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Septic System
Maintenance Contracts
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Setting up Contract FEES (Charges)

FOUR Ways to Establish Contract Prices:

1. Default Contract Price: One price for all customers
2. Based on Areas: Prices vary depending on the area (geographic region) they fall under
3. Based on Brand of System:Prices are set according to their brand type, size, etc.
4. Override Fee:Give each individual their own contract charge

The contract price is set by going to Master Files/Set Default Contract Prices Menu.  Choose your 
desired option.  As stated in number 4, each customer can be given their own particular 
option that will override the one in the Master Files. 

Choose

Updates
All customers

to Chosen Option

Charge

Click
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Contract Menu:
ACTIVE (INACTIVE) CHECKBOX:New to 
version 5.0!  Click if customer is Active.  If 
the Customer is Inactive (no scheduled 
service) uncheck the box
Contract Start Date: When the contract 
actually begins.
Contract end Date: When the contract will 
expire
Next Contract Duration:Set the months in 
duration for the next Service Contract.  The 
Mass Printing will reflect each duration for 
each customer.

NEW FOR 8.0!!!  FEE OPTIONS:Choose what type of Contract Charge Option you want to use for this customer.  You can set the options for all 

ŎǳǎǘƻƳŜǊǎ ƛƴ ǘƘŜ aŀǎǘŜǊ CƛƭŜǎκ{Ŝǘ 5ŜŦŀǳƭǘ /ƻƴǘǊŀŎǘ tǊƛŎŜǎ ƳŜƴǳΦ  ¸ƻǳ Ŏŀƴ ƻǾŜǊǊƛŘŜ ǘƘƛǎ ŎǳǎǘƻƳŜǊΩǎ ŎƻƴǘǊŀŎǘ ƻǇǘƛƻƴ ōȅ ŎƘŜŎƪƛƴƎanother option for them.  New 
customers will automatically be given the option you have selected in the Master Files/Set Default Contract Prices menu.

CONTRACT FEE BOX: You can set the contract amount for the customer based on several variables:  Standard (flat fee), Area Contract Charge (basedon the City/Zip 
code), and an Override Fee (for each customer).

AREA/ZONE:determined by YOU.  Go to Master Files ςCities and set up your Areas.  You can double click on the Area Field and set up yourAreas.  This allow you to 
charge different prices on your service contract based on the location of the customer.

STANDARD FEEΥ  ¢Ƙƛǎ ƛǎ ǘƘŜ άōŀǎŜ ǇǊƛŎŜέ ƻŦ ǘƘŜ ŎƻƴǘǊŀŎǘΦ  Lǘ ŎƻƳŜǎ ŦǊƻƳ ǘƘŜ {ǘŀƴŘŀǊŘ /ƻƴǘǊŀŎǘ tǊƛŎŜ ƛƴ ǘƘŜ aŀǎǘŜǊ CƛƭŜǎ ςYour Organization Menu, the Area Charge.  It 
can also come from the Areas Menu if you put the Area Contract Price there.

ADD-ON CHARGE AND DESCRIPTIONΥ  !ŘŘ ŀ ŎƘŀǊƎŜ ǘƻ ǘƘŜ ŎƻƴǘǊŀŎǘ ƭƛƪŜ ά/ƘƭƻǊƛƴŜ /ƘŀǊƎŜέΣ ƻǊ άнп ƘƻǳǊ ǊŜǎǇƻƴǎŜ ǘƛƳŜ ŦŜŜέ

TOTAL CONTRACT FEE:  This is the Standard Fee (plus) the Add on Charge.

OVERRIDE FEE:Enter a charge for this specific customer.  This is a special charge for THIS CUSTOMER ONLY.

LAST PAYMENT: When the customer paid you last

DECLINED RENEWAL ON:You can run a report from the Reports Menu of all the customers that declined your service.  Many agencies require this list beprovided 
each month.

SENT TO AGENCY ON:When you sent the contract information (renewal or initial) to their agency

Reports Buttons:  Set up your document verbiage in the Master File/Edit your Documents Menu

Initial Contract: Click this to Print out a Contract for the Customer.  Enter the dates for the length of the contract period.

Renewal Contract:  Click this button to Preview and Print the Renewal for the customer.

Contract Due Letter:This will print the Letter for the customer that contains the price and duration.

Expired Contract Letter:  Print out a letter to the customer when they are past due for their renewal.

Attention!!!  New for 7.3 ςAfter 
entering the Contract Start Date, you 
will be prompted to respond to the 
NEXT INSPECTION Calculated date.

Important
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Printing Contracts and other Documents, Etc.

Initial and Renewal Service Agreements, Service Letters, Past Due Letters, & Inspection Sheet:

All of these documents are provided to you in the Service Section of the SAFE Program.  Edit these documents by going to the Main Menu / 
Master Files / Edit your Documents. 

Enter any comments 
that you may want to 
add to the document.

Preview the selected document.  Click 
File then Print to send this document 
to the printer.  Make sure you perform 
these steps while previewing the 
document.

To print out multiple 
customers for a particular 

document, got to the Reports 
Menu and select the desired 

document.

1

2

3

4
!

Email portion explained on the next page
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EMAILING Contracts
Initial and Renewal Service Agreements, Service Letters, Past Due Letters, & Inspection Sheet:

NEW FOR VERSION 11

Make sure you have Outlook or Windows Live 
Mail installed and set up before proceeding

Set up Email Messagesfirst.
After completing, select the 

desired message

Select 
Message 
then Click

Setup in theEmployees Menu

Attached 
Document in 
a PDF Format
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ROUTINE
Septic System Inspections
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Inspections Menu

Appointment Only Customers:  Check this box if you want the customer to show up on the
Appointment Customers Report located in the Reports/Service Menu.
Next Inspection Date:Enter the date of the next scheduled inspection
Late or Blank DATES are in RED.
Inspections per Year will default to 3/year, but can be edited by going to Master Files/Your Organization
Area/Zone: The area the customer falls under (See Master Files/Areas or Master Files/Cities to set up your Areas).
Brand Name:Enter the brand of the system (double-click to add more brands)
Default Technician:  Click and enter the default technician assigned to this customer (optional).
Inspection Master:Defaults to Aerobic but can be changed if need be.  Double click on the white field and enter another type of system.
Instructions to Service Tech:Enter any information for the Service Tech.  This will appear on the Scheduled Inspections List.

Reports:
New Inspection:Click to add an inspection.
Past Inspections:Click to Preview all past inspection for this customer
Inspection Sheet Portrait format:Preview and print an inspection sheet in the portrait format
Inspection Sheet Landscape format:Click to print out an inspection in the Landscape format.

Grouping:

Area/Zone: Click the down arrow to assign the customer 
an area.  This customer will be automatically assigned an 
area when you set up the areas in the Cities Menu in the 
Master Files Section.

Chlorine Information:

Chlorine Required:  /ƘŜŎƪ ǘƘƛǎ ōƻȄ ƛŦ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ 
system requires chlorine.  NOTE!!! In version 8, you can 
check the Chlorine Required Box in the Master 
Files/Treatment and Disposal Types Menu and the 
appropriated types will be automatically be defaulted to 
add chlorine.

Chlorine Dates:  Click the box if the inspector adds 
chlorine during the Inspection.  Enter the date to schedule 
when it needs to take place.  You may want to duplicate 
the Next Inspection Date.
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Set up Area Service Charges and Areas according to your office location and the density of service.  The greater distance ςthe more you can charge for the contract.

EXAMPLE OF SETTING UP STANDARD SERVICE CHARGES AND AREAS

My Office:  This is where my office is located and where all my service 
personnel will be departing from every morning.

Represents my Areas that lie closer to my home area.  These customers 
may or may not get different contract prices, but none-the-less, they will 
be grouped together for service.

This symbol represents my outlying areas.  There are fewer customer in 
these areas and they get a higher contract rate.  Also, they will be 
serviced with their corresponding area so that driving is reduced to a 
minimum.

Go to Master Files/Areas and Contract Charges.  Create your areas based 
off of the DEFAULT ZIP CODE for a city.  You can then go to the Cities 
Master Files Menu and add those areas to your respective cities.
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¦ƴŎƘŜŎƪ ǘƘŜ {ŜǊǾƛŎŜ /ƻƳǇƭŜǘŜŘ ōƻȄ ǘƻ ƪŜŜǇ ǘǊŀŎƪ ƻŦ ǇŜƴŘƛƴƎ ǎŜǊǾƛŎŜ Ŏŀƭƭ ƻƴ ŀ ǊŜǇƻǊǘ ŎŀƭƭŜŘ ά{ŜǊǾƛŎŜ tŜƴŘƛƴƎέΦ 
¶Chlorine Added can be checked and noted.  You can enter how much chlorine you put into the system.
¶Nitrogen Content can be tracked here as well.  Enter the milligrams/liter amount for each inspection.
¶Enter the CFM (Cubic Feet Per Minute (Flow)) and the PSI, and Sludge Levels of both tanks.
¶Water Meter Reading:  Enter the meter reading.
¶Note the Fee and enter Paid if you have received payment.  All service calls that are unpaid will be compiled in a report calledά¦ƴǇŀƛŘ LƴǎǇŜŎǘƛƻƴǎέΦ
¶PROBLEMSabout the system can be noted on the service screen by checking the Problems box that is circled in RED.  When selected, this customer will be 
άflaggedέ ŀǎ ƘŀǾƛƴƎ ŀ ǇǊƻōƭŜƳΦ
¶Click Invoice if you desire to create an invoice from the inspection performed.
Preview Single or All Inspection Results: This will show the inspection result (s) for that customer. You may then choose to exit and automatically update your next 
inspection date.

New for 8.0!!!!!  PPI Customer:  These are customers that Pay Per Inspection.

Inspection Sheets(Continuation of Inspections Tab)

Previous and New Service:  When your customer calls and requests service on 
their system, you will be able to enter initial information on the request or view 
past service on their account.  Once your inspector returns, you will be able to 
update that service.

IŜǊŜ ƛǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ǘƘŜ άbŜǿ LƴǎǇŜŎǘƛƻƴ {ŎǊŜŜƴέ
You can track which inspector answered the call or performed the inspection.  This 
ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ōŜ ŎƻƳǇƛƭŜŘ ƛƴ ŀ ǊŜǇƻǊǘ ŎŀƭƭŜŘ ά{ŜǊǾƛŎŜ ōȅ LƴǎǇŜŎǘƻǊέΦ
Note what type of service it was by clicking the pop-down arrow.  You can add or 
delete types by double-clicking.
¶ADD COMMENTS (OFFICE USE ONLY) ABOUT THE INSPECTION ςNEW ON 5.0
¶After you have performed an inspection, you can answer: 
¶Op (operative), Non-Op (non-operative), COS(Corrected on site), or N/A (not 
applicable)
¶The Service Provider field will default to your company, however, you can choose 
another Service Provider if you are not noted as one.
¶Enter all dates (inspection date defaults to current date)
¶Inspection #:  Enter in the inspection # that this is versus the total number that 
should be performed.
¶Enter the Date Submitted (to the agency) and any Lab Information.

Recording Inspection Information:

Additional Options

Chlorine Supply will be in 
ƎǊŀȅ ƛŦ ǘƘŜ ά/ƘƭƻǊƛƴŜ 
wŜǉǳƛǊŜŘέ ƻǇǘƛƻƴ ƛǎ NOT 

checked.
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How does the program re-schedule my next inspection?
The software looks at two things for rescheduling:  The number of inspections per year and then either the Last Scheduled Inspection Date, Actual Date, or the Contract Start Date.

The deciding factor is you ςthat is to say, which option you decide to use.  Go to Master Files/Your Organization to change the option.  You can also go tƻ ǘƘŜ /ǳǎǘƻƳŜǊΩǎ aŜƴǳ ŀƴŘ ǘƘŜ 
Contracts Tab.

Option 1 and 2 -: The program looks at either the previous SCHEDULEDInspection Date or 

the ACTUAL DATE of the inspection and then number of inspections per year.  Once an 
inspection is recorded, you will be prompted to change the date based off of that SCHEDULED 
inspection or the Actual Date.

Example:  03/17/08 (Scheduled Inspection Date)

3 inspection/yr (4 months apart)

07/17/08 (Next Scheduled Inspection)

Option 3 ςCONTRACT START DATE:The program looks at the Contract Start Date, the 

ƴǳƳōŜǊ ƻŦ ƛƴǎǇŜŎǘƛƻƴǎ ǇŜǊ ȅŜŀǊΣ ƛŦ ǘƘŜ ƛƴǎǇŜŎǘƛƻƴ ōŜƛƴƎ ǊŜŎƻǊŘŜŘ ƛǎ ŀ ά{ŎƘŜŘǳƭŜŘ LƴǎǇŜŎǘƛƻƴέ ŀƴŘ 
how many inspections have been recorded during the contract period.  Once an inspection is 
recorded, you will be prompted to change the date based off of the CONTRACT START DATE.

Example:  12/15/07 (Contract Start Date)

3 inspection/yr (4 months apart)

2 of 3 (Next Scheduled Inspection Count)

07/17/08 (Next Scheduled Inspection)
IMPORTANT:  In order for the date to change,the TYPE must be  a ά{ŎƘŜŘǳƭŜŘ LƴǎǇŜŎǘƛƻƴέ

Determines
Rescheduling



= Actual Inspection Dates
1st Date:  05/29/2010
2nd Date:  10/01/2010
3rd Date:  03/10/2011

= Contract End Date
05/14/2011

New Scheduled date IF Contract is Renewed

x

x
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Further Explanation of Rescheduling Options
Option 1:  Calculate the next inspection from the PREVIOUS SCHEDULED Date Tested

When you exit the inspection, you will be prompted to respond 
to whether you want to re-schedule the next inspection to a 
certain date by using the Scheduled Test Date. 

Example: 1st Scheduled Date = 06/15/2010
Scheduled Inspections per Year = 3
(Months between inspections = 4)
Next inspection = 10/15/2010

This option is set up in the Master Files/Your Organization Menu.

¢ƘŜ ƴŜȄǘ ƛƴǎǇŜŎǘƛƻƴ ŘŀǘŜ ƛǎ  ŎŀƭŎǳƭŀǘŜŘ ǳǎƛƴƎ ǘƘŜ ά{ŎƘŜŘǳƭŜŘέ LƴǎǇŜŎǘƛƻƴ 5ǳŜ 5ŀǘŜ ƛŦ 
the box in the Master Files / Your Organization menu is checked accordingly.

Check

Jan        Feb           Mar      Apr       May         June               July         Aug          Sep        Oct          Nov Dec

Jan        Feb           Mar      Apr       May         June               July         Aug          Sep        Oct          Nov Dec

2010

2011 3

1 2

= Contract Start Date
05/14/2010

= Scheduled Inspection Due Date
1 DATE:  06/15/2010 (Set by YOU Manually)
2 DATE:  10/15/2010
3 DATE:  02/14/2011

1



New Scheduled date 05/30/2011 IFContract is Renewed
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Option 2:  Calculate the next inspection from the ACTUAL DATE OF THE INSPECTION and Number of Inspections per Year

When you exit the inspection, you will be prompted 
to respond to whether you want to re-schedule the 
next inspection to a certain date by using the ACTUAL 
DATE OF THE INSPECTION.

ONCE YOU SCHEDULE THE FIRST INSPECTION DATE, 
YOUR NEXT INSPECTION WILL BE SCHEDULED FROM 
THE ACTUAL VISIT DATE.

Example:          1st Scheduled Date:  06/22/10
Actual date Tested = 06/29/2010
Scheduled Inspections per Year = 3
(Months between inspections = 4)
Inspection 1 of 3
Next inspection = 10/29/2010

Further Explanation of Rescheduling Options

x
x

The next inspection date is  calculated using the ά!/¢¦![έ Inspection Due Date 
if the box in the Master Files / Your Organization menu is checked accordingly.

Jan        Feb           Mar      Apr       May         June               July         Aug          Sep        Oct          Nov Dec

Jan        Feb           Mar      Apr       May         June               July         Aug          Sep        Oct          Nov Dec

2010

2011 3

1 2

= Contract Start Date
05/14/2010

= Contract End Date
05/14/2011

= Scheduled Inspection Due Date
1 DATE:  06/15/2010 (Set by YOU MANUALLY)
2 DATE:  09/29/2010
3 DATE:  02/10/2011

= Actual Inspection Dates
1st Date:  05/29/2010
2nd Date:  10/10/2010
3rd Date:  01/30/2011

1



= Scheduled Inspection Due Date
1 DATE:  09/14/2010
2 DATE:  01/14/2011
3 DATE:  05/14/2011

x
x
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Option 3:  Calculate the next inspection from the CONTRACT START DATE  and Number of Inspections per Year

When you exit the inspection, you will be prompted 
to respond to whether you want to re-schedule the 
next inspection to a certain date by using the 
Contract Start Date

Example:          Contract Start Date: 05/14/2010
1STInspection Date:  09/14/2010
Scheduled Inspections per Year = 3
(Months between inspections = 4)

Next (2nd) inspection:  01/14/2010
Notice

Further Explanation of Rescheduling Options

The next inspection date is  calculated using the CONTRACT START 
DATE, THE NUMBER OF INSPECTIONS PER YEAR, AND THE 
MONTHS BETWEEN INSPECTIONS if the box in the Master Files / 
Your Organization menu is checked accordingly.

Jan        Feb           Mar      Apr       May         June               July         Aug          Sep        Oct          Nov Dec

Jan        Feb           Mar      Apr       May         June               July         Aug          Sep        Oct          Nov Dec

2010

2011 3

1

2

= Contract Start Date
05/14/2010

= Contract End Date
05/14/2011

= Actual Inspection Dates
1st Date:  08/20/2010
2nd Date:  01/25/2011
3rd Date:  04/30/2011
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Remote Alarm Monitoring
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Remote Alarm Monitoring aƻƴƛǘƻǊƛƴƎ 9ȄǇƭŀƛƴŜŘΧ
LŦ ȅƻǳ ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ƳƻƴƛǘƻǊƛƴƎ ȅƻǳǊ ŎǳǎǘƻƳŜǊΩǎ ǎȅǎǘŜƳǎ ǊŜƳƻǘŜƭȅ ǳǎƛƴƎ ŀƴ 
auto-dialer, this is the screen for you.  

Contact VMSoft Products for more information about alarm monitoring and auto-
dialer brand compatibility.
NEW For 5.0:
We added the Active for Monitoring (Green and Red) checkbox, Contract Start Date 
and Provider with phone field. 

This selection is for those of you who do alarm monitoring using auto-dialer systems on 
septic tanks.  A reports menu will allow you to produce many different documents.

Alarm Sounds
on System 
indicating 

failure

Failure Information is 
sent through phone lines 
in the form of codes like 

HW for High Water

Computer 
Uploads the 
Failure Data

User can view a report 
of all failures and 

respond accordingly

/ǳǎǘƻƳŜǊΩǎ {ȅǎǘŜƳ ƛǎ 
repaired and alarm is reset

I9w9Ω{ 
HOW IT 
WORKS
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Importing Auto-Dialer Failures
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How to Import Remote Alarm Failures into the Program

Alarm Failures:  Find out what systems reported an alarm by following these few steps

1. Click on the InspectionsTab on the Main Menu

2. Click on �³�5�H�P�R�W�H���$�X�W�R-Dialer M

3. �&�O�L�F�N���³�,�0�3�2�5�7�´���D�Q�G���W�K�H���I�D�L�O�X�U�H���I�L�O�H���Z�L�O�O���E�H���V�D�Y�H�G���L�Q�W�R���W�K�H���&���G�L�U�H�F�W�R�U�\���L�Q���D���I�R�O�G�H�U���F�D�O�O�H�G��
�³�/�R�J�J�H�U�´���D�Q�G���E�H���Q�D�P�H�G���Z�L�W�K���W�K�H���F�X�U�U�H�Q�W���G�D�W�H��

4. Click the Septic Inspections Tab on the Main Menu and then Auto-Dialer Monitoring.  Click 

�R�Q���³�$�O�D�U�P���)�D�L�O�X�U�H�V�´���E�\���H�L�W�K�H�U���&�X�V�W�R�P�H�U�����'�D�W�H�����R�U���6�H�U�Y�L�F�H���&�R�P�S�D�Q�\����

5. Enter your desired data range and then click Preview.  You will be able to print out a listing 

of all the failures that were imported into the SAFE Program.

2

4

3

5

1

Reports


