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Sewer Use Bylaw Services Agency Portal (LM Users)

Reference Guide

1 Login to York Region Citrix

1. Access York Region Citrix — enter http://www.york.ca/eservices in a browser (Internet Explorer 9

or higher, Google Chrome, or Firefox) and click on “Access Your Anywhere eDesktop” as shown
in screenshot below-figure 1:

= ———

R
« C f® L|_L| www.york.ca/eservices/ |
-

5

York RBgion York Region e-Services

@5y =

Access Your Email

If prompted for Username and Password, Username must be in format: YKREGION'username

Access eDocs

° T N

: Access Your Anvwﬁere eDes;Et-c-l;-'

N S N SN SN SN SN BN SN SN SN BN SN SN NN SN N SN N S e e e

Important information available, please read. Citrix Client Home Instructions (pdf) and New Web Interface version

Figure 1 - York Region eServices

2. Enter provided user name and password to the corresponding fields as shown below, then click
on “Log On” button:

Note: you may be prompted to install Citrix client, please follow the instructions shown on
your screen to install the required software (Citrix Receiver).

enfolisech
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Welcome
Please log on to continue.

User name:

Figure 2 - York Region eServices - Login Credentials

3. Once logged-in to Citrix, double click on the Internet Explore icon on the eDesktop:

Main

O 2

Transportation & Access
Environmental
Sernvi...
‘,______..\I
3 L e |
e 1
= 1 I
G Dirive I Internet Explorary
\

-

Figure 3 - Citrix eDesktop - Open Internet Explorer

4. Enter the following URL for
a. Sewer Use Bylaw Services Agency Portal --
http://govonlinedevadm.devyork.ca/GovOnline_ AGENCY/

2 Sewer Use Bylaw Services Agency Portal Home

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

Below are the brief functional descriptions of each dashboard block:

Start New Application: allows agency users to create new applications
Submitted Application: displays the summary of submitted applications
Message center: provides short-cuts to many useful functional areas

My Queries: shows the list of available Agency queries that can be run to review industry data in
iPACS

o PR
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Start a New Application o Submitted Applications Message Center
Discharger Information Report Status Partial and Complete Submitied[V/] | (Most current & records) _

(—> Industrial, commerical and institutional wastewater dischargers are required to complete a
,, Discharger Information Report and submit to York Regian within 30 days as stipulated in York
Region's Sewer User Bylaw, This information will be used to monitor facilities and their

) (488) Discharger Information Report —
discharges to the Regional sewer system = B Maric Cros on 08012014 .

@ \:{um;m;:a:«:am e g:m;:
Wastewater Hauler Registration Application [ perms nine . o revted apoleatont)
\ amend |/ revised application(s)
(;> This form must be complete to be considered an application for a dewatering discharge
_ approval, Incomplete application will not be processed and will be returned to the applicant 0 (451) Discharger Information Report pa—
> LA =
= ) Don Davy on 071292014 e "
omplete
\ng DON Park, Markham, ATA 141 G
Dewatering Activity Discharge Approval Application [ permits: NiA, Oniine
(> The information collected on the application will be used to evaluate applications for
~ #, dewatering discharge approvals. This information is not considered to be confidential and will Click here for more.

be handled in accordance with and may be subject to disclosure to the public under the

Municipal Freedom of information and Protection of Pravacy Act (MFIPPA). Information to be
submitted with the application that the appli d fidential or to be oth
disclosure under MFIPPA must be claimed as such in accordance with MFIPPA at the time it is submitted

|3, surcharge Biling Summary

|3, Compliance Plan/Activities
s,®  TestResult Data Upload 3 Sample Test Result WA
Ability for the Industry and the LAM users to upload test result data via this form
23, Violation Hotices WA
|3, Monthly Hauled Wastewater Volume NA

Click here for more.

Figure 4 — Sewer Use Bylaw Services Agency Portal Home Site

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.

Submitted Applications

Ststus  Partial and Complete Submiﬂedﬂ {Most current 6 records)

+
v

(1511) Test Result Data Upload —
™ Faper Submission on 07/30/2014 =

140 - Maple, A1A 1A1
| Permits: NI&, Paper

Partial
Submittal

** (1509) Test Result Data Upload o

£ 1: Paper Submission on 071072014 _&
|4) . K=inburg, ATA 242 . F':n:l.al |
ubmitta

"] Pesmits: NiA, Paper

**  {1493) Test Result Data Upload —

& n Paper Submission on 07/202014 =

140 . Kainburg, A3A 343 . p:“’_:'zl
| Permitz: NiA, Paper uam
4% {13009) Test Result Data Upload —
& Paper Submission on 0T/I32014 =
- Partial
L8 . Maple, A3A 3A3 Errfis]
| Permit#: NiA, Paper
** {1304) Test Result Data Upload —
B D g asdton 0770212014 e
[4] - einburg, a2 2a2 . P:"“_:'zl
unmi

] Parmits: NIA, Online

**  {1303) Test Result Data Upload —
& n Faper Submission on 07022014 —&
14} . Keinburg, 223 232 SETE

= Submittal
__| Pemit#: NiA, Paper

Click here for more...

Figure 5 - Open Submitted Application
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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 picture below):

e  Submission Info (Tab)
e Technical Review (Tab) (Read-Only)
e Comments (+ Button on the far right)
o Please note, these General Comment fields are only intended to provide a method for
discussion with other York Agency staff with regards to an individual submission. The
applicant themselves will not have access to these comments.

- S ———
' Submission Info | Technical Review

|
|
|
l Form Documents

O ey,

- -

/

| S —————

#] Online Application
1 Test Results Upload - Form View

~
\
©

General Comment

Type your comment here m

P

o ——
L ——

4
~

s

N -

Figure 6 - Submitted Application - Overview

3.7 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 to the user submitted data. Under this tab, it consists of
three sub-tabs:

Submission Info Technical Review

T

Form Dwoourments
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)

erngolech Page 6 of 27
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3.1.1 Form

Submission Info

=

Technical Review Dedision

Form

Documents

S General Comment

#] Online Application
Test Results Upload

-E Test Results Upload - Archived Form

- Form View

Type your comment here

Figure 7 - Submission Application - Form Tab

1. Under the Form tab (screen), the agency user has the ability to review a submission by clicking

(‘ﬂ Online Application ).

Online Form Data

@ save Printable View
Apphc nformation

Application for

(w) Registration () Renewal
* Permit Effective Date
01/0372013

® Permit Expiration Date
31082014

iPACS Site Identifier
179

® Hame of Company
Test WH

O Update site address in iPACS

# Street Number ® Street Name ® Street Type Street Direction
2 Orchard Parkway
Sub Sireet Type Sub Strest Number
w Municipality w Province ® Postal Code
Kleinburg Ontario[v| | D35 4G2

Figure 8 - Submitted Application - Application Review

» Agency user can review the user submitted application data

(

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

button, system will add (O) button icon next every text field which has been

modified after submisison. The agency can view all the history data by clicking (O ).

* Address 1

123 Farnworth Close (3}

erngoliaech
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= Wastewater Hauler Registration Application - Form View .
2. (= ) Form View allows agency user to download

submitted application in subcode Techsheet view(PDF).

3.1.2 Documents

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

Submission Info Technical Review |

= 0

&
Form Documents

Required Documents List

1-10f1it

emils
——e
=

@) NA Floor Flan Required - Online  Construction Permit =~ Floor Plan

Add Required Document

Received Files for Required Dwents

e

1-10of1item(s
Delete

= APDF.pdf  Floor Plan Construction Permit
07 Upload File

If a user is attempting to upload a new required document, please follow the below process.

1. An agency user is able to add 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.

Figure 9 - Submission Application - Document Tab

Add Required Document

Form List
Wastewater Hauler Registration Applicatiun

* Method
(@) Online () Mail () Other

* Name
Truck License Plate Images| b

Description

CSave | concel-

Figure 10 - Add Required Attachment to Submitted Application
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2. 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).

Upload File

Upload File for
Floor Plan EI

* Received Date

11/12/2013
* File:

Choose File | Mo file chosen

Description:

Csove | conce-

Figure 11 - Upload Attachment to Submitted Application

3. An agency user is allowed to download uploaded document by clicking document name ex:

“APDF.PDF”
o ot bt | byt | e
Floor Plan Construction Permit

Figure 12 - Open attachment from Submitted Application

3.2 Technical Review Tab

This Technical Review tab will mostly be used by York Region staff to fulfill their tracking purposes.
However, all Agency level staff have access to view this tab as read-only and provide additional
comments (1) that could assist York Region with completing the technical review of the application.

Submission Info Technical Review |

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.

W . . N NN N SN N S S . .
1) N
Tech Review Decision 1 Ve General Comment \

L4
= Type your comment here
Type your review message here =] \—/\' ype vl m

p

Tech Review Complete

Documents List

(44) Noitems found.
-/

Application Review History

1 -3 of 3 item(s’

‘ Admin Review Completed =~ Township Admin | 11/12/2013
‘ Complete Submittal Andrevs Ferrara  11/05/2013

O N
i ———— -

| Pending Andrew Ferrara

U
~

S 7’

—— -

N
Figure 13 - Submitted Application - Technical Review Tab
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a. An agency user could enter a comment at any time during the “Technical Review” process
using the comment section on the right-hand side of the screen. Click the (+ Button on the far
right) if the general comment box is hiding.

Note: The “Technical Comments” field is only available for use by York Region staff. And the

Tech Review Complete 1, ;1o will be greyed out to represent that it is not available for use by non-York
Region staff.

4 Submit 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; at home screen- Start New
Application or under the Application module-Create New Application.

Home | Applicstion | eService = My Account

“() Group: LAM - Vaughan[v| User: LAM LAM[v]

Start a New Application Submitted Applications
Discharger Information Report Status | Parfial and Complete Submiﬂedﬂ {Most current & records)
() Industrial, commerical and institutional wastewater dischargers are required to
_*#,, completea Discharger Information Report and submit to Yark Region within 30 days a5 ©*  (1511) Test Result Data Upload .
stipulated in York Region’s Sewer User Bylaw. This information will be used to monitor . - s
fadilities and their discharges to the Regional sewer system 4= #, Paper Submission on 07i302014 p_é, :
140 . Maple, A1A 11 sm?ﬁ:ml
. . R i - N
Wastewater Hauler Registration Application - JRE AN R
(." j This form must be complete to be considered an application for a dewatering —
+ A, discharge approval. Incomplete application will not be processed and will be retumed -7 (1509) Test Result Data Upload —
T tothe applicant M T Paper Submission on 07202014 p;*?l
- . artial
. Klinburg, A14 247
) — - L~ N e Submittal
Dewatering Activity Discharge Approval Applicafion | Pemit: NiA, Paper
(.' ) The information collected on the application will be used to evaluate applications for .
= ing discharge approvals. This ion is not considerad to be i " (1493) Test Result Data Upload —
~ and will be handled in accordance with and may be subject to disclosure to the public A O Paper Submission on 071302014 @

) under the. Mumc.\pal Fneedo_m ?f information an.d Fmtecuf:ln of Pravacy A_ct [MFIPPA). [4) . Kasinburg, A3A 383 F'an:l.al
Information ta be submitted with the application that the applicant considers confidential ar ta ba BN Peemits Nid, P Submittal
atherwize sxempt from disclosure under MFIPPA must be claimed as such in accardance with MFIPRA |l AL R
at the time it is submitted

+-* (1309) Test Result Data Upload —
s ®  TestResult Data Upload 4 T Paper Submission on 07/032014 N
< r Partial
| Ability for the Industry and the LAM users to upload test result data via this form i - Maple, A3A 3A3 Submittal
‘Q "] Pemmit#: NiA, Paper
+-*  (1304) Test Result Data Upload p—
Glick here for mare... B D g asdfon 07022014 et
r N Partial
. Kieinburg, a2a 2a2
5 . rasinburg, a2a 22 Submittal

] Permit#: NI, Online

Figure 14 - Home screen - New Application

enfolisech
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Home Application eService My Account

4| Application > Paper Submission = Create New Application

Apphication Management

Application Review
Review submitted App

Chick “Apply”™ button to create your permit application.
Intenmediate draft application can be saved at anytime for future submission.

"= Permit/ Cert. Mansger Keyword: {example: construction. home, dog. and cat__ ete.)
,— Track permits or licenses
& - App Name: App Type: | (All)

Paper Submission

Application List

Create New Application .
5 — Total 4 itams.
ks Create new application
M— 2 Edit Pending Application 6 9
3 Edit unfinished application F » F
( ( ( -
S——
Discharger Information Wastewater Hauler Dewstering Activity Test Result Data Upload
Report Registration Application Discharge Approval
Application

ez Ea e= ma e Em e [Apoiy |

Figure 15 - Application Module - Create New Application

To reach this second screen, click the Application Module form the top, and then when the page reloads,
the “Create New Application” link on the left-hand side of the page.

4.1 Discharge Information report (DIR)
To begin the new Discharge Information Report (DIR) from the Home screen, just click the section

pertaining to the Discharge Information Report or the second screen (figure 5), 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:

Search Applicant:

First Name:

Company Name:

Last Name:

Address Linel:

License No.:

m New Applicant || Create Application m

Select an Applicant from Search Result

1-150f 23 item(s R

[ [ [ e et [iastiene | emat [ e [ s | detjun/omer | taricaity [ ste | o code |
O testhess test test yang_lu@enfotech.com 6098154424 11 1 u 5 1122
O aetsardgtf@test.com sdf sdf aetsardgifi@itest.com 123923123 sdf shafasdf on A
() 34FSDFSFEHOTMAIL.COM TESTES TESTSY I4FSDFSFEHOTMAIL.COM LI 125 MAIN 5T TEST & MO 1un
(O TESTEMAIL12223133DS5EHOTMAILCOM  TEST33 TESTZ2 TESTEMAILI22231330S5EHOTMAILCOM 1111111111 123 MAIN 5T anz ON ALALAL
O | TESTEMAIL123DSS@HOTMAIL.COM TEST33 TEST22 TESTEMAIL123DSSEHOTMAIL.OOM L1111 123 MAIN ST anz oN AlAlAL
O 123@testing2.com g q 123@Hesting2.com nBIE o sdf on A
Q | asasaa asdf asdf brian_s 123123123; 1 King [0 12345
() asdfasdfasdf =dfg sdfg yusen_chen@enfotech.com 1231231233 asdf asdf ALA 3R
[0S} Joseph Levine 6L @test.com 784-892-2140 1 JACKSON COURT Vandorf ADA 0AD
QO R Robert Downey RD)Etest.com 4328509952 1 Stark Ave Magle 13D 343
O | Kme BEC BEC King@enfotech.com 3426673237 1 Cave Road King 34242
O asdfizia asdf asdf fdasdfasfiBtest.com 1231231733 asdf asdf ALA3D3
O enfotesti2 enfo test Juliz_y 2 ANDERSON STREET King ON ALA2A3
O enfoTest enfo Test dfigsom.com 2222223232 1 CHANNEL DRIVE UNIT 1003 King A3A3A3
O | testizz (=1 test 123123@tester.com 1513 asdf asdf A1A2AZ

z

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

New Applicant
Create Application || Exit |

Figure 16 - New Discharge Information Report Application — Select Applicant

ergoliaech
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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 Applicant

by clicking one of the buttons.

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

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

If the button is clicked, the following screen will be displayed:

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 SM5 messages through a mobile phone.

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

Property Cramer:

Create Application m

Figure 17 - New Discharge Information Report Application — Create Applicant

After filling in at least the required fields (marked with the ™ ), click the kb 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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Home Application eSenvice System Setting My Account

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

Application ~ R
Te fill in 2l Application Forms rEzilE i

Mirrard

Wizard Panal

2] Discharger Information

Report .
General Information

IPACS Site Identifier
* Name of Company
Legal Company Mams

Submission
To submit application Plant Address

O update site address in iPACS

® Street Number ® Street Name ® Street Type Street Direction
[v] [v]
Sub Street Type Sub Street Number
vl
* Province ® Municipality * Postal Code
Ontario ﬂ ﬂ
® Phone (335-355-3553) Ext

Figure 18 - New Discharge Information Report Application

The first question on the form, iPACS Site Identifier, should be left blank as it relates specifically to an
unknown ID in the separate iPACS system.

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

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.
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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

D 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 19 - New Discharge Information Report Application — Continued

Continuing down the form, under the “Mail Address” section, there is a checkbox “Same as above”. 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.

Facility Information

Number of Shift per day Number of Shift per week North America Industry Classification System([NAICS) code

Brief description of manufacturing process or service acfivities.

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.

i tome L prompoemp
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 43, i Services Dep:
m?

Is there a mai acsess hole (manhole) available for inspection and ling purposes on your property or nearby?

O Yes (O No

Figure 20 - New Discharge Information Report Application — Continued 2

This DIR form contains a GridView format question which allow multiple entries related to the same
qguestion. In the above example (figure 18), the form is looking for a description of the Manufacturing
Processes present at the facility. It is possible and likely that on facility implements several manufacturing
processes in order to produce its components.
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To use the GridView control, you must first click the yellow (244N Reey 1y itton 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 (BB ) 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.

Is your wastewater subject to any type of freatment before discharge into the sanitary sewer system?
1¥es ) No

Is your company certified by a third party with:

150 5001

150 14001

[]OSHAS 18001 (Occupational Health and Safety)
[]P2 Plan

] Others

If your company has analyzed its wastewater at any time, please provide copies of laboratory analysis. P
Newmarket, ON L3Y 4W3, Environmental Services Department.

(et | save || et |

Figure 21 - New Discharge Information Report Application — Continued 3

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 of the question, 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 20):
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l_c-: Application = Wizard Panel = Discharger Information Report
DISCHARGER INFORMATION REPORT (APP ID: 1520)

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

Wizard Panel

|24 Discharger Information
Report

@ * Plant Owner Phone # format is wrong.

4 General Information

iPACS Site ldentifier

<J

® Name of Company

Submission Waldorf Manufacuring
o Legal Company Name

To submit application

Plant Address

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

123 Test Concession

Sub Street Type Sub Street Number

¥

* Province * Municipality * Postal Code
Ontario[%| | Mount Albert ATA2A2

* Phone (555-555-5555) Ext.

(123123123

Figure 22 - New Discharge Information Report Application — Data Validation Issue

Once the issues with the data 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.

< | 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) I » : A I
- e ————— (@ Online O Mail ) Other 0 N/A
To upload or mail in all
e [Tl [Please upload one file at a time. Repeat the Upload process if you have multiple files.)
' Attachment description:

i)

Submission
To submit application
e [ sove =

Figure 23 - New Discharge Information Report Application — Attachments
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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.

Upload Attachment

Upload Attachment

* File:

Comment:

Cancel | Save
[ Cancel |

Figure 24 - New Discharge Information Report Application — Upload Attachments

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
( ) button will submit the application and make it visible for review by other agency staff.

4.2 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 () button below the Test Results Data Upload section.

Once the new application is opened, the below form will be presented to the agency user:
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Home Application e3ernvice System Setting

Application > Wizard Panel >

Wizard Panel

My Account

est Results

Upload

TEST RESULTS UPLOAD (APP ID: 1521)

Application
To fill im all Application Forms

Flease fill out the form below.
|24 Test Results Upload
Facility
* Facility:

Sample Location

o Submission
To submit application

* Sample Location:

v

DCreate New Sample Location

Select Sample Dates (Multiple select)

< August 2014
Sun Mon Tue Wed Thu
2r 28 29 30 M
3 4 5 B T
i 11 12 13 14
if 18 19 20 2
24 25 2 27 2B
k] 1 2 3 4

Figure 25 - New Test Results Data Upload Application

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 23). 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 can be found and selected, you will notice that the “Sample Location” dropdown may now contain
a few options. If in the “Sample Location” dropdown, an option exist which matches the test results
upload form received, please proceed with choosing that value and continue down the form.

If either the correct facility was not present in the “Facility” dropdown, or the correct sample location was
not present in the “Sample Location” dropdown, please click the checkbox labeled “Create New Sample
Location” (figure 24). 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. The
screen, when refreshed, will appear as below:

enfolisech
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Sample Location

Create Mew Sample Location

iPACS Site ldentifier
® Sample Location Name

Sample Location Description

Street Number Street Name Street Type Street Direction
v v
Sub Street Type Sub Street Number

v

Province Municipality Postal Code

Ontario| v | V|

Figure 26 - New Test Results Data Upload Application - New Sample Location

The first question on the form, iPACS Site Identifier, should be left blank as it relates specifically to an
unknown ID in the separate iPACS system.

All fields marked with the red asterisk ( - ) are require 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 which days the sample results relate to. 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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Select Sample Dates (Multiple select)

= August 2014 =
Sun Mon Tue Wed Thu Fri Sat 1
F 28 3 W N 1 2

s &

3 4 5 & 7

10 12 14 15 16
7 18 19 20 21 22 23
24 258 26 28 23 20
1 1 2 3 4 5 6
The date(s) you select:
TUI0B/2014, 130872014, ZTI0E/2014
Select or Add Substances (Select mulitple subst: Cps L the Ctrl key)
Substance: 2

1,1,1,2-Tefrachloroethane
1,2-dichlorobenzene
1,4-dichlorobenzene
Aluminum as Al
Antimony as Sb

Arsenic as As

Benzena

Eis{2-ethylhexyl)phthalate

BOD (5 day) v
admium as Cd

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

Check Selected Substances | | Generate Resuits Table”[

Fill in Test Result(s) /\
( 5) {6)
11022014 ) oia I~ 2710812014
V4
Aluminum as All - [w] % 11 * mg/L v [v]=0 /% * mg/L v [veT * mgiL vl
|Antimony as Sb|  [w] " 323 small  [w]| [v]= 111 * mg/L [v]| [v]%209 small [v]
Arsenicas As | W] 1 “moll  [v]| [¥]*=3 “mall  [v]| [¥]*2 smoll [v]

Figure 27 - New Test Results Data Upload Application — Sample Result Entry

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):

1. Calendar control allows the selection of multiple days in one or many months. Use the “<” and
“>” buttons 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. If a substance needed
for entry is not present in this list, please contact York Region staff to discuss a solution for

entering those additional results.

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 firstis the
result field which is the longest visible field in the grid.

6. The second required field for each substance for each sample date is the Unit dropdown.

enfolisech
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Contact

APPLICANT

* Name (Full legal name of the individual or business

D Update contact info iniPACS

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

Ontario[v| v

* Phone Ext. Fax * Email

Figure 28 - New Test Results Data Upload Application — Continued

Once rou have completed the data entry on the form 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
guestion, 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.

Application = Wizard Panel = Attschment
Tao include your attachment(s), click on the "Upload” button and follow the instructions to upload.

"Upload™ button can be dicked multiple times to attach multiple files under each categorny.

Aftachment

g"f Laboratory Analyses (Opfional) : =
For more information -gl I L Online o Mail S Other I

(1050 W Please upload one file at a ime. Repeat the Upload process if you have multiple files.)

Aftachment description:

@

Conn § sove [ rovous | wer

Figure 29 - New Test Results Data Upload Application — Attachments

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

Upload Attachment

Upload Attachment

* File:

Comment:

[Conce | Sove |

Figure 30 - New Test Results Data Upload Application — Upload Attachments

Once the uploading of documents is complete, at the bottom of the page, there are three buttons
available. The blue () 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 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 ( ) button will submit the application and make it visible for review by other agency staff.

5 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.

| eService | My Account

ehervice Management I!l
o 'T:;-] Query o
=4, Query data from database

7 Review Attachments
;\L Review Attachments 1

Figure 31 - eServices
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5.1 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 “LM” folder

4| eSenvice = eService Mansgement = Query

eService Management
Search Result
~ Query
gy
“% Ouery data from database
EXECUTE QUERY
Attachments Please locate the desired query from the available Queny Folders. Click on the desired guery link to run the queny.
=
‘—‘L Review facility attachments
New Folder | Create Query m
Query List
Home
g

Figure 32 - Query Folders

2. Click the name of one of the queries available (Sample Test Result for Example)
Home  Application | eSen.-iéé_] System Sefting My Account

X | eService > eSenvice Management > Query
eService Management F :

Search Result

=L Query

data datab
Cuery etz from datebese EXECUTE QUERY

= Attachments Please locate the desired query from the availzble Query Folders. Click on the desired query link to run the guery.
‘—\I, Review facility attachments

Query List
Home -=Agency
| ;ﬁ Surcharge Billing Summary | ﬁ Compliance Plan/Activities
O Iﬁ Sample Test Result I O 14 Violation Notices

O 4] Monthly Hauled Wastewater Volume

Figure 33 - Query List
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3. Click “Run Query”

Home Application eService My Account

g | eSanvice » ebervice Mansgement = Query
eService Manzgement =

Search Result

., Review Attachments
"—{ Review Attachments

EXECUTE QUERY

Pleaze |ocate the desired query from the available Querny Folders. Click on the desired query link to run the query.

@& Back fo Query List

Sample Test Result

Figure 34 - Run Query

4. Enter or search for results based on a Start Date, End Date, and/or a Facility ID.
Home  Application = eService | System Setting My Account

- €| eService > eService Management > Query
eService Management F g Query

Search Result

S Query

‘:\{ Query data from database EXECUTE QUERY

Review Attachments

) 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: I

&) 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

Execute Query >

To select a start or end date, click the text field next to either of the parameters and a date picker
should be then visible. In the date picker select a date and it will be represented back on the text
field.
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Current Query: Sample Test Result

1_START_DATE: [ cnimosy

2.eno_oate: | [ )

S5u Mo Tu We Th Fr Sa
FACILITY _ID:
1 2

3 4 5 & 7 & 9

I;_‘Q/J lfyoudic 10 11 12 13 14 15 16 :inthe par of facility name

17| 18| 19 20 21 22

Facility Name 24| 25 26 27 28 29 3n|
31
Today Done

If you do not know the Facility ID, use the Facility Name field and the (m ) button to find the

correct facility.

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

(B2,

Search Facility Id

Search Facility Id

1 - 15 of 613 item(s)

T I —

0 Lady Jessica Drive 0 Lady Jessica Dvive DRV, Vaughan,ON CANADA

1 Century Place 1 Century Place PLVaughan,ON, CANADA

10 Richard Lovat Court 10 Richard Lowat Court CT,Vaughan, ON,ADA 0AD,CANADA
100 Charles Cooper Court 100 Charles Cooper Court CT,Waughan, ON,ADA DAD, CANADA
101 AMBER 5T, (MULTIUNIT) = 8682 HWY 27 Vaughan,ON,CANADA

10395 Huntington Road 10395 Huntington Road ROAD,Vaughan, ON ADA 0AD,CANADA
10533 Huntington Road 10533 Huntington Road ROAD,Vaughan, ONADA 0A0,CANADA
10555 Jane Street 10555 Jane Strest STREET, Vaughan O, CAMADA

10579 Huntington Road 10579 Huntington Road ROAD,Vaughan, ONADA 0AD,CANADA
10599 Huntington Road 10599 Huntington Road ROAD,Vaughan,ON,ADA 0AD,CANADA
106 Aviva Park Drive 106 Aviva Park Drive DRV, Vaughan, ON, CANADA

10671 Huntington Road 10671 Huntington Road ROAD,Vaughan,ON,ADA 0AD,CANADA

10674 Islington Avenue 10674 Islington Avenue AVENUE, Woodbridge, ON ADA 0A0,CANADA

2312 10773 Huntington Road 10773 Huntington Road ROAD,Vaughan, ONADA 0AD,CANADA

2315 10811 Huntington Road 10811 Huntington Road ROAD,Vaughan, ONADA GAD,CANADA

RO CIC|0 0 0| 0|00 0 C|C0|0 0

3 45 6 7 89 10 11 12 12 14 15 ..

Co

Figure 35 - Run Query - Select Facility
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5. The facility ID will be placed in the FACILITY_ID box, click (m )

6. Atthe bottom of the screen, the query results will be presented to the user and can be exported
to excel for further review.

5.2 Review Attachments

Once entering the Review Attachments module, the user will be presented with the attachment search
page. At the top of this page, there is a facility drop down field which the user can use to find the correct
facility they wish to review attachments for. Once the 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 related to different aspects of
the facility (Monitoring, Compliance, Inspection etc.)

Home Application eService System Seiting My Account

- 4| eSarvice = eSenice Management = Review Attachments
e5ervice Manzgement =

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

{3y
=% Review Attachments
Site attachments

1 - 10 of 10 item(s)

e e E—————

| Foe |

[Dental+Eye+Foot] Care | FAC THREAT VERIFICATION_LETTER_d4Sraezfevaxvt4Smagdkty: 2014512 11343330 _3892.pdf | 143 KB
[ Por |

[Dental+Eye+Foot] Care  FAC_THREAT_VERIFICATION_LETTER_d4SraszfevaxvedSmogekty:_2014512_113819146_3892.pdf 144 KB
| Fo | ;

[Dentab+Eye+Foot] Care | FAC_ THREAT VERIFICATION_LETTER_d4SraezfevaxvtdSmzgdkty: 2014512 114330199 3892.pdf | 131 KB
[ 2rea]

[Dental+Eye+Foot] Care  Vehide_Registration.JPG 34 KB
ST -

[Dental+Eye+Foot] Care | SQL_20130207_DML_USD_ADD_ENF_STATUSES 001_MS.bat <1KB
| xs |

[Dental+Eye+Foot] Care  USD_REQUIRED REPORTS._20140109.xsx 18 KB

Figure 36 - Review Attachments per Facility

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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5.3 My Account
Home = Application  eService = System Seting | My Account |

My ACCOUNT

Dretail information for my account.

General Information

First Name: Last Name:
Super Admin
Employer: Job Title:
enfaTech Inc. Super Admin
Address Line 1: Address Line 2:
1 Main St
Municipality: State: Postal: Country:
King ON[v| ADA DAD Canada
Area Code: Phone No.: Extension:
Mobile Area Code:  Mobile No.: Mobile Provider:
Email:

insetEMEGemail@EMAIL.COM

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

Change Password

Old Password:

Figure 37 - My Account

e Provide Mobile No, Mobile Provider, and check the checkbox to be able to receive text message
alerts.

e Provide old and new password to change old password to new password.
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