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²ƘŀǘΩǎ ƴŜǿ ŦƻǊ ǾŜǊǎƛƻƴ млΚ

¢ŀƪŜ ŀ ƭƻƻƪΧ
ÅGraphic Interface (design) changes ςBIG changes to  the Permit Records Menu

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

Email your Site Owners 
Documents with ONE Click!

Important Information is 
duplicated here for easy and 

fast recognition!

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

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

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

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

Navigation bar
Various Search Methods


