M TOWN OF SOUTHAMPTON - TEST Il
‘window  Help

5 &1 =€ [jg|<ne o | 2009 | 22009 | %

File  Edit “iew Select QOptions Tools  Setup

-
Al

J Tax Map # 473689 205.000-0002-097,009 |J Bernard S Buda PO B

Functions
il Buiding Structural Eleme J Inspection |J |J |J 25 Aberdeen Dr Ext “ |J |J |J |J Inspection 6/21]
g Fee Simulation [PemitdLi J 25 Aberdeen Dr Ext, Hampton Bays
Image Queue

s (1) Building Division.Inspections

% Mailing InEé [Tax]

----- A" Mezzaging Svetem

----- & Multimedia Information
----- =1 Mame & Address Mainter— 1
e Offenses

- Owner Information

Inzpection Id| Fermitz Linked To Ingpections [7]

| Inspectio‘

7M1 ?’

93441 | Building Permit Certificate # CO80179

--axm Parcel Genealogy/histary

----- Parcel Information

-8 Papment Data Entry

..... R Daurnant Basarsal e
EN

q Search

=

Inspection Id Seq.Mo Inzpection Date Inzpection Time Duratio

Ingpection T Linksz

. ] |32295 | [6/2i/2006  [11:00:004M  [20
uﬁir TreeView

- Inspector
@ Functions IFTEd Lang

, 1

2. Inthe Treeview area on the upper left hand side (LHS), select Inspections.

Redesigned Inspections Form

The Inspections form was re-designed in version 9.5. A user accessible grid
was added to the form. This grid shows only the days inspections for an
inspector and the inspection record form. This was done to allow an inspector
to navigate and enter his \ her inspection results directly in the same form.
Additional enhancements included color coding to indicate inspection status.

Color Coding for Inspection Status

Inspection status color coding is as follows:

Color Inspection Status
Black Inspection is on schedule
Green Inspection has been completed
Yellow Inspection is one (1) day overdue
Red Inspection is two (2) or more days overdue
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Color Inspection

Status

Magenta | Inspection is unscheduled

Grey Inspection is void

*# (1) Building Division.Inspections

Inspection Id| Permits Linked To Inspections [*] | Inspection date| Shaort description | MHates & Comments | Mame And Address [¥] ;I

Fred Lang

g 112236 Building Permit Certificate # COS0179 7/18/2007 | Scheduled Inspecter

Building D
Southampl

Fred Lang

7 98445 Building Permit Certificate # C0S0179 9212006 | Complated basemert ins Inspectar

Building O
Southampl

Ivizion

ton, MY 11968 _I

ivizion
ton, MY 11968

Inspection Status

I Corpleted

Maotes & Comments

j [~ Check Out

Ingpection T Links T Automatic Fe-Scheduling T Offences ]
Inspection Id SeqMo Inspection Date Inspection Time Curation | Akd
|32295 | [e/z1/2006  [0c00aM 20 | P
|nepector = Time
IFred Lang j  Anylime

v Show &ll Types of Inspection

-

= Statusg |

x ' Caszt Inon
+ 'v Complaint % + ' Curb Cut
+ ' Final Inzpection + 'w Faating
e ' Framing e ' Insulation
* ' Plurmbing * ' Pre-Exizting

i'_ Mo Stark

i'_ [D'amage Azsessment
37 Foundation

ir Mizcelaneous
ﬂ_ Re-inzpection

|»

[

Mew | Save I Delete

ehmthls | Re-Schedule | Block Time

Multimedia |

Exit |

Selecting Items in the Inspections Grid

Items in the grid are user selectable. When you click on an inspection item in
the grid, the current record set will point to the parcel, permit, and inspection
record. This makes it easy for an inspector to call other Govern for Windows
functions e.g. (GIS, Permit Record, etc...) and be automatically pointing to the

appropriate record.
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Viewing Inspection Records

To view and maintain inspection records, you can use one of the following
options:

» view all the inspections linked to all permits for the current parcel
» orview only the inspections linked to the current permit

You are able to toggle back and forth between the two options, at any time:
To view only the inspections linked to the current permit:

1. Launch Govern.
2. Select Options > Display Inspection Linked to Current Permit Only.

¥ Govern For Windows I TOWN OF SOUTHAMPTON - TEST I

File Edt View Select Tools  Setup  ‘Window  Help
Ei | % Mulki Windows (“~j | f
Sek Default Function (el B

. Action After Search
Functions .
Application Color

Building Structural Eb
4% Fes Simulation (Pem IMaximum Rows To Retrigve

AL Image Queue Set Default Date

20 Remsen

- v

% Inspections

-2 Maiing Index [Tax) Refresh Shife+IMNSERT
-4 Messaging System
..... & Multimedia Informatio |7 Refresh all Windows
=1 Mame & Address Mai Refresh all Reports
e, Offerzes

----- ﬁ Owner Information

4% Parcel Genealogyhi
g Parcel |nformati§-|rrl1 |7 Process Summary Card on Load

'__‘ ! Payment Data Entry |7 ByPass Ma Compute

Yiew Yertical Scroll Bar

Display Multimedia Documents

Payrment Feversal ByPass Real Property Tax Compute
Plurnbing Perrit Ma Daermon Server Computation =
..... . i i I -3 CHe.,
= E'D!Ed FT\:D. T¥ Daemon Server Computation SHC ME-aChe
..... " b =
:__.., P:E:n:;; A[:;n Enanc Lisplay Inspections Linked ta Current Permit Only . | AM )
5 Summary Record Cai Display Offences Linked to Current Permit,l'InspectiolJT\i (=¥
@ Time/Cast Mo Auto Wrap o e )
----- g ‘wiorkflow b anageme i "
Mo TextBox Auto Select Anytime

,,,,,,,,, Mo Default Key

3. To display all the inspections linked to the current parcel, deselect this
option.

Note: This option is available for all Permit functions associated with a P_ID.
This includes Building, Electrical, General, and Plumbing Permits;
Animal and Business Licenses; Approvals, Bonds, Decisions,
Prosecutions and Appeals.
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Modification to Viewing Inspections in Display Grid

Prior to release 10.5 of Govern for Windows, all inspection records were
loaded loaded at once. As a result of this, performance issues were observed
when there were multiple addresses or permits associated with an inspection.
In release 10.5 and greater, the inspections grid are loaded in 200 inspection
increments. To facilitate navigation, there are four (4) navigation buttons.

%# (1) Building Department.Inspections

Inspection id| Inspector id| Inspection date| Inspection time| Short description | Peimits Linked Ta Inspections [ | Madified by | r\j
85| 02905 02905 11/8/2006)  17:00:00 AM | Campleted Building Permit Certifizate # C20055660 | hwagner
a6 902353 02353 11,/3/2006 33000 PM| Completed Euilding F'ermit Certificale # E2DDEEE-‘-18 hwadgner u}
I 10/30/2006]  9:30:00 AM| Completed n
88| 907304 907304 10272006 17:30:00 A | Completed Bulldlng F'erm|t Eertlhcale i E2DDEE?82 bwagrer L
83 01186 01186 10/26/2006 1:30:00 PM| Completed Building Permit Certificate # C20056348 | buwagher b
30 901023 901023 10/24/2008 U hgp=—4yled Building Permit Certificate # C20067543 | jbergstr E‘
= St =
|5 o | = I = I = D
/_|

Inspection i Tk | mMgl Offences |

Inzpection Status
Inspection Id  Seq.MNo Inspection Date Inspectlon Time Duration | £ &M p

e | First - Click to display the first 200 inspections in
the grid.

e |  Previous - This will display the previous 200
inspections.

e | Next - Click to displays the next 200 inspections
in the grid.

e |  Last - Click to display the last 200 records. For

example, if you have 202 inspections in the grid,
when you click Last, the grid will display
inspection #201 and #202.

Note: The navigation buttons will not be active until there are more than 200
inspection records, i.e. 201 or more.
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Modifying an Inspection Generated from a
System Activity

Two types of inspections can be generated from an activity, scheduled and
unscheduled. The main difference is that for the Unscheduled Inspection, the
date and time are undefined.

Modifying an Automatically Generated Inspection

For an Automatically Scheduled Inspection, the following parameters are
automatically completed:

* Inspection ID
* Inspection Date and Time
* Inspection Status

Inspection ID: The inspection ID is automatically generated and cannot be
modified. This is the primary key in the PM_INSPECTIONS table. By default, it
appears on the Browse screen and can be used as a criterion on the
Inspections Search function.

Inspection Date: For an automatically scheduled inspection, this field
displays the date. By default, inspections are sorted by inspection date on the
browsing screen. To sort by an alternate field, select the column and click
Sort.

Inspection Time: For an automatically scheduled inspection, these fields
display the starting time and duration of the inspection.

Note: The Inspection Date and Time fields cannot be modified manually. To
update these fields, use the Inspection Scheduling screen. See
Scheduling an Inspection on page 102.

Inspection Status: This field displays Scheduled for an automatically
scheduled inspection.

The inspection status can be defined as: Completed, Scheduled,
Unscheduled or Voided (Table: VT_SY_ NSTAT):
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» Scheduled is automatically selected, once the inspection is scheduled,
either manually or from an activity, when Automatic Inspection
Scheduling - is selected in Govern Admin.

* Unscheduled is automatically selected for an inspection generated from
an activity when Unscheduled Inspection is selected in Govern Admin.

» Select Voided to nullify the inspection. A record is kept of the voided
inspection and it can be displayed on reports.

» Select Completed when the inspection is completed.

Note: When the Inspection Status is set to Completed, you need Full Access
Rights to the function in order to change the status.

Without Full Access Rights, you can modify only the Notes &
Comments fields and the Inspection Type and Description.

Refer to the Super User guide for details on user access rights.

Inspector: The inspector is automatically assigned and displayed in this field
if the Automatically Assign an Inspector option is selected on the Permit
Parameters form in Govern Admin.

The inspector is assigned, according to:

» Inspection Territory; i.e., the inspection territory defined for the parcel on
the Property Area function is the same as the territory assigned to the
inspector on the Inspector’'s Schedule form in Govern Admin.

« Availability; i.e., the inspector is available to perform the inspection, at the
time defined in the activity setup, such as the initiation or completion of
activity

* Inspection Type if the By Inspection Type option is also selected on the
Permit Parameters form.

Otherwise, if the Automatically Assignh an Inspector option is not selected,
you need to select an inspector. See Scheduling an Inspection on page 102
for details.

Inspection Types: If an Inspection Type was automatically assigned to the
inspection, through the Permit System Activities form in Govern Admin, it is
automatically selected. Otherwise, you need to select the inspection type. See
Selecting the Inspection Types on page 98 and Scheduling an Inspection on
page 102.
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Modifying an Unscheduled Inspection

For an Unscheduled Inspection, automatically generated from an activity, the
following parameters are automatically completed:

* Inspection ID

* Inspection Status

The Inspection Date, Inspection Time and Inspector fields are left blank.

Inzpection

Inspection |d SegMo Inspection !e Inzpection Time Duration

Inspection Date
Fe J I

LT S P T e

Awtomatic Re-5cheduli

Ingpection Status "

=AM

Ja307

Inspectar

| J110/2000 "

t Inspection Time

Tupe of Inspection

I Completed L]

Nates & Comments g

{

E Elock or Steel k. E Cast lron E ' Mo Start )
E ' Complaint i Curb Cut + 'v Final Inzpectio ;
: Inspector : :
+ ' Footing + Foundatiorn + ' Framing
+ Insulation + Mizcellaneous + ' Plumbing
+ ' Pre-E sisting + ' Fie-inzpection + Section-8
Recycling Dept. f
F 4
'.
Schedule | Re-Schedule | Block Time | Browse |
Hew | Save I Delete | HMultimedia |

Inspection ID: The inspection ID is automatically generated and cannot be
modified. See Inspection ID on page 86, for further details.

Inspection Date and Time: For an Unscheduled Inspection, the current
date is automatically entered in the Inspection Date field. You cannot modify
the Inspection Date and Time fields manually. To update these fields, open the
Inspection Scheduling screen. See Scheduling an Inspection on page 102.

Inspection Status: For an Unscheduled inspection generated through an
activity, this field is set to Unscheduled. It changes to Scheduled, once you
select the inspector and inspection date and time. You can change this field to
Completed or Voided. See Inspection Status on page 73, for details.
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Inspection Type: If an Inspection Type was assigned to the inspection,
through the Permit System Activities form in Govern Admin, it is automatically
selected. Otherwise, you need to select the inspection type, manually. See
Selecting the Inspection Types on page 76 and Scheduling an Inspection on
page 102.

Creating a New Inspection

To create a new inspection:

1. Launch the Inspections function and click New.

» The Exit button changes to Cancel so that you can delete any
unsaved information without closing the function.

* An Inspection ID is automatically assigned. See Inspection ID on page
72, for further details.

* TheInspection Status is set to Unscheduled. See Inspection Status
on page 73, for further details.

2. Select the Inspection Types, as described in the following section.

3. Schedule the inspection, as described in Scheduling an Inspection on
page 102.

4. Click Save.

Selecting the Inspection Types

The Inspection Types are defined in Govern Admin, by department, and are
used to describe the inspection; for example, framing, insulation, landscaping,
water or damage. They can be assigned to an inspector, on the Inspector’s
Schedule form or selected when setting up automatic inspection scheduling,
on the Activities form in Govern Admin.

All the Inspection Types created by the department are listed on the
Inspections function (Table: VT_ USR_INSPECT). The Inspection Types
defined for the selected inspector appear in black, the others in red. However,
you can select any Inspection Type, when scheduling an inspection.

Note: You can select any number of inspection types for an inspection;
however, If one or more inspection types are to be performed by a
different inspector, you need to create a new inspection record. You
can schedule both inspectors for the same date and time, if required.
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Defining the Inspection Results by Type

The Inspection Results form allows you to specify the results of the inspection
type with a series of drop-down menus, and a note field for additional details.

Inspection Results parameters

Inspection Status: Select an inspection status from the drop-down menu;
options can include, Passed, Failed, Incomplete, etc. These are user defined
codes (Table: VT_USR_PMINTYST).

Reason Code: Select a legislative reason code for the inspection (Table:
VT_USR_PMINTYRE).

Inspection Codes: Select the applicable inspection codes from the drop-
down menu; codes that are present may be removed by selecting them. When
highlighted, click R to remove them.

Notes: Enter any notes that may be relevant to the inspection in the Notes
parameter.

Time Spent: Enter the time spent for performing the inspection. This
information is saved in a new field (TIME_SPENT) in the PM_LK_INSP_TYPE
table. For planning purposes, a report may be generated to help determine the
average time used for the inspection type.

To select an inspection type, on the Inspections function:

1. Select the check box beside the type. This enables the il button.
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2. Click this button to enter the results of the inspection; i.e., the Inspection
Status, Reason Code and any notes for the Inspection Type.

Block or Steel Work

Inspection Status

IF'assed j

Reazon Code
[s14F [~

|Inspection Codes

B

Motes

[
Fully compliant will all requirements. ;I

.
Kl ¥
Time Spent: 30 ik,

QK Exit |

3. Select the Inspection Status code, These codes are user-defined and
describe how the inspector rates the Inspection Type; such as passed,
failed, incomplete or complete (Table: VT_USR_ PMINTYST).

4. Select a Reason Code, from the drop-down list (Table:
VT_USR_PMINTYRE), to justify the evaluation.

Note: A fee can be associated with the Reason Code, in Govern Admin.

5. Enter notes and comments for the selected type of inspection. This field
provides unlimited space.

6. Click OK to save the Inspection Type record or Cancel to return to the
Inspections function without saving.

Note: If you deselect an Inspection Type, the entire record of the Inspection
Type is removed. A confirmation message is displayed, beforehand.

If a fee has been associated with the selected Reason Code in Govern
Admin, the following screen appears. The default fee is displayed in the
text box.
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7. Modify this amount, if required, and click OK to save. The Fee Distribution
screen will appear.

i, Fee Distribution Override

21 %]
Fee Diescription Tatal Fee
| ]
Fee Diescription G/l Account Amount
H = D $50.00
C $50.00

Total Fee $50.00

8. Enter a description for the fee, if required and click OK. The fee is
displayed on the General tab of the applicable Permit function.0

_ﬁn {1) Building Division.Building Permits

General Mames Links Summary Dirnenzions
|Last Fee Assessed $13,705.00

Permit Type Permit Purpose

D/EL - New Dwelling | C | Single Family, two stary dwelling. finished bazement, 2 stomy garage;l
BLCE - Mist Aocassory Bldgy/stucture = accessory builduing, pool, porch, deck, (2] Pergolas and a fence
AMDE - Amendment to Bldg Permit 7| 4 LI
DECE. - Unroofed Decks Lo

WEL - Mew Dwelling Proposed Use Start D ate I

ESTI - Repair, Renovate Dwellin = r .

= I j Expiration Date Igﬂ 229008

Sethacks: Bedrooms in Bazement [~

Left I Front I Construction Type

Right I Rear I I j

Hew | Save Delete Browse

I HI 4 |Editing Eisting Recard [2/2]

» M|
9. To view details on the fee, select History, on the Permit function.
Amount
Totals Date| G/L Account User | Motes A48 Clagzz| Fee Deszcription | Fee Overide
7195

13291.5 jlawles Step # 10, Tupe dwel

jlawiles | Fee adjusted by the operator | [ amendment
3| 80,2007 1215600011 198 flawles  Fee adjusted by the operator -
4| 80,2007 12.1560.001.1 198.5) jlawles | Fee adjusted by the operator -1
Bl 8/13/2007 12.1560.999.1 13705 jlawles Step # 430, Tvpe dwel -1
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The following details are displayed for all fees associated with the permit:

» Totals: the payment record.

« Date: the last fee date of the payment.

e GJ/L Account: the G/L account number entered on the Permit Type,
Activity Steps or Permit Parameters form in Govern Admin

* User: the name of the user who entered the payment

* Notes: a system-generated message; for inspections, this is Fee
Generated from Inspection

* A/R Class: the A/R class entered on the Permit Type, Activity Steps or

Permit Parameters form in Govern Admin

» Fee Description: the Fee Description defined in Govern Admin for the
organization, department, permit type or activity step. This description can
be modified on the Fee Distribution Override form.

« Fee Override: the override amount entered on the Fee Distribution
Override form, if applicable.

Scheduling an Inspection

. Inspection Scheduling

To schedule an unscheduled inspection or to make modifications to a
scheduled inspection; click Schedule on the Inspections function to display the
Inspection Scheduling screen.

Fricday February 289 2008

830 &

9:30 a

1030 &

11350 a

1:30p

230p | 330p | 430p

835 a

935 a

1035 &

1135 a

1:35p

235p | 335p | 435p

&40 a

9:40 a

10:40 &

11:40 a

1:40 0

240p | 340p | 440 p

G445 a

4453

10:45 a

11:45 a

1450

245p | 345p | 445 p

a0 a

50 a

1050 &

1150 &

1500

2a0p | 350p | 450 p

G333

455 a

1035 a

11530 8

1550

2aap | 35ap | 455p

3:00 a

10:00 2

11:00 a

1:00 g

2:00p

S00p | 400p | 5:00p

905 &

10:05 3

1105 a

1:05 B

205 p

305p | 405p | 5:05p

9:10 &

10:10 3

11:10 &

110 8

2108

30p | 410p | 510 p

415 a

10:15 a

11153

1150

2150

308p | $15p | 515 p

3:20a

10:20 &

11:20 3

1:20 8

2200

520p | 420p | 5:20p

3253

10:25 a

11:25 a

1250

2250

325p | 425p | 525 p

aK

Location |

Inspection Tepe(s]

Commercial
Land Change Field Inspection

:I

2]
Ingpector
IF'atric:ia Raymond j
Inzpector's Teritory
ITown aof Mount Rayal j
[February 2008 =

S MT WT F S

12
3|4|5|6|7 |89
1011|1213 |14|15|16
1718|1920 21| 22|23

24| 25|26 | 27 ZBH:

The Inspection Scheduling screen is divided into two panes. From the right
pane, you can select the inspector, inspection territory and the inspection
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date. From the left pane, you can select the inspection starting and ending
times, verify the inspection types and verify the location.

Note: You can specify exact starting and ending times for the inspection or

specify only that the inspection take place in the morning (AM),
afternoon (PM) or at some point during the selected day (Anytime).

Selecting or Assigning the Inspector

1. Select an inspector from the Inspector drop-down list.

Note: You can also select the inspector on the Inspections function.

2. Select the territory from the Inspector’s Territory drop-down list.

Inspection Sequencing

Governs Inspection Scheduling feature is quite powerful with its validation of
resources, i.e. inspectors, allocated time, and control of the routing of the
inspection.

When scheduling an inspection one factor that needs to be taken into account
is the travel time for an inspector from one location to the next. If travel time is
not factored in, then scheduling becomes ineffective. For example, it makes
no sense to schedule a 10 minute inspection for an inspector at 10:00 AM,
then schedule another one for 10:20 AM across town, then finally one for
10:40 half way between the first and second destination.

Use the Inspection Sequence number to specify an order, or “route” that the
inspector should travel in, thereby optimizing the usage of available time. To
specify a Sequence Number (Table: PM_INSPECTIONS)...

1. Open arecord with an inspection, or one that you would like to schedule
an inspection for.
2. Select the Inspections function from the Side Navigation Bar (SNB).

3. Create a new inspection or select an existing one.
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4. In the Inspections form, click in the Sequence No parameter and enter a
sequence number, i.e. the order number that the inspection will travel in.

%# (1) Building Division.Inspections

109 Scheduled

Inspection T Links T Automatic Re-Scheduling T Dffences ]

Ingpection Id| Permits Linked To Ihspections ["]| Inzpection date| Short description | Motes & Comments| Name And Address [ ;I
Drenniz D'Rowrke
3 136087 E/9/2009 Scheduled Building |nspectar
\s

Inspection Id Seq.Mo Inspection Date |Inspection Time Duration

13055 |3 FEECEI |

Inspector

=

M Inzpection Status
- |Scheduled =
5 Motes & Comments
" Time
. =l
= Anytime: =l

v Show All Types of Inzpection

irBlockorSﬁIka _tFCastlron

" Type of Inzpection

+ 'v Mo Start

* v Complai + v Cut = ¢ ¥ Damage Assesgment
Tr omp_%\ o . _r u_" r _J_ ama SSE: en.r

When a sequence has been established, the order of the sequence can be
quickly changed through the My Workload task manager.

To rearrange the Sequence...

S A

sequence number.

Click My Workload in the Side Navigation Bar (SNB).
Select the user and department from the drop-down menu.

Specify a range in the date-range field.

Choose the parameters in the interface to display the inspections

Look for the Sequence No. column; click to select and enter the new
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6. Click Save Route.

# Govern For Windows SOUTHAMPTON - TEST Mr. Govern =] E3

B =] =€ [jjg|<sa§ o | 2003 | e/92003 | % ] {W||ﬂ|«@ @»|®

Tasks (0 record)

| | Critical Date| Diate Send| Tax Map‘ Name| Message Type| Status| From Dept| Origin Functi0n| Eontact| Dept

My Workload

cal  Send ¥ by Tasks v Archived Messages

-Assignments (0 record) covern ]

I | Tax Mapl Property addressl Typel Kindl App. Nol Pm. Nol Cerli. No.l Target [ 9
i ) Save modified data

Cancel I

- ) Date
DEE._ TreeVYiew o Tm

{5 Functions -Inspections {8 records)

Inzpection date| Tax Map | Statuz | Department
£/9/2009 473629 149.000-0002-040.001 | Scheduled | Building Division
£/3/2003 473633 143.000-0002-040.001 | Scheduled | Building Division
£/3/2003 473633 315.000-0002-023.000 | Unscheduled | Building Division | 1 Acom Path
£/3/2003 473633 315.000-0002-023.000 | Scheduled | Building Division | 1 Acom Path
£/9/2009 473629 318.000-0002-023.000 | Unscheduled | Building Division | 1 Acom Path
£/3/2003 473623 315.000-0002-018.000 | Ung d | Building Division | 11 Acom Path
£/3/2003 473633 318.000-0002-M58.000 | 5 Building Divizion | 11 Acam Path

I £ IO AT I000 T O T T T O Ty, o B ildivn P sicioan | 11 5 e, Diaple
I | 41 m 4|
4 N ——t
frm_pmi7 9 3:05:02 PM Mr, Govern 10.1.45 SCRL CAPS NUM INS 3:09FM 4

Date
% Target = Activity

£5) Functions ~Inspections (4 records)
Inzpection date|Tax Map |Status Department |L0c:ati0n | Route Mo
@ e | Q52252009 Scheduled | Building Division
Qi22/2009 473601 006.000-0002-015.000 | Scheduled | Building Division | 4 3rd S
ﬁ A : 972202009 473601 006.000-0002-012.000 | Scheduled | Building Division | S 3rd
Qi21/2009 Scheduled | Building Division

Applications

My Workload

u,‘“' l* *.“.-_"ll- ".‘“ "'M

Note: Sequence Number Conflicts, e.g. duplicate sequence numbers, are
not resolved by the system. It is the responsibility of the scheduler to
ensure that the sequence number is not duplicated.
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Selecting the Inspection Date

By default, the current date is selected on the calendar. It is magenta if the
inspector is available or green if the inspector is unavailable.

1. Use the up / down arrows to select another month, if required.

2. Select the day you are scheduling the inspection, on the calendar. The
date appears above the time blocks, on the left.

Note: You cannot select a date in the past.

The days, on the calendar, are color-coded as follows:

Color Description

Cyan Inspector is available.

- Magenta | Day currently selected for inspection scheduling.

Green Inspector is unavailable.

Inspections are sorted by Inspection Date on the Browsing screen. To sort by
an alternate field, select the column and click Sort.

Verifying the Inspection Types

P - — —
110 p 2:1Dp] F10p | 410p 3:1Dp ‘
115p | 245 p g | 4150 | 5150
1z0p |2z 4 Ylasop | s20p
125p | 2:25 25 p | 525 p

Ok | LoBwfjon |

Inspection Typels] [ Commercil ﬂ
Land Change Field Inspection hd

<
S

The inspection types selected for the inspection record are listed, below the
time blocks in the left pane. Use the up / down arrows to view the complete
list, if required.

Scheduling the Inspection Time

You can specify the exact starting time and duration of the inspection or
specify only that the inspection take place in the morning (AM), afternoon (PM)
or at some point during the selected day (Anytime).
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Scheduling an Exact Time for the Inspection

To specify an exact time for the inspection:

1. Once the inspector and date are selected for the inspection, select time
blocks for the inspection, from the left pane of the Inspection Scheduling
screen.

The following conditions apply:
The inspection time must be a multiple of the Inspection Units

Tip: The Inspection Territory code is included inspections in the same

Duration set on the Land Management Parameters in Govern Admin.

Irzpections Lnits B uration

I'IEI firutes

=

The inspection must be equal to or greater than the Inspection Elapse
Time (Minutes) set on the Inspector’'s Schedule in Govern Admin.
The Inspection Elapse Time must be a multiple of the Inspection
Units Duration

|rzpection Elapze Time [Minutez)

[20

Inspection times include travel times.

vicinity.

Inspections must be scheduled at consecutive times. For example, if
you schedule an inspection to take place from 8:00 a.m. to 8:30 a.m.
and then try to schedule a second inspection at 9:00 a.m., all the time
blocks between 8:30 and 9:00 are automatically selected.

The time blocks are coded as follows:

Color Key Description
Navy Deselected Time available for Inspection
scheduling
Navy Selected Inspection scheduled for the selected
time.
Gray Selected Time unavailable: blocked through the

Block Time feature.

Gray

Selected with
Outlook logo

Time unavailable: scheduled through

Outlook.
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2. Click OK to save the scheduling information and return to the Inspections
function.The Inspection Date and Time fields are automatically updated
(Table: VT_SY_ INSPAMPM).

Scheduling an AM, PM or Anytime Inspection

1. To schedule an AM, PM or Anytime inspection:

2. Once the inspector and date are selected for the inspection, return to the
Inspections screen.

™ Timie
™ Anytime

3. Select AM to indicate the inspection is to be performed in the morning; PM
to indicate that it is to be performed in the afternoon or Anytime to indicate
the inspection is to be performed at an undefined time during the selected
day.

4. Click Save.

Verifying the Location

You cannot modify the Location information. It is provided for informational
purposes only.

To verify the location of the inspection or inspections:
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1. Click Location on the Inspection Scheduling screen.
2|
Inspector
Wednesday, December 07, JJans Cormack_ =
Inspectar's Teritory
Statting Time | Ending Time | Property Location [ TaxMap [ =
10020 4M 10:40 40|, 75 Queen St Monteal — Tax Map B 01-00-0001.000
[December [2004 il

S MT WT F §

~HEE
8|9

5|6|7

RLRE]
1zf1af1af1s s (17|18
EIE . A 19|20 21| 22| 23|24 |25
7 | S | T T B B e
Inzpection Type(s] First Alert '
Commercial

2. The following details are displayed below the date, in the left pane:
e Starting and Ending Time of the inspection
» Property Location
* Tax Map Number

3. The caption on the Location button changes to Schedule. Click this
button to return to the Scheduling screen.

Enhanced Inspection Scheduling Interface

An alternate inspector scheduling form was introduced in Govern for Windows
10.5. When this alternate display option is selected, the inspectors schedule

for a selected day will be displayed in a new format that allows you to quickly
view the manage scheduled inspections.

Note: Due to the functioning of the Enhanced Inspection Scheduling
Interface, when the Light Inspection Scheduling option is enabled, this
option is disabled. For details on Light Inspection Scheduling, see
Light Inspection Scheduling on page 112.

To enable the Enhanced Inspection Scheduling Interface...:

In Govern for Windows.

1. Select Options > All Inspectors Scheduling.
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2. Open an inspection record and click Schedule on the Inspections form.

% (1) Building Division.Inspections

Inspestion |d| Pemits Linked To Inspection: |

1 136067
: -
3 136065

. Inspection Scheduling

Inspection I Links

Inspection Date Begin Time End Time Inspectar's Territory

Inspection Id Seg Mo Inspsction Date Inspec
[aemee o [orsmos | |3:3042009 [B:00:00 At |5:00:00 Pht |A|| L
Inspector
|Dernis D Rouke Time Brian Dvyer | Dot Conors| Rozemaire Di Sapio| Mz Govern| Albert J H
Fioutato £:00:00 AM|IN_ID: 53845

Tupe of Inspection——————— A o

ip Block or Steel wWoark =] P

£ Complaint = 8:30:00 At

ip Firal Irspection e |

[Z Bl e ] 8:45:00 AM

I Plumking = S00:00 AM

A 3.15:00 AM

i *
=
) Re-Schedule 9:30:00° A J

Save —

(£ 8chediie
o

9:45:00 AM

_1.0:0_030_%& — "‘ —_— ‘r“_‘__..'

3. The new inspection scheduling interface will be displayed.

Note: To return to the previous interface, de-select the All Inspectors
Scheduling option from the menu.

This new interface allows you to, at a glance, view inspectors and schedule a
time in an easy to select grid.

To schedule a time in the Inspection Scheduling grid...

1. Open arecord, and select the Inspection function in the Side Navigation
Bar (SNB).

2. Click New to create a new inspection in the Inspections form.

Open the Inspection Scheduling grid; click Schedule.

4. In the Inspection Scheduling form, you can specify the date, and the
Begin and End Times.

5. Locate the column with the name of the inspector that you would like to
schedule a time for.
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6. Click in the grid to select a time; if you requirea longer period, click further
down the column at the required end time.

7. Click OK.

. Inspection Scheduling ﬂ B

Inspection Date: Bedin Titne Eni! Titme: Inspectar's Territory

Ja:21:2009 [5:05:00 A |5:00:00 Pr |A|| j Refresh |

e
Time: Brizn Duveyer | Dot Conorsl Rozemaire Di Sapia| Ms Govern | Alkbert J Hutter t A ) ﬂ

G:00:00 AM (135 Edge Of Waods Red0OC

G:15:00 AM (135 Edge Of Woods Rd0OC

G:30:00 AM

G:45:00 AM

900:00 A

915:00 AM

9:30:00 AM

9:45:00 AM

10:00:00 A

101500 A

10:30:00 AM

10:45:00 AM

11:00:00 AM

11:15:00 AM

11:30:00 A

11:45:00 &M @ Ll
Ok Cancel |
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When the time and the inspector is scheduled, the information under the
Inspection tab is also updated.

‘# Govern For Windows

File  Edit “iew  Select

Qptions

(3 51 3¢ B (B e ow|on v | B © | )] 9d| o0 o]

GOYERN DEMO

Toolz  Setup  Window

Helpy

MS Govern Super User

Favorites

é? Inspections

2 LM Bldy Permis

Activities

% Hazardous Material

['T\ Building Depattment L General ..
0‘ Azzeszors Office Parcel Info.
izt Mame and Address

A Departmental Tasks

m Inspection Reassignment

E=] LM Light Permit

Sy LM Complaints

1y Mames - Add. Ind. Infa.

¥ Summary Record Card

J Inspection H 409543 Madison Yenture Holdings Cfo Starr and Company 850 Third Ave FL Sth Riverside, CAY

| Tax Map # 195-200-800-3 H Maurizio Tusa Since Nov 2003 H 195 Edge OF Woods Rd, Morth Sea

*# (1) Building Department.Inspections

1 0852009
2 QM 052009
3 91072009
4
E

M 82009

Inspection date | Inspection time | Short description | Motes & Comments
Scheduled
Scheduled

Scheduled

Scheduled

- \

—

Inspection T

Links | utomatic Re-Scheduling |

Offence:

J53835

|1 Jai21i2003

Inspectar

Inspection Id  Seg Mo Inspection Date Inspection Time  Duration A
[rasooam g0  PM
& Time

]Rusema\re Di Sapio

Foute Mo

L] " Anytime

Inspection Statu;
Scheduled

haotes & Comme

Iu«;,-—\ SV §

J

Light Inspection Scheduling

A key feature of the Govern Inspection scheduling system is its ability to verify
whether an inspection can occur without conflicts in time and resource. There
are times when you may need to schedule on an “as needed” basis. These are
the times that you will not necessarily require the system to validate for timing
and or resource, you just want to schedule it in the system.

The Light Inspection Scheduling allows you to indicate scheduled times that
bypass the scheduling restrictions that prevents conflicts in date and time.
This would be the electronic equivalent of a sticky note reminder with a time
written on it.
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Using the Light Scheduling feature

In order to use the Light Inspection Scheduling feature, it must first be enabled
in Govern Admin...

‘= Govern System Administration SOUTHAMPTON - TEST
File | Parametsrs Setup Tools Help

20(  Edit the User Registry... | -@ @ ™~
——  Edit the System Registry...
Manage User Login. .. | A -~
Property Control » Department
Land I'-'I.ananﬁrnent » ) Department's Calen k
Mass Appraisal » Fee Computatitn Setup... . .
Accounts Receivable »  Fes Vaidation Table Index... Definition of Activities ¥
Tax Biling »  Organizational Calendsr. . Definition of Type L
Utility Billing »  Zoning (Alowances). . Hearings Schaduls
Self Reported Tax » Zoning {Dimensions).. . | i e &
2 w,. Permit Parameters BE
= File Edit Help
Department IAssessor = Office
General T Permits T Mizcellaneos T eGovernment T Totify ]
& /R Class [ Automatically Link Applicant Mame
I j v Automatically Link Crvner Mame
Fee Description [~ Automatically Link CoolBar Components
I [~ Display all Permits on the Selection Screen
GIL Revenue Account o [~ Hide the "4 Permit of this type Already Exists" Warning
| | [ Display all Licenses lssued to the Individual

| [~ Automatically &ssign an Inspector
¥ By Inspection Type
[ Display Warning for Unlinked Inspections
[~ Generate Permit Fee from Inspection
urmber of Digits in Sequence # l_ [~ Zenerate Wiorkflow Fee from Inspection

[~ Generate Offenses Fee from Inspection
Inspection Territory w 1l=e Light Inspection Scheduling:
N :
el

1. Select Parameters > Land Management Parameters.

2. Inthe Land Management Parameters form, select a department from the
Department group; select Maintain > Department.

3. When the Permit Parameters form is displayed, select Use Light
Inspection Scheduling.

Note: When this option is enabled, you will not be able to use the Enhanced
Inspection Scheduling Interface. See Enhanced Inspection Scheduling
Interface on page 109.

In Govern for Windows, we now have the option of creating a Light Inspection.
To create a Light Inspection in Govern for Windows...

© 2013 MS Govern Page 113



Inspections

> Govern

D\

Open a parcel that you need to schedule an inspection for.

In the Side Navigation Bar (SNB), click Functions.

Under the Functions pane, select Inspections.

Click Schedule to display the Inspection Scheduling form.

1
2
3
4. In the inspections form, click New.
5
6

In Inspection Scheduling form verify the date, select a time, or click
Specific Time, to enter a time in the parameter.

Govern software
2 136010 972172009 Scheduled Mortresl, Q¢ Canada
william Wit
3 1 36006 121772008 | Unscheduled Building inspector
Ry
willism Yhite :I
= | Z | 5 = [
Inspection T Links T Automatic Re-Scheduling T Otfences ]
I ction Stah
Inspection Id  Seg o Inspection Date Inspection Time Duration AN nspection s
fizaote [azszans [i1:30:00 am M [schedzd =l
Mates & Comments
Inspectar {* Time - o m
= . Inspection Scheduling e
I J = Anytime
Route Ho | Inzpection Ciate
¥ Showe 81 Types of Inspection IQ.I'25.I’2I:IDQ
Type of Inspection .
= Block or Steel ork + Cast Iron + Mo Start i (REG=stiEe)
x ' Complaint + Curk Cut = ' Damage sssessment e Anytime
+ ' Final Inspection + ' Footing + Foundstion r" A
t Framing t Inzulation + Mizcelaneous
P
I Pre-Existing * ' Re-inspection
m % Specific Time |11:3EI I
ey Save | Delete | Inzpector
=
Schedule [ e-Schedule | Block Time | tuttimeiz
Ok | Cancel |

7. An Inspector may be selected from the drop down list.

8. Click OK.

Note: The Time Requested and Inspector information are optional for the
Light Inspection because none of the information is validated, the
information is merely displayed. It is the responsibility of the scheduler
to verify that inspection dates and times entered are not conflicting.
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Link Offense / Violations to Inspections

When Offenses / Violations are discovered during an inspection, you are able
to link them through a functionality that is similar to that of Code violations.
Violations / Remedies for the offences are defined in Admin.

In Govern for Windows a new tab has been added that displays this new
functionality. Under the tab, a grid for each inspection type will be displayed
that will allow you to add an offense type. Once an offense has been selected,
all the violations attached to that offense will be displayed. The inspector
should be able to check any violation and once checked the offense will be
automatically created.

Go to Govern Admin and follow the steps to create any required Offenses /
Violations. In Govern for Windows when these inspection types are selected,
the Offenses tab will display the associated offense types. See Define
Violations / Remedies for Offences on page 22.

To link a violation to an offense in Govern for Windows:

1. Open arecord; select the Inspections function.
2. Create and schedule a new inspection.

© 2013 MS Govern

Page 115



Inspections

&2 Govern

3. Select the Offenses tab.

%# (1) Building Division.Inspections

Ingpection |d| Permits Linked To Inspections [ Ingpection date| Short description | Motes & Comments | Name And Address [* -
TI_ n EI a =
1 8| Unscheduled L
filliarn Mowvak
2 122631 | Building Permit Certificate # 4080167 342042008| Completed F.0. Boxd
Speonk, MY 11372
filliarmn Mok
3 122630 Building Permit Certificate 4080168 3/20/2008) Scheduled F.0. Box 8
Speonk, NY_ 11972 =l
Inzpection T Links T Automatic Re-Scheduling Dffences
Offence affected by this inspection | Code Type |Violation M
|1 General Code Type F111-13H
_D General Code Tupe & 138-294[3]
| General Cade Type §152-3G
_I:‘ General Code Type 51991
_|:| General Code Type §220-3
_|:| General Code Type §220-3
__ [ General Code Type § 220-3
[ General Code Type [ =]
[ General Code Type
_D General Code Type A new Offence will be created and linked
@ _D General Code Type to this inspection ID# 122655
:D General Code Type praceed with this operation?
Add Femave | _D General Code Type
: [ General Code Tvpe Mo hd
Mew Save Schedule Block Time Browse Status Multimedia Delete Ezit
Re-Schedule

You can select Offenses / Violations that were uncovered as a result of the

inspection.

Outlook Scheduling

If Outlook Scheduling is enabled and:

* If AM, PM or Anytime is selected for the inspection, a task is added to the
Inspector’s Microsoft® Outlook® Task List, for the selected date. No time

is specified.

» If an exact time is scheduled for the inspection, an appointment is created

in the Inspector’s Outlook Calendar for the selected date and time.
» If the inspection record is modified, an e-mail is sent to inform the

inspector.
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See Integrating Govern with Outlook on page 48 for details on enabling
Outlook Scheduling.

Outlook Scheduling Procedure

When you click OK on the Inspection Scheduling screen, the Inspector’s
Microsoft® Outlook Calendar is verified and the following confirmation
message is displayed.

Microsoft Dutlook ) |

A program is trying to access e-mail addresses you have
stored in Oublook, Do yvou wank to allow this?

IF this is unexpected, it may be & viruz and waou should
choose "Ho",

v pllow access For

Ves | Mo | Help

Note: This message and similar confirmation messages appear, whenever
Outlook is accessed by an external application. These are designed,
for security reasons, to inhibit the spread of viruses.

Note: To reduce the number of Outlook pop-ups, open Outlook before using
the Inspections function and leave it open while you are scheduling
inspections.

For more information refer to the following web page:

http://support.microsoft.com/default.aspx?scid=KB;EN-US;Q262634.

1. Select the Allow access for option.

2. Select atime period from the drop-down list. For example, in the preceding
screen shot, of the Outlook Confirmation message, ten minutes is
selected; this provides a maximum of ten minutes access to the
inspector’s Outlook calendar.
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3. Click Yes to apply the setup and return to the Inspection Scheduling form.
A confirmation message is displayed to indicate the Inspector’s Outlook
application is updated.

governaz .

L] E Outlook appaointment added successfully

The inspection appears as an appointment in the Inspector’s Outlook

Calendar.
& Serge Bouchard - Calendar - Microsoft Outlook -0l x|
- File Edit Yiew Favorites Tools  Actions  Help Type a guestion for help =
E Eﬂew - é | Today |EWDLK Week iszﬂ E },’ E |§| Bug Report _
4 outlook:VyMailbox - Serge BouchardyCalendar
Wednesday, December 158 ~|| 4 December 2002 3 |
SMTW T F 5
Mantreal 24 25 26 27 28 29 30
1 23 45687
am g 91011 12 13 14
~ W visit to the dertist 15 16 17| [18]z0 21
2223242526 27 28
ol 293031 1 2 3 4
i [} TaskPad =]
9_ Click here ta a...
10 oo Tiﬁeré are no ikems ko
Rl oo Io Ehis i
11%
12
1 oo
2 oo
3 oo W A0 GOVERM: Scheduled Inspection Mumber: 8617
40
5o ] -
|2 Ikems | SendfReceive Status 66% % T 4

Note: All inspections are added to the Inspector’s Task List, including those
classified as AM, PM or Anytime.
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izl Scheduled Inspection - Appointment R = |E||i|

- Fle Edit Wew Insert Format Tools  Actions  Help Type a question for help =
iEﬁaveandClose @ @ £ % Recurrence. .. @Jlg\tite.ﬁ.ttendees... ! 3 [ XK |- @ .

Appainkment I Scheduling I

Subject: IScheduIed Inspection

Location: | j [~ This is an online meeting using:  |Micrasoft MNekMeeting j

( Starttimer  [Tue 10/5/2002 x| [mooam 2| T Allday event

End Hime: [Tue 10/5/2002 x| [maoam x|

:\@E [ Reminder: |15 miriutes j ﬁl Show time as: I. Eusy ;I Label: II:‘ Mone LI

FROPERTY INFORMATION
Tax Map Mumber : 640011-001-001-001-051
Subdivision : 7 Ponds Park
Lat : 0019
Address ;702 David Whites Ln

| v

LINKED FROPERTIES INFORMATION
Tax Map Mumber : 640011-001-001-001-052
Subdivision : 7 Ponds Park
Lat ; 0020
Address ; 700 David Whites Ln

INSPECTION TYPES
Description : Block ar Steel Wark
Status : Incomplete
Reason Code : 10-1--80142
Motes : Permint ID#1234

=l
Contacts, ., | I Cateqgories, .. || Private N

When you right-click on the Outlook appointment, details of the inspection are
displayed.

Rescheduling an Inspection

If one or more inspection types are incomplete, you can use
the Reschedule button to schedule the inspection for the next
available date and time.

Note: This creates a new Scheduled inspection record, for the next available
date and time on the Inspector’s Schedule.
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Tip: To schedule inspections that need to be performed on a regular basis;
for example, every two weeks, use the Automatic Rescheduling tab and
batch process. See Setting Up Automatic Rescheduling on page 128.

To reschedule an inspection that the inspector was unable to perform on
the originally schedule day, open the Inspection Scheduling screen and
reschedule the inspection, manually. See Scheduling an Inspection on
page 102

Blocking Time for an Inspector

You can indicate an inspector is not available during a time normally
scheduled for inspections, by using the Block Time feature and selecting the
applicable time blocks on the Inspection Scheduling screen. These time
blocks appear in gray.

If Outlook Scheduling is enabled, the time blocks corresponding to any
appointments booked through Outlook are automatically selected. These time
blocks appear in gray with the Outlook logo. See Scheduling the Inspection
Time on page 81.

To block time for an inspector:

1. Launch Govern and open the Inspections function.
2. Select the day on the calendar, during which the inspector is unavailable.

3. Click Block Time on the Inspections function.

. Inspection Scheduling K
Inzpectar
Wednesday: April 07, 2009 IDr Segun Dlriyan |
Inspector's Territorny
9:00a |10:00a
Town of Mount Royal =
405 a |10:05 a I s J
910 |10:10a
8153 10153 [April [2009 il
4208 10203
9253 10:25a S MT WTF S
(e
9353 I- 2|34
9408 5|6 |7 |8|9|10(11
453
T 12[13[14(15[16|17 |18
9553 19|20 21| 22|23 24|25
oK I Location | Exit | 26| 27| 28| 29| 20
Inspection Type(s) Firal Inspection
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Select the time blocks for the period the inspector is unavailable.
Click Save. The Comments screen is displayed.

Enter the reason you are blocking the time.

Click OK.

N o o s

8. Click Comments to view the previously-entered comments.

9. Click Schedule to view the schedule for the active day.

Linking Multimedia Documents

You can link any type of multimedia document to the current inspection; for
example, you can link an image of the property or scanned building plans. You
can also store a link to any type of OLE enabled document, such as a
Microsoft® Word or Excel file. An unlimited number of text lines can be stored
with the file.

To link a multimedia document to the current inspection:

1. Click Multimedia.

% (1) Building Division.Multimedia Information
& TaxMap # 473659 045 000-0002-006.022 " Inspection 7/24/2006 11:00:00 A -

™ Richard E King !
mage

Type of Information MNe

=

I Building Picture
Sub-Code

Save

Delete
[rizplay
Full Page
T hurnbrail

Erowse

WG

LCancel

Document File Mame

|E:\D 0w LOADY magesh MOMNTREAL \concordiad_lge.jpg

I HI 4 IEntering MNew Recard Llﬂl
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2. Select the Inspection option.
3. Select the Type of Information from the drop-down list.
Linking an Image

To insert an image.

Note: If the Insert Picture item does not appear in the menu, picture area of
the screen, to enable this option.

Click inside the Image box.

On the Govern menu, select Edit > Insert Picture.

Once the image is located, click on the image or the file name.
Click OK.

a > DN RE

Click Save to continue.

Note: Only the name of the image will be stored in the database.

Linking Multimedia Text

To link multimedia text:

1. Click in the Notes Box.
2. Enter your text.
3. Click Save.

Linking an OLE (from an existing document)
To link an Object Linking and Embedding (OLE)-enabled file:

Click in the OLE Automation (Object Linking) box.

On the Govern menu, select Edit > Insert Object Link (OLE).
Select Create from File.

Click Browse and navigate to the file.

Select the file name and click Open or double-click on the file.
Click Save.

o g w N ke

Note: To access the document, double-click in the OLE Box. This will open
the software that created the document.
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Refer to the Permits guide for further details on the Multimedia function.

Linking Other Records

Use the Links tab to associate the following information with the inspection:

e Other properties

* Permits

e Buildings

+ Complaints
* Hearings

» Offenses

e Other Departments

Ny

Fiobert Haynal
Building inspectar

wdilliarn e hite
E45E1 | Building Permit # PO44123 12/2/2004 | Scheduled Building inspector
Hy
“wdilliarn white -
ERFE| Fusildivn Parmib Carkifiesta AT A702 104124999 Cabadilad il imemanker _lJ
4 I I »
Inzpection T Links T Automatic Re-Scheduling T DOffences
Remave Al |
Ingpection Group [Linked Properties] Permitz Affected by this Inzpection
I Building Permit # P044123 Swimming Poal
Add | Select | Hemoyve | Add | Hemove |
Buildings Affected by thiz Inspection Complaints Affected by thiz |nzpection
Add | Eemove | Add | Hemove |
Hearings linked to Inzpection Offenges dffected by thiz Ingpection
Add | Eemove | Add | Hemove |
Other Departments linked to [nspection
Add | Bermove |
New | Save I Schedule | Block Time | Re-Schedulz Statuz HMultimedia Delete E it
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Linking / Removing All Items

To link all properties, permits, buildings, complaints, hearings and offenses,
from the Global Variable; i.e., those that appear on the Govern CoolBar, click
Add All (Automatic Linking).

J SNYDER, WILLARD P & ETLE Since Jul 1958 ‘ J

0 Hinklz Rroad “Eu\ld\r'vu Permt “

| Buidng Permit Appicstion # nooo1007 ‘ | T8 Map # 00-09-1709 000

Tip: You can manually remove any links that are not required.

To delete all links associated with the current record, click Remove All.

You can add and remove multiple items to and from any list box, using the Ctrl
and Shift keys.

To add or remove multiple items that are listed consecutively:

1. Highlight the first item in the list.
2. Hold down the Shift key.
3. Select the last item in the list.

4. Click OK or Remove, as applicable.

To add or remove multiple items that are not listed consecutively:

1. Highlight the first item in the list.

2. Hold down the Ctrl key.

3. Select the next item or items.

4. Click OK or Remove, as applicable.
Properties

To link other properties to the inspection:
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1. Click Add to open the Parcel Search screen.
[ Inchids Inactive Propetiss [ Mon-Parcels Only
| Tan Map Mumber [ Fonward Search [T Backward Search |
Subdivision £ Lot
F.ewMumber Parcel 1D [FID]
Houze M, Street Mame
IT-"E II:!uE-e-n
Ciiprer Status Last or Company / First  Initial
IEunent j I

From External | Seaich I Caricel

2. Enter you search criteria and click Search.

3. Select the applicable properties from the Browsing screen. Alternately, you
can click From External to link the properties from an external record set,
previously loaded to PC_EXTERNAL. Refer to the Property Control guide

for more information on the Parcel Search.

To remove a property link, highlight the property in the text box and click

Remove.

Selecting a Property as Current

To make one of the other properties in the list the current or active property:

1. Highlight it in the text box and click Select. A confirmation message

appears:
x
? | change active parcel to
\‘{/ SubjLot Durkin, Mary E (Trustee) 00-00-0000
Yes Mo |
2. Click Yes.

© 2013 MS Govern
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To link permits, licenses, approvals, bonds, decisions, prosecutions and
appeals, to the current record:

1. Click Add on the Permits text box to open the Permit / License Selection
screen that displays all permits for the current property.

. Permit / License Selection ed |

Offerss QOO00004 Litter
| Offense OO000003 Mozious waste

Wwhork flow C2007002 ctall

Building Permi Application # 42001014 aace

Building Permi Application # 40000003 E xtension
Bonds Application # ADDD000Z Bazic Bond

Bonds Application # ADDD000Z Bazic Bond

Bonds Application # A0000002 Bazic Bond

Buziness License Application # 40000001 Entertainment

Ok LCancel |

2. Highlight all the applicable items and click OK.

Note: The Permit / License Selection screen can be set to display the
permits, licenses, approvals, bonds, decisions, prosecutions and
appeals for all departments. Refer to the Permits guide for the
administrative setup.

To remove a link to a permit, highlight it in the list and click Remove.
Buildings
To link other buildings to the current record:

1. Click Add.

Building Id.| Seg | Building Location it M.

2 71038 0 Hinkle Road

2. Highlight the building or buildings on the Browsing screen and click Select

Note: Only the active buildings are displayed.
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To delete a link to a building, highlight the building in the text box and click
Remove.

Complaints, Requests for Services, Grievances and
Workflow

To link a Complaint, Request for Services, Grievance or Workflow to the
current record:

1. Click Add.

2. Highlight the applicable complaints, requests for services, grievances and
workflow and click OK.

To delete a complaint, request for services, grievance or workflow, highlight it
and click Remove.

Public Hearings

To link a Public Hearing to the current record:

1. Click Add.
2. Highlight the Hearing you want to link and click OK.

To remove a hearing from the inspection, highlight it in the Hearings list box
and click Remove.

Offenses

To link an Offense to the current record:

1. Click Add.

2. Select the offenses you want to link and click OK.

To remove an Offense from the current record, highlight the offense you want
to delete and click Remove.

Departments

To link another Department to the current record:

© 2013 MS Govern
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1. Click Add.

2. Select the departments you want to link and click OK.

To remove a Department from the current record, highlight it and click
Remove.

An administrator can link other departments, when setting up an inspection
that is automatically generated from a System Activity. See Linking the
Inspection to Other Departments on page 61. The departments linked in the
administrative setup are displayed in this list box.

Setting Up Automatic Rescheduling

Use the Automatic Rescheduling tab to set up a schedule for inspections that
need to be performed at set intervals up to a specific date; for example, for a
building inspection that needs to be performed every two weeks until the
building is complete or the permit expires. After defining the parameters, you
need to run the Automatic Inspection Rescheduling process from Govern
Batch Processing.

Tip: To reschedule an inspection that was not performed when it was
originally scheduled use the Reschedule button. See Rescheduling an
Inspection on page 119.
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“ (1) Building Division.Inspections

Inspection Id| Pemits Linked To lnspections [*) | |nzpection date| Short description | Motes & Comments | Mame And Address [7] ;I

Fred Lang
Inzpectar
Building Divizion
Southamptan, Wy 11958 _|

5 118635 Buiding Permit Certifizate # COB0173 111472007 | Scheduled

Building Permit Certificate # CO

Inzpection T Links T&ulomalic Re-5 chedulingT Offences ]

Re-5cheduling Inforration
Interyal Time Uit Final [rate
E T [oas =] [2719/2008
[~ Stop Re-Scheduling I~ | ReScheduled Flag
¥4

New | Save I Delete |
Scheduls | He-ScheduIel Black Time | Multimedia | Esit |

To define the rescheduling parameters:

1. Select Days, Months or Weeks, from the Time Unit drop-down list to
define, along with the Interval, how often to reschedule the inspection
(Table: VT_SY_ PERIOD).

2. Select a value to define, along with the Time Unit, how often to reschedule
the inspections.

For Example:

If you select 14 as the Interval and Days as the Time Unit, the
inspection is automatically rescheduled every 14 days, up to either the
Final Date, entered on this tab, or the Rescheduling Limit Date entered
on the Automatic Inspection Rescheduling form in Govern Batch
Processing.

3. Enter the last day the inspection can be scheduled.

4. Click Save. A new record is created for each scheduled inspection, once
the batch process is run.
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Stop Rescheduling: Select this option to prevent the inspection from being
rescheduled.

Rescheduled Flag: This field is selected when an inspection has been
rescheduled through Govern Batch Processing. It cannot be modified.

Reassign Inspections function

The Reassign Inspections function allows you to reassign individual
inspections, or transfer an inspectors entire workload to other inspectors
within a department or external to the department.

Note: The Reassign Inspections function is a function that does not require
the opening of a specific record in order to access it.

[ {1) Building Division.Reassign Inspections

{+ Reassign Inspections
e-Sequence Inspections [~ Show Inspectars for &1l Departments
Inspector IVincent Cavaleri j | Select| Inspector Marne | Z| WNew Date for Inspections
1V ClesterBakiowsz i D 174/2008
Date [1/4/2008 2 W  TomBaldassare 0 1/4/2008
Refresh | e | 30 Michael Benincasza i} 1/4/2008
4 O Jack D Capone i} 1/4/2008

Inzpections:

Reassign Inspections Command Buttons

Refresh: Select Refresh to apply any selections or changes and update your
current view with any new information.
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Reassign: After selecting an inspector to reassign to, click Reassign to
transfer to the selected inspector. If no names have been selected for
reassignment, an error dialog box will appear; click OK to continue.
Save: To save any modifications, click Save.

Print: Click Print to print out the list of inspections displayed.

Exit: Click Exit to leave this function and return to your previous screen.

Reassign Inspections Parameters

Reassign Inspections: Select this option to perform a reassignment of
inspections.

Re-sequence Inspections: This option, when selected, will allow you to
change the order of occurrence or sequence of your inspections

Refresh: Select Refresh to apply any selections or changes and update your
current view with any new information.

Show Inspectors for All Departments: To display all inspectors in all
departments, select this check box.

Inspector: Select the name of an inspector from the drop down menu list.
Date: This field by default will display the current system date.

Inspections: group

When an inspector is selected from the Inspector list, their scheduled
inspections appear in the Inspections: area. The following column headings
are displayed:

Inzpectar Mame | IN_IDl Inspection Datel Seq.an Period | Insp.Time| Dy
1| Lester Bakiewicz | 101987 9/18/2007 1 Arytime
2| Lester Bakiewicz | 101586 9/18/2007 2 Anutime

* Inspector Name - List of inspectors
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* IN_ID - Inspectors ID in the database

» Inspection Date - Scheduled date of inspection

* Seq. No. - Sequence or order that inspection will occur

» Period - Period of occurrence of inspection AM, PM, Anytime, Time
e Insp. Time - Time that the inspection will occur

» Duration - Length of the inspection

» Property Location - Location of the property to be inspected

e Tax Map Number - Tax Map number of the property

* Inspection Types - Classification of the inspection

» Linked Permits - Permits that are linked to the inspection

Available Inspectors group
This area to the immediate right of the Inspector drop down menu list will

display inspectors that are available to the current department. The following
column headings are displayed:

| Selectl Inzpector Wame | Zl Mew Date for Ingpections
19/ ™ Lester Bakiewicz 0 3/18/2007
20 Michael Benincasza 0 9/18/2007
2 T b aureen Berglin 0 9/18/2007
22 I-% F.aren Bontempo 0 9182007 00 -

e Select - Click in this check box to select the inspector
* Inspector Name - The name of the inspector

* % - The percentage of the workload that is to be transferred to the
inspector

* New Date for Inspections - Displays the new scheduled date for the
inspection

Using the Re-assign Inspections function

Scenario 1. Ad Hoc Re-assignment

On any given day, it may be necessary to manually reassign one or more
inspections to another inspector on an “ad hoc“, or as needed basis.

To reassign an inspection on an ad hoc basis:
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1. Click Functions in the Side Navigation Bar.

g Functions |

¥ Govern For Windows M TOWN OF SOUTHAMPTON - TEST I

Flle  Edt “iew Select Options Toolz  Setup  Window  Help

B =1 =€ [j%|<ﬁ§ ew|2aas|1x4;2003||ﬁ|4}

J Tax Map # 4736589 105,000-0002-034,002 |J Green

Functions

& Mulimedia Infarmation - J Green Farnily Compound LLC 420 Lexington Ave Suite
izt Mame & Address Maintenance

| Tnspection 1/4/2008

&, Offenses

H Owiner Information ["3(1) Building Division.Reassign Inspections
-:'-: Parcel Genealogyhistary

== Property Area . ¢ Reassign Inspections

i~ Re-Sequence Inspections

- de Prosecution/éppeal

Inspector I

Inzpections:

SR, s

Date  [1472008 i
Refresh | Beass!
.

2. Inthe Treeview area on the upper left hand side (LHS), select Reassign

Inspections.

3. At the Reassign Inspections function form, click the Reassign

Inspections radio button.

4. Select an Inspector from the drop down menu list.

™3 {1} Building Division.Reassign Inspections

—

= _Reassign Inspection 1
(%:\e-Sequence Inspections [~ Show Inspectars for &1 Departrents

Inspector I J | Select|Inspector Name | %| Mew Date for Inspections

1 [T | Lester Bakiewicz
Dtz IS"PI 8/2007 2 [T |Michael Benincaza
7 3 |Jack D Capore

Heassign |
4 [T |Harold Fisher JR

o o oo

9/18/2007
9/18/2007

9/18/2007
a/18/2007

Inzpections:

5. Click Refresh to display the updated information.
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6. Inthe Inspections: group under the Inspector Name column, click on the
name of the inspector.
7. Inthe drop down menu list that appears, select the name of the inspector

that the inspection will be assigned to.

Note: When an inspection is reassigned in this manner, there is validation of
the inspection time, the inspector must manually select the time and
verify that the time is valid.

8. Click Save to save your changes.

Scenario 2: Re-assignment of Inspections within a Department
Should an inspector not be able to perform their duties on a given day, i.e.
calls in absent, it may be necessary to redistribute their workload to one or

more inspectors in their department.

To redistribute an inspectors workload to other inspectors in the same
department:

1. Click Functions in the Side Navigation Bar.

IEB Functions |

Antoine Tinawi

‘# Govern For Windows TOWN OF SOUTHAMPTON - EGOY - TEST

File Edit “iew Select 0Options Toolz  Setup  ‘window  Help
Ei | =0 [j%| e gw| 2007 | 9/18/2007 | Q| |5::!| e

: ["8 {1) Building Division.Reassign Inspections
Functions
21 Mame & Address Maintenance & ¥ Reassign Inspections
Cue, Offenzes i~ Re-Sequence |nspections
Owner Information
S Parcel Genealogy history Ihspector ILester Eakigwicz j
_ | | Date  [3/iE/2007
s h wéarkflow Management Bsfresh | Reassign |
- L1 Community Development
[+ 11 Cammunity Presersatinn hd Inspections:
| 3 - -
Ingpectar Name | IN_ID| Ingpection Date| Seq.NolF’enod
1| Lester Bakiewicz | 101387 9/418/2007 1| Arytime
q Search —
2| Lester Bakiewicz | 101386 9/418/2007 2| Arytime
bEE"E_ TreeYiew
E} Functions
@ Reports
&M“‘_‘\ , gl |
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["3 {1} Building Division.Reassign Inspections

In the Treeview area on the upper left hand side (LHS), select Reassign
Inspections.

At the Reassign Inspections function form, click the Reassign
Inspections radio button.

Select an Inspector from the drop down menu list.

{+ Reassign Inspections
" Re-Sequence Inspections 1 [~ Show Inzpectars for Al Departrments

Inspectar I Lester Bakiewicz

| Select] Inspector Mame | %| Mew Date for Inspections

1 W efeblealilElLc 1} /18,2007
Date  [5/18/2007 2 T Michael Beninca 5.16/2007
Refresh 3 :-7% Jack D Capone 1] 9/18/2007
3 4 Harold Fisker JR 1} /18,2007
Inspections: \_ _‘/
Inspector Name | IN_ID| Inspection Date| Seq.Mo| Py #p.Time| Duration| Property Location| Tax Map Number| Inspection lypes| Linked
1|Jack D Capone | 101985 9/18/2007 e
2| Lester Bakiewicz | 101987 /1842007

Click Refresh to display the scheduled inspections.

In the List of available Inspectors to the right of the Inspector drop down
menu list, click the check box in the Select column beside an inspectors
name; this inspector will be assigned the inspections.

Click in the “%" field and enter the percentage of the inspections that are to
be assigned to this inspector.

After you have selected all the inspectors that are to have inspections
transferred to them, click Save to save your changes.

Scenario 3: Re-assignment of Inspections to any Department

There are municipalities where citizens have the to receive an inspection
within a given time frame. If the city is unable to accommodate them, it is
within their rights to solicit an independent inspector and send all associated
expenses to the city.

When a department does not have the resources to accommodate the citizens

req

uest for an inspection, Govern will allow you to assign an inspection to

resources in another department.
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To assign an inspection to another department:

1. Click Functions in the Side Navigation Bar.

g Functions |

¥ Govern For Windows M TOWN OF SOUTHAMPTON - TEST 11

Flle  Edt “iew Select DOptions  Toolz  Setup  Window  Help

(=] ‘De [j%‘mg gw‘zuua|w4fznna“ﬁ‘3

- J Tax Map # 473689 105,000-0002-034,002 H GhEEn
Functions
& Multimedia Information “ J Green Family Compound LLC 420 Lexington Ave Suite
=1 Mame & Address Maintenance -
Inspection 1/4/2005
e, Offenses J £ 4l
‘ﬁ! Owiner Infarmation "8 (1) Building Division.Reassign Inspections
-----:*:-_ Parcel Genealogyhistory
== Property Area . @' Reassign Inspections
{~ Re-Sequence Inspections
Ingpector I (
Date  [1s4/2008 i
Befresh | Beass!
. Inspections: 3
nﬁf_’;ﬁ_ TreeView 2 ’
E} Functions

@ Reports ‘ .
2. Inthe Treeview area on the upper left hand side (LHS), select Reassign
Inspections.

3. At the Reassign Inspections function form, click the Reassign
Inspections radio button.

4. Select Show Inspectors for All Departments to view all inspectors in all
departments.
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5. Select an Inspector from the drop down menu list.

[ {1) Building Division.Reassiy

f* Reassign Inspections —-"".\J

= Re-Sequence Inspections

[~ Show Inspectors for Al Departments

| Select| Ingpectar Name | Zl Mew Date for Inspections

1~ ey, 0 3/18/2007

2 - tichael Benincasa | 9/18/2007

3 M Jack D Capone 0 9/18/2007
0

4 r[% Harcld Fizher JR 3/18/2007

Inspector ILester B akiemicz

Date |9£1 /2007

Eefresh

3
Inspections: \__} /5\
Inspector Name | IN_ID| Inspection Date| Geq Mo| Py Jp Time| Duration| Property Location| T ax Map Mumber| Inspection bypes| Linked

Jack 0 Capore 101986 9/18/2007
2| Lester Bakiewicz 101987 948/2007

—y

6. Click Refresh to display the scheduled inspections.

In the List of available Inspectors to the right of the Inspector drop down
menu list, click the check box in the Select column beside an inspectors
name; this inspector will be assigned the inspections.

8. Click in the “%" field and enter the percentage of the inspections that are to
be assigned to this inspector.

9. After you have selected all the inspectors that are to have inspections
transferred to them, click Save to save your changes.

Re-sequencing Inspections
Changing the sequence number of an inspection will effectively change the
order that the inspection will be conducted. Should an inspector be aware that

a series of inspections are in close proximity to each other, they can be set up
to occur sequentially as a means of reducing travel time.

To re-sequence inspections:

1. Click Functions in the Side Navigation Bar.

ﬁ Functions
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¥ Govern For Windows M TOWN OF SOUTHAMPTON - TEST 11

Flle  Edt “iew Select DOptions  Toolz  Setup  Window  Help

Ei ‘De [j%‘mg gw‘zuua|w4fznna“ﬁ‘a

Functions

J Tawx Map # 473689 105.000-0002-034.002 |J Green

& Multimedia Information “ J Green Farnily Compound LLC 420 Lexington Ave Suite
=t Mame & Address Maintenance
e Offenses

= ‘H! Owiner Information [*8 (1} Building Division.Reassign Inspections

| nspection 1/4/2008

== Propery Area " Reassign Inspections
- d& Prozecution/éppeals " Re-Seguence Inspections

Ingpector I

Date |1 /42008

:
¢
Befresh | Beass!
P

Inzpections:

BB 4

[*4 (1) Building Division.Reassign Inspections x|

2. Inthe Treeview area on the upper left hand side (LHS), select Reassign
Inspections.

3. At the Reassign Inspections function form, click the Re-Sequence
Inspections radio button.

4. Select an Inspector from the drop down menu list.

" Reassign Inspections
{* Re-Sequence Inspections 1 I~ Show Inspectars for All Departments

Inspecton [| eorer Bakiewicz g,‘-@
Date  [5/18/2007
BRefresh j ‘ : ‘
Inspections:
Inspector Name | \N_ID| Inspection Dale‘ Seq.No|Period | Insp.Time| Duration| Property Location| Taw Map Number| Inzpection types| Linke
1| Lester Bakiewicz 101987 9M18/2007 2 A
2| Lester Bakiewicz | 101985 a18/2007 | T Tl 4

Murneric {1 ¢ 3E+M

5. Click Refresh to display the associated inspections.
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6. Inthe Inspections: group under the Seq. No. column, click on the number
and enter a new sequence.

Note: When a series of sequence numbers are entered, the system will
resort all inspections starting with the number 1.

Work Codes Linked to Inspections

During the issuance of a permit, a series of steps involving inspections may be
required for qualification.

For example, we could say that before we are able to issue a permit for the
installation of a 50 kilowatt electric generator, the following series of
inspections must occur:

e Structural integrity of Housing (where the generator is to be housed)
* Location of Structure

* Fuel tanks (diesel or gas tanks)

» Electrical wiring (connections to the house and municipality)

Each one of the above is an inspection in itself and in some instances must be
completed in a specific order. In Govern, it is possible to link a Building Permit
to install a 50 kilowatt generator to an inspection type. To do this, a work code
would need to be created with a series of required inspections, some of which
may need to be performed in a set sequence.

The Work Codes Linked to Inspections feature allows us to perform the
requirements mentioned in the above scenario:

* Create a Building Permit of type Electric Generator.

» Create a work code of type 50 kilowatt and add the necessary inspections,
and if required, the sequence that the inspections must occur.

To create a Permit, follow the steps for Creating a Permit in the Permits &
Licenses guide.

To create a work code linked to an inspection:

1. Select Parameters > Land Management > Parameters...

2. Highlight a department from the Departments list.
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3. Select Maintain > Work Codes Linked to Inspections

. Land Management Parameters
File Edit | Maintain Help

&
rDepatm  pepartment
Department's Calendar - )
4 -+
»

Definition of Activities
Definition of Tvpe
Hearings Schedule
Inspection Code
Inspectat's Scheduls S
Contact Mames j

Ackivity Securiby

. Work Codes Linked to Inspection

= . “Work Code Shart Desc.
General Pemits Miscellaneous [ Inspections G &A IE Gen SOKW |Elec Gen 50K Watt
Mumber of Digits in Sequence # r lndL_JF Long Desc.
!? C A_ddm IEIec:tlic:aI Generator - BOKW att
[w Filter! ; 2
™ Same Sequence Mo, For &ll Functions [~ Plumt [ Inspection
Default 2/F Link Name Inspection Type | Inspection Work Type | Sequence it
el Caainplld f Foundation I Sequenced
Framing 4 2
Insulation EquUEnCEd 3
Final Inspection | Sequenced 4
Add g | Remove I
Mew | Save S/ Delste | Browse | Exit |
I Ml 4 |Editing Existing Record [143) 4 | HI

4. Click New to create a new work code in the VT_USR_WORKCODE table;
complete the required parameters.

5. Click Add to add required steps for this permit or inspection.

The Inspection Work Type column allows you to specify whether the
inspection will be one of two (2) options:

* Floating - may be performed in any order.
» Sequenced - must follow the order under Sequence # column.
6. The sequence of occurrence can be changed by modifying the number

under the Sequence # column; click inside the grid and highlight the
number to modify.
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. Land Management Parameters
File Edit | Maintain Help
rDepatt  pepartment -
Department's Calendar ?
Definition of Activities 3
Definition of Type '
Hearings Schedule Offenses
Inspection Code ‘iarkflaw ‘
Inspector's Schedule - .
Contack Mames . Permit Type Maintenance ﬂ
Acivity Security File Edit Maintain Help
(Genere__ work Codes Linked to Inspections Department |Building and Zoning Divizion
General T Permitz T Mizcellaneou:  permit Tupe plum
Murmber of Digits in Sequence Description PLUM - Plumbing Permits
"7_ General T Seguences T eComponents ]

[ Same Sequence Mo, For &l Functions Fee Description
Default &/F Link Mame I

Added Fields Form | d. /L Revenus Account % Save
I— 22-00-0000-11-1560-0000
Delete

v Allavs Quick D ata Entry G/L Cash Account
I Do not slow muliple [22-00-0000-30-0203-0000
[~ Hiztame Activity Steps

E ztimated Cost Computation [Per 5F]q — Restricted to the Following Functions

Firgt Floar (tker Floar Building Permit LColuring

I— I— Pluribing Permit

Logical Expression
E
I j _il ~ j_ EBrowise

—wiork Codes Type:

Steam Fitting Inspection Typell .
! ) (1
i

ol

|4| 4 | Editing Existing Record [62/30]

7. Inthe Land Management Parameters form, select the department that the
work code was created in.

Select Maintain > Definition of Type > Permits.

In the Permit Type Maintenance form select the permit that you had
created for the work codes.

10. In the Work Code Types group, select the work code from the drop-down
menu. (USR_LK_PM_WORKCODE Table)

11. Select the functions that the permit will be restricted to under the
Restricted to the Following Functions group.

12. Click Save.
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Now that the permit type has been created and the work codes have been
linked to it, you can now proceed to Govern for Windows to generate the
permit.

To create a permit with linked work codes:
1. In Govern for Windows, open a record and click Functions in the Side

Navigation Bar (SNB). In the Treeview area on the upper left hand side
(LHS), select, for our example, the Building Permit function.

* Govern For Windows  TOWN OF SOUTHAMPTON - TEST I Mr. Govern

File  Edit Wiew Select Options Tools  Setup  Window  Help

& &= =€ [j%“ng gw|2oua|sx2sx2ms||ﬁj|<ﬂ@ E’ID&>|@ J

J Ronald Dennison Since Jul 2006 “ Ronald Dennison 3 7th St RemsenburgSpeank, NY’

Functions y
..... 5 Approvals = | |27th st, Remsenburg/Speank |J |J “ |J “ |J “ |J |J Inspection 12{20/2007 11:00:00 AM
""" ¥l Audit Information (Mass J Tax Map # 473689 327,000-0001-021,000 ¥
----- # Audit Information (T aw)

----- || Boat Excize Tax Mainter & (1) Building Division.Building Permits
Boat Exemptions Mainter

----- Boat Levy Maintenance General T Helutes T (L3 T SupE Y I I
----- — Boat Partial Biling
%1 Bonds Permit Type Permit Purpose

----- J:’. Building Drawing

IEGEN - Install of Elec Generatar j €

..... £, Buiding Miscelanedg 5 EGEN - Install of Elec Generator {
( ----- gk B il ding Permits:
ye Fropozed Use

..... o -
----- tenal CHAM - Change Of Use Pemit I _}

ot COMM - Commercial Buildings ' 4
% EDleélnt _"f Request F_D COMD - Comdaminiums/cooperatives — I— g
-4 Cansolidations / Appartic CREM - Commercial Bldg Renovation
----4“ Contributions DECK. - Unroofed Decks I—
----- = Decizions - DEMO - Demaliion

] _'I_ DISH - Satelite Dizh 7
M
| '-—-.--.‘ —-‘\..J o,

2. In the Building Permits form click New to create a new permit type.
3. Click Save to save the permit.
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4. Click the Inspections tab to view the Work Code parameter and select a
work code from the drop-down menu.

_ﬁn {1} Building Division.Building Permits

General T Mames T Links T Summary T

Diimenzions lT Inspections

Waork Code I

— Inspection Types

Sequenced Inspections Floating Inspechions
Insulation

)

Add | Femaye

Foundation

Final Inzpection

TEol0 W=

Add Remave Create Inspections

J
NN

\2/

Mew | Save I Delete Browse | Histany | Fee E it |
I NI 4 |Editing Existing FRecord (5/9) | 4 | Nl

You can add or remove inspection types to or from the list with the Add or
Remove button. You can also change the inspection type from Sequenced to
Floating. With sequenced inspections you can change the order of the
inspection type with the Up or Down buttons.

Disable Inspections Work Codes

Linking Work Codes to inspections is an option that was released in Govern
10.5; the appearance of the inspections tab may be confusing to older users.
There is an option available to enable and disable the tab, which by default is
visible.

To disable the Inspections Work Code and the Inspections tab:
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1. Select Parameters > Land Management > Parameters....

|f:'a Govern System Administration 1l TOWN OF SOUTHAMPTON - TEST Il

File | parameters Setup  Tools Help
QO[ Edit the Liser Registry... i | o Cl
——  Edit the System Registry...
Manage User Login... | }
Property Control 3
Land Management .3 W
Mass Appraisal 3 Fee Compukatithy Setup... r
ST B
Tax Biling »  Organizational == y m——
Uitiity Billing b il B EEE LD R
Self Repaorted Tax 3 Zoning {Dimen Dt
»

IMisc, Billing

St (s Assessor's Df_Fic:e -
= Board of Zoning Appeals

Special Assessment. .. Group of Namé | | Building and Zoning Division Save
Time Cost Cod Central Cash =

winlations (Coc Commurnity Development
) Community Preservation Division
Inspections (C Electical Departrnemnt
Engineering Divigion
E nwvironment Division ;I

General Par;mates.@éﬁ Departments)

General I FPermits DMisceIIaneousT Inspections T GAL & AR T eﬁwemment]
[ Overide Permit Sequence

Exit

Permit Kind Mext Application Seq ‘ Mext Permit Seq ‘ Mext Certificate Seq
Animal License B
Approval 3
Bonds B
Biuilding Permit 34
Business License g -

2. Inthe Land Management Parameters form, click the Permits tab; in the
lower left hand side (LHS) select the option to Disable Inspection Work
Codes.

The result of selecting this option is that in Govern for Windows the
Inspections tab will not be displayed in any of the Permits functions.

Note: Should the Inspections Work Codes feature be used prior to deciding
to disable the feature, your data will still be retained.
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Automatic Inspection Rescheduling

@guOvenﬂew

Run the batch Automatic Inspection Rescheduling process to schedule
inspections that need to be performed periodically, for example, a building
inspection that needs to be performed every two weeks until the completion of
the building or the expiration of the permit.

If Outlook Scheduling is enabled, appointments are created in the inspectors’
Outlook Calendar for the inspections scheduled through the Automatic
Inspection Rescheduling process. For details on integrating Govern with
Microsoft® Outlook®, refer to the Govern’s Inspections guide.

Note: Outlook Scheduling is not available in this version of the Mobile
Inspection and DeskTop Inspection components.

To access this process, from Govern’s main screen, select Tools > Batch
Processing (Govbat32.exe)

OR

Click the GovBatch icon @ then select Tools > Automatic Inspection
Rescheduling.

i, Automatic Inspection Rescheduling

Rezchedule ingpections dated up to 1/18/2008
[ default date [ 1442008 ] + 14 days | .

Fezcheduling limit date |3;24;2|:||]3

LCancel |

The Automatic Inspection Rescheduling form displays two dates. The first
determines the inspections to include in the process; i.e., all inspections
scheduled prior to the specified date. The second defines the last date to
reschedule inspections through the batch process.
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The date, for determining the inspections to include in the process, is
calculated by adding the Number of Days for Rescheduling Inspections, as
defined on the Land Management Parameters form in Govern Admin to the
current or default day. See Number of Days for Automatic Rescheduling on
page 51 for details on the administrative parameter.

For Example:

Current Date: 07/12/2006
Number of Days for Automatic Rescheduling: 14
Reschedule Inspections up to: 07/31/2006

All inspections scheduled prior to this date are included in the batch process,
provided Automatic Rescheduling parameters have been defined. See
Setting Up Automatic Rescheduling on page 73 for details on the user
application.

In this example, this includes all inspections scheduled between 07/12/2006
and 07/31/2006.

To run the batch process:

1. Enter the Rescheduling Limit Date.

2. Click OK.

New inspections are scheduled for the interval set in Govern, up to the
Rescheduling Limit Date. A new record is created for each inspection
scheduled through the Automatic Inspection Rescheduling process. The
Rescheduled Flag option is selected for each of these records.

In addition, if you have enabled Outlook Scheduling, appointments are added
to the inspectors’ Outlook Calendars for the inspections scheduled through the
process.

For example, the City of Montreal needs to inspect the work being done on a
series of new building projects, every two weeks, until the work is complete.

To set up automatic rescheduling for these projects:

1. Launch Govern Admin and open the Land Management Parameters form.
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General Parameters (All Departments)
General T Permits T MiscellaneousT l

T GA & AR T eGDvemment]

Dizable Inspections With Mo Permits lzsued u
Inzpections Unitz Duration IEIS Mirutes j
Default Activity Status ICDmpIetiDn Status 2 j

Default Activity Status if Failed IEDmpIetiDn Statusz 2 j

Mb. D ayz for dutomatic Re-Scheduling |14

¥ Allow Multiple Departments
[~ Mo Automatic Completion of Activity

2. Navigate to the Inspections tab and enter a value in the Number of Days
for Automatic Rescheduling parameter, to represent the range of days for
the automatic rescheduling; for example, enter 14 to include all
inspections scheduled in the two weeks from the default or current date.

Click Save on the Land Management Parameters form.

4. Launch Govern and open the Inspections function.

% aean wmeDen ..
3 116620 Building Permit # POS7223 10/5/2007 Completed plBT223 Building Ingpectar ‘
NY hd
Inzpection T Links T Automatic Re-Scheduling ] [
ﬁ-@
Re-5cheduling Information
Interval Time Unit Final Date
|2 IDa_l,Js j

[~ Stop Re-Scheduling I~ BeScheduled Flag

Mew | Save Delete | Multimedia | Black Time | Scheduls | Status | Exit |
r 'g S N ittt —t

5. Enter the interval for rescheduling each inspection and the final inspection
date on the Automatic Rescheduling tab of each inspection record.
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6. Click Save on each record.

7. Launch Govern Batch Processing and open the Automatic Inspections
Rescheduling process.

. Automatic Inspection Rescheduling

Fezchedule ingpection: dated up ta 1/18/2008
[ default date [ 1/4/2008 7 + 14 daps | .

Rescheduling limit date  [3:24 /2008

LCancel |

8. Enter the last date for scheduling inspections from the current process. For
example, if you will be running the process on a monthly basis, enter the
date corresponding to the next time you will be running the process.

9. Click OK to start the process.

Note: If you have enabled Outlook scheduling, appointments are added to
the Inspectors’ Outlook Calendars for the rescheduled inspections.

10. Launch Govern and open the Inspections function.

M B
3‘ 116z duilding Permit # PO57223 104542007 | Completed pla7223 Building Inzpector
NY kd|
Inzpection T Links T Automatic Be-5cheduling ]
Re-5cheduling Information /;\
Interval Tirne Linit K_A Final D ate
|2 IDays j 5/21./2008)
[~ Stop Re-Scheduling |7 FeScheduled Flag
Hew | Save I Delete Multimedia Block Time | Schedule | Status Exit
Re-5Schedule |
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11. Verify that a new record is created for each rescheduled inspection and
that the Rescheduled Flag option is selected, on the Automatic
Rescheduling tab for each of these records.
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Export to an Inspector’s Database

Overview

Run the Export to an Inspector’s Database process to extract a copy of a
database or a portion of a database, to your computer hard drive. This
extracted database can then be copied to a laptop and used by an inspector
out in the field.

This process creates a Microsoft Access database file, <usrid>.mdb, in the
\govern\database directory and an initialization file, <usrid>. ini, in the
\govern directory.

<userid> refers to the name of the user logged on to Govern when the
process is run.

Prerequisites

In order for the inspector to use the extracted database, without being logged
in to network, the following must exist on the inspector’s laptop:

* Govern for Windows™, version 9.0 or higher
* govern32.exe

» Help files: govern.hlp and govern.cnt

* Govern bitmap files

» Crystal Report Professional version 10 (the runtime version must be
installed on every computer where Govern is installed)

* Any standard or customized reports required by the inspector
» GovMap or other GIS software, if required

* Melissa Address Verification, if required

» GovMap or other GIS software, if required

In addition, the User Registry needs to be updated so that it points to the
correct paths for the Govern Help files, bitmaps, standard and custom reports
and Melissa data verification, if required. Refer to the Super User guide for
details on updating the User Registry to the Getting Started guide for details
on installing Govern, Crystal Report and Melissa Data verification.
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Running the Process

Note: You can also run the three processes for maintaining an Inspector’s
Database, Export to an Inspector’s Database, Import from an
Inspector’s Database and Use an Inspector’s Database at Next
Startup, from the Tools menu in Govern.

To access this process, from Govern’s main screen, select Tools > Batch
Processing (Govbat32.exe)

OR

Click the GovBatch icon @ then select Import / Export > Export to an
Inspector’s Database.

im, Export a Database (From Server To Laptop) EE |

Department Inzpector's Hame
Building Divizion
From D ate ToDate
Load Data For
[T Account Beceivable [T Beal Property Tax
[# | Land Management [~ Perzonal Property T ax
[T Mass Appraizal [T TaxTite
[T Special Assessment [ Utility Billing
Frarn External | ar Cancel

Export to an Inspector’s Database Parameters

Department: Select the department from the drop-down list.

Inspector’s Name: Select the Inspector’s name from the drop-down list.
The name will be automatically displayed in the list box above. More than one

Inspector’s name can be selected so that data can be shared by many
Inspectors.
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From / To Date: Enter dates in the From Date and To Date text boxes to

narrow the export of data to specific dates only. Double-clicking on either of
the text boxes will open a calendar so you can select a date. Dates can also
be entered manually (typed) in the text boxes.

Load Data For: Land Management is automatically selected and enabled by
default. Property Control, Name & Address data are automatically loaded, as
are all validation tables. To load other data, select the applicable subsystems.

Export to an Inspector’s Database Command Buttons

From External: Click From External to use the external recordset (Table:
PC_EXTERNAL).

OK: Click OK to launch the process.

Running this process creates a database named userid.mdb and the following
commands in your win.ini file:

Export MDB=C:\govern\database\userid.mdb
Alternate ini=C:\GOVERN\ userID.ini

Last Alternate Function=export

Last Alternate Name 1d=526

Last Alternate Starting Date=01/01/1970
Last Alternate Ending Date=01/01/2050

Use alternate ini=yes

Note: After running the Export to an Inspector’s Database process, the
Inspector's Database At Next Startup option is automatically
selected on the Tools menu. The User will NOT be able to work on the
Server’s database before he/she completes an Import from an
Inspector’s Database.

Cancel: Click Cancel to exit the form without running the process.
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Enhanced Check In / Check Out Inspections
Function

The Use an Inspector's Database at Next Startup option is automatically
enabled when the Export to an Inspector's Database process is run. When the
field inspector returns to the office with their extracted database, that database
will be locked as a precaution. This acts as an reminder to prevent the
inspector from omitting to import the data from the laptop.

# Govern Batch Processing 11 TOWN OF SOUTHAMPTON - TEST Il Mr. Govern O] x| h

File Accounts Receivable Mass Appraisal  Special Assessment  Miscellaneous Biling  Tax Biling  Tax Title  Ukility Biling  Self Reporked Tax

Import/Export Tools  Help

Import Fram a Database file. .. | ﬂ % {@ ‘:‘_3

Generate an Extracted Database.
GIS Split Merge Import, ..

Export ko an Inspeckar's O

Import from an Inspector's Database. .
Inspector's Database at Mexk Startup

Export ko an Appraiser's Database. ..
Import from an Appraiser's Database. .,
Appraiser's Database at Mext Startup

Govern's GfL ¥4.5 Interface...

N e P D e .

Note: Only Administrators, or users that have been granted access to the
form are able to overwrite locked exported data records.

Note: For details on configuring a laptop computer to use Govern off site,
refer to Part IV: Installing Govern on a Stand-Alone Computer or
Laptop in the Getting Started Guide.

Parcel Records can be Locked when Exported

Previously, during an Export to an Inspector / Export to an Appraiser Database
process, only the Inspection records were locked. In version 10.5 the locking
was applied to the parcel record. This means that all Mass Appraisal (MA)
related functions, and select Property Control (PC) and Personal Property
(PP) tables will also be locked.
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The following is a list of the tables that are locked during the export process:

TABLE NAME

DESCRIPTION

Mass Appraisal

MA_BLDG_AREA

MA Building Area

MA_BLDG_DRAWING

MA Building Drawing

MA_BLDG_INFO

MA Building Information

MA_INC_INFO

MA Income Information

MA_INCOME_DETAIL

MA Income Details

MA_LK_INC_FIELD

MA Linked Income Field

MA_INC_SIMULATION

MA Income Simulation

MA_LD_INFO

MA Land Information

MA_MASTER

MA Master

MA_MISC_STRUCTURES

MA Miscellaneous Structures

MA_OVERRIDE

MA Override

MA_SITE

MA Site

MA_VALUES_TABLE

MA Values Table

MA_LINKS_PERCENT

MA Links Percent

MA_LK_EXEMPTIONS

MA Links Exemptions

MA_BUILDINGS," 2,...

"MA Buildings and subsequent MA_BUILDINGS2, 3, etc. tables

MA_MRA," 2 ...

"MA Municipal Rate Adj and subsequent MA MRA2, 3, etc. tables

MA_LAND," 2,...

"MA Land and subsequent MA_LAND2, 3, etc. tables

MA_INCOME," 2 ,...

"MA Income and subsequent MA_INCOMEZ2, 3, etc. tables

MA_AUDIT_INFO

MA Audit Information

Property Control

PC_LK_PARCEL_BLDG

PC Linked Parcel Buildings

PC_AREA

PC Area
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TABLE NAME DESCRIPTION
PC_LEGAL_INFO PC Legal Information
PC_PARCEL PC Parcel

Personal Property

PP_ASSESSMENT PP Assessment

PP_ASSESSMENT_DET PP Assessment Details

Exported parcels are flagged as exported (Table: PC_PARCEL) during the
Access database export process. This feature is enabled in Govern Admin.

if:a Govern System Administration GOYERN DEMO
Eile | parameters Setup Tools Help
ot . System Registry Maintenance

GOvern eProfile eCompangnts | Connections | Lagin Setup
Property Control 3 1
Land Management 3 I- Tefattilircpuizl
Mass Appraisal 3 !
Accaunts Receivable v Formula "rpt_range” Separstor [v' Full &gt Tr
Tax Billing 4 v Encrypt the Social Security Mo, in the database ¥ Process Car@
ity Biling > ¥ Encrypt the Federal Id Mo in the database |v Deed Process
iT;FCR;ﬁ;rgtEd Ta : ¥ Muttimedia Levels by Year [~ Deed Trans{
Spegi; Assessment... ¥ Generate Accourt Mumber for Mame Deed Trans:

[ Bupport of Muttiple Jurisdiction;
v Support Biling &ddress Forvarding

-
[ Assign Permit 4
v Azsion Muttim

[T &dd User Name and Current Date in Motes (Mema) [V Assion Misc. Q
v
I~

|7 Fill Taz hap Number for External Recordset WWarning on P?
FAG buttons b
/'I__ CheckinfCheckout for inspections
\I- CheckiniCheckout for Apprals{?\& [ Usetord 5
v Track emails,
Daemon Server ~{
SMTP Setup I Online St
Host Wame 100 Batch Max
|SOLSTICE.harriSCDmputer.com Bills Fo
User ID. Pazsword Part

ST W P

To enable the Checkin/Checkout feature...

1. In Govern Admin, select Parameters > Edit the System Registry.
In the System Registry Maintenance form, select the options tab.
Select the Checkin/Checkout for Inspections or Checkin/Checkout for
Appraisers options to enable these features.

Note: If these options are not selected, the behavior of the Checkin/
Checkout feature will remain unchanged.
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The parcels that are exported are indicated with new checkboxes in
associated functions in Govern for Windows.

i (1) Building Division.Parcel Information

General

Tax Map Number

[473801 [ooe” - [oon -

Subdivizion MName

T Hotes ]
Swiz Code

Joooz” - forz] - foon | [473801 Vear Effective [1257

Section Block Lot “ear Inactive |9999

ICove Terrace Development
Map Mumber

Date map filed with SC

|c_ - IE' |DD Adeitiorial Lot Info
—

213

f1or7Ha25
hinor Subdivizion MName

Minor Subdivision Map # Minor Subdivision Dete

R [2465242
Y [2a0404

Mon-Parcel ID.  Mon-Parcel Type

Jurizdiction Cocle

[~ Morm-Parcel Flag I

v Approved Subdivision
[ “irtual Parcel
[~ hoMass Appr STax Assmt.

Occupancy Code

=
Split District D Last Spit 1 Used Spit District Type

| | | [
A

Parcel Inclex

il

¥ Inspector Check Out

Save

E:xit

Delete

Note: Locked parcels may still be overridden by users with Super User or
Administrator level access.
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Inspector’s Database

Import from an Inspector’s Database

@_@l Overview

Run the Import from an Inspector’s Database process to import a database
from an inspector’s local drive to the network. The UserID in the following text
is the name of the user logged on to Govern when running the process. It uses
a file called userid.mdb and a .ini file called userid.ini. These files are
created on your hard drive when you run the Export to an Inspector's
Database process. The .mdb database file is located in the \govern\data-
base directory, while the .ini file is located in the \govern directory.

Running the Process

Note: You can also run the three processes for maintaining an Inspector’s
Database, Export to an Inspector’s Database, Import from an
Inspector’s Database and Use an Inspector’s Database at Next
Startup, from the Tools menu in Govern.

To access the Export to an Inspector’s Database process, from Govern’s main
screen, select Tools > Batch Processing (Govbat32.exe)

OR

Click the GovBatch icon @ then select Import / Export > Import from an
Inspector’s Database

. Import a Database {(From Laptop To Server) K E
Departrment Ingpectar's Mame
ITaH Receiver j
From D ate ToDate
[~
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Import from an Inspector’s Database Parameters

Department: Select the department from the drop-down list.

Inspector’s Name: Select the Inspector’s name from the drop-down list.
The name will be automatically displayed in the list box above. More than one
Inspector’s name can be selected so that data can be shared by many
Inspectors.

From / To Date: Enter dates in the From Date and To Date text boxes to
narrow the export of data to specific dates only or double-click on the fields
and select the dates from the pop-up calendar.

Import from an Inspector’s Database Parameters

OK: Click OK to launch the process.
Running this process changes your win. ini file as follows:

Export MDB=C:\govern\database\ userid.mdb
Alternate ini=C:\GOVERN\ userid.ini

Last Alternate Function=import

Last Alternate Name 1d=526

Last Alternate Starting Date=01/01/1970

Last Alternate Ending Date=01/01/2050

Use alternate ini=no.

Cancel: Click Cancel to exit the form without running the process.
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Database at Next Startup

Use an Inspector's Database at Next
Startup

Overview

The Use an Inspector's Database at Next Startup option is automatically
enabled when the Export to an Inspector’s Database process is run. This acts
as an reminder to use the exported database at the next startup and prevents
the inspector from omitting to import the data from the laptop.

Before you can use the database on the server, you need first to deselect this
option. Then, run the Import from an Inspector's Database process.

The database is stored in the \govern\database directory.

Note: You can also run the three processes for maintaining an Inspector’s
Database, Export to an Inspector’s Database, Import from an
Inspector’s Database and Use an Inspector’s Database at Next
Startup, from the Tools menu in Govern.
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APPENDIX A: Glossary

Term Definition

Activity / System Activity An action or event that is required to complete a permit, workflow or
offense process, such as accepting the application, reviewing the plan or
performing the inspection.

One or more activities, in turn, can be automatically generated from an
Activity Step. The Activities can generate e-mail or user notification
messages, multimedia codes, reports, business rules, inspection or
hearing scheduling, time cost codes, starting and expiration dates, as
well as new permit, offense or workflow types.

Activity Setup A user-defined series of activity steps that are linked together to create
the permit, workflow or offense process. The following is a simplified
version of the Activities Setup for a permit:

Application Acceptance
Plan Review

Zoning Review

Building Review

Issuing the Permit

Final Wire Inspection
Final Plumbing Inspection
Final Fire Inspection

© ©® N 0k wDNPR

Issuing the Certificate
10. End of Activities
The activity steps are displayed on the Activities function in Govern.

Activity Setup A stage in the process of completing a permit, workflow or offense. Each
activity step includes one or several activities.

Activity Steps can be automatically generated from previous activity
steps or manually started in Govern. They can be set up to automatically
generate new activity steps, e-mails, user notification messages, fees
and fee methods.

AM Inspection An inspection scheduled for an unspecified time during the morning of
the selected day. Inspections can also be scheduled as PM, Anytime or
Time (for a specific time).

Anytime Inspection An inspection scheduled for an unspecified time during the selected day.
Inspections can also be scheduled as AM, PM or Time (for a specific
time).
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Term

Definition

Application Number

A sequence of alphanumeric characters that is assigned to a permit
when the permit application is submitted.

Blocking Time

Indicating that an inspector is not available during a time normally
scheduled for inspections. The scheduler or inspector opens the Block
Time page and selects the applicable time blocks. These time blocks are
also disabled on the Inspection Scheduling screen.

If Outlook Scheduling is enabled, the time blocks corresponding to
appointments booked through Outlook are also disabled.

Business Rule

Up to six SQL queries or Business Rules can be added to an Activity
through the Business Rules form. These can be used, for example, to
prevent specific actions from occurring or to update or remove data,
according to specified conditions.

Certificate Number

A sequence of alphanumeric characters that is assigned to a permit
when the certificate is issued.

Complaint

A formal statement filed against another person or entity, expressing dis-
satisfaction or a violation of rights. In Govern, complaint types and
activities, such as a request to file a response or to appear in court, can
be created and maintained. You can create your own appeal types and
activities. and assign all the attributes available to the Workflow Type.

Department Calendar

A form for defining the default inspection scheduling parameters for each
department and for each territory defined by the department.
Organizational Calendars and Inspector Schedules are also used for
inspection scheduling.

eComplaints An electronic complaint submitted over the Internet. Govern’s
eComplaints solution is similar to the ePermits solution. It provides online
access to citizens and tracking and maintenance features for Govern
users.

eComponents An electronic component. Govern’s eComponent package includes the
eProfile, ePayment, ePermit and eComplaint solutions.

eGovernment Government information and services made available over the Internet.

E-mail An e-mail message can be associated with an activity or activity step and

automatically generated at a specified point, such as the initiation or
completion of the activity.
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Term Definition

Fee A charge that is linked to an activity step and automatically generated at
a specified point in the permit process; for example, on completion of the
permit application. Fees can be applied either as fixed amounts or
through a Fee Method.

A fee can also be generated as the result of a failed or incomplete
inspection. This type of fee is added to the total fees for the associated
permit.

Fee Method A user-defined procedure for applying fees; for example, fees can be
linked to other fees; based on a rate per unit or based on one or more
database columns. Alternately, you can apply a formula or logical
expression. Minimum and maximum amounts can be applied.

Inspection Elapse Time The minimum amount of time (in minutes) that it takes to perform an
inspection. This must be a multiple of the Inspection Units Duration set
on the Land Management Parameters in Govern Admin.

The Govern user cannot schedule an inspection or block time on an
Inspector’s Schedule that is less than the Inspection Elapse Time.

Inspection Status The inspection status can be set to: Completed, Scheduled,
Unscheduled or Voided (Table: VT_SY_ NSTAT):

« Unscheduled indicates that a date and time have not been
defined for the inspection.

e Scheduled indicates that the date and time are defined.

e Completed indicates the inspection has been performed.

* Void indicates the inspection has been nullified. A record is
kept of the voided inspection and it can be displayed on
reports.

A status can also be assigned to the Inspection Type Result.

Inspection Territory A user-defined classification used to organize and schedule inspections,
according to geographic area. They are defined on the Validation Table
Header form and are saved to the Inspection Territory validation table
VT_USR_INSPTER, by code, short and long description.

You need to assign inspection territories to the parcels and on all
inspection calendars and schedules.

Inspection Time The specific time defined for a Scheduled Inspections. Inspections can
also be scheduled for AM, PM or Anytime.

Inspection Type or Code A user-defined classification for describing the inspection, for example,
framing, landscaping, water or damage. Inspection Types are defined, by
department in Govern Admin, on the Inspection Code form and are
saved to the VT_USR_INSPECT table, by department, code, short and
long description.
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Inspection Type Result A user-defined code, used to rate the inspection, such as Passed, Failed
or Incomplete (Table: VT_USR_PMINTYST). This is defined by inspector
for each type.
Inspection Unit or Block A measure of time, used in scheduling an inspection and in blocking time
for an inspector. For example, if an inspection block is equal to five
minutes, the scheduler selects four blocks in order to schedule a 20
minute inspection. You can not schedule time that is less than an
Inspection Block, such as two or three minutes, in this case.
Inspection Unit Duration The amount of time allotted for an inspection block.
Inspector’s Schedule A form for defining the default inspection scheduling parameters for the

inspector. Organizational and Inspector Calendars are also used for
inspection scheduling. The Inspector’'s Schedule has additional
parameters for defining a name and address record and maintaining data
on the inspector.

Multimedia Codes and sub | A classification and subclassification providing options for linking various
codes document types to a permit, inspection or other record.

Organizational Calendar A classification and subclassification providing options for linking various
document types to a permit, inspection or other record.

Outlook Scheduling Govern can be integrated with Microsoft® Outlook®. Then, when a user
schedules an inspection in Govern, the inspectors’ Outlook Calendars
and Task Lists are automatically verified and updated.

In this version, the Mobile Inspection and DeskTop Inspection
components cannot be integrated with Outlook.

Permit Number A sequence of alphanumeric characters that is assigned to a permit
when it is issued.

PM Inspection An inspection scheduled for an unspecified time during the afternoon of
the selected day.

Primary Department In Govern, records are saved by department. Users are assigned to a
Primary Department, usually the department where they work and
access the majority of records. Govern opens to the Primary Department
of the user and to its default data source. Govern Admin and Batch
Processing open to the default year assigned to the Primary Department
of the user.

Scheduled Inspection An inspection for which the date and time (or AM, PM or Anytime) are
defined, as well as the Inspection ID and inspector

System Activity See Activity.
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Term Definition

Unscheduled Inspection An inspection record without a scheduled date and time. An unscheduled
inspection can be created manually or generated automatically, from an
activity.

User Notification A departmental or interdepartmental message can be associated with an

activity or activity step and automatically generated at a specified point,
such as the initiation or completion of the activity or activity step. The
message is sent through Govern’s Messaging System function.

Workflow A series of activities that define a business process within an
organization. Workflow activities can include tasks, procedures, the
request for and input of documents and required tools as well as other
processes. Created on Land Management forms, similar to those used
for permits, you can associate hame types, fees, inspection scheduling,
multimedia codes, a new workflow, permit or offense process and link
multiple properties as with a permit.

A workflow can be initiated through an activity associated with the
ePermit application.

In Govern, the Workflow Type comprises Complaint, Grievance and
Request for Services as well as Workflow.

Zoning A user-defined classification used in reports and business rules.
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Ad Hoc Re-assignment 132
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Availability 32
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Blocking Inspection Times 38
Blocking Time for an Inspector 120
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Color Coding
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an Activity 74
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a Departmental Calendar 33
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41
a New Inspection 98
an Inspector’s Schedule 34
an Organizational Calendar 30
Inspection Territories 24
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Default Activity Status 63
if Failed 63
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an Automatically Generated Inspection 73
Department Level Parameters 67
Inspection Calendars and Schedules 29
Inspection Parameters 61
Inspection Territories 24
Inspection Territories by Department 26
Inspection Type Status and Reason Codes 19
Inspection Types or Codes 17
the Activity Completion Status 20
the Inspection Results by Type 99
the Inspection Types 77
Validation Tables and Codes 17
Department 151, 158
Departments 127
Disable Inspections with No Permits Issued 62
Disable Inspections Work Codes 143
Display by 87
Display Warning for Unlinked Inspections 69

E
E-mail Address 45
Enabling Light Inspection Scheduling 65
Enhanced Check In / Check Out Inspections Func-
tion 153
Enhanced Inspection Scheduling Interface 109
Enhanced Inspector Search Screen 83
Export

to an Inspector’s Database 150

to an Inspector’'s Database Command Buttons

152
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F
Fee Amount 71

© 2013 MS Govern

Page 165



Inspections

G2 Govern

Floating 140
From / To Date 152, 158
From Date / To Date 86

G
Generate

Offense Fee From Inspection 71

Permit Fee From Inspection 70

Workflow Fee From Inspection 71
Generating

Inspections through System Activities 72
Generating Fees from Inspections 70
Govern

Granting Access Rights 59
Granting

Access Rights in Govern 59
Granting Permissions

to the Schedulers 54

I
Import
from an Inspector’'s Database 157
from an Inspector’'s Database Parameters 158
Inspection 82
Automatic Rescheduling 145
Defining an Automatically Generated 73
Defining Parameters 61
Defining the Type 77
File Nomenclature 82
Number Search 83
Rescheduling an 119
Templates 79
Inspection Calendars and Schedules 5
Inspection Code
Assigning a Template to 80
Inspection Date 95
Inspection Date and Time 97
Inspection Elapse Time 32
Inspection ID 86, 95, 97
Inspection Information group 86
Inspection Records
Viewing 93
Inspection Result 86
Inspection Results
Command Buttons 88
Parameters 88
Screen 88
Inspection Results parameters 99

Inspection Search 83
Command Buttons 85
Parameters 86
Screens 83
Inspection Status 19, 86, 95, 97
Inspection Territories
Assigning for the Organization 25
Creating 24
Defining 24
Defining by Department 26
Inspection Territory 71
Inspection Time 95
Inspection Type 86, 98
Inspection Types 96
Inspection Types or Codes 5
Inspection Units Duration 62
Inspection Work Type 140
Inspections 90
Automatically Scheduled 36
Blocking Times 38
Command Button Reassign 130
Enhanced Check In / Check Out 153
Generating Fees from 70
Reassign function 130
Re-assignment to any Department 135
Re-assignment within a Department 134
Re-sequencing 137
inspections 5
Inspections group 131
Inspector
Creating a Name & Address Record 41
Inspector Name 86
Inspector’s Database
Use at Next Startup 159
Inspector's Name 151, 158
Integrating Govern with Outlook 4, 48

L
Light Inspection 65, 112
Light Inspection Scheduling 65, 112
Enabling 65
Using the feature 113
Link Offence/Violations to Inspections 22, 115
Link to External Recordset 87
Linking
an Image 122
an OLE (from an existing document) 122
Multimedia Text 122
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Other Records 123
the Inspection to Other Departments 76
Linking / Removing All ltems 124
Linking Multimedia Documents 121
Load Data For 152
Location group 86

M
Manually Scheduled Inspections 36
Mobile Inspection and DeskTop Inspection compo-
nents 36
Modifying
a Name and Address Record 41
an Automatically Generated Inspection 95
an Inspection Generated from a System Activity
95
an Unscheduled Inspection 97
the Calendar 32
Multimedia
Linking Documents 121

N
Name & Address
Creating for an Inspector 41
Modifying a Record 41
Name group 87
Number of Days
for Automatic Rescheduling 64
Number of Inspections / Day 32

@)
Occupant Name 87
Offenses 127
OLE
Linking from an existing document 122
Outlook
and Exchange Server Account Setup 48
Integrating with Govern 48
Scheduling 40, 116
Scheduling Procedure 117

P

Permits 126

Prerequisites 150

Prompt Type in Activities 78
Properties 124

R
Reason 19
Reason Code 71
Re-assign
Ad-Hoc 132
Reassign
Inspections Command Buttons 130
Inspections function 130
Inspections Parameters 131
Re-assignment of Inspections
to any Department 135
within a Department 134
Redesigned Inspections Form 91
Rescheduling
an Inspection 119
Re-sequencing
Inspections 137
Resetting the Calendar 41, 47
Running the Process 151, 157

S
Scheduling
an AM, PM or Anytime Inspection 108
an Exact Time for the Inspection 107
an Inspection 102
the Inspection Time 106
Search Option group 87
Selecting
a Property as Current 125
Items in the Inspections Grid 92
or Assigning the Inspector 103
the Inspection Date 106
the Inspection Types 98
Sequence # 140
Sequenced 140
Setting the Path to
existing Templates 79
Setting Up
Automatic Rescheduling 128
Setting up Inspection Times 31
Sorted by 87
Suite/Unit Number 86

T
Templates

Setting the path to existing 79
Territory 86
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The inspection status can be defined as 95
Time Spent 99

U
Use an Inspector’s Database at Next Startup 159
Using

Light Inspection Scheduling feature 113

the Re-assign Inspections function 132

\Y
Verifying
the Inspection Types 106
the Location 108
Viewing
Inspection Records 93

W
Work Codes Linked to Inspections 139
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