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Switch Names : - - e
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Main Menu — Master Files Tab

Master Files Menu
g3 Master File

Etup Your Company

nu

License Information

General Categories Financials Setup

Exit

Tanks and Accessories.

Your Organization

i

Edit Your

Standard Lines for
Brands Invoices/Proposals

l Tank Types l

Treatment and Disposal Tax Descriptions and Rates
Types

Set Default Contract Prices JiEgepacicouns

Tank Material Types:

Agencies

Expense Categories

Areas and Contract Charges

Dﬂﬂ

:

Fee Add Ons

Rental Models.

Senvice Types

T Types
Pump Model Types
Waste Types

Disinfectant Types
Inspection Master Rental Models

Rental Status Types ]

WH

Vehicles

Email flessages ’ Work Order Jobs ] Vehicle Work Order Update Email Addresses
c

Disposal Sites

Change Multiple Records

Network

lath Locations ’ Fart Descriptions ‘ lVehm\eWﬂrkOrdelTypes] [ Wass Change Queries ]

i

YOUR ORGANIZATION MENU

1. The MASTER FILES is the “Filing Cabinet” of your SAFE™ Program. Enter all
of your commonly used data into these screens.
2. YOUR ORGANIZATION: Information about your company
= Enter your company and personal information here.
= Setup scheduling options, Heading, font sizes, and Colors. This will
help your documents look perfect.
= Enter Defaults for your...
etup: Click the Company Logo “Location” field and find your
4 LOGO Setup: Click th “ ion” field and find
folder that you previously setup that contains the logo. WE DO NOT
CREATE OR SETUP YOUR LOGO — CONSULT A GRAPHIC ARTIST FOR
PROFESSIONAL HELP. Click on the file (called “Logo.jpg” or something
similar). Now you are linked.
Scanned Documents Setup: Click the Scanned Documents field
and find your folder that you previously setup that contains the scanned
images or digital photos for your customers. Click “Save” and now you
are linked. DO NOT CLICK ON A SUBFOLDER FOR A PARTICULAR “ID”.

You do not want to link the master location to the subfolder due to the
fact that it will not work! Here is an example:

Your Information

— Your Information

Cwner: |.JDI"I Smith|

Address: [P.O. Box 557

City: |Deltun

# Browse
Favorite Links Name Date modified Type Size

067c07518¢474¢B1b118... 02/18/20071235 ..  File Folder

IE Documents
. 80146cb08H662619 03/23/200711:06 ..~ File Folder
&l Recent Places Logo 05/22/2007 2:24 PM  File Folder
B Deskiop Motorola Phone Drivers  08/06/2007 4:56 PM  File Folder
1 Computer Program Files 08/13/2007 9:04 AM  File Folder
(@ Recently Changed € sare 08/15/2007730 PM  File Folder
B Music SAFE Data 05/24/2007 336 PM  File Folder
B Pictures SAFE Scanned IMAGES  08/15/200710:15 ... Fille Folder
SwSetup 07/04/200711:11 ... File Folder
Public Users 02/18/20071110 ... File Folder
B searches Windows 08/15/20074:34 PM  File Folder

State:
Zip

— Contact Info

Click on the folder named “SAFE Scanned Images”, then
click “OK”. The location should appear in the “Scanned
Documents” field.

Wehsite:|

Your Organization Information Contact Us | ‘ SAVE/EXT |
— Linked Files
| Logo Location: | | Browse |
| Logo Alignment: E" From the left (3.4 Centered)
[ Linked Files: | | Browse |
* Files you want to link to your customers
CrEt el EE R T Alarm Location: [C\LOGGER | Browse |
Organization Mame or Type -
*Location of Alarm File to Import
— Service Re-Scheduling Setup — Inspirear Defaults
Phone:|(800) 216-5465 g Last Scheduled Date* Residential Inspections per
. Last Actual Date Tested Agency Option
Faxx:|(800) 524-6546 () Contract Start Date
Email: |Cir‘3|9J.539mbic@gmai|£ﬂm | * The first option is used by most service Commercial Default Service
| ies for re-sheduling their Contract Fee Options
ingpections on customer systems. R,

— Document Setup

— Financial Defaults

Heading Alig: it Font Size Color Invoices Per Page
v Left Company Name: |16 () Black () Red (%) Blue O Green Invoice Message
€ Center Linet Address: [18 (%) Black ) Red () Blue ) Green THANK YOU FOR YOUR BUSINESS
{f: ::}g:; Line2 Address: [18 (%) Black () Red () Blue ) Green
— GPS Defaults — Credit Card Password

Latitude: |

N H 0 | Longitude:|

| P

=  GPS Defaults: Enter the default Latitude and Longitude for your area.

= Invoices per Page: Enter the desired default invoices per page. If you
choose 1 per page, you will still be given the ability to print out 2 per
page on the invoice menu.

= Invoice Message: Enter the default invoice message that will go on
ALL Invoices.




Main Menu — Edit Your Documents

Master Files Menu

g3 Master Files Menu

Setup Your Company 5
Standard Lines for
Your Organization B Invoices/Proposals Tank Types.
Disposal and Rates
i Types Tank Haterial Types
Edit Your Documents
l l e '

Transaction Types

Pump Model Types
Subdivisions
Fee AddOns.

i
i

Senice Types

0]

Cities. Rental Models Waste Types.

Disinfectant Types

por—

Inspection Master Rental Models

Vehicles

Counties

Employees

|

Change Multiple Records

Email Messages arkouetobe Vehicle Work Order Update Email Addresses
Companies.
Network Path Locations i PartDescriptions. l Vehicle Work Order Types [ Wass Change Queries l

1. Subdivisions: Enter your
Subdivisions or Mobile home park

information here.

‘Subdivision / Mobile Home Park - Addition / Update

2. Cities: Enter all the cities.
Enter a default zip code for the
city and the area that this city
fallsinto. If you have not
created any areas, go to that
menu first.

& Subdivision Entry Cancel | Preview Subdivisions | SAVE/EXTT
Finds [ [] bx ] adtanensubdveon
Subdivision [ Mobile Home Park
Name: [Alsatian Hieghts |
Location/Street: | |
city: [ [«] state:| | zp:
Cuner Information: | Same as the above
Name: | |
Street: | |
Gty v]state: [ |7 | |
lots  Aces  SubmitDate ReviewDate  Sgnoffbate W) zslEEn
[0 | [ Inrecharge zone
— =] O Has existing OSSF's
O Wil have future O35F's
Comments:
O publicwater
O wels
0 muo

Record: [14][ 4 1 [ v )] of 125

Cities Table Check all that
[ City Name sdacy| swe OTmize deatsewes ot o speses] [ 3. Areas and Contract Charges: Create areas for your service technicians apply

g lind [ | [ [ C_ ) so that they can focus their scheduled inspections, work orders, and

[escom [z ] [ [ L_El pump-outs into groups which in turn will reduce driving and fuel costs.

[Bandera [78000 | [ [4] [ T=

[Fendere Lwe | [ [ [

[Batesvile [ 78820 | [ 4]

[oere Lmws | [ [ [ S .

[Boerne [ 78215 | - v @ Areas and Contract Charges SAVE / Exit I

[Bulverde [ 7883 | [ 4] [T &

Service Area Code Name of Service Area Assigned Service Tech Standard Area Contract Charge

[Bubverde [ e | [ [ L[] 3 irea A |[Bil Rogers ] | $450.00 |

|Canyon Lake | 78132 | = = T T = S0.00 ] ]

[Canyon Lake | 78133 | - -

[Canyon Lake s3] [ 4] [ T=

[castrovile [ 78809 | | [+] [ [=] ——

After assigning your Areas - Click this button to match ALL customers with those Areas. | "M* Employee Menu - Fand Engloye: El S |
e et o Employee 1D and Acces Level | Persoral Informaton
Record: (I < 1[ 1 (F JPIJRH] of &5 Record: (G4 1 Do[hbE of 1 B - 3 Mame: [Bill Stephenson T
Type: [Other - Titig: [Service Tech
Password: 55 Address: (99 8 Smah Strest Main e

Companies and Agencies Status:| - 5‘:: D;nwr R - M

= Companies and Agencies

Find Company / Agency: [ [+] Cancel Save / Bxit

‘ — 4. Companies and Agencies:

Name: [AAA Septic System

| w| o v n]rs]

{_Organization Type

I~ Agency/Regulatory Authority

T Designer or Engineer

Delete This Record

I~ manufacturer ¥ Hauler
I Distributor
I Site-evaluator W Installer
™ Builder

I Developer

Contract Expres

Trucks / Drivers

Account =
I~ maintenance Co

I~ Alarm Monitoring Company
T™ Home Owners Association ¥ Contractor/Driver

{{_organization mformation

Contact Luke Bradford | contact Position | Phone
Street |PO Box 53 2nd Phone
Ucense| | Bpires| |

Nates:

Recors: (1) )1 0 0Up] of &9

Enter all of the companies
and Regulatory Authorities
that your company deals
with.

Fhone; {454) 8445984 Drwver's license Mumber: (17510575
‘Socil Secursy tumber: (455256223
License Type: (05 I
Ucense Mumber: 3434343
Terminstion Date: Licanse Exgiration: 01/01/2009
—_— ackatonal Lcence Type:
O [FIp——
AecumasekTis [ 000
Eigbie Vacaten Time: 0.0 [Norweco, Clsarstrsam, Hoat. Solar-aire
Acsdvasater: 000
Accrued Comp Teve: | 0.0
s [14] ¢ p#]of 2

Biank
Timeshest

Delst
Emplay




Main Menu — Edit Your Documents

Q = Inspection Sheet

Disposal v' Theinspection sheet is a “template” form used by the Texas Commission of Environmental
Employees [M % et Quality. This will give you an idea of how to set up the sheet. Click your cursor into the body and

— [ Work Order Jobs ] T Update Emal Addresses change words, insert specific information, or delete the body and completely enter in your desired

Network Path Locations i Part Desciptions l body from scratch.

Disinecian Types ] [ ]
[ Fent) s Does

1. Edit Your Documents: This menu will allow you to edit certain documents and forms. Microsoft
&3 Master Files Menu — T is very limited in it's document versatility, so you can only change the wording and font size. This
g | — is NOT a programming issue in SAFE, it is simply a limitation with Microsoft Access.
Your Organizatio 1 [ Invoices/Proposals ] i TankTypes. ‘ . Eet tge s g ’ ply
e l we ~ v' Most documents have a “template” example already in the body field. This will give you an idea
¢ § : [ T ] of how to set up the document. Click your cursor into the body and change words, insert specific
subdisons Q information, or delete the body and completely enter in your desired body from scratch.

Vehicle Work Order Types

Cover Letter and Contracts
:

Your Contract and Letter Formats
o et ot Contract Cover Letter and Contract Setup

1~ Create and Edit Your Documents
Cover Letter | Residential INITIAL Contract | Residential RENEWAL Coniract | Commercial INITIAL Contract | Commercial RENEWAL Contract|
Service Documents Custom Documents and Lefters Body of Cover Letter U] print CC:at bottom of letters  Font Type: Font size: Breuiew Bod,
l COVER LETTER

and All Contracts

E Setup Cover Letter 1 I All Custom Documents

] l NEW Custom Contract I for your records. Also please verify your address and phone number as listed above and notify me of

l Contract - Past Due Letter H Inspection Sheet N " . . . . N
any corrections. In an effort to be more "green" and environmentally friendly, if you have an email

I NEW Custom Letter l

’ Monitoring Contract ‘ ’ Monitoring Past Due Letter ‘ address you can provide us, we would like to have that on file to forward important correspondence
(Remole Autodialars) (Remote e to you. Upon receiving your completed contract and payment, we will forward it to the proper

’ Email - Template Forms l regulating authority on your behalf. If you have any questions, please feel free to call me directly at
(214) 502-4089. Thank you in advance for your cooperation in expediting this matter, and thank you
for your business. Sincerely,

Messages

Pumping Documents l Add/Edit Standzrd Invoice Message

Pumping/Cleaning
Inspection Form

l Standard Rental Message l

[ Pumper/Cleaner

Service Form
ﬁl/ Inspection Form Information Font Size [SAVE/ Bxiti
Body of Inspecton Form
Tnspection Type: Tnspection of ___for the contract year
Tem Operational Inoperative WA

|Aerator:

Irrigation pump:

\Air compressor:
Disinfection device:
chlorine supply:

Spray field vegetation
Sprinkler / Drip backwash:

KNOWN ISSUE: You may notice that lines appear to be miss-aligned in many SAFE
Sprnkier / D documents and inspection forms, however, when you print out the desired document,
Mot vy G the lines are in fact aligned. This is a known issue with the Microsoft Access Memo
oo Gy ooeronons (arenred) fields and cannot be changed. THIS IS NOT A SAFE ERROR. The best suggested fix is

Fecal Coliform

o
A

Chlorine Residual:

Fon ethad — that you simply play around with the alignment until you get the desired formatting.

[TSS: . . .

Commerdl Lab - We are sorry for any inconvenience this may cause.

Repairs made: Y/ N 4

Repairs and Comments:




Main Menu — Edit Your Documents

Master Files Menu O""‘"“‘“‘ = @hﬂm = @ Master

. M - on s o ot cancs -
g3 Master Files Menu sesrgin ot sagan o Description of Tax Lacal Cad Parcentage L_#2) tnspection Name: Drip System

T [omeemsd = . ;
Setup Your Company " Tonks and A + [NON-Appicable A 0.000] % 1z [lines
\ = § § 2 fomiew
Standard Lines for
Your Organization i T l l Invoices/Proposals l i Tank Types b (State Tax a1 8250 % 3: :q:ns7
: [pets
Tssimntnd Diposa [ S — ] 5: [Crooks
e — { ‘Tank Material Types Tax-Exempt EX [ 0.000] % 6: oo

. 7: [Commentd]
l M & i ) =

Recst 4] < [T (S ba ot 1 &2

[ Expense Catsgoes 0
7 Pump Model Types n:
Subdivisions o rsa0 2 5
e Add Ons.
Senice Types * feres ‘Standard lnvoice and Praposal Lines =
Cities Rental Models Waste Types. -

II[DE

b4 Cance|/Ext e
‘* Employes Menu  find Empioyee. = Concalin| senioe | Invoice / Proposal Line Descriptions Defoult Defauit Unit
DisinfectantTypes [ renisnares | Quantiy
[E—] Inspection Master Rental Models o MName: Bill Stephenson pasete (rasor ! e
mperees range e Recrce 1| s foter Hl o Sore Gorm G o 1 i El—
Password: (85 Address: 99 B Smith Street Main Men -
Email Messages ROk VE"“’E W“”‘O“‘w Update Email Addresses Status: _ iy enton 3 Options Drive to/h oot r n 350000
Nor-Exempt State; TX___|2pq 76210 e O e
Network Path Locations i Part Descriptions. l Vehicle Work Order Types. [ lass Change Queries B Ceniact el ltey nferrmier N gr——— L [Electronics 1 1] $150.000
Prane: (850 841 5501 Oriver's eses tambsr: 07510575 = i : 0w
e
Diate of Birth: 01/01/1968 License Type: 05 I Labor 1 1 $60.000
- T e
1. Fee Add-ons: Enter any add-on fees that you Temination Date: ‘;h:m:: o200 (Gre Month Rental - Handicapped Toiiet 1 $90.000
. s e s v netr vt i T
may want to select for your service contract i — e
| || e
customers e AL s
iscorued Comp Tme: o00| Employee
. H H Rental PickupyDelivery Char 25.000
2. Taxes: Enter your default tax descriptions R ———— by st ¢
e T

[

and values O e i = 7 TP
3. Inspection Master: Add different types of @me 55| \LAutoce:
Inspection for your unique inspection record @ rand Names | (‘ Types of Pump Models
taking proceSS. You can create new types of 5"“"":“['["95 "‘"“5‘““ = C""“’“E":;i'_ Model Name Aerator Discharge Days Months or Years  Brand (optional)
. . . A0L8 M - B *| (1000w, ne, WU O [ ][ ][ ] [clearsteam Wastewater Systems [~
inspection sheets for your different systems. 3 tondond ot 5 s o 3 1000 1] =
Service: -
. ua Safe/ Agua 0 Gallons $0.00
4. 'Employe.es. Enter a” of YOUr employee :MW — sm: 500 N, NG, NU O [ ][ ][] [cearstream Wastewsater Systems [~
information, establish ID’s, Types, and : Standard [500 1, C sarvica |
. Cajun Aire 0 Gallons 50.00 Service:
PaSSWOFdS fOr Securlty' YOU can also Choose a (Cear stream 0 Gallons 0.0 | 600 N, NC, NU [m] [ 17 1[ ] [Cearstream wastewater Systems [~
default main menu and options for each e o Standard ‘

Service:
employee. ED ke [__o0) T T [ I ] cavenwmmesemnl]
5. Standard Lines for Invoices/Proposals: Enter — e i) |
the standard charges or proposed charges, w:‘: —— o — Recod: () ([ 7 (v IR of 57
quantity, and amount in this table. Yog will @mm — @mmm“w o
be able to select from these standard lines T 2 P — E
later on your invoices and proposals.

———————— Warranty--—---

¥ — 3 [Cleaned Filter]
=

6. Brands: Enter your brand types. o lieperies
7. Pump Models: Enter your types of Septic = [Pumped
[Replaced Lid

[Replaced Tank

8. Tank Types: Enter your tank types. Fretreatment
9. Tank Transactions: Enter the types of tank [Pump

*
[

* \

1

]
]
]
System Pump Models. oldng ]
]
J
]

transactions.

Record: (14) ¢ || 1 (P JPUJpH of 5




Main Menu — Edit Your Documents

Master Files Menu

g3 Master Files Menu License nformation] Exit

Setup Your Company General Categories. Financials Setup. Tanks and Accessories

Standard Lines for
Invoices/Proposals TankTypes.

Your Organization T l

e | ———

Tank Material Types.

Edit Your Documents

l TustartsncDazcea

iy
Transaction Types

|WMW]
Pump Model Types.
—
—
—
-~ s —

Disinfectant Types. ] lil
[ Fent) s Does

— Fona s
[ommore | [t ]

Vehictes Change Multiple Records

e [ P — ]

][D[

ﬂll[

[rer——

Vehicle Work Order Types

1. Treatment/Disposal Types: Enter your types
of Treatment or Disposal Types that you
service. Make sure you check the Chlorine
Required box for those systems that need
chlorine.

2. Vehicle Work Order Enter Work Order
Companies that you use for your vehicles.

3. Set Default Contract Prices: Choose the type
of contract price option you wish to use for
your septic service customers.

4. Disinfectant Types: Enter all of your
Disinfectant Types.

5. Service Types: Enter all of the types of
Service that you perform.

6. Waste Types: Enter all of your types of
Waste that you pump.

7. Vehicle Work Order Types: Enter all of the
types of Work Orders that your vehicles will
need.

@Tﬁmmem and Disposal Types

Jﬁ Treatment and Disposal Types

: Requires @

\I»@

2
C% Work Order Companies

ﬁ;\ Company Name

.

B

G’,\A Fee Options

Default Service Contract Charge Options and Settings

Description Treatment Disposal: Chlorine : Inspection Master Y
¥ [Absorptar] = ~ R =l [NTB Tire and Battery| |
[Aerobic with Chlarine | ¥ ¥ [ = ¥ | |
|Aerobic without Chlarine | M r ] =
|conventional | = 4 rq =
[orip Emitters = = T =
[er | 4 T =l
|Filters | ¥ r T =l
|Gravelless Pipe | I roq =
[High Pressure Fiping | ~ r =
|Leaching chamber | I T =l
|Low Pressure Dose | = 4 rg =
Reand: () )1 [ JOUJRH of 18 T

& Default Contract Charge Default Fee: $250.00

Iwant to charga ALL of my customers the SAME Contract Price. If you enter the price here, then all
customers that have an active contract will be assigned this price. The OVERRIDE charge on each
customer's Contract menu can be used if you want to charge a particular individual a unique charge.

" Charge based on site's area

Step 1:  Set up your Areas and Contract Charges |  Step 3:  Assign Areas to your Cities ‘

© Charge based on the system brand and/or tank size {Enter Brands and Contract Prices

@ Disinfectant Types

M Disinfectant Type

G |
|Liquid Bleach |
|ozone |
Juv |

Record: [14)[ 4 ][ 1 [ J[PLJpK] of 4

m

G\wm Order Types

Work Order Types

Air Conditioner Recharged

I

CS )vainnm =| C\
- 6
K g Service Types AT
[ Customer Request ” Waste Type
Repar
Seduied Iepecion 3 [apartment]
B
[commercial
[Holding Tank
[miscture
[Residential
Record: [14) ¢ )[— T (B IDIbM] of 3 @ I
Record: [14] 1 [» [ r1]pH] of 5

Hydraulics flushed

Oil Change - PM

Rotation/Balance/Alignment

Tires Replaced

Tires Rotated

*

Recos: (1] < [ 1 (v [ pa]of 5







