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²ƘŀǘΩǎ ƴŜǿ ŦƻǊ ǾŜǊǎƛƻƴ ммΚ
MAIN MENU CHANGES

Replaced the Calendar 
with a Date Field for 

Compatibility purposes

Print or Email a list of 
Homeowners that have 

Contracts Due or Inspections 
Due from two dates you select

The Main Menu has been 
retooled to allow you to find 

things faster without having to 
άŘƛƎέ ŘŜŜǇŜǊ ƛƴ ǎǳō-menus
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²ƘŀǘΩǎ ƴŜǿ ŦƻǊ ǾŜǊǎƛƻƴ ммΚ

SEPTIC PERMIT RECORD MENU
ÅGraphic Interface (design) changes ςBIG changes to  the Permit Records Menu

Alerts will help you recognize issues fastOne-Click Help Menus 
that guide you 

Email your Site Owners 
Documents with ONE Click!

Important Information is 
duplicated here for easy and 

fast recognition!

Command Buttons are 
neatly located on the 
right-hand side.

Important Tabs 
help you enter 
information fast 
and easily
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Records Menu with record Info Tab
ID Number: These numbers are automatically assigned to your 
ǊŜŎƻǊŘǎΦ  ¢Ƙƛǎ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ŜƴǘŜǊ ǘƘŜ ƴŜȄǘ L5 ŀŎŎƻǊŘƛƴƎƭȅΦ  L5Ωǎ 
CAN NOT BE CHANGED ONCE CREATED.  They are like books in a 
bookshelf.  Once a book is removed (ID is deleted), there is a gap 
on the shelf.  You can easily assign the missing ID to a new record.  
Most people will use the ID as a count ςfirst record is ID#1, 
second record is ID#2, etc.
Permit #:Enter the permit # that was given to this occupant
Owner and Location:9ƴǘŜǊ ǘƘŜ hǿƴŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƘŜǊŜΦ  
You can double click on ά/ƛǘȅέto get a ά/ƛǘƛŜǎ ¢ŀōƭŜέ.  Once you 
have entered a city and state, you can assign ά5ŜŦŀǳƭǘ ½ƛǇ /ƻŘŜǎΦέ
You can choose from several zip codes within one city. 
¢ƘŜ ά5ŜŦŀǳƭǘ !ǊŜŀέis an area that you assign that particular 
city/zip code.  Every time that city/zip code is entered, the default 
area will be automatically assigned.  See Setting up a Service Area 
for more help.

Routine Maintenance:Click this box if the system needs routine 
ƳŀƛƴǘŜƴŀƴŎŜ ǇŜǊŦƻǊƳŜŘ ƻƴ ƛǘΦ  LŦ ǘƘŜ ōƻȄ ƛǎƴΩǘ ŎƘŜŎƪŜŘΣ ǘƘŜ {ŜǊǾƛŎŜ 
and other Sub-tabs will not appear.
Electronic Monitoring:  Click this box if the system is monitored by 
a remote alarm.  The Monitoring tab will appear in the middle of 
the customer menu.
Maps: If you are connected to the Internet, this button will 
pinpoint the location of the record you have selected (physical 
address only).  For more information, see next page
Locating a record: Use a Quick Name or Permit # Search Function.  
This feature will help you locate a record quickly and efficiently.  
You may also select many ways to find your particular record.  All 
selections are pop-down screens that will instantly show you a 
listing of your records.
Click Cancel if you want to VOID all entries you have made for the 
record.  Click SAVE/EXIT if you want to save your record entry 
information.
Calendar:  Notice the date is current on the Calendar.  If you 
double-click on any date field, that selected date will be 
automatically entered in the field.

TO DELETE A record:  Click RECORDS / Find the record / Click EDIT (top left corner of the computer screen) /Click 
SELECT RECORD / Click DELETE RECORD  - BE VERY CAREFUL DURING THE DELETION OF A RECORD.  THE NEXT 
RECORD WILL POP-UP WHEN YOU CLICK DELETE RECORD ςDO NOT BE ALARMED, YOU ARE WILL ONLY DELETE THE 
w9/hw5 ¸h¦ ²9w9 ±L9²LbD !¢ ¢I9 ¢La9 ¸h¦ {9[9/¢95 ά59[9¢9έΦ

Navigation bar
Various Search Methods



5

Overview (customer) Info

Optional Mailing Address:  Enter a different mailing address for an occupant, if necessary, 
for the selected record.  Owners of mobile home parks are one example of a need for this 
screen.  They may have several different systems scattered throughout your service area.  
You will be able to mail all of your necessary documents to this person.
Legal: Enter any Legal Description for the property here.
Subdivision:Double Click the Subdivision Field in order to add to the list.
County: This is the county where the system is located.  This is a pop-down screen that 
you can double click to enter a new county into the Master Files section of the program.  
Entries will be permanently stored.
Status: Enter the status of the system.
Email:  Enter the email address of the person
Personal Info:Enter any information that may be assigned to this customer. Example:  DL 
# or Social Security #
Previous Owner:¢ȅǇŜ ǘƘŜ ǇŜǊǎƻƴΩǎ ƴŀƳŜ ǘƘŀǘ ǇǊŜǾƛƻǳǎƭȅ ƭƛǾŜŘ ǘƘŜǊŜΦ
Multi -Hookup System:Click this box if the system is being used by multiple occupants.
Commercial System:Check this if the septic system is for on a commercial site.
Preview Customer:Press this button to see an overview of that record.
Work Phone with an extension, Home Phone, Fax Number, Cell Phone Number:Enter all 
phones here.
Lake:9ƴǘŜǊ ǘƘŜ [ŀƪŜ ǘƘŀǘ ǘƘƛǎ ŎǳǎǘƻƳŜǊΩǎ {ŜǇǘƛŎ {ȅǎǘŜƳ ǊŜǎƛŘŜǎΦ
Moved to Agency Info- Link #: This will help with noting that the permit and record is 
άƭƛƴƪŜŘέ ǘƻ ŀƴƻǘƘŜǊ ǇŜǊƳƛǘ І ƻǊ ŀŎŎƻǳƴǘΦ  9ƴǘŜǊ ŀ ƴǳƳōŜǊ ƛƴǘƻ ǘƘŜ ƭƛƴƪŜŘ ŦƛŜƭŘ ŀƴŘ ƎƛǾŜ ǘƘŜ 
linked account the same # so that they will become linked together.  Click the View Linked 
Button in order to view the related accounts.
General Comments About the System:  Enter general comments about each record.  Enter 
info like driving directions, for example.

Permits (Customer)

Main Customer Information Entry:

Maps Menu

Link to different Map Sites

Print a Site Profile
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Warranty Expires:Enter the date the warranty for the system expires
Brand Name, Serial #, and Date: Keep the Brand Name, etc, of the septic system.
Aeration & Discharge Pump Information:  Keep track of important pump model information.  Also, enter additional equipment on the 
site.
Treatment Type, Disposal Type, and Disinfectant:Enter the types of systems that your record uses.  
Add and delete types by double-clicking on the white field.  
Double-clicking the White areas on the Treatment Type, Disposal Type and Disinfectant Type will produce screens like these: 
Reference #:  This is for those people who use any specific number to track their records.
Map key: This is a plotting number from a Map Book.
GPS Latitude & Longitude:  Keep coordinates of the system and its sub-parts.  This is very helpful in remote rural areas.  Hand held GPS 
devices are used.   They are available at most electronics retail outlets. Click Topographic Map button to go to www.Topozone.com and 
view the topographic layout of the coordinates.

System Info Menu:

(Records Screen Subsection) 
Builder/Developer, Designer, Site-evaluator, 
Manufacturer, Distributor, Installer, Service 
Company- Current and Previous:Pop-down screens 
that give you the ability to track important company 
information used by that particular record. 

Double-Click any grey area to:  Update your 
company menu; pump models, or system types.
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Agency Info:

Click here to add special provisions to the permit.

Flood Plain Info:Enter the flood plain information 
here and track the necessary dates.

Permit Type:Click the permit type or types to 
preview and print Applications or Permits.

Enter in the current Water Supplier and the Previous Owner.

General Information:Enter all of 
the pertinent information about the 
septic system.

Enter the Reason 
for the Permit 

and any 
Proposed 

Improvements 
here.
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Preview / Print:
Print:

ωLetters

ωDocuments

ωAffidavits

ωCitations

ωProfiles

Link:

ωDocuments

ωScanned Drawings

ωDigital Photos

ωaƛŎǊƻǎƻŦǘ ²ƻǊŘϰ ŘƻŎǎ



9

How to create and Edit Documents

Blue Dotted Line: This is the 
portion of the document that is 
SET.  You cannot move or format 
this portion.  We have pulled and 
placed data from the permit 
record or other areas onto this 
portion of the document.

Red Dashed Line: This is the 
portion that you can CHANGE.  Put 
any verbiage about the SUBJECT of 
the document.  Do not put specific 
verbiage about an individual 
record in this area.  These 
documents are meant to be for all 
that you create them for.
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Permits Menu:  Contracts and Inspections

ACTIVE FOR SERVICE:Check the box if they are an Active Account or have a 
system that requires Routine Maintenance.

If the Service and Contract Tab is NOT visible ςCheck the Routine Maintenance 
Check box located at the top of the menu, just below the Link To Field.

Contract Dates:  Enter the Contract Start and End Dates here.  
Check that the Contract is Active.

Next Inspection:  Enter the Next Inspection Date here.  If the 
background is in red, then it is past due.  Make sure you note if 
the system requires Chlorine.

Enter New Inspection:  Click this button if you need to record the 
results of a new inspection performed by the service company.

Enter all the results and information about the inspection.  Once 
you SAVE/Exit the menu, the next inspection date will change.
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Service Menu (Continued)

ά/ƻƴǘǊŀŎǘ 9ȄǇƛǊŜǎέ ǿƛƭƭ ŀǇǇŜŀǊ όƛŦ ŘŜǎƛǊŜŘύ ƻƴ ǘƘŜ /ƻƴǘǊŀŎǘ ƛƴŦƻǊƳƛƴƎ ȅƻǳǊ ǊŜŎƻǊŘ ƻŦ 
the length of their service agreement.  ά/ƻƳƳŜƴǘǎέcan be added to the contract to 
ƘŜƭǇ ȅƻǳǊ ǊŜŎƻǊŘ ǳƴŘŜǊǎǘŀƴŘ ŀƴȅ άǎǇŜŎƛŀƭέ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ Ƴŀȅ ƘŀǾŜ ƻƴ ȅƻǳǊ 
contract.

Previous and New Service:  Enter in new inspection information or view all the results of 
each inspection or service work performed on the system.

IŜǊŜ ƛǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ǘƘŜ άbŜǿ {ŜǊǾƛŎŜ {ŎǊŜŜƴέ
You can track which inspector answered the call or performed the inspection.  
¢Ƙƛǎ 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
Enter the information performed during the inspection: 
¶Op (operative), Non-Op (non-operative), COS(Corrected on site), or N/A (not 
applicable)
¶The Service Provider field will default to the current SP, however, you can 
choose another Service Provider if it changes.
¶Enter all dates (inspection date defaults to current date)

¦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 was put into the system.  If there is a Chlorine ResiŘǳŀƭ ƻŦ ά½9whέΣ ȅƻǳ Ŏŀƴ ǎŜƴŘ ǘƘŜ 
homeowner a letter of compliance.
¶Nitrogen Content can be tracked here as well.  Enter the milligrams/liter amount for each inspection.
¶Note the Fee and enter Paid if you have received payment.  All service calls that are unpaid will be compiled in a report calleŘ ά¦ƴǇŀƛŘ LƴǎǇŜŎǘƛƻƴǎέΦ
¶PROBLEMSabout the system can be noted on the service screen by checking the Problems box that is circled in REDΦ  ²ƘŜƴ ǎŜƭŜŎǘŜŘΣ ǘƘƛǎ ǊŜŎƻǊŘ ǿƛƭƭ ōŜ άflaggedέ 
as having a problem.

Preview Single or All Inspection Results: This will show the inspection result(s) for that record. You may then choose to exit and automatically update the service 
ǇǊƻǾƛŘŜǊΩǎ ƴŜȄǘ ƛƴǎǇŜŎǘƛƻƴ ŘǳŜ ŘŀǘŜΦ

Recording Inspection Information:
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New Inspection Continued:

You can select one of these services or double click 
to add more types of inspections

The Date Due will transfer from the service tab to 
show the difference in date performed and date 

scheduled.  You can run a report by going to 
Reports/Inspections/Inspections vs. Due Date to 
see a list of Service Provider and plus or minus 

service days.

When exiting the Inspection menu, you can 
automatically change the next scheduled date 

of service as well as the next scheduled 
Chlorine Service date.

Click Problem if there is something wrong with the 
system.  Click on the Service Completed box if it is 

INCOMPLETE.  Every Inspection will default to Service 
Completed.  All service Incomplete will show on a service 

pending report

Commercial 
Inspection 

Results

!ƴǎǿŜǊ άȅŜǎέ ǘƻ ǘƘƛǎ ǉǳŜǎǘƛƻƴ ƛŦ ƛǘ ƛǎ ŀ 
scheduled inspection.  This will keep the 
septic system inspection scheduled 
correctly and accurately.

Keep track of the number of inspections 
performed during the contract
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Septic Permits Menu:  Dates Menu

NEW for 6.60!

We created a dates tab to better organize Agency dates and information.

Enter the Reviewer, Inspector, and Approved by date information.

Double click on any date field and the current date will be automatically 
entered in the field.  You can edit it at any time.

Also, you can enter any comments about the Agency Inspection, review, or 
approval.

Make sure you enter your staff into the 
9ƳǇƭƻȅŜŜΩǎ aŜƴǳ ǎƻ ǘƘŀǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ 

person can be selected on the Dates Menu.

Go to the Main Menu/Employees Tab to enter 
employees.
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Permits: Activity Menu

This section will help you track any inspections performed by your agency inspectors.  
Document any data and comments and print out blank Inspection sheets with a click of a 
button.  Create these forms by DOUBLE-/ƭƛŎƪƛƴƎ ƛƴǘƻ ǘƘŜ ǿƘƛǘŜ ŀǊŜŀ ƻŦ ǘƘŜ ά{ŜƭŜŎǘ 
5ƻŎǳƳŜƴǘέ ŦƛŜƭŘ ŀŦǘŜǊ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά.ƭŀƴƪ LƴǎǇŜŎǘƛƻƴ CƻǊƳǎέ .ǳǘǘƻƴΦ

Make sure you note the Inspection sheet 
properly in order for it to appear in the above 
selection.

Double Click to edit the 
Inspection Sheet
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Notes: Added for Version 6.20

Notes:  Enter the Date and ANY Comments that the customer may have relayed 
during any conversation on the phone or in documents.  This will aid in inter-office 
efficiency and consistency.  Click Preview All to see a printout of all of your Notes.

Notes to Memo:  You can have your 
Note transfer to the SAFE Memo 
Screen by clicking the checkbox 
ŀƴŘ ŀƴǎǿŜǊƛƴƎ άȅŜǎέ ǘƻ ǘƘŜ aŜƳƻ 
Screen.

1. /ƘŜŎƪ ǘƘŜ ōƻȄ ǘƘŀǘ ǎŀȅǎ ά/ǊŜŀǘŜ {!C9 
aŜƳƻέΦ

2. Click Yes to the Question

3. Click OK to the Memo #

4. Go to the Main Menu, click Preview 
Memos, and see that the Note is now a 
Memo for that day.

1

2

3

4
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Enforcement Menu: Notices of Violations
Track any Notices of Violation your agency issues.  Examples are Contracts Past 
Due and Late Inspection Notices.

Page 1                                               Page 2 

Letter to the OWNER

1st page is an Introductory Letter

2nd page is a Summary Table
NOV Letter to the Installer.  This is a 2 

page document that has an introductory 
letter and a summary table.

Use the Mail Merge function if you have a 
specifically designed form in Microsoft Word
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Enforcement Menu: Complaints:  Entering complaints from the Permit Records Menu

New Complaint as Complainant (if this person is complaining about someone else)

Enter all the complainant and offender information.  If 
the complainant wants to remain anonymous, click the 
checkbox.

After entering this information, click the Complaint 
Details Tab.  Enter all the initial complaint detail info, 
the dates, inspector assigned, the results, actions, and 
follow-up information here.
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Complaints:  Entering complaints from the Permit Records Menu


