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Inspector Maintenance

Adding am Inspector
In order to create an inspector you must go to Inspector Maintenance.

Billing/Collections > Misc A/R > Inspector Maintenance

E Inspector Maintenance

& Save b4 Cancel

Inspector Id:

JESSICA

Mame: Jessica Parke
Title: Software Support
Phone: (689)645-7333 | Ext:
Email: support@edmundsassoc. com
File Name: | JESS SIG | Point Size: | 14

State License #:

12345678 | BExp Date: [12/31/2020

Default Building Code: BUILDING
Default Inspection Activity Type Id: |[FINAL INSP

Inspector Type: |Permits/Code

Max Inspections Per Day:

.| Default Inspection Length (in min): |3@

1

Availability
Maon: v Tue: v Wed: Thu: | Fri: |+ Sat: Sun:
Start: B8:30 - @3:30 - @3:30 - p3:30 -
End: 16:06 - 16: 0@ - 16: 0@ - 16:06 -

You would begin by hitting the “Add” button and enter in the Inspector ID. I always
suggest setting the Inspector ID the same as their User ID. Once you add the ID hit OK, then
you can proceed to fill in the inspector’s information like their name, phone number, license,
schedule etc.

You are now able to add a signature font for your inspectors. This signature will print on
the bottom of Violations along with the Inspector’s printed name and title. It is an option field
and is not required in order to save the Inspector.

**Note: Inspectors can be scheduled for times outside of their normal availability. You

would just get a warning message notifying you they are not normally scheduled to work that
day.
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Linking an Inspector to the App

For an inspector to be able to use the MCSJ Inspection App the Inspector must be
properly linked to their User ID in User Maintenance.

System Ultilities > User Maintenance

E User Maintenance

& save b4 Cancel

User Id: | JESSICA Password: @eeseesees |Retype Password: (esesessess | Contact Support: v/
Mame: Jessica Parke Phone:  (609)645-7333 | Ext:
Email: | support@edmundsassoc. com Last Login:

System Access | Finance | Payroll/HR | Payment Codes | Misc A/R | Work Order

Customer Code Ranges Inspector Id:
@ .| to |ZZZZEFET || . JESSICA
| to CPS55 Contact: |v'
| to
.| to
.| to
.| to

.| to

T R

.| to

To link an Inspector ID to their User ID you have to go to the Misc A/R tab on User
Maintenance. Once you are there you have to edit the User ID and select their corresponding
Inspector ID. Now the Inspector can begin using the MCSJ Inspection App.

***Note: “CPSS Contact” check box will notify that inspector when a user requests an
inspection or a login request through the CPSS web portable.
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Ordinance Maintenance

Adding an Ordinance
To create an Ordinance you must go to ordinance maintenance.

Billing/Collections > Construction Permits/Code Enforcement > Code Enforcement >
Ordinance Maintenance

0

E Ordinance Maintenance

Ordinance Id: .| Descript:

Compliance: Days

#  Add Record [

Enter Ordinance Id: | [FHEISEZN4 |

OK Cancel

Service Id Price Unit Msre

When adding an ordinance we recommend setting the Ordinance ID to the Ordinance
number since it is usually shorter than the description. However this ID can be set to whatever
the user decides, it is best to keep consistency though. After the preferred ID is entered hit OK
to proceed entering in the rest of the Ordinance information and description.
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Setting a Compliance Date & Linking Fees

Ordinance IDs have the option to have default compliance dates. In ordinance
Maintenance you can set the number of days or months a person would be given to come into
compliance. This is an optional field and will auto populate the compliance date on Violation
Maintenance.

Ordinance Maintenance

) save b4 Cancel

Ordinance Id: IPMC 382.4 Descript: |IPMC 382.4 - Tall grass and weeds.
. Froperty is overgrown and unkept.
Compliance: 5 |Days -
Days
U
Months |

Add || Edit || Delete

Service Id Description Unit Price Unit Msre

INS VIOLATIO Violation Fee 106, aoooe

If your municipality charges a fine for non-compliant violations those fines can be set
within Ordinance Maintenance. Under Service ID you would enter the proper ID for the
violation and it will auto populate the fee amount.

***Note: Service ID’s and their amounts should be set up under Service Maintenance
under Billing/Collections > Misc A/R > Service Maintenance
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Violation Maintenance
Adding a Violation
In order to add a Violation you must go to Violation Maintenance.

Billing/Collections > Construction Permit/Code Enforcement > Code Enforcement >
Violation Maintenance

E Violation Maintenance [ |=
& Save b4 Cancel s »»
Violation Id: |¥7-20001 Violation Date: |18/085/2017 | @
Calc Fines

General | Description | Ordinances | Fines | Inspections | Delinguent Charges/Viclations | Motes

Property Information Violation Type: |Parcel -
Block/Lot/Qual: |58 1 Status: |Open -
Location: (123 MAIN 5T Use Type:
Owner: |BORDUGH OF GLASSEORO User Msg Codes:
Street 1: |1 5 MAIN ST Lead Inspector:
Street 2: Entered By: | JP
City/State/Zip: ANYWHERE, NI 81234
Country: Phone: |[( 3 -
Email:
Property Class: |15C Historic District
Customer Id: ...| | Add Owner as Customer
Complaint Information Tenant
MName: Name:
Phone: [( ) - Ext: Phone: |( ) -
Email: Email:
Other: iy

To add a violation you would begin by hitting the “Add” button and the violation number
will auto populate. On the general tab you can proceed by entering in the property information,
complaint information and tenant information (if applicable). The lead inspector can also be
assigned to the violation from the General Tab. Images from the violation can also be attached
from this tab.

***Note: A Customer ID only needs to be entered if the owner will be issued an invoice
for their fine. You can select the Add Owner as Customer button if that owner does not already
have a Customer ID. You can also add customers through Customer Maintenance.
Billing/Collections > Misc A/R > Customers > Customer Maintenance
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Entering a Description/Conditions (Comment Maintenance )

The Description Tab is where you would enter the description of that particular violation
You would also enter in the conditions that must be met in order to come into compliance.

E Violation Maintenance =)=
oy Save b4 Cancel

»
Violation Id: V7-22@@1 Violation Date: | 18/05/2017 | @
Calc Fines

General | Description | Ordinances | Fines | Inspections | Delinquent Charges/Vieclations | Notes
Description:

Conditions:
There are high grass and weeds located Please cut grass around entire
on the entire property. property.

The conditions field also has a pick list for pre-saved conditions. When your cursor is in

the Conditions field you would select the F3 key and the pick list will appear. This list can be
added to or edited from Comment Maintenance.
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Billing/Collections > Construction Permits/Code Enforcement > Comment Maintenance

Comment Maintenance
97 Add | 57 Edit | % Save | 3 Cancel | [ Delete
Comment Id Comment Type

SIGNWALL . WALL SIGM(S) MOT TO EXCEED S5IZE, SHAPE Permit Conditions

AND HEIGHT AS SHOWN ON REQUEST.

. WALL SIGN(S) TO BE PLACED IN AREA ON
REQUEST.

. WALL SIGN(S) TO BE ILLUMINATED DURING
BUSINESS HOURS.

. WALL SIGN(5) TO BE PROPERLY
MAINTAINED.

STGNWIND . WINDOW SIGN NOT TO EXCEED SIZE, SHAPE Permit Conditions
AND HEIGHT AS SHOWN ON REQUEST.
2. WINDOW SIGN TO BE PLACED IN AREA ON
REQUEST.
3. WINDOW SIGN TO BE PROPERLY MAINTAINED.

VID FAIL Violation i1s still cutstanding, fee will now be added. Violation Inspection
VIO PASS Violation was brought into compliance Viclation Inspection

YI0-2 If wiolation is not corrected within 3@ days, a fine may be Violation Conditions
incurred.

CHG VIOLATIO The cited violation must be corrected within 3@ days of Wioclaticn Conditif.'
it rakace ottt e B o]

Plan Review

| Permit Inspection
Permit Conditions
Rental Inspection
Wiolation Inspection
Y¥iolation Conditions

All

Violation Inspection Results can also be added to this list, along with Rental Inspections,
Permit Conditions, Permit Plan Reviews and Permit Inspections. You must specify the type of
comment it 1s from the drop down menu so that particular comment will only be displayed on
the pick list from that screen.
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Selecting Ordinances

The Ordinance tab is where you select the ordinances that are in violation. Once you
select the ordinance the Compliance Deadline will auto populate with the date you specified
based on the number of days/months that ordinance is given to come into compliance. This date
can also be edited if need be.

E Violation Maintenance (=
& Save b4 Cancel = b33
Violation Id: V7-8eaa Violation Date: |18/85/2017 | &
Calc Fines

General | Description | Ordinances | Fines | Inspections | Delinquent Charges/Violations | Motes

Compliance  —-——-mmmmmmmmmmmm - Last Activity —--------mmmmmmmmemee

Ordinance Id Deadline Activity Type Status Date
IPMC 302.4 | |IPMC 302.4 - Tall grass and we || __||10/08/2017 | @

s

2}

el

[}

i}

s

=

el

=5}

|Mouse over description field for full description.

The last activity information will auto fill with the last activity specified on the
Inspections tab. The last activity fields are NOT editable from the Ordinance tab.
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Scheduling Inspections

From the Inspections Tab you can schedule all the inspections this violation would have.
You would select the ordinance you are going to inspect, they type of inspection you plan to do
(Activity Type), the inspector, the date and time of the inspection.

|E Violation Maintenance [_]=]
& Save +73 Cancel

Violation Id: V7-80001 Violation Date: |10/85/2017 | B

Calc Fines

General | Description | Ordinances | Fines | Inspections | Delinquent Charges/Violations | Notes

Add || Edit || Delete || = Send iCal —

Ordinance Id Deseription Activity Type Inspector Date Start Time End Time  Actual Time Status Comment
INS IPHC 302.4 IPMC 302.4 - Tall grass and we VIOLATION INSPE JESSICA 10/08/2017 09:00 09:30 Open -
Open
Approved

‘Denied

There are 3 status for inspections: 1) Open-meaning the inspection has not been
completed yet. 2) Denied-meaning the inspection has failed and the violation is still on the

property. 3) Approved-meaning the inspection was successful and the violation has been
brought into compliance.

***Note: You can send this inspection to your calendar. If you hit the Send iCal button
an email will be sent to the inspector’s email address and it can be linked to Outlook for
example. However in order to have this ability you MUST enter a date along with a start and
end time and the inspector must have an email address entered on Inspector Maintenance.
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Adding Fines and Notes

If a violation has not come into compliance by the specified date your municipality may
decide to issue a fine. This can be done from the fine tab. You would select the Calc Fines
button and the Service IDs that were linked to that Ordinance will appear. Select the fine you
wish to give them by selecting the checkbox on the far left, then hit OK.

E Violation Maintenance [—]=]

ihéavs Rgam:e\
Violation Id: |v7-@eea1 Violation Date: |18/85/2017 | @

Calc Fines.

General | Description | Ordinances | Fines | Inspections | Delinquent Charges/Violations | Notes
Add || Edit || Delete

Status Ordinance Id Description Service Id Description Unit Msre Unit Price Total

7 Calculate Fines l=J ==
Status Ordinance Id Descri. ption Service Id Descri, ption Unit Msre Invoice Id Ttem
4 IPMC 302.4 IPMC 302.4 - Tall grass and we VIOLATIO Vielation Fee 1.0000 @

Totali oK Cancel }
Waived: .ea Paid: .80

The fine will then be added to the violation. If you wish to issue the invoice you must
save the violation and hit the Create Invoice button. This will pop up another dialog box to
confirm the amount you wish to bill the owner for. If you agree with the amount hit OK
otherwise hit Cancel to edit the information.

ml

E Violation Maintenance

Violation Id: |v7-eaee1 || Violation Date: |18/85/2017

General | Description | Ordinances | Fines | Inspections | Delinquent Charges/Violations | Notes

Status Ordinance Id Description Service Id Description Unit Msre Unit Price Total Waived Invoice Id Item Seq
PENDING: ©8/29/17 |IPMC 3082.4 IPMC 382.4 - Tall grass and we |VIOLATIO Violation Fee 1.0000 1@0.00e00 100.0000 N ] 1
7 Create Invoice =] ===
Invoice Action: |Create New Invoice
Invoice Id: |B7-00001 Invoice Date: |18/85/2017 | M
Pay Invoice: Due Date: |l@/29/2007 | =
Service Descript Quantity Unit Price | Line Total
Violation Fee 1.0000 10@. 00000 1e@.00
Total 1ee.ee
Totals l
Billed: .00/ Pending: 100.00| Du
Waived: .80 Paid: .oe
oK Cancel
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If you wish to waive the fine and not issue an Invoice you can edit the Waived flag from

N to Y. That way an invoice will not be issued and this balance does not show as outstanding on
your reports, but the violation’s history will remain intact.

Violation Maintenance

a

Add __0'.-,53\.'2 Rgancel Delete Previous ext = Deta

Violation Id: V7-oee81 Violation Date: |18/85/2017 | @

Calc Fines

General | Description | Ordinances | Fines | Inspections | Delinquent Charges/Violations | Notes
Add | Edit | Delete

Status Ordinance Id Description

Service Id Description Unit Msre Unit Price Total Waived Invoice Id Item Seq
CHG PENDING: @9/28/17 TIPMC 302.4 IPMC 382.4 - Tall grass and we VIOLATIO Violation Fee 1.0000 10@.0e00e 100.0000 i @ 1
Totals
Billed: 20| Pending: 100.08| Due: 109.00
Waived: .o Paid: .8

If you have any other notes regarding the violation they can be entered under the Notes

tab. These notes do not print on the Violation and you have an unlimited space to type on the
notes.

Violation Maintenance

a

_&,iave Rgancel I Delete Previous ext = Deta

Violation Id: |V7-@@a01 Violation Date: |18/05/2617 ®

Calc Fines

General | Description | Ordinances | Fines | Inspections | Delinquent Charges/Violations | Notes
Add || Edit || Delete

Created Modified Note

©9/29/2017  @9/29/2017 Notes about the vieolation. |
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Once all of the necessary information is entered on the Violation you may save it and
print it. In order to Print the violation hit the Print Violation button located underneath the
Violation Id.

a

E Violation Maintenance

57 Add 5/ Edit b4 Close il Delete | & Previous (5] Next H= Detail

Violation Id: |v7-8@ee1 || _ | Violation Date: |10,/85/2817

Print Violation _ = Letter Create Invoice Notes Exist

General | Description | Ordinances | Fines | Inspections | Delinguent Charges/Violations | Notes

Property Information Violation Type: Parcel
Block/Lot/Qual: |56 1 Status: Open
Location: (123 MAIN ST Use Type:
Owner: [BOROUGH OF GLASSBORO User Msg Codes:

Street 1: [1 S MAIN ST Lead Inspector:

Street 2: Entered By: |JP
City/State/Zip: ANYWHERE, NI 81234-
Country: Phone: [ ) -
Email:
Property Class: |15C Historic District &7 View Map
Customer Id: P-@@gees BOROUGH OF GLASSBORO
Complaint Information Tenant
Name: Name:
Phone: [( ) - Ext: Phone: [( ) -
Email: Email:
Other: ng

There is also a Letter button which can be used to send owners a reminder notice of when
an inspection will take place.

***Note: Violation letters must be set up as PDF forms via Live Cycle before they can
be used in conjunction with the Letter button.
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Inspection Schedule and Results

View/Add/Edit Scheduled Inspections
The Inspection Schedule will show you all inspections that are scheduled in MCSJ.
Billing/Collections > Construction Permits/Code Enforcement > Inspection Schedule
From the Inspection Schedule you can view the whole month’s schedule and/or focus on
one day of the schedule for a more detailed look if you wish to edit or add an inspection. If an

inspection is already schedule you will see the Inspector’s ID and number of appointments on
that particular day.

E Inspection Schedule
3 Close © Previous & Next

October 2017

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

If you want to get more detail on a particular day just double click on that day and that
day’s schedule will appear. Basic information regarding the inspections will be displayed
regarding inspection type (Permit/Violation/Rental or Miscellaneous) and the location of that
inspection. The hours the inspectors are normally available for that dare are also visible from
here.
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E Inspection Schedule ==
@ Previous © Next Show All

Tuesday October 24, 2017

Time JAMES - James Smith JESSICA - Jessica Parke

08:30

09: 00

89:30 Permit#: 189 STATE ST

1@:00
1@:30
11:080
11:30
12:00
12:30
13:00
13:30
14:00
14:30
15: 00
15:38@
16: 00

If you need to add and inspection you can double click on an available time slot and a
dialog box would appear. Here you would enter what type of inspection it is for, the activity
type and any comments. You can also open the maintenance of the violation, permit or rental
the inspection is referencing from here. The Send 1Cal feature is also available from here. If you
need to edit an inspection you would double click on that inspection and edit the information in
the same pop up box.

E Inspection Schedule — =
b4 Close (€] Previous (5] Next Show All

Tuesday October 24, 2017

Time JAMES - James Smith JESSICA - Jessica Parke
z: :2 —r_l " Schedule Inspection @J u
69:38 Permitd#: 189 STATE 5T I Type: Violation -
10:08 : Inspector Id: | JESSICA
18:30 I Date: [10/24/2017 | B | Start: [11:3¢ | = |End: [12:88 | =
11:80 Ordinance Id: |IPMC 302.4 )
__I Violation Id: [V7-@eee1 || || & Open Maintenance I
12;22 o Activity Type: WEOUATIOMIREINS || || Comment || " Send iCal
12:00 _ Activity Type: .|| Comment || = Send iCal
13:30 _ Activity Type: ...|| Comment || *== Send iCal
14:00 _ Location: (123 MAIN ST
14:30 ] Owner Name: [BOROUGH OF GLASSBORO
15:08 I Block/Lot/Qual: (56 1

OK Cancel
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Adding Miscellaneous Inspections.

Miscellaneous Inspections can ONLY be added through Inspection Schedule.
Miscellaneous Inspections are any other items that might monopolize an Inspector’s time that is
not an inspection, for example, lunches, doctor appointments, personal days, vacation days, etc.

First these items must be added as miscellaneous types in Activity Type Maintenance.

Billing/Collections > Construction Permits/Code Enforcement > Activity Type
Maintenance

Activity Type Maintenance
& Cancel T Delete

Description

¢ Add

7 Edit | ¥ Save

Activity Type
ABOVE CEILING
ALARM 5Y5 INSP

Above Ceiling Inspection Inspection

Alarm System Inspection Permit Inspection

BF FINAL

BF FRAME IMSP
BF ROUGH INSP
BONDING IMNSP
CONS SERV INSP
DR APPT
ENERGY IMSP
FIN BASE INSP
FIN FIMAL IMNSP

mTALAL TRIST

Barrier Free Final Inspection
Barrier Free Frame Inspection
Barrier Free Rough Inspection
Electrical Bond Inspection
Constr. Serv. Inspection
Doctor's Appointment

Energy Inspecticon
Finishes-Base Layer Inspection

Finishes-Final Inspection

Permit Inspecticn
Permit Inspection
Permit Inspecticn
Permit Inspection
Permit Inspecticn
Miscellanecus

Plan Review

Permit Inspection
Rental Inspection
VYiclation Inspection

Mizscellaneous

All

Activity Types are all of the different type of Inspections, Plan Reviews and

Miscellaneous items an inspector might do.
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Once the Miscellaneous Activity is added to Activity Maintenance you may schedule it in
Inspection Schedule.

| &) Inspection Schedule ==
b4 Close (€] Previous (5] Next Show All

Tuesday Cctober 24, 2017

Time JAMES - James Smith JES5ICA - Jessica Parke
B8:30
-
@9:0@ | m 7 Schedule Inspection l@I u
89:30 Permit#: 189 STATE 5T
16: 80 ) Type: |Miscellaneous -
16:30 I Inspector Id: | JESSICA
1106 I Date: |18/24/2817 | B | Start: [11:30 ~ | End: [12:00 -
12:00 || Activity Type: .|| Comment
4 Activity Type: .|| Comment
OK Cancel

Once you hit OK the Miscellaneous Activity is now saved on that Inspector’s schedule.
This miscellaneous activity can only be edited from Inspection Schedule as well.

E Inspection Schedule ==
* Close e Previous Q Next Show All

Tuesday October 24, 2017

Time JAMES - James Smith JESSICA - Jessica Parke
@8:30
@9:080
@9:30 Permit#: 1@9 STATE 5T
18:00
18:30
11:80
11:38@ Doctor's Appointment
12:080
12:30
13:00
13:30
14:00
14:30
15:80
15:30
16:00
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Update Inspection Results

Inspections can be updated from 2 places within MCSJ 1) The maintenance from which
the inspection is for (Violation, Permit, Rental) 2) Inspection Results Screen

Billing Collections > Construction Permits/Code Enforcement > Inspection Results

The Inspection Results screen was designed to conveniently update multiple and various
inspections from one screen.

Inspection Results
7 Edit || & Save || ¥ Cancel | & Previous dNext || [ letter || @2 Attachments

Inspector Id: | TAMES James Smith
Date Range: | 89/29/2817 | =  to 18/31/2817

Permits | Violations | Rentals

Date Application Id Permit No = Update No Property Location Activity Type Status
09/29/2017 1 108 STATE ST ENERGY INSP Open This is a comment.
CHG 1@/24/2017 1 189 STATE ST FIN FINAL INSP Open =

Open
Approved
Denied ‘

The inspector that is entering their results would enter their Inspector ID and the Date
range for which they plan to enter their inspection results. All of the inspections that are
scheduled within that date range would appear. Notice there are 3 different tabs for the 3
different types of inspections an inspector might have Permits, Violations, Rentals.

Once you select the inspection you wish to edit you can update the status and any

comments you wish to add regarding that inspection may be entered as well. Attachments can
also be added from this screen and Letters can be printed too.
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Inspection Mobile App

Log in

To begin you must install the Inspection Mobile from Google Play or the App Store. This
app can be used on Apple or Android mobile devises only (phones, IPads, tablets, etc.). Once
you download the app you may login with your Municipal ID, User ID and Password.

Y our Municipal ID is your city ID followed by your state. Your city ID can be found in
System Utilities > System Parameter Maintenance.

E System Parameter Maintenance L=
7 Edit | 3§ Close
System must be locked to edit the fields displayed in red.
General | Local Backup
Year Start Date End Date Future Years City Id: |[EANT
Current: | 2817 |81/01/2817 12/31/207 1: | 2018 Type: Municipality
Reserve: | 20816 ©1/81/20816 12/31/2016 2 Activity Closing Date: |81/81/2080
3 Delete Password: |D
Fiscal Town:
Federal Tax Id: 22-1234567 Accounting Basis: NJ Modified Accrual
MName: CITY OF ANYWHERE Force Password Change Every: |@ Days
Streetl: 1234 MAIN 5T. Password Expiration Date:
Street2:
City: |GLASSBORO State: |NJ | Zip: 01234~
Phone: | (555)555-9230 | Ext: Fax: | (555)555-0901

***Note: Not every user will have access to System Parameter Maintenance, be sure to
ask your administrator for the City ID if you do not have access to it.
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Then you would enter in your User ID and Password that you would normally use to sign
into MCSJ. Once all of your information is entered hit the Log In button.

If you do not want to retype your log in information every time make sure the Remember
Me box is checked; if you want the app to sign you in automatically make sure the Stay Logged
In box is checked.

edmunds
| ] & associates

simple. . solutions.

EANJNJ

JESSICA

sas0080 .'l|
Remember Me T—f

Stay Logged In T—

Log In

***Note: Only Inspectors that have their Inspector ID linked to their User ID may log in.
If your User ID does not have an Inspector ID linked to it you can NOT sign in to the app.
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View/Update Current Inspections

Once you log in, the inspections that you have scheduled for that day will appear. Notice
there are thumb up and down symbols. The red thumb down implies that you have completed
that inspection and gave it a denied status. The green thumb up implies that you have completed
that inspection and gave it an approved status. The inspections with 2 blue thumbs, one pointing
up and one point down implies that the inspection has not been completed and has an open
status.

Inspections

10/05/2017
08:00 - 08:30

&I Violation Inspection 3
53 5 ACADEMY 51
STRAGA ASSOCIATES

08:30 - 09:00

by Violation Inspection 3
53 5 ACADEMY 5T
STRAGA ASSOCIATES
09:00 - 09:30

iy Violation Inspection 5
MAIN 5T
CHASE HOPKIME

10:00 - 10:30
*9 Doctor's Appointment
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Select the inspection you wish to update. The general information will be displayed on
the info tab. You are able to update the Activity Date, Start Time, End Time, Owner’s Email,

Status and Comments.

< Back

Activity Date:

Start Time:
End Time:

Type:
Violation Id:
Ordinance Id:
Activity Type:
Property Loc:
Block/Lot/Qual:
Owner Name:

Owner Phone;
Owner Email:

Status:

Comment:

Inspection

=

Attachments
10/05/2017

08:30

09:00

Violation

V7-00002

56-2

Violation Inspection

53 S ACADEMY ST
44, 9,

STRAGA ASSOCIATES

Open

Comments
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To reschedule the inspection, you would select the Activity Date. On the calendar
that is displayed select the day you wish to move it to and the time slot you plan to move
it to as well.

< Back Reschedule Inspection

October 2017
Tu W
3 4 5
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31 1 . 3 4
5 6 7 8 9 10 11

Select an unscheduled time slot below or press here to
use 10/06/2017 without a start and end time.

08:20

09:00

09:30

10:00

10:30

11:00

11:30

12:00
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To update the status simply select status and then choose which option you would like to
update it to. Notice that my Activity Date and time has changed from my previous example.

Select a Status 3

Denied
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To update the Comments you can select the comment box and begin to type in your
results. The comments button can also be used if you have saved violation comments in
Comment Maintenance.

Select a Comment
Please cut grass around entire property.
note note note

Violation is still outstanding, fee will now

If violation is not corrected within 30
days, a fine may be incurred.

The cited violation must be corrected
within 30 days of receipt of notice.
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The violation’s History can also be viewed from the History Tab. It can NOT be edited
from this tab only viewed. If you need to edit the history it must be done by going to that
inspection date. In the example below you can see that their previous inspection was denied.

=

Attachments

10/05/2017 - 56-2
Violation Inspection

.I Denied

Owner said they were cutting the grass temarrow, their
lawn mower was broken,

The Attachments tab will allow you to add photos that you have taken from this
inspection. Once you select the red plus button at the bottom, you can select weather you want
to take pictures to attach or browse through pictures you already have on your device. |

recommend taking the pictures as you go through the inspection, it is easier to attach to the
violation that way.

Inspection

£3) =

Histony Attachments

Camera @
Browse @
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Once you have completed editing the violation you may hit the Back button or the menu
button to save the changes. The back button will prompt you to save the inspection while the
menu has a drop down to save the inspection; both will work.

Inspection

® B Save Inspection

(© Schedule Reinspection
& Print Violation
Print Letter

Unsaved Inspection End Time; 08:30

Type: Violation

Would you like to save this
inspection?

Violation Id: V7-00002
Ordinance Id: 56-2

Activity Type: Violation Inspection

From the violation menu option you also have the ability to print a violation and/or a
letter. You can then email the violation or print it from your phone to a wireless printer. You
can also schedule a reinspection if you denied the current inspection.

***Note: Schedule Reinspection will only appear from the menu if the current violation
is set to denied. It will NOT appear if the status is approved or open.
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Create New Violations

Violations can also be added though this app! From the main menu button you can select
the New Violation option.

@oMWoc@mE ARG T .460%E 1:30 PM
2 Jessica Parke =
Today ©

Calendar

=
&

Go to Date

New Violation

My Created Violations
Open CPSS

Send Feedback
About

Log Out
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Fill out the necessary violation information including the Property Location, the
Ordinances in violation, inspections, descriptions and conditions. The Violation Date will auto
populate with the current date, however this can be changed too if need be.

€ Back New Violation B save

=] =)

Info Inspections Attachments

Violation Date

10/05/2017
Property Loc

Block/Lot/Qual

| Ordinance Id ‘ Compliance

+ Add Ordinance

(® Schedule Inspections

Descript

Conditions

Conditions

When you add a property to the violation you can search by the house number and every
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property with that number will appear on the list for you to choose from. After you select a
property location the Block/Lot/Qual information will auto populate.

< Back Select a Location

156 (X

156 FIELD LOOP

156 PEACE LANE
156 PEACE LN

156 STONESHIRE DR

When you add an ordinance you can search for key words in the ordinance description.
This makes searching through all of your ordinances much easier and faster.

< Back Select an Ordinance

paint (% ]

IPMC 302.1
Praperty has peeling, flaking and chipped paint,

Be sure the compliance date is set to the correct date you plan to have the follow up
inspection.

Ordinance Id Compliance
¥ [IPMC 3021 10/17/2017
B [[PMC 3024 10/11/2017

+ Add Ordinance
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To schedule an inspection hit the schedule inspections button. Select the type of
inspection you would like to schedule. It will then auto fill in inspections for the compliance

date.

€ Back New Violation B Save

® B @

Inspections Alttachments
10/17/2017
IPMC 302.1 O
o Vinlation Inspection
elect an Activity Type
“ 10/11/2017
SENT LETTER
| IPMC 302.4 ]

Violation Inspeclion

VIOLATION NOTIC

VIOLATION REINS

The description of the violation can also be typed in along with the conditions. You can
use the conditions button to autofill pre-saved conditions.

Select a Condition

note note note

If violation is not corrected within 30
days, a fine may be incurred.

The cited viclation must be corrected
within 30 days of receipt of notice.
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Pictures can also be added to the violation. You can use the camera option and take them
as you walk around the property. If you do not want to use a picture select the trash can to
remove it.

< Back New Violation B save

=

lofl
Once you have entered in all the information you would like you can hit Save option at
the top of the screen and it will prompt you to confirm.

Confirmation

Are you sure you want to create this
violation?
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My Created Violations

To view the violation you just created you would have to go to the main menu and select
My Created Violations. This will show you all of the violations that you have created in the
field and within MCS]J.

Jessica Parke

Created Violations
Today
10/20/2017 - IPMC 302.1
Calendar ation .
o 10 Date ry Violation Inspection )
146 FIELD LOOP
New Violation DR HORTON INC NEW JERSEY
My Created Violations 13/10/2017 -IPMC 302.4
P{EhEaE by Violation Inspection y
Send Feedback 156 FIELD LOOP

CR HORTON INC MEW JERSEY
About

Log Out

You can select the violation if you wish to edit or add any other information to it.

***Note: Violations can only be added and edited from the app. Violations and
Inspections can NOT be deleted from the app.
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Send Feedback

We strive on our customer’s feedback! If you use the app and have any requests or
suggestions please send them to us via our send feedback option. This will auto create an email

from your phone with your app version and user information.

***Note: [f you get an error while using the app please contact our support department.
Do NOT send errors via Send Feedback.

Log Out

If you wish to log out go to the main menu and select the Log Out option.

Jessica Parke

Today

Calendar

Go to Date

New Violation

My Created Violations
Open CPSS

Send Feedback
About

Log Out
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