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1 Overview of York Region Sewer Use Bylaw Services

York Region Sewer Use Bylaw Services allows the Region’s staff, Local Municipalities’ employees, and
the Public to communicate with one another utilizing a website accessible from the internet. For purposes
of this guide, we will be discussing the functions and responsibilities tied to tasks the Region’s users will
be expected to perform on a daily basis. The predominant task that will be performed by the Region’s
staff will be reviewing and approving online submissions received from the public or the Local
Municipalities.

2 York Region Sewer Use Bylaw Services Agency Portal Home

York Region Sewer Use Bylaw Services Agency Portal Home site provides many dashboards to allow the
agency user to have direct "quick access" to the desired functional areas to perform his or her daily job
functions.

Figure 1: York Region Sewer Use Bylaw Services Agency Portal Ho&Site e
Agency Current Login User List

Start a New Application Submitted Applications
) sistus [Parlial and Complete Submitted || (Most cumrent 6 racards ) ® Click here toshow current users
( )_) 3 (1962 Discharger hformation Report —
N
. ) Test Admn on 10102014
Discharger Information Report Complete
(4 541.1ng, A34 353 o
Industrial commerical and instittional wastewater dischargers are required to com plete 3 Discharger -
Information Repart and submit to York Region within 30 days as stipulatedin York Region's Sewer User — Permit: A, Onine:
Bytaw. Thisinformation will be used to monitor facifties and their discharges ? system
3 (1961) Discharger formation Report .
~ = 7 Paper Submeson on 10(02014 g
\ Complete
) (40 541, Gorrley, A%A 343 Submittal
. ) Pt A, Paper
R s o 1859) Discharger Information R
This form must be complete to be considered 2n appiication for 2 dewatering discharge approval. %) (1959) Discharger Inform tion Report =
Incomgiete application will not be processed andwill be returned tothe apglicant — =" D Paper Submsson on 101102014 a ;;m
omi
14 =df Maple, 434 383 Submitesl
) (] Permitz: A, Paper
A, 7 (1958) Test Result Data Upload —
. - . a n st e
Dewatering Activity Discharge Approval Application bR AL R Complete 13, Sample test resuk NA
Theinformation collected onthe application wil be used to evaluate appiications for dewatering discharge K. kng 208 383 s N
approvals. Thisinformation is not considered to be confidential and will be handled inaccardance with and 0 Pemie: A, Paper Vilation Notices NA
may besubject to disclosure to the public under the Municiral Freedom of information and Profs
Pravacy Act (MFIPPA). Information to be submitted with the appiication that the applicant considers 1956) Discharger Information Report 2, Surchargs biing summary NA
confidential or o be othenvwise exempt from disclosure under MFIPPA must be claimed a5 such in 3 (1956) Discharger Information Repo = 2 -
accordance with MFIPPA at the timet i submitted “ 1) Paper Submssion on 10102014 . _ﬁ Gorpiance Pani/ctiies NA
omplete
14 a7, Nobieton, A2A 3A3 Submittal |, Monthly Hauled Wa stewater Vblume: NA
.. ® (") Permite: NiA, Paper
2, Surcharge Biing Surmery NA
B 3 (1955) Discharger Inform ation Report —
N 43, ' 8
Test Resuit Data Upload Paper Submesson on 10102014 e
[0 4, Nobieton, A2A 343 By

Ability for the Industry and the LAM users to upload test result data via this form -
(7] Permitz: A Paper

Click herefor more...
Click hara for more.

Unauthoerized Public Users o
Joe Doe

Q ) Preadon on 02/21201 4Hauler Ow ner 4
Inactive
A1t ONAtA 1A —

Below are the brief functional descriptions of each dashboard block:
1. Start New Application: this block allows an agency user to create a new application

2. Unauthorized Public Users: this block lists the new public users that are requesting to be
activated so they can submit applications.

3. Submitted Application: this block displays a summary of submitted applications
4. Agency Current User Login List: this block shows a list of currently logged in users

5. Message center: this blocks provides short-cuts to many useful York Region Sewer Use Bylaw
Services functional areas

6. My Queries: shows the list of available Agency queries that can be run to review data in iPACS
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3 Manage Application

The Sewer Use Bylaw Services Agency system allows the agency user (with adequate application access
permissions) to review, update, edit, approve and issue submitted applications.

Let's use one example submitted application to take you through a typical permit application management
lifecycle. From the Sewer Use Bylaw Services Portal Home page, the agency user simply clicks a
selected submitted permit application icon from the "Submitted Applications" dashboard area to access
this recently submitted permit application.

Figure 2 - Open Submitted Application

Submitted Applications

Status  Parfial and Complete Submitted ﬂ (Most current & records)

*-* (1511) Test Result Data Upload —
M ™ Faper Submission on O7/202014 =)

4 . Maple, A1A 141
") Permits: NiA, Paper

Partial
Submittal

** {1509) Test Result Data Upload —

M ™ paper Submission on D7/202014 e
4] . Kleinburg, A1A 2AZ s D;rt!:;I
- uomi’
__| Permit#: NiA, Paper

¥ {1493) Test Result Data Upload —

A ™ paper Submission on 07302014 e
14} . Kasinturg, A3A 383 5 p: m!ll
%) Permits: NiA, Paper uamt

** {1309) Test Result Data Upload p—
M ) Paper Submission on D7/13/2014 )

Partial
'g . Map.le: AJAZAZ Submittal
__| Permit#: N/A, Paper

-* (1304) Test Result Data Upload .

M ™ i asdfon 07022014 =
5 Partial
- Kleinburg, a?a 2a2
# . o . Submittal
__| Permit#: NiA, Online

(1303) Test Result Data Upload —

M T oo Submission on D7T/02:2018 e
- Partial
. Kieinburg, 223 232
b . Kisinburg, <2 22 Submittal
| Pemmit#: N/A, Paper

Click here for more...

Once the user has clicked on the selected application, the user can receive an overview of the current
application status (from the status bar) and work on the current case by accessing the two tabs displayed
on this page (see Figure 3):

e  Submission Info (Tab)
e Technical Review (Tab)
e Decision (Tab)
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Fiqure 3 - Submitted Application - Overview

Submission Info Technical Review Dedsion

q ‘@)

Form Documents Payment —— i ———

S\
\

,____\
Ve
N

“\

N o -

7] Online Application
‘; Discharger Information Report - Form View
-

General Comment

Type your comment here

Admin Review Decision

3]

Type your review message here

oS Ty,

N o e e

Send Back for Amendment Admin Review Com plete

’
\

N o -

3.1 Submission Info

At any of the Review/Decision stages (such as Administrative review or a Technical review), “Submission
Info” tab allows the reviewer(s) to fully access user submitted data. Under this tab, it consists of three
sub-tabs:

Figure 4: Submission Info tab

Subrmission Info Technical Review Dedsion

4

=Q !

Form Documents Payment

e Form: This tab includes all original applicant submitted data (Form(s)), in addition to Project Site
Location; Applicant; and possible Authorized Representative.

o Documents: This tab collects all attachments submitted by the applicant or entered by the
reviewer(s)

e Payments: This tab stores required fees for each application as well as the payments received
which apply to those fees.

3.1.1 Form
Figure 5: Submission Application - Form Tab

Submission Info Technical Review Dedision

:_|’-"| :lL "|
Form Doouments F'ayFnent

— _ﬂ Online Applicatio

% Test Results Upload - Form View
Test Results Upload - Archived Form
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3.1.1.1 Steps to review an application

Under the Form tab (screen), the agency user has the ability to review a submission by clicking
(‘ﬂ Online Application )

Figure 6- Submitted Application - Application Review

COnline Form Data

Printable View

Applicant Information

Application for
(®) Reqgistration () Renewal

® Permit Effective Date
01/08/2013

# Permit Expiration Date
31/08/2014

iPACS Site Identifier
179
* Name of Company

Test WH

[ Update site address in iPACS

® Sireet Number ® Street Name ® Street Type Street Direction
2 Orchard Parkway ﬂ ﬂ
Sub Street Type Sub Street Mumber
]
® Municipality ® Province # Postal Code
Kleinburg [w]  Ontarie[w] <D3S4G2

» Agency user can review the user submitted application data

AEenci user can review history data by click (m) button. Once agency user clicks the

( ) button, system will add (‘0) button icon next every text field which has been
modified after submisison. The agency can view all the history data by clicking (0 ).

* Address 1
123 Farnworth Close O

» There are four (4) different types of applications that can be received from the public. Please
take note of the special attributes of each form which dictate particular checks that should be
considered when reviewing that type of application.

(1) Discharge Information Report (DIR)
» Confirm if the application relates to an existing iPACS facility or is a new facility
e The highlighted field in Figure 7 is visible when you review the online application.

e This field would be prepopulated with the iPACS Facility ID if it is already known based
on the user who submitted the application. If this field appears empty, please ensure if
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this already represents an existing Facility in iPACS. If so, please enter the Facility ID in
this field.

e If you approve the form with this field empty, iPACS will create a new Facility record to
link to this application.

e A new General Permit and Permit/Plan Limit will need to be setup for this newly created
Facility record in iPACS. Please refer to Section 2.4 in the EME iPACS Instruction
Manual (edoc #5506219) for instructions on how to create a General Permit and to
associate Sewer Use Bylaw limits to the permit.

Figure 7: DIR Facility Identification

Online Form Data

[ Show History | Save Jf Closs} Prntable View|

General Information

iPACS Site ldentifier

| i
135

12

—

Legal Company Name

Plant Address

[l update site address in iPACS

# Street Number * Street Name * Street Type Street Direction
12 sdf Curve v v
Sub Street Type Sub Street Number
vl
* Province * Municipality * Postal Code  * Country
ﬂ King ﬂ [l Al Municipalities | A3A 3A3 ﬂ
* Phone (555-555-5555) Ext.

555-5565-5555

(2) Dewatering Discharge Approval Application
» Confirm the appropriate Permit Effective and Expiration Dates

Unique to the Agency user’s application review, you are presented with the two required date
fields which represent the start and end date of the allowable dewatering discharge (see
Figure 8).

These dates should match the expectation of when the applicant is allowed to start
discharging and when they must finish discharging.

These dates will be transferred back to iPACS when creating the linked Permit record and
these will appear as the Permit Effective and Expiration Dates.

The Permit that is automatically created is also automatically approved since review of the
application has occurred in the York Region Sewer Use Bylaw Services website.

The Permit/Plan Limit will need to be manually set up for this newly created permit in iPACS
in order for the Auto-compliance Check to work properly. Please refer to Section 2.4.4 in the
EME iPACS Instruction Manual (edoc #5506219) for instructions on how to associate Sewer
Use Bylaw limits to the permit.
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Figure 8: Dewatering Permit Dates

Applicant Administration

(@) New dewatering discharge approval () Renewal of dewatering discharge approval ) Amendment to a dewatering discharge
approval

* Permit Effective Date
02/07/2014

* Permit Expiration Date
16/07/2014

Water Source Information

iPACS Site Identifier

[ update site address in iPACS

Is this dewatering activity at a valid street address or are GPS coordinates more applicable?

() Street Address O GPS
* Street Number * Street Name * Street Type Street Direction
23 sdf Road [v] [v]
Sub Street Type Sub Street Number
2
* Province * Municipality * Postal Code

Ontarioﬂ Musselman Lake ﬂ A3A3A3

» Enter iPACS Facility Name as “Address of the property where the water is being used and from
which it is being discharged (if different from above)”

= Please use the above mentioned field which is highlighted below to dictate what the Facility
Name in iPACS should be created as / updated to (see Figure 9).
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Figure 9: Dewatering Facility Name

Water Source Information

IPACS Site ldentifier

Clupdate site address in iPACS

Is this dewatering activity at a valid street address or are GPS coordinates more applicable?

(O Street Address ) GPS
* Street Number * Street Name * Street Type Street Direction
23 sdf Road (v vl
Sub Street Type Sub Street Number
[v]
* Province * Municipality * Postal Code

Ontario[v] | Musselman Lake[v| | A3A3A3

Concession Municipality

Part County/District Reference Plan
Method of Collection Accuracy Estimate

UTM Zone Easting Northing

Address of the property where the water is being used and from which it is being discharged (if different from above)

» Create Sample Locations

= The last set of questions on the Dewatering application are used to create new sample
locations in iPACS for use in tracking sample results received and applying by-law limits to on
the associated permit.

= Up to two sample locations can be created from one Dewatering submission by clicking one
or both of the “Sanitary Sewer” and “Storm Sewer” check boxes in the Discharge Location
section.

= For each sample location to be created, the “Describe proposed point of entry to sewer
works” field is used to determine the Sample Location Name and Sample Location
Description values in iPACS respectively (see Figure 10)

Figure 10: Dewatering Sample Locations

Discharge Location

* Discharge intended for
Sanitary Sewer [] Storm Sewer
* Describe proposed point of entry to sewer works

2
* Describe the temporary erosion and sediment control best management practices to be implemented at the property

2

(Sove | lose | e vew!
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(3) Waste Hauler Application
» Confirm the appropriate Permit Effective and Expiration Dates

= Unique to the Agency user’s application review, you are presented with the two required date
fields which represent the start and end date of the waste haulers ability to haul waste to one
of the Regions receiving sites (see Figure 11).

= These dates should match the expectation of when the hauler is allowed to start and end
their hauling activities. Most likely, these should run form January 1st of one year to
December 31st of the same year.

» These dates will be transferred back to iIPACS when creating the linked Permit record and
these will appear as the Permit Effective and Expiration Dates.

» The Permit that is automatically created is also automatically approved since review of the
application has occurred in the York Region Sewer Use Bylaw Services website.

=  The Permit/Plan Limit will need to be manually set up for this newly created permit in iPACS
in order for the Auto-compliance Check to work properly. Please refer to Section 2.4.4 in the
EME iPACS Instruction Manual (edoc #5506219) for instructions on how to associate Sewer
Use Bylaw limits to the permit.

Figure 11: Waste Hauling Permit Dates

Online Form Data

Show History Printable View

Applicant Information

Application for
(@ Registration ) Renewal

* Permit Effective Date
01/10/2014

* Permit Expiration Date
171072014

IPACS Site ldentifier

* Name of Company
gfdsgdsfg?2

[ update site address in iPACS

* Street Number * Street Name * Street Type Street Direction
234 s Five M v
Sub Street Type Sub Street Number

[Vl

» Confirm the driver, fleet and capacity information is reported

= Towards the bottom section of the application are two grids which allow the input of multiple
records for each question. The two we are focusing on here are the “Drivers” and “Fleet”
grids (see Figure 12).

* Inthe Drivers grid, please ensure that the data is complete and in the correct format.

= Inthe Fleet grid, please ensure that the data entered is complete and seems accurate.
Please make sure that the Capacity value for each vehicle is present and in the correct units
(Imperial Gallons).
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Figure 12: Waste Hauler Drivers and Fleet

Drivers

First Names | Middle Initial | Last Name | Driver’s Licence No.

Add New Record

Fleet

List details of all drivers authorized to haul wastewater on behalf of the applicant (You may attachment another sheet if additional space is required)

List details of all vehicles that will be used by the applicant for hauling wasterwater (You may attach another sheet if addtional space is required)

Click % to save your information before proceeding to next step.
Vehicle Year T

Vehicle Model License Plate Capacity (Imp. Gal.) | .
v x _

ccess Device No. | Aurora Panel Access No. Sutton Panel Access No.

Add New Record

» Ensure that after the application is approved, that the drivers and vehicles transfer back to iPACS

correctly.

= Once the application is approved, log into the iPACS system and search for the newly
created permit for this facility. In the new waste hauler permit, review the Driver and Vehicle
sub-module to ensure a complete data transfer to iPACS has occurred correctly.

Figure 13: Verify Hauling Permit Transfer to iPACS

@ Recent Permit/Plan Ite
ms

2l

) MIGRATED DOM-10

) 2014-DP-NM-029

) 2014-DP-GE-030

“J) MIGRATED General (395)
%) New Application

[3' Draft Permit/Plan =

4 Basic Information
4 Permit/Plan Details
< Flow Data

|'l Vehicle Information
< Driver Information

4% Permit/Plan Limit

4 Monitoring Requirements
4 Programs
4 Requirement Statements

4 Correspondence

4| Instruction Detail

Permit/Plan Information

Facility'Site Name

Facility Type/Program Area
Facility'Site Group
Physical Address

Fhone

Permit/Plan Number
Permit/Plan Type

Effective Date

Expiration Date

(4) Test Results Upload
» Ensure Facility and Sample Location are chosen correctly with relation to the submitting user.

= When reviewing test results that have been received, it is critical to ensure that the facility
and sample location have been chosen correctly. If a new sample location is being created, it
is also important to ensure that it truly is a new sample location rather than an existing one for

the facility.

Amend Permit/Plan Renew Permit/Plan

Brauntec Services

EMEG - Waste Hauler

Waste Hauler

2171 Gordon Street Street, Innisfil, ON, L95 1C5
705-431-8527

MIGRATED DOM-10

EMEG - Waste Hauler

01/0111950 =
311212050 e Set expiration date

= When creating a new sample location, like the other forms, you will be presented with an
iPACS Site Identifier field. If that field is left empty, a new facility will be created along with

engFoliech
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this new sample location. A new General Permit and Permit/Plan Limit will need to be setup
for this newly created Facility record in iPACS. Please refer to Section 2.4 in the EME iPACS
Instruction Manual (eDOCs #5506219) for instructions on how to create a General Permit and
to associate Sewer Use Bylaw limits to the permit. If a Facility ID is entered, the new sample
location will be associated to that existing facility instead.

= Also, when creating a new sample location, if the related facility needs to be changed, please
update the value in the iPACS Site Identifier field rather than the Facility dropdown at the top
of the form. Once the form is saved, the Facility dropdown will refresh to show the correct
information linked to the ID just entered.

Figure 14: Test Results Upload Facility and Sample Location Selection
Unhne Form Data

[ Show istory |fSave"J\GRGsS™] Prniable Vicw |

Facility

Facility:
C & F Newmarket Auto Electric Inc. - 1190 Twinney Drive, Unit 1-2 DRV, Newmarket, ON,L3Y SE3,CANADA

Sample Location

Create New Sample Location

iPACS Site Identifier
443

* Sample Location Mame
test

Sample Location Description

Mear the back door

Street Number Street Name Street Type Street Direction

122 Main Avenue > E v

3.1.1.2 Form View

== Wastewater Hauler Registration Application - Form View .
(= ) Form View allows agency user to download
submitted application in subcode Techsheet view(PDF).

3.1.1.3 Archived View

=7 Test Results Upload - Archived Form . . .
(= ) Archive form) allows agency users to review the original

application and the form will be visible if agency users made changes to the information on the application
and clicked “Save & Close”.
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3.1.1.4 Admin Review Decision
If York Region requires more information from the owner of the application, agency users can send a
message by typing detailed comments under the Admin Review Decision section and click the

button. Email and a mobile message will be sent to the owner of the application.
Once all required documents and information have been received, agency users can complete the admin

Admin Review Complete

review by clicking the ,button, so the  16ch Review Compiete

Technical Review Decision section will become activated.

Submission Info Technical Review Diecision
P
5 =

Form Documents Payment

button under the

_t 1#] Online Application

pp— -i Dewatering Activity Discharge Approval Application - Form View

™ Dewatering Activity Discharge Approval Application - Archived Form

Admin Review Decision

Type your review message here @|

Send Back for Amendment Admin Review Complete
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3.1.2 Documents

Under the Documents tab, an agency user can review and manage the documents submitted by an
applicant.

Figure 15: Review Documents

Submission Info Technical Review Dedsion

1-10of1item(s

T T

Floor Flan Required - Online  Construction Permit ~ Floor Plan

Received Files fn/r)ie.quired Documents

-

APDF. qu Floor Plan Construction Permit

o= 0

Here are brief descriptions of typical actions that may be carried out by agency users (as marked
numbers shown in the above Attachment screen section):

1. An agency user is able to make required documents to be submitted for the current submission.
System allows agency user to define document type, Method, name and description for the
required documents. When a new required document is added to a submission, the applicant is
immediately sent an email alert letting them know of the new requirement and to log onto the
York Region Sewer Use Bylaw Services website to upload the document.

1-1of 1item|z

Figure 16: Add Required Document

Add Required Document

Form List
Wastewater Hauler Registration Application

* Method
(@ Online () Mail () Other

* Name
Truck License Plate Images| x

&

Description

Save | Cancer
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An agency user can update/review required documents list by clicking (ﬁ ) button.

An agency user can upload files (received from applicant) as attachment by clicking ( )
button. Before uploading document to the system, an agency user has to provide document from
the dropdown, received date, attachment and description (optional).

Figure 17: Upload Received Attachment

Upload File

Upload File for

Floor Plan E|

* Received Date

111272013
® File:

Choose File | Mo file chosen

Description:

e | carcr

4. An agency user is allowed to download uploaded document by clicking document name ex:
“APDF.PDF”

Figure 18: Open/Delete Submitted Attachment

1-10f1 item(z)
o | e oo | et
| x APDF.pdf § Floor Flan Construction Permit

5. ( ™ ) button allows agency user to delete uploaded document from the sytem.

3.1.3 Payment

Under this section an agency user can review the required fee(s), add additional fee(s), and delete
unnecessary application fees.

Here are brief descriptions of typical actions that may be carried out by an agency user (as marked
numbers shown in Figure 19):
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Figure 19: Reviewing Payment

Submission Info Technical Review | Decision |

B 0 @

Form Documents Payment
Application Fee - (Amount Paid - Pre-Pay Deposit Fee - Service Fee) = Amount Due Pay Later Fee:
-
$700.00 $0.00 $0.00 $0.00 $700.00 $0.00 (e

Payment Management and History

All received Payment of CREDIT CARD / ACH should list here. Admin can ADD received payment once received a CHECK, CASH or MOMNEY ORDER.

Check/Money

Delete * Method * Amount Paid * Received Date Order/Coupon # Comment
x Cheque 0.00 g
m Make Caszsh/Money Order/Check Payment
Fee Details YN
| pay upfrar =. Click the icon to add additional pay upfront fee
Fee Name To Be Collected Calculated Type Comment

Df'a? Application Fee 700.00 700.00 E;mi[

&

Add Pay Upfront Fee

n
All pay |ater fee items. Click the " icon to add additional pay |ater fee.

4¢  *FeeMName * ToBe Collected Calculated Type Comment

Add Pay Later Fee

@ All removed fee items

* Fee Name  * To Be Collected Calculated Type Comment

m Re-Calculate

e Service fee detial: Credit Card Process Fee: 30.00 Agency Convenience Fee: 50.00 System Provider Convenience Fee:
50.00

1. After received fee

a. Click the Make CashMoney Order/Check Payment button which will add a new record

to the Payment Management grid directly above.
b. In most cases, the “Method” should remain “Cheque”.

Pleaes ensure to enter at least the Amount Paid and the Received Date in the grid. The
Check Number and Comments are option data entry fields.
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d. Once satisfied with the entry, click the m button to confirm the payment. When this
button is clicked, the applicant will receive an email notifying them that the payment has
been received and the amount has been applied to this application.

2. An agency user reviews the Fee Details and has the flexibility to add additional fee(s) by clicking

Add Pay Upfront Fee Add Pay Later Fee
the putton or the y putton.

a. The Pay Upfront function requires payment before the application can be approved.

b. The Pay Later function allows the payment to be received after the application has been
approved.

i. Thisis a much less used function as most applications require an up front
application fee.

c. Once selecting either of these buttons, the user must select the appropriate Fee Group,
Fee Item, Fee Type, Fee Name, and To Be Collected Amount.

d. Clicking “Save” finalizes the process and will creates the required payment.

. Re-Calculate
3. If an agency user adds a new fee, click the button, then the g
button should be clicked so that the Public user will be notified of the increase in payment.
a. This is performed through an automatic email that is sent as soon as the “Save” button is
pressed.

4. To delete a fee, click ® icon under the Delete column (“delete” means to remove not applicable
fee(s)).

3.2 Technical Review Tab

The Technical Review process will serve as a space for agency users to communicate with LAM users
when needs arise. Also, this section is meant to be used such that an agency user has reviewed all
content and data related to the submission and deemed is technically accurate and ready for approval.
This section is not meant to communicate with the Public at all.

To perform Technical Review, agency user would first review the applicant’s submitted data under

. Submission Inf . . .
“Submission Info” ( detle ) tab to verify all required data were entered and received correctly

(refer to step 3.1.1.4).

Here are brief descriptions of typical actions that may be carried out by agency user (as marked numbers
shown in the above Technical Review screen section):

An agency user could enter a comment at any time during the “Technical Review” process. The default
“Comment Template” provided by the York Region Sewer Use Bylaw Services system is “Technical
Review Completed”

1. Communicate with LAM User

a. If acomment is intended to be sent to the associate LAM user, please use the General
Comments section instead located on the right-hand side of the page. If the comment

box is not visible, please click the “ putton to expand the comment box.

b. Once the Comment section is available, enter your comment in the available box and
when ready, click the “Save” button. This comment will then be available for review by
the LAM User.

c. This section will also show comments sent by LAM users for this application.
2. Upload file from user under Document list

a. If adocument is received electronically or in the mail from an industry in relation to one of
their applications, it should be scanned and uploaded to the application for tracking.
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b. In this section of the “Technical Review” screen, you are shown a list of the required and
optional attachment.

c. If additional attachments were submitted, please go back to the “Submission Info” screen
to add the new type of attachment.

d. If the correct attachment requirement is already displayed on the “Technical Review”

screen, click the appropriate Ui i button.

e. Once this is clicked, please complete the Upload File form by browing to the file on your

computer and clicking g

3. After the Technical Review has been completed, a message indicating this review is done should
be entered in the “Tech Review Decision” comment box. This message will be saved in this field
with the application. Public users will not be able to see this comment, but LAM users will be able
to see it. Only one comment can be saved per application.

4. Click A TechReview Complete \, 1, {5 confirm the “Technical Review Completed” decision

Figure 20: Technical Review

Submission Info | Technical Review | Dedsion

This page allows you to technical review of a given application. If action button is disabled, please make sure "Complete Application Received" action token in Administrative Review tab.

Tech Review Decision 1 e General Comment

3 T our comment here Save
Type your review message here A) ypey -

Documents List

€p test resutt (Optional, Mai)
Convert Comment to single line dsxadmin
11:56:26 AM] 9 KB

e

£ test doc (Optional, Mail)

i

Application Review History

1-10f 1 tems)

————

Partial Submitzl  Super Admin 11/07/2014
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3.3 Decision Tab

Under Decision tab, an agency user can review the application package in a global view and perform the
following:

1. Provide a comment for each status change for history tracking
2. Change the application status
a. Approve the application (Approved)
b. Deny the application (Denied)
3. Make the Decision (Finalize the Status Change)
a. This button triggers emails being sent to both the agency and Public users about the
decision just made.
b. To Send the amendment to public user using “Admin Review Decision”

i. If after reviewing the application, it is determined that the industry must submit
better/more data before the application can be approved, use the “Decision” tab
in the Application Review section.

ii. In this tab, change the dropdown value to “Revision”, enter a comment describing
why the status is being changed, and click the “Make Decision” button.

iii. Once this button is clicked, the status of the application is changed and the
application is immediately sent an email and text message letting them know of
the change and the next required steps they must take.

iv. Once the public user resubmits the application, it will appear on the Agency
website.

Figure 21: Application Decision

Submission Info Technical Review Decision

This page allows you to make final dedision and issue permits for a given application.

Decision /-\
P4
e

Please provide additional documents indicatedas |§
required.|

Revision ~| Make Decisi

3
%ﬁun Review History

1 -2 of 2 itemis)

= e vpetor | pst ot | v conment”

Complete Submittal  Super Admin 11/12/2014

| Pending Super Admin 11/12/2014 |
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3.4 After approving an application

1) When it was indicated that the application relates to a new Facility in iPACS (iPACS Site Identifier
field was left empty on the application)

- Approved application will transfer to iPACS as a new facility. Once the transfer has occurred,
the new Facility ID in iPACS will automatically be linked to the Public users account in the
York Region Sewer Use Bylaw Services.

- DIR application and attached document submitted from York Region Sewer Use Bylaw
Services will be displayed in a new Inspection record visible in the Inspection module in iPACS.
The Inspection Results screen will contain most of the data form the submission.

- Approved Test result will be transferred to the SMR module in iPACS

- Approved Hauler and Dewatering application will transferred to iPACS, the pdf form from York
Region Sewer Use Bylaw Services will be attached to its permit section and the application
results will be saved as the Dynamic Results linked to that permit to preserve their digital
format for use in queries and reports.

Figure 22: New Facility

Show History m m Faciity Name: Search Facility

General Information

® Mame of Company

Mew Facility

* Legal Company Mame
Edison Rails
iPACS Site ldentifier

Plant Address

I:l Prepopulate from file
0 update site address in iPACS

® Street Number = Street Mame ® Sireet Type Street Direction
92 Rose Avenue v |
Sub Street Type Sub Sireet Number

K4

2) When it was indicated that the application relates to an existing Facility in iPACS,
- Admin can use the search facility ID function by input the facility name in the search box and

clicking the button. Site information from iPACS will be displayed. Check for
the accuracy of facility name and address, if it matches to the facility name in the submitted
application, then the facility ID will be inputted in the iPACS Site Identifier to update the
information of the existing facility in iPACS.

- Alternatively, the admin can uncheck the “New Facility” checkbox to cause a “Name of
Company” dropdown to appear. In this “Name of Company” dropdown, you will see a list of
companies that are related to the user who submitted this application.
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m m Save & Close Printable View | [l Search Facility

Search Site
1 - 2 of 2 item(s
385 Arla foods 675 Rivermede ROAD, Vaughan,ON,L4K 2G3,CANADA | 675 Rivermede ROAD ,Vaughan,ON,L4K 2G3,CANADA
| 4352 B0 Carlauren Road 80 Carlauren ROAD, Woodbridge,ON,L4L 7Z5,0ANADA 80 Carlauren Road Woodbridge, ON,L4L 7Z5

- Save iPACS Site Identifier field with a value on the application

Figure 23: Existing Facility

Show History m Save & Close e g Faciity Name: Search Facility

General Information

[TPACS Site [dentmer
135

Ty s

12
Legal Company Name

Plant Address

D Update site address in iPACS

* Street Number * Street Name * Sireet Type Street Direction
12 sdf Curve

Sub Street Type Sub Street Number

* Province ™ Municipality * Postal Code  * Country
ON King (] Al Municipalities | A3A 3A3 Canada

* Phone (555-555-5555) Ext.

555-555-5555

- Ensure to check if the iPACS facility ID is associated with the public user account by view the
System Setting/Public Users/Associated Facility of the applicant who submitted that
correspondence application.
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3.5 Submit an Application

If a paper submission is received, agency users have the ability to upload the submission information into
the Sewer User Bylaw Service’s website on behalf of the public user. To accomplish this, the agency
user must choose to start a new application from one of two screens; the home screen- >Start New
Application or under the Application module->Create New Application.

Figure 24 - Home screen - New Application

Hom| Applicstion | eService | My Account

| Group: LAM - Vaughan[v| User: LAM LAM[v]

Start a New Application Submitted Applications
Discharger Information Report Status Partial and Gomplete Submitted| | (Mest current & records)
() Industrial, commerical and dischargers ara required to
_ #,, complet= 2 Discharger Information Repart and submit 1o Yerk Region within 30 days as +*  (1511) Test Result Data Upload .
stipulated in York Region's Sewer User Bylaw. This information will be used te menitor a n E
facilities and their discharges to the Regional sewer system 4B D) Paper Submission on 07:20:2014 —e
14 . Msple, A1A 141 partizl
AR Submittal
_ it NI,
Wastewater Hauler Registration Application o =
( ) This form must be complete 1o be an ion for a e
' discharge approval. Incomplet application will not be processed and will be retumed % (1509) Test Result Data Upload —
" to the applicant M Paper Submission on DT02014 ol
14 - KGeinburg, A1A 242 partizl
. o o - - Submittal
Dewatering Activity Discharge Approval Application ) Permits: NiA, Paper
(())  Tneinformation collected on the appiication will be used to evaluate spplications for N
~2#._,  dewatering discharge approvals. This information is not considered to be confidential **  {1403) Test Result Data Upload =
~— and will be handled in accordance with and may be subject to disclasure to the public M 7 Fager Submission on 07207018 e
~ under the Municipal Freedom of information and Protection of Pravacy Act (MFIPPA). 16 . Kocinborg, A28 383 Partial
Information ta be submitted with the application that the applicant cansiders confidential or 1o be i Submittal
athervise exempt from disclosure under MFIPPA must be claimed as such in accardance with MFIPPA. [Pz s =T
at the time it is submitted
-* (1309) Test Result Data Upload —
&.®  TestResult Data Upload A 7 Paper Submission on 07/032014 e
- : Partial
| Ability for the Industry and the LAM users to upload test result data via this form H - Maple, 438 343 Submital
; 7] Permit#: Ni&, Paper
*-F  {1304) Test Result Data Upload —
I iy o A T 46y asdfon 07022014 =
v Partial
. Kiinburg, 222 2a2
L] = Submittal

7] Pamits: NiA, Online
To reach this second screen, click the Application Module from the top, and then when the page reloads,
click the “Create New Application” link on the left-hand side of the page.

The first three application types, Discharge Information Report, Wastewater Hauler Registration, and
Dewatering Activity Discharge Approval are all submitted in identical ways in the System. However, the
Test Results Upload is quite different so specific instructions have been provided below.

Figure 25 - Application Module - Create New Application

| Application > Paper Submission > Create New Application

Application Management

=—| Application Review
= Review submittad App

- Pemit Cert. Mansger
é" Track parmits or licenses

Click “Apply™ button to create your permit application.
Intermediate draft application can be saved at anytime for future submission.

Keyword: (example: construction, home, dog. and cat.__ ete.)

£2] searcn

App Name: App Type: | (All)

Paper Submission
———| Create New Application
—lgg Create new application

« | Edit Pending Application Y )
/ﬂ Edit unfinished application \ \

Application List

Totsl £ items

.'0

= = = a
S——
Discharger Information Wastewater Hauler Dewstering Activity Test Result Data Upload
Report Registration Application Discharge Approval
Application

i Jyes 0T e e Em e [ Apply |

=3
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3.5.1 Submit an Application (Example DIR)

To begin a new Discharge Information Report (DIR) from the Home screen, just click the section
pertaining to the Discharge Information Report or on the second screen (figure 26, click the purple

(m) button below the Discharge Information Report section.
Once the new application is opened, the below form will be presented to the agency user:

Figure 26 - New Discharge Information Report Application — Select Applicant

Search Applicant:

First Name: Last Name: Address Line1:

Company Name: License No.: New Applicant | Create Application | Exit |

Select an Applicant from Search Result

1 - 15 of 23 item(s] R R R R RREEEEEBERR

[ [ [ e [eettme [imtine [ e [ e [ ks umtjter | Mooty | e | zp coe |

(O | test6es6 best test yang_lu@enfotach.com £098154424 | 11 1 11 N 11122
(O aetsardgtfi@test.com sdf sdf astszrdgtfidtest.com 1731231231 odf sfcdafasdf ON ALAZAZ
(O | 34FSDFSFE@HOTMAIL.COM TESTEE TESTS 34FSDFSF@HOTMAIL.COM 111-1111111 123 MAIN 5T TEST & ND 11111
() TESTEMAIL12223133DSSEHOTMAILCOM  TEST33 TEST22 TESTEMAIL122231330SS@HOTMAILOOM  111-1111111 123 MAIN 5T CImY2 ON AlA 1A1
O TESTEMAIL123DSSE@HOTMAIL.COM TEST3Z TEST22 TESTEMAIL1230S5@HOTMAIL.OOM 111-1111111 123 MAIN 5T CImvz ON AlLA 1A1
(O 123@testing2.com a g 123@testing2. com 1731231233 | of E N ALA 1AL
O | asaasa asdf asdf brian_smith@outlook.com 1731231233 | 123 King N 12345
(O asdfasdfasdf =dfg sdfg yusen_chen@enfotech.com 1731731233 asdf asdf ALA3F4
O e Joseph Lavine JGL@test.com 784-392-2140 1 JACKSON COURT Vandorf ADA DAD
O RDI Robert Cowney RD}gtest.com 432-859-9952 1 Stark Ave Maple 13D 3A3
O | KNG BBC EBEC King@enfotech.com 3426673237 | 1 Cave Road King 34242
O asdfiz3a asdf asdf fdasdfacfi@test.com 1231231233 asdf asdf ALA3D3
O | enfotest1z enfo test julia_wang@enfotech.com 2222233727 2 ANDERSON STREET tang N ALAZA3
() enfoTest enfo Test di@som.com 2222222722 1 CHAMNMEL DRIVE UNIT 1003 King AJA A3
O test123 test test 123123 @tester.com 1331231233 asdf asdf ALA2AD
2

or If no existing Applicant was found, please click "New Appli button to enter New Applicant

e

On this screen, the agency user has the option to either search for an existing public user using one of

. . L Search . .
the available search fields at the top of the screen and clicking or creating a new public account

Mew Applicamt

by clicking one of the buttons.

Search
If the search fields and the button are used, a result grid will be displayed below the search
fields showing public users matchini the data ini utted in the search fields. Select one of the available

public users and click one of the Ikamthasil buttons. This will take you to the screen containing
the application form where the data will be entered.

Mew Applicant
If the button is clicked, the following screen will be displayed:
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Figure 27 - New Discharge Information Report Application — Create Applicant
or If no existing Applicant was found, please click "New Applicant” button to enter New Applicant Information

* Please select an account type: () Hauler Owner ) Consultant () Dewatering Discharger

® First Mame: # | ast Mame: Company Name:

® Phone No._: Phone Ext.: Fax Mo.:

I:l | want to receive 5M5 messages through a mobile phone.

Mobile Phone No.: Mobile Provider: ® Email:
Bell Alliant
® Address Linei: Address Line2:
® Municipality: Country: ® Province: Postal Code:
Canada ON
Block: Lot Qualification Code:

Property Cramer:

Create Application m

After filling in at least the required fields (marked with the " ), click the button
to create the new public user and open the screen containing the application form where data will
be entered. The public user will immediately receive an email (and SMS message if applicable)
letting them know that a new account has been created for them in the York Region Sewer Use
Bylaw Services website.
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Figure 28: New Discharge Information Report Application
Wizard Panel .<< Application > Wizard Panel = Discharger Information Repart

DISCHARGER INFORMATION REPORT (APP ID: 2457)

Application B )
To fill in all Application Farms Pleasze fill out the form below.

& Discharger Information
Report
General Information

* Mame of Company

ﬂ I:l Mew Facility

* Legal Company NMame

Submission _Plant Address

To submit application |:| Prepopulate from file

I:l Update site address in iPACS

* Street Number ® Street Name ® Street Type Street Direction
¥ [v]
Sub Street Type Sub Street Number
[vI
* Province ™ Municipality ® Postal Code ™ Country
ﬂ ﬂ |:| All Municipalities ﬂ
* Phone ($55-555-5555) Ext.

The first question you will see on the page is a dropdown titles “Name of Company”. If you are unable to
find the correct Company in this dropdown for this application, you will either need to confirm that the
public user is linked to an iPACS Facility (in the Public User Basic Information page in the System
Settings module) or choose to create a new facility by checking the “New Facility” checkbox. Once this
checkbox is checked, the top dropdown will disappear and be replaced by a “Name of Company” textbox
and a new “iPACS Site Identifier” textbox. At this point, since you have already confirmed that the
application relates to a new Facility, please leave the iPACS Site Identifier textbox empty. If you choose
to enter an iPACS Facility ID in this field, when this application is approved, the application will be linked
to the Facility ID entered rather than creating a new facility.

All fields marked with the red asterisk ( ) are required fields that need to have data entered in order for
the form to be completed. An example of this is the “Name of Company” field.

On this form, there are three specific checkboxes “Update site address in iPACS”, “Update mail address
in iPACS”, and “Update contact info in iPACS”. These three checkboxes should be checked unless you
are unsure the data you are entering is accurate as of the current date.

Certain fields have a format for the data to be entered to ensure correct and complete information is
entered. For example, any of the Phone Number fields which will expect a ten digit sequence.

Continuing down the form, under the “Mail Address” section, there is a checkbox “Same as above” (see
Figure 27). To aid in the speed and accuracy of data entry, if the Mailing Address of the Site is the same
as the Plant Address/Physical Location entered above, check this box to copy that information into the
Mailing Address fields.
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Figure 29: New Discharge Information Report Application — Continued 1
Mail Address
I:l Update mail address in iPACS

[ same as above

* Address 1 Address 2
* Province * Municipality * Postal Code

* Office Phone (555-555-5555) Ext.

Company Representative submitting Report

[ update contact info in iPACS

® First Name ® Last Name Title
* Address 1 Address 2
® Province * Municipality * Postal Code
Ontario
* Phone (555-555-5555) Ext. Email

Property Ownership
() Own () Rent

Figure 30: New Discharge Information Report Application — Continued 2

Facility Information

Number of Shift per day Mumber of Shift per week North America Industry Classification System(NAIC §) code

Brief description of manufacturing process or service activities.

Please ensure that, after clicking "Add New Record”, either the green checkmark is clicked to save the result or the red "x" is clicked to delete the result.

ﬁ— PR

Metal Washing Uses chemicals to clean metals for production |

Add New Record

Final products or services rendered

Please provide your company’s total yearly water consumption (in m’) for the past year. You may also submit through email to sewerusebylaw@york.ca, or mail a copy to 380 Bayview Parkway, Newmarket, ON
L3Y 4W3, Envi Services Dep

Is there a mai access hole available for i ion and i on your property or nearby?

(O Yes(CNo

This DIR form contains a GridView format question which allow multiple entries related to the same
guestion. In the above example (figure 29, the form is looking for a description of the Manufacturing
Processes present at the facility. It is possible and likely that one facility implements several
manufacturing processes.
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To use the GridView control, you must first click the yellow ( -Ad®NewReserd y by 1o which will add a new

empty row to the grid above. After entering the required information in the grid, make sure to click the
green ( v ) to save the data entered. If this checkmark is not clicked, the data will not be saved.
The blue (m) button at the bottom of the application WILL NOT SAVE THIS DATA.

If after entering a row of data in the grid, you wish to remove that record, please click the red ( ™ ) button
and the row will be deleted.

Figure 31: New Discharge Information Report Application — Continued 3
Is your wastewater subject to any type of freatment before discharge into the sanitary sewer system?
C¥esONo
Is your company certified by a third party with:
1150 9001
150 14001
[]OSHAS 18001 (Occupational Health and Safety)
[1P2 Plan
[]Others

If your company has analyzed its wastewater at any time, please provide copies of laboratory analysis. P
Newmarket, ON L3¥Y 4W3, Environmental Services Department.

[xc [[Sove [ nexc]

Once you have completed the data entry on the form above, at the bottom of the page, there are two
buttons available. The blue (W) button will save the information above, but not proceed you to the

next step in the Application Submittal process. The blue (m) button will also save the information, but,
in addition, it will also validate the data, and if the data is cleared, the next step of the Application
Submittal process will be presented. If the data validation fails for any reason, the page will reload
presenting the error at the top of the page and highlighting the associated errors below in red. An
example of this follows (figure 31):
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Figure 32: New Discharge Information Report Application — Data Validation Issue

Wizard Panel

Application
Tao fill in all Application Forms

2% Discharger Information

Report

Submission
To submit application

Application = Wizard Panel = Discharger Information Report
DISCHARGER INFORMATION REPORT (APP ID: 1520)

Please fill out the form below.

@ * Plant Owner Phone # format is wrong.

General Information

IPACS Site ldentifier

® NMame of Company
Waldorf Manufacuring

Legal Company Mame

Plant Address

I:l Update site address in iPACS
® Street Number ® Street Name ® Street Type

123 Test Concession

Sub Street Type Sub Street Number
[~
® Province ® Municipality ¥ Postal Code

Ontario[v|  Mount Albert  [v| A1A2A2

* Phone (555-555-5555) Ext.
| 123123123 |

Street Direction

2 2

Once the data entry error(s) are corrected, click the blue (m) button again, the Attachments section of
the application submission will be presented. On this page, the agency user can upload accessory
documents to the application that relate to the application and/or were submitted with the other
information by the facility themselves.

Figure 33: New Discharge Information Report Application — Attachments

ernFolaech
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< | Application > Wizard Panel = Attachmant

Wizard Panel
Tao include your attachment(s), click on the "Upload” button and follow the instructions to upload.
Application
To fill in all Application Forms "Upload™ button can be dicked multiple times to attach multiple files under each categorny.
24| Discharger Information Attachment
Report
Attachment £ Laboratory Analyses (Optianal) 5 ; e
y For mare information (@) | @ Online O Mail O Other ) /A
To upload or mail in all

e I Upload I Please upload one file at a time. Repeat the Upload process if you have multiple files.)
d Aftachment description:
4]

Submission
To submit application

Con [ soe L provous | vt

On the attachments screen, the most likely situation in the case of a paper submission by the facility is
that the related documents will be scanned and uploaded with the application. If the “Online” option is

chosen next to one of the attachment requirements, a red ( ) button will be presented to the user.

When the red ( button is clicked, a pop-up control will be presented which allows the agency user
to select a local file on their computer to upload. Once the file is selected with the “Browse” button, click
the blue (m) button to return to the Attachment screen of the Application.

Note: The “Mail” and “Other” options do not have this option and are only presented with the “Attachment
Description” comment box.

Figure 34: New Discharge Information Report Application — Upload Attachments

Upload Attachment

Upload Attachment

* File:

Comment:

ez

Once the uploading of documents is complete, at the bottom of the page, there are three buttons
available. The blue (m) button will save the information above, but not proceed you to the next step
in the Application Submittal process. The blue ) button will return the agency user back to the

previous step in the application. The blue ( ) button will also save the information, but also proceed
to the next step of the Application Submittal process.

After the Attachment section of the DIR application, the final page is presented to the user before the
application is fully submitted. This screen contains an agency disclaimer and two buttons. The blue

() button will return the agency user back to the previous step in the application. The blue (m)
button will submit the application and make it visible for review by other agency staff.
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3.5.2 Test Results Data Upload

To begin the new Test Results Data Upload form from the Home screen, just click the section pertaining
to the Test Results Data Upload application or use the Application module/Create New Application then

click the purple (m) button below the Test Results Data Upload section.
Once the new application is opened, the below form will be presented to the agency user:

Figure 35 - New Discharge Information Report Application — Select Applicant

Search Applicant:

First Name: Last Name: Address Line1:

Company Name: License No.: New Applicant | Create Application | Exit |

Select an Applicant from Search Result

1 - 15 of 23 item(s] R R R R RREEEEEBERR

[ [ [ e [eettme [imtine [ e [ e [ ks umtjter | Mooty | e | zp coe |

(O | test6es6 best test yang_lu@enfotach.com £098154424 | 11 1 11 N 11122
(O aetsardgtfi@test.com sdf sdf astszrdgtfidtest.com 1731231231 odf sfcdafasdf ON ALAZAZ
(O | 34FSDFSFE@HOTMAIL.COM TESTEE TESTS 34FSDFSF@HOTMAIL.COM 111-1111111 123 MAIN 5T TEST & ND 11111
() TESTEMAIL12223133DSSEHOTMAILCOM  TEST33 TEST22 TESTEMAIL122231330SS@HOTMAILOOM  111-1111111 123 MAIN 5T CImY2 ON AlA 1A1
O TESTEMAIL123DSSE@HOTMAIL.COM TEST3Z TEST22 TESTEMAIL1230S5@HOTMAIL.OOM 111-1111111 123 MAIN 5T CImvz ON AlLA 1A1
(O 123@testing2.com a g 123@testing2. com 1731231233 | of E N ALA 1AL
O | asaasa asdf asdf brian_smith@outlook.com 1731231233 | 123 King N 12345
(O asdfasdfasdf =dfg sdfg yusen_chen@enfotech.com 1731731233 asdf asdf ALA3F4
O e Joseph Lavine JGL@test.com 784-392-2140 1 JACKSON COURT Vandorf ADA DAD
O RDI Robert Cowney RD}gtest.com 432-859-9952 1 Stark Ave Maple 13D 3A3
O | KNG BBC EBEC King@enfotech.com 3426673237 | 1 Cave Road King 34242
O asdfiz3a asdf asdf fdasdfacfi@test.com 1231231233 asdf asdf ALA3D3
O | enfotest1z enfo test julia_wang@enfotech.com 2222233727 2 ANDERSON STREET tang N ALAZA3
() enfoTest enfo Test di@som.com 2222222722 1 CHAMNMEL DRIVE UNIT 1003 King AJA A3
O test123 test test 123123 @tester.com 1331231233 asdf asdf ALA2AD
2

or If no existing Applicant was found, please click "New Appli button to enter New Applicant

e

On this screen, the agency user has the option to either search for an existing public user using one of

. . L Search . .
the available search fields at the top of the screen and clicking or creating a new public account

Mew Applicamt

by clicking one of the buttons.

Search
If the search fields and the button are used, a result grid will be displayed below the search
fields showing public users matchini the data ini utted in the search fields. Select one of the available

public users and click one of the Ikamthasil buttons. This will take you to the screen containing
the application form where the data will be entered.

Mew Applicant
If the button is clicked, the following screen will be displayed:
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Figure 36 - New Discharge Information Report Application — Create Applicant
or If no existing Applicant was found, please click "New Applicant” button to enter New Applicant Information

* Please select an account type: () Hauler Owner ) Consultant () Dewatering Discharger

® First Mame: # | ast Mame: Company Name:

® Phone No._: Phone Ext.: Fax Mo.:

I:l | want to receive 5M5 messages through a mobile phone.

Mobile Phone No.: Mobile Provider: ® Email:
Bell Alliant
® Address Linei: Address Line2:
® Municipality: Country: ® Province: Postal Code:
Canada ON
Block: Lot Qualification Code:

Property Cramer:

Create Application m

After filling in at least the required fields (marked with the " ), click the button
to create the new public user and open the screen containing the application form where data will
be entered. The public user will imeedaitly receive an email (and SMS message if applicable)
letting them know that a new account has been created for them in the York Region Sewer Use
Bylaw Services website.
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Figure 37: New Test Results Data Upload Application
| rome WYRTSTRN cscrvee | Sysemsetiog  MyAoourt |

4| Application = Wizard Panel = Test Results Upload

TEST RESULTS UPLOAD (APP ID: 2458)

Wizard Panel

Application

To fill in all Application Forme Please fill out the form below.

|&f] Test Results Upload
Facility

® Facility:

ﬂ I:l Mew Facility

Sample Location

Submission

To it licati
S, S & Sample Location: ﬂ

[ create New Sample Location

Select Sample Dates (Multiple select)

= February 2015 =
Sun Mon Tue Wed Thu Fri Sat
25 26 27 28 239 3 M
1 2 3 4 5 B
i k| 0 11 12 13 14
15 16 47 18 19 20 21
22 23 24 25 26 27 28
1 2 3 4 5 B

For entering sample results, it is critical to identify the location with which the original sample was taken.
To facilitate this, two dropdowns should be used (figure 34). The first dropdown on the page “Facility”
should be chosen first. This dropdown contains the name of the facility as well as the physical location
which can assist in the cases of a facility having franchise locations around the local area. If the correct
facility is found and selected, the page will refresh. If sample locations associated to the now selected
facility in iPACS, the Sample Location dropdown will show you a list of those sample locations. If no
sample locations are found in iPACS, this dropdown will remain empty.

If in the “Sample Location” dropdown, an option exists which matches the test results upload form
received, please proceed with choosing that location and continue to fill in the form.

If either the correct facility was not present in the “Facility” dropdown, or the facility was present but the
correct sample location was not present in the “Sample Location” dropdown, please click the checkbox
labeled “Create New Sample Location” (figure 35). This will allow the agency user to either create a new
facility with sample location, or just a new sample location associated to an existing facility. If this
checkbox is checked, the screen will refresh and show additional field to gather the required information
for the new sample location, as below:
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Figure 38: New Test Results Data Upload Application - New Sample Location

Sample Location

Create New Sample Location

iPACS Site ldentifier
® Sample Location Name

Sample Location Description

Street Number Street Name Street Type Street Direction
Ed K4
Sub Street Type Sub Street Number

¥

Province Municipality Postal Code

Ontario| v | |

The first question on the form is IPACS Site Identifier, as it relates specifically to an ID in the iPACS
system, it should be left blank if this test result was from a new facility or fill in with an existing facility ID if
this is just a new sampling location

All fields marked with the red asterisk ( ) are required fields that need to have data entered in order for
the form to be completed. An example of this is the “Sample Location Name” question. For this form,
the “Street Number”, “Street Name”, “Street Type”, “Province”, “Municipality”, and “Postal Code”
are also required.

Certain fields have a format for the data to be entered to ensure correct and complete information is
entered. An example of this is any of the Postal Code fields which will expect an alphanumeric sequence
like ‘A1A 1A1”.

Once either the new sample location information is entered or an existing sample location is selected, the
agency user will then need to select the days to which the sample results relate. It is possible for many
sample days to be included in one sample results form, so the control which contains a month view,
allows you to select many days at once.
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Figure 39: New Test Results Data Upload Application — Sample Result Entry

Select Sample Dates (Multiple select)

= August 2014 = 1
Sun Men Tue Wed Thu Fri Sat
7 2 2@ W M1 %

3 4 5 g 7 8 9

10 12 14 15 16
7 18 18 20 21 22 23
24 25 26 28 23 30

| 1 2 3 4 5 ]

The date(s) you select:
11/08/2014, 12/08/2014, 27/0812014

Select or Add Substances (Select mulitple suhstanmmding the Ctrl key)

2
Substance:
1,1,1,2-Tetrachloroethane
1,2-dichlorobenzene

1,4-dichlorobenzene
Aluminum as Al
Antimony as Sb
Arsenic as As

Benzene

Bis{2-ethylhexyl)phthalate
BOD (5 day) v
admium as Cd

| Check Selected Substances | | Generate Resulls Table |

The substances you selected:
Aluminum as Al, Antimony as 5b, Arsenic as As

Fill in Test Resuli(s) /\ /6\
{9) A
11/082014 [ ~Hzma Y 271082014
7
Aluminum as Al [w]* 11 * mg/L v]| [v]=0 * mg/L vl [vx7 * mgiL (vl
|Antimony as sb|  [v]* 323 * mglL ]| [w] =111 * molL [v]| []= 209 = mg/L [v]
rsenicasAs | [w]*1 * mgiL | [v]=3 * mg/L v [v72 * magiL vl

Here are brief descriptions of actions that must be carried out by agency user (as marked numbers shown
in the above Test Results Data Upload screen section)in order to correctly submit a Test Results Upload
application:

1. Calendar control allows the selection of multiple days in one or many months. Use the “<” and
“>” puttons at the top to travel between months. Once a day is clicked, it will be highlighted in
grey. The days selected are also presented below the calendar.

2. Inthe substance list, the substances which results were received for must be selected in this list.
To select multiple substance, hold the <Ctrl> key on your keyboard as you click the different
substances. The substances should be highlighted in blue once selected.

3. Once the substances have been selected, click the “Check Selected Substances” to confirm the
selection. Once this is clicked, the substances will be displayed below the substance selection
list.

4. After the “Check Selected Substances” button has been clicked and substances are displaying
below the substance list, click the “Generate Results Table” button to create a grid with the
substances down the left hand column and the sample days across the top.

5. Inthe grid, there are two required fields for each substance for each sample date. The first is the
result field which is the longest visible field in the grid.

6. The second required field for each substance of each sample date is the Unit dropdown
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Figure 40: New Test Results Data Upload Application — Continued

Contact

APPLICANT

* Name (Full legal name of the individual or business

D Update contact info in iPACS

* First Name Middle Initial * Last Name Title
* Address 1 Address 2
* Province * Municipality * Postal Code

Ontario[ v v

* Phone Ext. Fax * Email

Once you have completed the data entry on contact information section above, at the bottom of the page,

there is blue ( ) button which will save the information and it will also validate the data. If the data is
cleared, the next step of the Application Submittal process will be presented. If the data validation fails
for any of the fields, the page will reload presenting the error at the top of the page and highlighting the
associated errors below in red.

Once the issues with the data are corrected and the blue (m) button is clicked again, the Attachments
section of the application submission is presented. On this page, the agency user can upload accessory
documents to the application that relate to the application and/or were submitted with the other
information by the facility themselves.

Figure 41 - New Test Results Data Upload Application — Attachments
Application > Wizard Panel > Attachment
Ta include your attachment(s). click on the "Upload” button and follow the instructions to upload.

“Upload™ button can be clicked multiple times to attach multiple files under each categorny.

Attachment

g:p Laboratory Analyses (Cptional)
For more information -gl

| @ Online O Mail O Other

ULET M |(Please upload one file at a time. Repeat the Upload process if you have multiple files.)

Attachment description:

3]

Coan L sove [ rovius | wert

On the attachments screen, the most likely situation in the case of a paper submission by the facility is
that the related documents will be scanned and uploaded with the application. If the “Online” option is

chosen next to one of the attachment requirements, a red () button will be presented to the user.
The “Mail” and “Other” options do not have this option and are only presented with the “Attachment
Description” comment box.
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When the red ( button is clicked, a pop-up control will be presented which allows the agency user
to select a local file on their computer to upload. Once the file is selected with the “Browse” button, click

the blue () button to return to the Attachment screen of the Application.

Figure 42 - New Test Results Data Upload Application — Upload Attachments

Upload Attachment

Upload Attachment

* File:

Comment:

[Conce ["5ove]

Once the uploading of documents is complete, at the bottom of the page, there are three buttons
available. The blue (m) button will save the information above, but not proceed you to the next step
in the Application Submittal process. The blue () button will return the agency user back to the

previous step in the application. The blue (m) button will also save the information, but also proceed
to the next step of the Application Submittal process.

After the Attachment section of the Test Results Data Upload application, the final page is presented to
the user before the application is fully submitted. This screen contains an agency disclaimer and two

buttons. The blue () button will return the agency user back to the previous step in the application.
The blue (m) button will submit the application and make it visible for review by other agency staff.

4 eServices (Facility Information and Attachments)

Sewer Use Bylaw Services’s eServices allows users to review relevant iPACS information about the
industry’s compliance, surcharge bill, and other information by using of the Query and Attachments
modules.

Figure 43: eServices
| eService | My Account

ehervice Management I!'
= 'r]:-] Query -
“—4 Query data from database

= Review Attachments
“—\I,, Review Attachments
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4.1 Query Tool

Once entering the Query module, the agency user will be presented with the folder selection page. By
default, the agency users will have access to a folder called “Agency”.

1. Click the “Agency” folder

Figure 44: Query Folders
Home Application | eSewic-t;_] System Setling My Account
BT _<< eService > eService Management > Query
Search Result

=4 Query

data from datab
SR D EXECUTE QUERY

Attachments ) i ; ) :
Please locate the desired guery from the available Query Folders, Olick on the desired query link to run the query.

Query List
Home

)
——4% Review facility attachments

LNy Agencd L1 3 Public

2. Click the name of one of the queries available (Sample Test Result for Example)

Figure 45: Query List
Home = Application | eService | System Setfing = My Account

X 4| eService > eService Management > Query
eService Management r a Quen

Search Result

=L Query

data from datab
SRR EXECUTE QUERY

Attachments . . . ) )
i Please locate the desired query from the available Query Folders. Oick on the desired guery link to run the query.

Query List
Home -=Agency

|
~—% Review facility attachments

[ [ surcharge Biling Summary [J |4 compliance Plan/Activities
O A Sample Test Result O ﬁ Violation Notices

O ‘.ﬁ Monthly Hauled Wastewater Volume
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3. Click “Run Query”

Figure 46: Run Query
Home Application | eService | System Sefting My Account
eSarvice = eSarvice Management = ery
e _<< eService > eService Management > Query
Search Res ult

) Query

—% Query data fromdatabase EXECUTE QUERY

= Review Attachments

& Please locate the desired query fromthe available Query Folders. Click on the desired querylink to run the query.
—% Review Attachments

4= Back to Query List

Sample Test Result

* Query Name:
Sample Test Result

Select Parent Folder:
IAgency .
* Query

SELECTDISTINCT

—C.FACILITY_ID AS [FACILITY 1D], ~
C.FACILITY_NAME AS [FACILITY NAME],

G.SAMPLE_LOC NAME AS [SAMPLING LOCATION],

D.SAMPLE_START DATETIME AS [SAMPLE START DATE],

D.SAMPLE_END DATETIME AS [SAMPLE END DATE],

F.SUBSTANCE_NAME AS [PARAMETER],

ISNULL(E_PREFIX.") + E.RESULT_CD + ' + E.UNIT_CD AS [SAMPLE RESULT]
FROM V_IPACS _MON_MONITORING A v
JOIN V_IPACS TASK_SEARCH_GRIDVIEW B

4. Enter or search for results based on a Start Date, End Date, and/or a Facility ID.

Figure 47: Execute Query
Home  Application | eService | System Setting =~ My Account
e TR :<< eService > eService Management > Query

Search Result
Query
‘:{ Query data from database

EXECUTE QUERY

5 Review Attachments

I} Please locate the desired query from the available Query Folders, Click on the desired query link to run the query.
—% Review Attachments

4 Back to Query Edit

Current Query: Sample Test Result

1_START_DATE:

2_END_DATE:

FACILITY_ID:

[

&) If you did not know the facility Id, please type in the part of facility name and click Search button to find the one.

Facility Name

To select a start or end date, click the text field next to either of the parameters and a calendar
should then be visible. In the calendar, select a date.
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Figure 48: Execute Query Continued

Current Query: Sample Test Result

1_START_DATE:

08/08/2014
2_END_DATE: Aug V2014 W
Su Mo Tu We Th Fr 5Sa
FACILITY_ID:
1 2
i 3| 4| 5/ 6| 7/ 8 9
@ lfyoudic 10 11 12 13 14 15 16 :inthe part of facility name
17 18| 19 20/ 21 22| 23
Facility Name 24/ 25| 26/ 27/ 28/ 29 30 I
3
Today Done

If you do not know the Facility ID, use the Faci
correct facility.

lity Name field and the ( m) button to find the

a. After clicking (m ), choose the correct facility with the radio button and click

( )
Figure 49- Run Query - Select Facility

Search Facility 1d

Search Facility Id

1 - 13 of 613 itern(s]

1624 0 Lady Jessica Drive

1 Century Place

10 Richard Lovat Court
100 Charkes Cooper Court
101 AMBER. 5T, (MULTIUNIT)
10395 Hurtington Road
10533 Huntington Road
10555 Jane Street

10579 Huntingtan Read
10599 Huntington Road
106 Aviva Park Drive
10671 Huntington Road
10674 Islington Avenue
10772 Huntington Road

2315 10811 Hurtingtan Road

L |O/O|OC|O0C 0000|0000 0 0

345 6 789 10 11 1 13

0 Lady Jessica Drive DRV, Vaughan, ON,CANADA

1 Cantury Place PLVaughan, 0N, CANADA

10 Richard Lowat Court CT,Vaughan, ON,ADA 04D CANADA
100 Charles Cooper Court CT,Vaughan, ON,ADA 0AD, CANADA
8582 HWY 27, Vaughan,OM,CANADA

10395 Huntington Road ROAD,Vaughan, 0N ADA 0AD,CANADA
10533 Huntington Road ROAD, Vaughan, 0N ADA DAD,CANADA
10555 Jane Street STREET,Vaughan, 0¥, CANADA

10579 Huntington Road ROAD, Vaughan, OM ADA DADCANADA
10539 Huntington Road ROAD, Vaughan,ON,ADA DAD,CANADA
106 Aviva Park Drive DRV, Vaughan, ON, CANADA

10671 Huntington Road ROAD, Vaughan, ON, ADA AD,CANADA
10674 Islington Avenue AVENUE, Woodbridge, ON ADA 0AD,CANADA

10773 Huntington Rozd ROAD,Vaughan, 0N ADA 0AD,CANADA

10811 Huntington Road ROAD, Vaughan,ONADA 0AD,CANADA

14 15 ..

5. The facility ID will be placed in the FACILITY_ID box (figure 44), click (m )
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6. At the bottom of the screen, the query results will be presented to the user and can be exported
to excel for further review.

4.2 Review Attachments

Once entering the Review Attachments module, the agency user will be presented with the attachment
search page. At the top of this page, there is a facility drop down field, in which you may either type in the
name of the facility or scroll and pick the facility Once the agency user finds the correct facility, the page
will refresh and display to the user all of the attachments linked to that facility that exist in the iPACS
Database system. These attachments are then broken down further into sections that relate to different
aspects of the facility (Monitoring, Compliance, Inspection etc.)

Figure 50: Review Attachments per Facility
Home Application eService System Seiting My Account

o 4| eSenvice > eService Management > Review Attachments
eService Manzgement

= Query
] )
—% Query data from database Select a Site
Review Attschments [Dental+Eye+Foot] Care - 200 Davis Drive, Unit 11 DRV Newmarket

= % Review Attachments
Site attachments

1 - 10 of 10 item(s)

e e E—————

[ For |

[Dentsl+Eye+Foot] Care | FAC_THREAT VERIFICATION LETTER d4SraezfevmtéSmzgékp:_2014512 11343330 3892.pdf | 143 KB
[ Poe |

[Dental+Eye+Foot] Care | FAG_THREAT_VERIFICATION_LETTER_d4SraczfevasvidSmegekty:_2014512_113819145_3892.pdf 144 KB
[ Poe | }

[Dental+Eye+Foot] Care | FAC_THREAT VERIFICATION LETTER d4SraezfevmtdSmzgdknp: 2014512 114330195 3892.pdf | 131 KB
[orec]

[Dentzl+Eye+Foot] Care  Vehide Registration. PG 34 KB
ST -

[Dental+Eye+Foot] Care | SQL_20130207_DML_USD_ADD_ENF_STATUSES 001_MS.tt <1KB
EX3

[Dental+Eye+Foot] Care  USD_REQUIRED. REPORTS_20140109.xlsx 18 KB

To view the attachments, click the icon under the view column and a dialogue box will appear asking if
you would like to open or save the file locally.
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5 System Setting

Security setting can be set from System Setting. This section provides various system level's and
application level’s configuration. It also provides the capability to manage reference data which includes
application fees’ configuration. This also provides workflow configuration and system log’s management.

5.1 Security Setting

This section is used to manage application security setting which includes manage system/public users
and manage groups/roles and permissions.

Figure 51: System Settings

Seaurity Setting

System Users

L14J Manage agency accounts

System User Roles
i) Manage system access

rights

Role Permissions
=1 Manage permission sets

=_ App Review Permissions
@<, Manage data access rights

'l".nﬂ Public Users
= Manage public accounts

System Management

7 Application Configuration

Configure Application

LE]iTEFl: System Configuration
_j" Configure environment

f — Reference Data

_4 Configure reference data

i System Logs

Browse system log

ernFolaech

Page 42 of 70



York Region Sewer Use Bylaw Services Agency User Manual Reference Guide

5.1.1 System Users

This is used to add new agency user or modify existing agency user’s information which includes reset
PIN/Password and also manage user’s security group.

Figure 52: Manage System Users

Home Application eSemwice System Setting My Account Hello, Super (Super Admin) & Help % Logout

<« SystemSetting > Security Setting > System Users

Seaurity Setting
USER SEARCH

# System Users . . . . | -
You can search using partial criteria by adding a wildcard (‘%) before the search criteria value in each of the free text boxes below. For example, '%a' will allow you to find results ending with the
letter ‘a". By default a wildcard (%) will be placed at the end for all free text box search eriteria.

1) Manage agency accounts

-|_: ) System User Roles To create a new User, dickthe'Create New User' button.
L) Manage systemaccess
tights To view or edit the details of a User, dick the [EJ] Edt icon in the first column of the result table (Users List).

= | Role Permissions
jd Manage permission sets

= | App Review Permissions

&4, Manage data access rights

User Name: Status (All) ﬂ Security Group: 4 Add New I (¥ Advanced Search)

Search Result

fp! Public Users
| 1- 6 of 6 item(s)

A% Manage public accounts
et poe U tame | e e | e | e | cast | ot st | e Rcne A

System Management x adnin Super Admin Super Adnin  insertEMEGemai@EMAIL.COM  Active Yes
— . x il il i i i
= Application Configuration A BaldwinLAM Baldwin LAM brian_snith@enfotech.com Active Yes
Conigim e A x enfotechl Testing 123 brian_smth@enfotech.com Actve Yes
= i
i S S G a X LAMTest Lam Agent brian_smith@enfotech.com  Active No
Configure environment
x LAMTester LAM Agent LAM@enf otech. com Active Yes
= Reference Data - .
— Configure reference data A x LAM LAM LAM brian_smith@enfotech.com Active No

System Logs
Browse system log

1. To add a new agency user, click “Add New” button and fill out all required information. Once
“Save User Info” button is clicked, a randomly generated password will be sent to the user’s
email address.

2. To modify an existing agency user, click on View/Edit (“ |ﬁ) icon to select the desired user to
update. Once the modification is finished, click “Save User Info” to save all changes.
a. Password and PIN can be reset here.

b. Selected groups can be associated here.

Figure 53: Modify System Users

Reset Password  Issue/Reset PIN @

Permit Groups

) Mo results found. Please try again.
\ 4
Associate Groups @

3. Security Roles can be associated and disassociated from the user to control their security
privileges in the system. If multiple Roles are associated to a user, the user will get the
summation of all security. For most agency users, they should be associated to the
“‘APPLICATION’ roles as well as the “QueryToolRole”. The “System — Admin” role should be
reserved for only the users that can change things such as reference data and other users’
security.
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Figure 54: Modify Relationship between System User and Roles

System Roles

1 -10 of 10 itemis

S T e RS

L . Su inistrator
I:‘ GUEST Guest Access to: Nothing (i.e. View only Access) )
Su T
] APPLICATION - Clerk Application Clerk Access to: Paper Submissions, Application Admin Review, Inspection Scheduling, Citizen Request
- Supe o
O E;CQHON Technical Application Technical Assistant Access to: Application Technical Review, Inspection Scheduling, Citizen Request
. Application Official Access to: Application Decision (i.e. Issue/Deny), Inspection Scheduling, Inspection Decision (j.e. Sup |
[]  APPLICATION - Dedision Maker  p2f0 i i 2ie et
- i Supe T
[ ﬂi;CQHON Inspection Inspection Manager Access to: Inspection Scheduling, Inspection Decision (j.e. Pass/Fail)
Super Administrator
SYSTEM - ADMIN TOP LEVEL permission. Access to: Everything! D P D
Groups
. .
[l SYSTEM - MANAGER The system setting manager who can add, modify users. Access to: all System Settings
|
] SYSTEM - Report & Query Tool Other Access to: Report and Query Tool features
T
O INSPECTOR INSPECTOR
T
D QueryToolRole

5.1.2 System User Roles

This is used to add new user role or modify existing user role which includes modify the associated users
with the user role and also the user role property setting of Permit Type, Inspection Type, Report Type,
Event Type, Notification Type and Request Type.

Roles represent groups of buttons and modules which when associated to a user, grant them access to
those buttons and modules. The definition of which buttons or modules is defined in the Role
Permissions section detailed below.

Figure 55: Manage Roles

Home = Application = eSemice \ System Setting \ My Account Hello, Super (Super Admin) | @ Help | 3 Logout
® System Setfing > Security Setting > System User Roles

SYSTEM ROLES

Seaurity Setting

£ SysemUsers
C_43 Manage agengy accounts This Page allows you to Add/Remove "System Rale” and assaciate "Tasks" for a selected System Role. To add a new SystemRole, dickon the [ Add icon next to SystemRoles. Fromthe pop-up

ﬁ System User Roles window, enter the Role Details and click OK To remove a System Role, click on the @ Remove icon located on the right of the selected SystemRole. Click Save to save the changes to the system
Manage system access

rights * Denotes arequired field.

| Role Permissions
4 Manage permission sets Roles Role Details

=—| App Review Permissions ) APPUCATION -Clerk x
Manage data access rights Role Info
] APPLCATON -Dedsion Maker

"-B Public Users ) APPUCATION -Inspection - * Role Name:

&% Manage public accounts Manager
APPLICATION - Clerk

&) APPLCATION -Technical -
System Management fasistant Description: -
2l ouest ™ Application Clerk A~ &

Application Configuration

) INSPECTOR x v
Configure Appliation

Access to: Paper Submissions, Application Admin Review,

@l QuenToolRole *
Eﬁ System Configuration
Configure environment gl SYSTEM - ADMIN x Role Users
B - x
[, Reference Data ) SYSTEM - MANAGER _
1_: Configure reference data ] SYSTEM - Report & Query Tool 13 of 3iter(s)
lastName | Status
s | System Logs " .
Browse systemlog x BaldwinLAM  Baldwin LAM Y
x enfotechl Testing 123 Y
®  LAMTest LAM Agent N

1. To add a new user role, click “*” icon and fill out role name and description and click Create Role.
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2. Then click “Associate Users” button to select users to be associated with the role.

3. Click “Save Role” button at the end of the page to save all changes.

5.1.3 Roles Permissions

This module is used to add new role tasks (permission sets) or modify existing role tasks which include
modifying the associated permissions (process/page/controls) with this role.

Specifically, this module is used to associate buttons and modules to the roles so that they can be
assigned to Users, giving them access to those buttons and modules.

Figure 56: Manage Permission Sets

Home Application eService System Setting My Acoount

Sequrity Salting
[ Symtem Usars

14 Manage agendcy accounts

w System Us er Roles

Manag e system access
rights

-| Role Parmiss ions
g Manage permizsion sets

= App Review Permissions
i Manage data access rights

I"‘ﬂ Fublic Users
Sl Manage public acoounts

5ystem Menagement

i Application Configuration
Configure Applcation

EyEl Sy tm Configuration
Configure environment

., Reference Data
1_4 Configure reference data

: System Logs
Browse systemlog

4| System SEtting > Seowrity Stting > Rde Permissions

SysTEM PERMISSION SETS

This Page allows you to Addfremove SystemPermission Sets (Tasksland assodate Permission ™ for a selected SystemPermission Set (Task)h Select 3°

System Permiszion Set (Task), dick on the E Aod joon next to System Permission Sets. From the pop-up window, enter the Permission Set (Task

Permission Set (Task) Click Sawe to save the changes to the system

* Denotes arequired field

Permissions
yj Mon Administrative
_:j] Application Dedision Maker
&l Application Paper Submitter
&) Aeplication Setting Admin
] Application Technica Reviewer
&) EventManager
&) Guest
&l Inspection Dedision Maker
&l Inspection Scheduler
&l Motification Manager
&l Report & Query Tool
_:g] Report Manager
] Request Manager
&l System Setting Admin

_:j] System Super Admin

x

x

k]

*

A ¥ X X X X A N X X N

Permission Detail

Task Info

* Task Name:

Application Adminis trative Reviewsar

Do scription:

Application adminis trative review

Associated Controls which are not allowed to access
PLEASE ASSOCIATE THE CONTROLE) TO DENY ACGCESS!

1-15 of 458 kem(s)

ke | orcmsome | pye | o |
- iApplcationhew

o

LA R A R R R R R A ]

ipplcationMaw
minspection minspection
insplist insplist
inspAssign iinspssign
iinspTimeSlotAdmin ilnspTimeSotAdrin
mRzport miRepart
iRepontlist iRepontiist
mitiork mitiork
iy Task My Task
Mask =53
iMyTaskinfo iMyTasknfo
Maskinfo Maskinfo
mSarice mibandice
iBuant iEent

34567 89% 10 11 12 13 14 15 .

Associate Controls to Deny Access
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1. To create a new task, click “” icon and fill out task name and description and click “Create
Permission Set”.

2. Click “Associate Controls to Deny Access” to select desired permissions
(process/page/controls) to be associated with the role task.

3. Click “X” icon to disassociate associated permissions.
4. Click “Save” button at the bottom of the page to save all changes.

5.1.4 App Review Permissions

This is used to add new user group or modify existing user role which includes modify the associated
users with the user group. This is mostly used to separate the Municipality users’ security rights form the
Agency User security rights. Please do not change the name of the LAM — Security Groups.

Figure 57: Manage Groups

Home  Application =~ eSenice | System Setting | My Account Hello, Super(SuperAdmin) | © Help | ¥ Logout

%) SystemSetting > Secu etting > App R Perm
Seaurity Setting
SYSTEM GROUPS
") Sl : = = = = = =
R AT This Page alows you to Add/Remove System “Group” and associate “Users” for a selected Group. Select a System Group from the list and click on the User(s) you wish to assodiate to the System Group. To add a new System Group. dick on

the [H] Add icon nex to System Groups. From the pop-up window, enter the Group Detais and dick OK. To remove a System Group. dick on the [B] Remove iconloted on the right of the selected System Group. Click Save to record

0 System User Roles the changes to the system
i) Manage systemaceess
rights * Denotes a required field.

] Role Perissions
- S -~ Groups % )| GroupDetails

_,_“ App Review!
@4 Manage data

Groups GroupInfo
L - Aurora
= PublicUsars LA - E ast Gwilim bury * Group Namee
&2 Manage public accounts LAM - Georgina Groups
LAM - Markham
SystemManagemerk LAM - Newm arket Description -
L - Richmond Hil This group is automatically created by system &
[T Application € onfiguration LAM - Vaughan
I:; Configure Application LAt - King
{8 System Consguration LA - Whitchu rch-Stouffille
=3 Connigure environment Super Adm inistrator GroupUsers
=
Reference Data 1t o1ty
Configure reference data
I e e e e N ) ey
Hhy| System Logs X super Adnin Super Admin | inSertEMEGSmRI@EMAIL.COM | 3dmin 08/07/2014 23552 P
3 Browsesystemlog
Group Data Set
Table Name
PM_TY PE v
1-1.0f 1 item(s)
Data Value Data Hame Description
1 Discharger Permit & Licerse Discharger Permit & License

1. To add a new user group, click “” icon and fill out group name and description.

2. Then click “Associate Users” button to select users to be associated with the group.
3. Click “Save Group” button at the end of the page to save all changes.

Group property setting can be set from “Group Data Set” dropdown. For example choose PM_FORM
(Permit Type) to set the group property for the associated users who have access rights to the selected
application types (DIR, Hauler, Dewatering, Test Results).
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Figure 58: Modify Groups

Group Data Set

PM_FORM
SYS_QUERY_FOLDER
REF_COUNTY

—

i ! )iy

PErmit & License  Discharger Permit & License |

4. Click “Save Group” button at the end of the page to save all changes.
Under Group Data Set, we have 4 different categories;

(1) PM_TYPE (Permit Type): To set the group property for the associated users who have
access rights to the selected permit application types.

(2) PM_FORM (Form Type): To set the group property for the associated users who have
access rights to the selected application form types.

(3) SYS_QUERY_FOLDER (Query Folder): To set the group property for the associated users
who have access rights to the selected query folders which are presented in the eServices
module.

(4) REF_COUNTY (LAM Users): To set the group property for the associated users who have
access rights to the selected municipalities thus giving them rights to review application and
data related to industries in those municipalities. This is most critical for the LAM user
security to ensure one municipality is not able to review data of another municipality.
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5.1.5 Public User

This is used to activate a new public user, add a new public user or modify an existing public user which
includes modifying the user’s information, changing their status and resetting their password.

Figure 59: Manage Public Users

Home Application eService ‘ System Settingg My Account

| System Setting > Security Setting > Public Users
Security Setting r i : :

PuBLic USER MANAGEMENT
£ System Users
_L, Manage agency accounts

This Page allows you to manage Public User account.

System User Roles
Manage system access rights

m (@ Advanced Search)
= Role Permissions

User Name: Status: (AN) v | Account Type:

2 Manage permission sets
Search Result

=—| App Review Permissions

, Manage data access rights 1 - 15 of 99 item(s)

Public - | Account Reset Last
! m Public Users - View/Edit | “C e | Password User Name E-" -=I‘
=y Ma ublic a t |
= e [3’ \jj Jan21  Testing chadardt@msn‘(}
System Management & @ @ & Jan1s Jan19  Test jan19@york.ca
[ @ ()] 3] doej joe doe yorkuser@yahoo
ﬁ Application Configuration
@ Configure Application g [z & & jan14 Jani4 testing  chadaorr@msni
& System Configuration g S & @ bil Bill Lunshof | test@test.test
k
COOBOUCENROTIEN: = @ @ ) Jang Jang8  Test chadaorr@gmail |
Reference Data
- 2 Dec24 Test | Dec24 chadarut.anan@
“t_4 Configure reference data (ﬁ’ @ @ - : £ RaananG
Z ) r fdsafdsa asdf asdf yang_lu@enfote
System Logs & £ o E
Browsse system log v g @ @ 3 Dec13-2 Dec19 | test2 chadaorr@hotm
= @ @ (3 deciStest Dec19  test chadaorr@gmail
'8 S @ 2 1234567 asdf | asdf adfasdf@test.co
& S & & JimboM Jmbo McGee  ca@yahoo.com
" g S @ > pat Pat Maynard = chi-faing@york.c
(4 @ @ i) chadaorr@yahoo.com  Peter L chadaorr@gmail ‘
(ﬂ’ [g @ = chadaorr@gmailcom | Peter | L chadaorr@gmail
2| 34| 56| F

1. To add a new role task, click “Add New” button and fill out all required user information. Once
“Save” button is clicked, a randomly generated password will be sent to the user’s email address.

2. Once public user created a new account with Sewer Use Bylaw Services website, that user
account can be retrieved and activated under this Public User Management. To activate the new

public account, click Change Status “@- icon, this action will send an email to notify the public
user and the icon will be changed to “ @ -
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3. To modify an existing agency user, click on View/Edit (“ |ﬁ) icon to select the desired user to
update. Once the modification is finished, click “Save” to save all changes.

a. While editing a public account, please ensure that the iPACS Site Identifier field is set
correctly. If the field is empty, please click the “Search” button directly to the right of the
field. This will open up a search results grid showing data from iPACS that is similar to
the “Company Name” and Address fields already associated to the public user. Once
the correct Facility is found, select the radio button in the grid for that record and click
“Save”. The Public user page will then refresh and you should see the iPACS Facility ID
value in the iPACS Site Identifier field.

b. For new public users, please review the Municipality text box to ensure its
accuracy. This Municipality must exist in the iPACS system and the text entered in
this field must match the iPACS data exactly; case sensitivity is important. If the
Municipality is not found in the iPACS system, please consult with an iPACS
administrator to add this value to the iPACS system.

4. Under search result table, Click Change Status “ “ ” icon to change public user’s status to

inactive and click Reset Password ) - icon to reset public user’s login password if required.

a. Alternatively, the status change function can be performed on the Public User Basic
Information page (Figure 55).

Figure 60: Public User Basic Information

General Information

* First Name: M.L: * Last Mame: * User Name: Account Status:
asdf asdf Active R

Company: Job Title:

* Primary Phone Number: Extension: Mobile Phone Number: Maobile Provider:
1231231233 4012196798 Bell Alliant | w

I want to receive SMS messages through a mobile phone.
Fax Number: * Emaail:
brian_smithi@outlook.com

Associated Site ldentifer:
99 Search

b. Also, a message can be sent directly to the public user from this screen by using the
Template dropdown (optional), Send to Public User comment box, and “Save and Send
Message” button. Please review the below screenshot for more information.

i. Once the “Save and Send Message” button is clicked, an email will be sent to the
public user containing the text in the comment box.

Figure 61: Send Email to Public User

Review Template
[v]

Review Message Send to Public User

(<3

m Save & Send Message
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5.2 System Management

This section is used to set up system level configurations and application level configurations. It can also
take care of workflow configuration and system logs. (Advanced Topic)

Figure 62: System Management

Sequrity Setfing

r System Users
L1y Manage agency accounts

ﬂ System User Roles
] Manage system access

rights

= Role Permissions
= Manage permission sets

= App Review Permissions
"iQJ Manage data access rights

f'-) Public Users

2 Manage public accounts

System Management

ﬁ Application Configuration

- Configure Application

% System Configuration
Configure environment
'_ - Reference Data

= Configure reference data

System Logs
Browse system log
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5.2.1 Application Configuration

This section is used to set up application level configuration. Click “Add New” button to add new

application configuration that does not include in the list. Or click Edit (* A ") icon to modify existing
application configuration.

Figure 63: Application Configuration

Home  Application
Seaurty Stting

£ System Users

€13 Manage agency accounts

ﬁ System User Roles
Manage system access
rights
=] Role Permissions
IS Manage permission sets
=~ | AppRevewPemmissions
Manage data access rights
-, PublicUsers
2

% Manage publicaccounts

SystemMarsgement

=t Application C onfiguration

#~ configure Application

Sy System G on figuration
Configure snvionment

- Reference Dala

Configure reference data

System Logs

Browse systemlog

5211

eSenice

System Setting | My Account Hello, Super (Super Admin}
| SystemSetting > System Managemert > Application Configurstion

This page allows you to config a selected application by using 2 wariety of search criterias induding program category, department, type, status, names. The sesrch results will appear on the list shown balow.

To view or edit the details of a Application Con fig, dick the Edil icon in the first column of the result mble {Applications list).
L — |- [

App Name:

SearchResult

1- 4of 4 ftenis)
T S T gy
o @
E N Discharger Pernit Bilicense  Active  Discharger Department
5 - Test Resuk Data Upbad
A _(9, Discharger Pernit Bilicense  Active  Discharger Department
3 - Devatering Activty Discharge Approval Appiication
A }}: Discharger Fermit Bilicense  Active  Discharger Department
2 - Wastewster Haukr Regstration Appication
)
A = Discharger Permit Blicense  Active Discharger Department
1 - Discharger Information Repart

General

This section is used to set up an application’s general configuration. It consists of application information,
Dashboard/Kiosk settings, Document Mail-To and fax-to address and fee pay-to (to send check) address.
It also provides capability to upload application instruction in PDF format.

Figure 64: Application Configuration — General

Type: Discharger Permit & License Application:

Dizcharger Information Repori

| Genarz Package Setting Form Setting Messzgs Templats
T )

Sl o-o Jf crevie v |

Motification Application Property SubSyst=m

This page allows you to configure general Application information displayed when your application iz found usimg one of GovwOnline
system search options. You can configure the app name. form number, description, website fink, and the }Is this needed?,” file. You @n
also modify the text displayed at the bottom of the Application Receipt for your application.

Basic Information

" App Name: w Code: ® Status:
Discharger Information Report DIR Active
* Program: * Category: * Department:

Far Dist:harger

For Discharger Permit & License Discharger Departm ent

w Type:
Discharger Permit & License

Reference Number:

HT-ARA

Fee Desc:

Mary

Related Web URI:
[Werify]

Description:

Industrial, commerical and institutional wastewater dischargers are
required fo complete a Discharger Information Report and submit to York
Region within 30 days as slipulated in ¥York Region's Sewer User Bylaw.

&

Ll
S

Keyword:
Discharger,Discharger Information, Discharger Report, Information, Report, Informa
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Most of these settings can be freely changed by the users, but please leave the application in Dashboard
mode and do not change the Sequence in Dashboard number. All of these settings are visible to the
public user during the process of submitting each of these applications.

After making change, please be sure to click the “Save” button.

Dashboard ! Kiosk Setting

O put this application in kiosk mode?

) Sequence in kiosk:
-

Put this application in dashbord mode?

Sequence in dashbord: | 10

select image

Supporting Document Mail-To

w Mail Toc

York Region

Address Line 1: Address Line 2:
380 Bayview Parkway

Municipality: State: Zip:
MNewmarket OM L3V 4W3
Instruction:

0]

Plzase provide your documentation.

Supporting Document Fax-To

Fax Number:

Instruction:

0]

Application Fee Pay-To

® Pay To:
York Region

Address Line 1: Address Line 2:
380 Bayview Parkway

Municipality: State: Zip:

Mewmarket ON L3Y 4W3
Instruction: -
Enclose a copy of your application Receipt with your check or money ~ @J
order. Please send requried payment to Environmental Monitoring and
Enforcement unit. hd

‘Is This Needed?' Instruction File

@ Latest Instruction file: ™% N/A

Uplozad New File: Browse...
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5.2.1.2 Package Setting

This section should NOT be changed. The Package settings are not used in York Regions application.
Please proceed to the Form Setting section.

5.2.1.3 Form Setting

This section is used to set up application form’s configuration. If the attachments or fees are required for
the application form, configuration needs to be set here.

e Select the application that need to be setup by click the edit A icon

Figure 65: Application configuration search result

Role Permissions App Name: Type: (All) Add New m [ /® Advanced Search)
e,

Manage permission sets

ﬁ App Review Permissions
=0

& Manage data access rights 14 of 4 item(s)

sy Pusic Users e — e —— — i Yo ot i

[ ; "
# Manage public accounts s @ 5 - Test Result Data Upload ) ) )
,ﬁ ] Discharger Permit & Active Discharger
; Licenss Department

N 3 - Dewatering Activity Discharge Approval X _ _
Application Configuration 4 ( Application Bfgrh;e'ger B Active | Discharger
7 =

Search Result

System Management

Department
Configure Application
ELE| System Configuration 2 {) 2 - Wastewater Hauler Registration Application Discharger Permit & s, | Discharger
@ Configure environment S, Licenss Departrnent

] Reference Data

3 N\ 1 - Discharger Information Report . _ _
"; — 4 Configure reference data ‘ﬁ {) DIScharQEF Permit & Active Discharger
¥ e License Depariment
System Logs
[E Browse system log
Figure 66: Application Configuration/Form Setting
Home Application Inspection Report Work Task eSenvice ‘ System Setting | My Account
| System Setting > System Management > Application Configuration
-
A Manage System Users Application Type: Minor Work NJAC 5:23-2.17 E' Application:  Quick Home Improvement Permit|z| m Create New
ﬂ Manage Groups
General Package Setting Notification Template Notification Application Property SubSystem
Wl Manage Roles
_';_“] Manage Permissions This page allows you configure Attachment, Fee, Inspection, Issuance and Reviewer details for each application form,

E Manage Public Usesr
Form Setting & Association

System M. - it
@ Setting Form Name * Type I I * Attribute I IPre—FiII‘?I Comment
I‘gg Application Configuration | @ Applicable

‘%’g System Configuration @ Main Form ) N/A i [)El
@ Quick Home Improvement Permit X il

ﬁi Reference Data () Ancillary Form | ) Office Use Only i

[Z9 Workflow Configuration () Optional

é? System Logs m

e Click ( > ) icon to add additional form for the application package. Form type and attribute fields
are required to be specified. Main type form will be displayed for applicant to fill out. If pre-fill
checkbox is checked, the form will be pre-filled with stored data.

e Click ( = ) icon to delete the selected form.
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e Click (SBJ) icon to modify the selected form.

(1) Basic Info

Figure 67: Application Configuration/Form Setting - Basic Info

Basic Info Diocument Fee Inspecton Issuance Reviewsr

Basic Information

* Form Name: * Form Mumber: ® Form Status:
Test Results Upload GOVH006 Active
® Program: ® Category: ® Department: " Type:

For Discharger Permit & License|w| | For Discharger[~|  Discharger Depariment[s|  Discharger Permit & License|w|

Description:

To upload test result data |2|

Dynamic Form

Dynamic Form file: -_' DF_GOVf1006_ResultzUpload.xml >

Upload Dynamic XML File: Browse...

Upload Config

Blank Form File

Blank Form file: = N/A

Upload Blank Form File: Browse._ .

PLEASE DO NOT ADJUST CONFIGURATION ON THIS SCREEN. THIS IS FOR ADMIN USE ONLY
AND CAN GREATLY IMPACT THE SYSTEM.
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(2) Document

Figure 68: Application Configuration/Form Setting — Document

General Package Setting Form Setting Message Template Notification Application Property SubSystem Item Group

= Back to Form Setiing

[E] Test Results Upload

Basic Info Fee Inspection Issuance Reviewer

This page allows you to configure mailing and contact information for the attachments associated with your application form. You can also configure the attachment a

Applicable Document(s)

Is Document Required?

CHS % Name = Attribute = Methods Type

[ pdf

test doc [lexds
xml Mail-To Contact

) onine . 2% | [ [¥]
O Required Mail doCX | Rescription
Validation Rule 5 " 3F'ﬁ°“a| other | P9 &7
(") None ipe
| C N/A [lipeg
[Jtxt

xlsx
png
[]sdf

m New/Edit Contact I

(]

e Click the checkbox ( —) if the attachment page needs to be displayed for this application.

o Click (MMSEISSIEEY ) jcon to add a new attachment mail-to contact or modify existing contact.

e Click ( g ) icon to add additional required/optional attachments. Optional mail-to contact can be
selected. Attachment name and attribute are required to be specified.

e Select Type checkbox to select type of document accepted online

e Click ( x ) icon to delete the selected attachment.
o Select “Required” option button if the attachment is required.
e Validation Rule

a. Thisis used to define if certain condition must be met (data entered on the application)
before this document should be made required for the public user to provide. This should
only be configured with assistance from enfoTech.
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(3) Fee

Figure 69: Application Configuration/Package Setting — Fee

General Package Setting Form Setting Message Template Motification Application Property SubSystem ITtem Group

<= Back to Form Setiing

5] Test Resuits Upload

Basic Info Document Fee Inspection Issuance Reviewer

If fee is required for a given application form.

Applicable Fee(s)

[¥lis Fee Required?

| * Name I Calculate Method 9 I * Fee Type I * Fee Pay Status & Rule

I @® Fixed Amount () Calculatiunl I () Pay Later () Pay Upfront ) Non Pay () Pre Pay I

Application 250 Administrative Fee ﬂ Z

D Apply Minimum Fee by Group?

Sov | e Popuiic

(]

e Click the checkbox ( —) if the fee page needs to be displayed for this application.

e Click ( g ) icon to add additional required fees. Fee name, amount (if fixed, calculated fees are
configured in the Reference Data module), fee type, and Fee Pay Status are required fields to be
specified.

e Click ( = ) icon to delete the selected fee.
e The Fee Pay Statuses Pay Later and Pay Upfront are most likely the only ones to be used

a. Pay Later means that the amount owed can only be determined at a date after the
application is approved such as being dependent on flow or sample result data yet to be
collected.

b. Pay Upfront fees can be calculated while the application is being submitted and must be
paid before the application can be approved.

(4) Inspection
This section is not in use for York Regions website.

(5) Issuance
This section is not in use for York Regions website.

(6) Reviewer
This section is not in use for York Regions website.

erngoliaech Page 56 of 70



York Region Sewer Use Bylaw Services Agency User Manual

Reference Guide

5.2.1.4 Message Template

This section is used to set up e-mail message templates for agency and public users. Based on different
events (such as approval, denial . . .), different email content text needs to be set up with the Optional text
messages that can be set up to send to the Public mobile phone.

Figure 70: Application Configuration/Notification Template

Genersl | Package Settrg | Form Sefang

B Bt i pou1d BoAFy IRt ¢Rbil Lemg
b all clibver denigrated eomad redip

¥ Admifwilrsle

¥ Amewdmen
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¢ AltachmantPotior

f compicteSubmmes

s

ConsulaniToCremer

¥ Denial

U FormRevicmimended

W FoimBfvidaipgd owed

¥ FomRevewlened

¥ FormRedeshsuslertifiate
U FormReviewii uilidinds
¥ FormAeaesdye@erns
I Gemeralinguiy

I GenbinTemg

I Geralemed

Inspectioniotice

U EsueCerificate

d Hruelienie

0 PadsDoeDute

W PayFeeMotice

U FeceredPapment

U Renewal

¥ Remiion

¥ RemionRegued

U e ionReguE ADD Gued
U BredionBeguritDenied

FepdionRegue iR ponse

U WEiEhdepsaitequedtiResponce

by famon AR b Prope by SubSyries

ahiid fpited Iiggered cvenli. ' Ap RAF" iy Wi emE bt

i and B il Vo4 can configors the emad recipients Po aasth triggered event

Sender Conliguraton

® I rigarmi To List

Deblctfephyl GerOnlns ud.com

speieani aad iF iR Spplennt H & consultanl with
ram the \Haticaban® - Eab

Template Configuration
" flatus " Formnat  Tix
Active [=]  Tet [= -
® Subjech

& Permit spplication kas been recessed €0 mipletely

™ E il Coatenit:

Thig emasl peovides notics that the follcwing spplcatcn hai been mcenved completely:

ng link 1o neview the applcation

LirngrrtvubaType= TR Bnview

Thands you for using the SlgenoyPlame Govlnkbne System!
H you harve sy qaestions, plesse contact Govnlme Systemn help conter,

Fiegards

¥ Tent Message:

it ationP sth N EnSute Permit Pager SubmirticnRevies Sk Besiow niry aspaoekid =%

For each desired notification template, select template item from template list to set up email
recipient and content and message text.

Click “Admin/Applicant” dropdown to select the notification template type.
Fill out “FROM”, “TO” list, “CC list”, “BCC list”.

Select status (“Active” or “Inactive”); format (“Text” or “HTML”).
Fill out email content and text message.

Click “Save Template” to save all changes.
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5.2.1.5 Notification

This section is used to set up notification’s configuration. This is used to configure the “From” address for
all emails sent from the system. If a user is added to the Additional Nonfiction(s) section, they will receive
a copy of all/lsome of the emails sent from the system. Which emails they are copied on are configured in
the “Naotification Config” section below.

Figure 71: Application Configuration/Notification

General Package Setting Form Setting Motification Template Motification Application Property SubSystem

This page allows you to configure the email notification events associated with your application/permit. The Sender Mame and Sender Email you provide below will appear in the \"From\” secti
email sent out on behalf of your application/permit. The CC and BCC boxes are for you to provide a static list of email addresses to be CC'd or BCC'd with an applicant version email for any trig
where the CC or BCC option is selected respectively. Be sure to include a semicolon 7\ to separate multiple email addresses in your list,

Basic Information

Sender Name: Sender Email: CC List: ¢ BCC List: 2
GovOnline DoMotReply@GovOnline.us.com

Additional Notification{s)

Please use semicolon(;) to seperate multiple email addresses.

@ * Receiver ID * Receiver Name * Receiver Email * Status

Official Department Director alex_li@enfotech.com Active lz‘

ml Notification Config I

o Click (RESSSEUlE I R) icon to configure notification event.

Figure 72: Application Configuration/Notification Configuration
General Package Setting Form Setting Notification Template Motification Application Property SubSystem

4 Back to Basic Info

This page allows you to configure the email notification events associated with your application/permit.

HNotification Event List Detail
IJ' Admmistrati\reReviewCompleteI
¥ Amendment Notification Event Detail
@ Approval
; oL * Status: * Email Template:

AttachmentNoti - .

achmentiotice Active Iz‘ Adm|mstratweRewewCDmplete|z|
¥ CompleteSubmitted
7 ConsultantToOwner Description:
. . ‘When application is completely received = @l
Y Denial
7 FormReviewAmended -
7 FormReviewApproved C " . - )
Le Notification Recipients
% FormReviewDenied e, ———
9 FormReviewlssueCertificate To: [¥] Applicant [] Official [] Construction Official - Dennis Pino [7] Form Reviewer - Linda Courtney [7] Form Reviewer - Dennis Pino
7 FormReviewlssuelicense
. [ - - -

% FormReviewlssuePermit CC: VYl Ce List [7] Official [T Construction Official - Dennis Pino [7] Form Reviewer - Linda Courtney [7] Form Reviewer - Dennis Pino
V' Generallnquiry BCC: W Bec List [7] Official [7] Construction Official - Dennis Pine [7] Form Reviewer - Linda Courtney [7] Form Reviewer - Dennis Pino
7 GeneralTempl
@ GeneralTemp2 m

e Select the notification events from the list
e Select email template from email template dropdown for the notification event.

e Select the natification recipients for the notification event. All agency staff who was given access
rights will be shown to be selected.
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5.2.1.6 Application Property

The configurations in this section are critical to the application proper functioning and should
only be updated by staff at enfoTech. Please do not make updates to this page.

Figure 73: Application Configuration/Application Property

General | Package Setting | Form Setting | Message Template | Notification | | Application Property | SubSystem Item Group

This page allows you to configure properties associated with your application/pemit,

Property

bhow Disclaimer (Detail)

York Region is committed to maintaining confidentiality and protecting the privacy of personal information. To review the *
terms of use of this website, click<a [
href="http://www_york.ca/wps/portalfyorkhome/yorkregion/yr/privacyanddisclaimer/iut/p/al/jY_PCoJAGMSfxQel73Pxz1 =
6XjdpdE4MO2V5i0bQF Xc VEgKfPomvZ3AZ- v
MBOAhhyOM50tzWg7Z5gX 19FZsq0UIkGVBZQjw 4wpEIOkSTwDpxnAL2K4IFd_DJARSWKNujfidWVd1UHeD3Yyxd24sr

phow Security Precautions (Detail)

<b>Website Access</b> £ [@
<br/>To prevent your information from being used inappropriately, we maintain stringent electronic safeguards as well as [
physical and administrative protection. In addition, the security safeguards are also powered by VeriSign's Certificates

and Authorize.NET's PCI compliant processes. Once we provide you with a password, you are responsible for v

maintaining the confidentiality of the password. Please note that access to the website, irrespective of the issuance of =

how Certification Statement (Detail)

| hereby certify that | am the owner of the described property or am authorized by the owner to submit information on the @
owner's behalf.

mhow Message on Receipt Page (Detail)

<br /><br />

Please click %ReceiptLink% to print your receipt.

5.2.1.7 Subsystem

This section is used to set up the application package’s integration with a subsystem. This is used for
transferring Permit to or from another system and is not used in York Regions application.

5.2.1.8 Item Group
This section is not in use for York Regions website.
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5.2.2 System Configuration

This section is used to set up system level configurations. It can configure email and report servers, emalil
templates, Security Questions, and Document Types supported by the system.

Figure 74: System Configuration
System Management

~ .+ Ppplication Configuration

|
Configure Application

% System Configurafion

Configure environment

1 Reference Data
: Configure reference data

System Logs
EE Browse system log

5.2.2.1 Report Server

Figure 75: System Configuration/Report Server

Report Server Email Server Emell Template | Seaurity Question Doaument Ty pe

This Page allows you to configure a Report Server Information, dick "5ave” to save the information to the database,

Report Server Setting

Server:
erver http://banfiReportsener
User IDx
et GovOnline_Report
Password:
Domain:

Banff

Save Report Server

e Specify report server’'s name, ID, password and domain to be able to show report.
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5.2.2.2 Email Server

Figure 76: System Configuration/Email Server
Report Server Email Server Emell Template | Seaurity Question Doaument Ty pe

To configure a Email Server, please enter a valid server URL or |P address, click “5ave” to update the information to the database.

Email Server Setting

Host: 47.19.95.52
Port:

25
User I Govonline
Password:

| Save Bmail Server

e Specify email server’s host name, port, ID and password to be able to send emails.
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5.2.2.3 Email Template

Figure 77: System Configuration/Email Template
Report Sereer Eneil Saruer Emad Tenplste Ceourity Question Doowsment Feps

To configure an Email Template select if fromthe list or dide "Add New™ to add anew Emal Template. After adding o

Select Enail Template: [{Application) - Subcode Review Res ult Motification

Sender Setting

From: TolList:
CoMotReplyGowDnline. us .com

OC List BCC List:

Template Configuration

® Template Status " Format: Template Tag
Pore™ [ ¥

Cate gory:

* Caption:

(Application) - Subcode Review Res ult Notification

* Subrject:

Maotificst ion of Subocode Reivew result for your Parmit application

Email Conte nt: -
Gowlnline Sys tem Message: |§|
Dear spplicant’owner:

This email provides notice sbout Subcode review res ult for the following applicst ion:

Application ID: % Submis s ionRid%%

Application Name: %Applicationi ameah
Application Status: %5 ubmis sionStatus Nama
Submitted Date: % SubmissionDate®

Thamk you for s ing the % Agency Mame¥ GovwOnline Sys tem!
i vou hewe any guestions , pless e contact GowCnline System help center.

L

Text Mes sage:

‘Sawe BEmail Configuration |

e For each desired email template, select template item from template dropdown.
e Fill out “FROM”, “To list”, “CC list”, “BCC list".

e Select status (“Active” or “Inactive”); format (“Text” or “HTML”).

o Fill out email content and text message.

o Click “Save Email Configuration” to save all changes.
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5.2.2.4 Security Questions

When a public user first creates their account, they will be asked a set of security questions. Which
guestions they will see are configured on this screen.

4

set of buttons to either save your changes or delete the security question.

To update or delete a security question, click the
o X

button which will refresh that row and display a

The configuration for groups allow the questions to be setup in a series that is randomly chosen for each
new user that is creating an account. There should be at least 3 question per group and at least 1 group
configured.

Figure 78: Configure Security Questions
Report Server Email Server Email Template Seaurity Question Document Type

PASSWORD QUESTION CONFIG

To configure Password Question.
Password Question List

1-15.of 23 term(s )

Question Group
g What is your birthday? 2
[#  whatis the first and midde rame of your ddest sting? 1
‘g What is your favorite painting or phatc? 1
g what is your favonte vacation destination? 1
‘g what year and model (yyyy-name ) was your first car? i
g what is your favodte TV show? 1
‘g where did you first meet your spouse? 2
‘g what s your favorite book? 2
g what was your first pet’s name? 2
@ what is your favorite movie? 2
‘g what street was your high schod loated on? 2
‘g what is the name of your home town news paper? 3
g what is your favodte hobly? 3
‘g what is the name of the hospital where you were bormn? 3
‘g who s your favorie all-time entertainer? 3
2
Add New Security Gue stion
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5.2.2.5 Document Type

In this section, you will be able to add additional files types which represent the selection of files that will
be allowed to be uploaded with applications.

The Document types are arranged into groups such as “Document” which includes both .DOC

and .DOCX as valid file types. You most likely won’t need to add new “Attachment Types” (click the .4
button to do this), but you may need to add new extensions to an attachment type, such as when the
Office .DOCX was established.

To add a new File Type (Extension), click the ekl button. In the following popup, put

the extension in the File Type box, but leave out the preceding “.” (example, enter “DOCX” not “.DOCX”").
The Status field determines if the file type is still valid and the Mime type determines how the extension is
aved in the data for other applicatino to understand which application to use to open the file. Please
consult with enfoTech before changing or adding a new Mime Type.

Figure 79: Configure Document Types

Home Application eSenice System Setfing My Account

ystem Corfiguration

m Ma na gement
Securty Selting =

Report Server | Emed Server | Emmil Templste | Searty Queston | Dowment Type
© SskemUsers

(1) Manage agencyaccounts ATTACHMENT TYPE
Sysem UserRoles This Page allows you to Add New a attachment type, dick “Sawe” to save the information to the database

Manage systemaccess

rights

N Exdude Characiers in AtachmentFie Name:
Role Permissions
=]

24 Manage permission sets

Aftac hment Types =» Document Type Details
App ReniewPermissions

{4, Manage data access rights &) Document
Document Type Info
f"..ﬂ PublicUsers @l Exeel
&% Manage public accounts
A o &) maure * Type Code: * Type Name * Status: * Max Size:

Document Document IACWE ™) 3000 kb

System Management FOF
Des cription:

]

Document Attachment

EEE
H

’?,-‘r Applicafion Configuration
o )

Configure Application

I_E,‘IHE:! System Configuraion

"~ Configure envircnment

= File T List
"2, Reference Data ype
Configure reference data
1- 3 of 3 ftem(s)

| o i ey g pevs

A Browse systemlog
g *.Doc A Text/Plainl x
[ . A apiationfword X
& rsa A sdf x

Add New File Type m
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5.2.3 Reference Data

This section is used to manipulate all types of reference data which includes fee data configuration, It also
includes event category, inspection category, comment template, statute code and work items.

Figure 80: Reference Data

Sysbem Manage ment

7z

[ =]
|: =

-
(=]
]

523.1

Applicaion Configuration

Configure Application

System Configurafion

Configure envronment
Reference Data
Sysiem Logs

Brow:=e system log

Generic Data

L_4 Configure reference data

Figure 81: Generic Reference Data

Generic Data Fes

To configure generic data, please select a generc table from dropdown Bst

Generic Reference Table List: IREF ADDRESS TYF'El_l

Data of REF_ADDRESS_TYPE

1- Bof 8iem(s)

S g PPy [T ey

Business
Genearal
Bling
Contad
Mailing

Permanent

B bbb BBMLBLBLEBE

Business Address
General Address

Billing Address

Contad Mailing Address
Mailing Address
Permanent home address

Service address

Business Address
General Address

Biling Address

Contad Mailing Address
Mailing Address
Permanent home address

Service address

Active

Active

Active

Active

Inadive

2010-06-04

2014-05-05

2009-11-25%

2005-11-25

2009-11-25%

2005-11-25

2010-09-07

2011-05-23

admin

admin

admin
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e Use the Reference Table List dropdown to filter various reference tables in York Region Sewer
Use Bylaw Services to configure the values stored in that table. The page will refresh as a value

is chosen.

o Click Add New (299 New

) button to add a new value to the reference table selected.

e Click edit ( |3) to add/edit/inactivate data of any existing reference data for the table selected.

5.2.3.2 Fee

This module should only be used by users specifically trained for its use. To configure a fee calculation, it
requires specific technical knowledge that should only be attempted by an IT professional. If a fee
calculation needs to be updated, please consult with your support IT staff or enfoTech directly to perform

the necessary changes.

Figure 82: Configure Fees

Generic Data Fee
Construdion Fee Schedule Fee

This Page allows you to setup required Fee for a given application (Formj)

Type:|Form || |Dewatering Activity Discharge Approval Appiication
Fee ltem List %  Fee ltem Detail

Fee ltem

¥ Fee Code:

* Fee Name:

Fee Category

e conn 2] I

* Sequence:

N o item & found. Please tryagain.

New Fee Category

Fee ltem Rule XML

Rule XML:

ernFolaech
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o Click Add New ( New Fee Category ) 1, ;1101 to add new fee category.
e Click edit ( Iﬁ) to edit any existing fee category.

e Click ( x ) icon to delete the selected fee category.

Figure 83: Reference Data/Fee Config - Fee Parameter

Fee Detail

This Page allows you to edit Fee Detail Information.

Fee Category

Fix Amount i Formula

* Category Name: * Category Code:

Furnace Furnace
Description: i
For use group R-5, Fee is $155 per unit, 580 per unit for multiple units. i @l

Functionf Formula Adjustment

Parameter List

Parameter: No AC BI Mew Parameter  Edit Parameter REioile=Tel) 0000 I

¢ | * Condition Type * Operator * \Value

m Cancel

e Click Add New ( New Parameter ) , ;1o to add new fee parameter.

e Click edit ( Edit Parameter) 1, ot any existing fee parameter.
e Click ) icon to delete the selected fee parameter.
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Figure 84: Reference Data/Fee Config - Fee Formula

Fee Category

) Fix Amount i@ Formula

* Category Name: * Category Code:

Furnace Furnace
Description: _
For use group R-5, Fee is 5155 per unit, 380 per unit for multiple units. Es @l

FParameters I Function/ Formula Adjustment I

Function

Function: [Mo_Furnacel-min{[Mo_Fu

Formula Adjustment

Adjustment Name: Mo _Furnace

@ * Condition Type * Dperator = Value
> Between El 0 ~|0 E El 0
@ Between El 1 -1 = El 155
x LargerThanEl 1 fur‘lctionEl 80*[Mo_Furnace]
Ed

e Click Add New ( *) button to add new fee formula.

e Click “Save” button to save any updated fee formula information.

Click ( a ) icon to delete the selected fee formula.
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5.2.4 System Logs

Figure 85: System Logs

Home Application eSenice | Systemn Setfing My Account

Securty Setting

£ SyemUses
14 Manage agency acoounts

w System UserRoles
Manage systemaccess
rights
Role Permissions
< Manage permizsion sets
= _ | AppRevewPermissions
Manage data access rights
ra PublicUsers
)

Manage public accounts

System Management

. Applicafion Configuration

@~ Configure Application

System Configurafon
Configure emvironment

/.
= Reference Data
¢ Configure reference data

System Logs
Browsze system log

[
o
[l

%] System Setting > System Maragemert > Systemlogs

Thiz Page allows you to use search panel to search for system log information.

T E——], -

o rmoe szo |~ oo | ]

Search Result

1- 15 of 18 iterrs)

¢ ¢ ¢ ¢ ¢ ¢ e ¢ ¢ O @ O ¢ ¢

(%]

Log Message Message Type Log Date

“admin’ bgin sucessfully from 192.168.88, 2181

Data Bchange How Submission #1366 - successfulend

Data Exchange Fow #1965 -
Data Exchange Fow Submission #1965 - beginning

“admin’ bgin sucessfully from 192.168.88, 2181

Generate POF fundionThe request failed with HTTP status 503: Senvice Unavaibble,

Data Bchange Fow #1965 - sucssful end

Data Brchange How Submission #1365 -

Data Bichange Fow Submission #1385 - beginring

Generate POF fundionThe request failed with HTTP status 503: Senvice Unavaibble,

Data Bichange Fow Submission #1364 - successfulend

Data Exchange Fow #1964 -

Data Bechange Fow Submission #1564 - beginring

Generate POF fundionThe request failed with HTTP status 503: Senvice Unavaibble,

“admin’ bgin sucessfully from 192.168.88, 2181

Information

Information

Information

Information

Information

Emar

Information

Information

Information

Emar

Information

Information

Irformation

Emar

Information

07/11/2014 2:12:37 PM

07/11/2014 12:13:16 PM
07/11/2014 12:13:16 PM
07/11/2014 12:13:16 PM
07/11/2014 11:43:35 AM
07/11/2014 11:46:53 AM
07/11/2014 11:37:55 AM
07/11/2014 11:37:55 AM
07/11/2014 11:37:55 AM
07/11/2014 11:37:42 AM
07/11/2014 11:31:23 AM
07/11/2014 11:31:21 AM
07/11/2014 11:31:21 AM
07/11/2014 11:28:18 AM

07112014 11:26:00 AM

¢ Provide message type and date range, then click Search (m button to retrieve desired
system messages.

e Click Detail ( "?) button to view detail information on selected message.

e Click Purge (M) button to purge selected message.
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6 My Account

Figure 86: My Account

Home Application eSenice System Setting My Account

MY ACCOUNT

Detail information for my account

General Information

First Name: Last Mame:
Super Admin
Enployer: Job Title:
enfoTechInc. Super Admin
Address Line 1: Address Line 2
1 Main 5t
Municipality: State: Postal: Country:
King [ON~] ' a0a 00 Canada
Area Code: Phone No.: Exten sion:
Maobile Area Code: Mobile No.: Mobile Prowvider:
[other vl
Email:

insetEMEGemail@EMAIL.COM

D Do you want to receive SMS mes sages through a mobile phone ?

Change Password

Old Password:

New Password: Confirm New Password:

Signature

Signature File: Upload ed file:

Flease privide .BMP. (GIF, .JPG, JP2 or .PNG signature image.
Save User Info

e Provide mobile number, provider and check on the checkbox to be able to receive text message.
e Provide old and new password to change the old password to new password.
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