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Introduction to TRAKIT®

Overview

TRAKIT is a suite of comprehensive software applications that streamline the workflow within supported
departments. TRAKIT enables agencies to automate the tracking of project development, permitting, code
compliance, citizen issues, and business/occupational licenses, through its applications:

o Workspace
e LandTRAK
o PermitTRAK
e ProjectTRAK

e CodeTRAK
e AEC TRAK
e LicenseTRAK
¢ CRM TRAK
¢ eTRAKIT
Main Menu
J—# WorkSpace
wt?
7 LandTRAK
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About this Manual

This document uses stylistic conventions to enhance your access to information.
e Button, tab, menu, and field names appear in bold formatting.
Example: Click OK.

e Tips contain information that is not essential to a procedure but may prove useful to the reader,
including notes about special cases or setup-related variables, alternative methods, and benefits
or suggested uses of program features.

Contacting Us
If you have TRAKIT questions or issues, contact TRAKIT Support at 1-800-292-4526, option 4.

Visit https://support.centralsquare.com for additional support resources.

Logging On
To log on to TRAKIT:

~
1. Double-click the TRAKIT icon @i on your desktop.

TRAKIT

2. (Optional) Select the Logon as Observer Only option to log on with read-only capabilities.
3. Select your login name from the list, or start typing it and when your name appears, press Tab.
4. Enter your password.
] Logon as Observer Only
Login Name: || W
Password: | |
5. Press Enter.
Proprietary.

May not be reproduced or distributed without written permission of CentralSquare Technologies.
Copyright 2019 CentralSquare Technologies. All rights reserved.
Page 2


https://support.superion.com/

TRAKIT.Net User

¢, CENTRALSQUARE

TECHNOLOGIES

Enterprise Interface

User Interface Elements

TRAKIT Enterprise offers numerous navigational and functional elements to improve your access to
information. The following diagrams illustrate common elements in the Enterprise user interface.

User Interface Overview

Menu Bar Tool Bar

’ W Tesh  Wides el
L0 i Biacond ] Aachmants (4] (Pt QIGIE | Seweh

Permit

(1) glm.t D00 0 _ Menlson
Information Pane

b P b emabein Posnst B BT 0912

E _, sppard  BURG v W [E—— ®
e Aggroeny I m e .
Al P o

[IEFE T =¥ E

Permit TRAK

1] w & Duslsase Pe

Fnaed  ENFRIDRF =¥
o Egerates | 002010 -
- Agp Bow | W =

Gt | Luspeosn Bnbies 3 LLE
e =
)

oo fenr |
bock [t ] [s17]

- . Sidebar
- -4 Navigation Pk ST e ey
D comernne 4 Pane us
) s :
¥ peswns B

The menu bar across the top of the window organizes commands into menus.

The toolbar provides quick access to common functions, such as adding records, adding
attachments, and printing documents.

Information panes organize record data into functional areas. For example, the Permit
Information pane contains general information about a permit record, and the Contacts and
Inspections panes are available in many modules. Users can open, close, and resize panes.
Panes have sidebar menus and pane-specific functions.

Sidebar menus provide quick access to pane-specific functions.
The navigation pane provides links to related records, search results, and other modules.

Tip: You can right-click in any pane to access pane-specific functions.

Tabs and Panes

e The active tab displays the record you are working on and appears orange.

¢ Inactive tabs display other open records and appear blue. Click an inactive tab to make it the

active tab and view the record on that tab.
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Changing Your Screen Layout

You can manipulate panes, tabs, and other elements to view record information in a number of ways.

Panes

2 Pomh okor |
Descripion =~ R Functinn =
i = ¥ BR
Mok = G Add Foceed
w
Trpe: : "- : & Dupicats Pamit
- ot Edd Moles
Sutr-Typk: = 2
=
SalE | Finaled W App Espir. | N = Link to... £
& Adaticral Sne
B Pareni Projeci

Header Bar,

ity Paranl Pareil

—] i % Bub-Pem

cnsmze [pman 2 | -INactive /Open Pane & GuPori
& Conlacts (5] " Uveer LogendBuiders LLE  Conlvacton: LegendBuildarsLLE  Applicant: LEGEMD BUILDERSLLE 20000
= Contact Typs Mami u Addruasi Addrenad Ciy Staie Tip L — B

& APFLICANT LEGEND BULDERS LLC | PO Bod 73 PASCO WA 99301 150

& BILUMNGADDR LEGENDBURDERSLLC 7111 SANDY RIDGE ROAD FRECH ) 49301 a0 £ Ak Contscts

- UWHNER Legand Builders LLC 4108 Vaancia Drive Pagto WA 29301 (01} g Duphcaie Coniacts

& CONTRACTOR - Légend Dulldérs LLG T 1 Sandy Ridge Foed Paktn L] 993m (=1L EYS G O Contacis
£ ¥ N % EdConbact | k-

¥ Waksstion Details Job¥alue:  $138,521.20 = ) _—

To open or close a pane, click the Toggle Pane button ( »/) or double-click the header bar.
To open or close the active pane, press Ctrl+F3.

To resize a pane manually, rest the pointer on the boundary of the pane until it becomes the
resize pointer (+), then drag the pane to the desired size.

To allow the program to resize panes automatically, select the Auto-Size Panes option on the
Window menu. Clear the option to open panes at the default size.

Window

Mormal (Reset Screens)

Split Screen

i Mew Tab

Expand &l
Collapse All

Auko-Size Panes
Allaw Mulkiple Panes Open
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Tabs

The top pane can be open with any other pane. To allow more than one pane plus the top pane
to be open at the same time, select the Allow Multiple Panes Open option on the Window
menu. Clear the option to allow a maximum of one other pane to be open. When this option is
cleared, open panes close automatically when you open another pane.

To open all panes, select Expand All on the Window menu.
To close all open panes except the top pane, select Collapse All on the Window menu.

Tip: You can restore the default appearance at any time by selecting Normal (Reset Screens)
on the Window menu.

Permit #: BO7-0012 | Permit mite #:113-560-1 21] x

# Sitelnformation Parcel#:113-560-121 Type: PARCEL Close

; Add Mew Tab
Tax Lot Mo \:[,\% Land: | $20,000.00]

e -
Type.  |Parcel 5 Improvements: | $96,600.00]
Status:  [ACTIVE b Total Yalue:

ol (?EYIAWMJFE‘;Q’AAM W—-‘j—‘_L)“A’JWQML“ .gg bt -\‘;M"\\,_\A A,

Address:  [921 | MADRONA AVE | [ ] IS

.

ey adth
To open a tab, right-click a tab or click the Window menu and select Add New Tab. The record
you are currently viewing is loaded into the new tab, and the new tab becomes the active tab.

To close a tab, right-click the tab and select Close or click the Close button (x)) to close the
active tab. At least one tab must remain open.
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Navigation Elements

L Pl Aties

L e P | T [ + R
g NGO DCAT AR Y )0 | = < D s Pared
LT ey | Tnued | B3TRI0NF o O Esthos
o T . e Dprson. 0RO D™
-
Mgpar | WA - v 0

) ﬁ@ Ownr | Linspensl Enbiors LLC |
Gumawon [ BRDWYS ]

wock [e58 ]

TRALT iverwma Jo0d 11 17 §

e To hide or show the sidebar menus for the current session, press Ctrl+F1.

e To hide or show the navigation pane for the current session, press Ctrl+F2.

Using the Navigation Pane

The navigation pane provides links to related records, search results, and other modules. Links to related
records and search results are presented in tabs at the top of the pane.

Tip: You can hide or show the navigation pane by pressing Ctrl+F2.
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Site Tab

Tree Site Browse

= ‘_‘;\TEAPN:U44043D3U Addr:602 Alameda
‘_“3\_ Mo Parent Site
45 No Sub-Site
_/E Mo 5ites with same Parent
= 5 Permits
=-[3 B0O30T-003 PERMIT TYPE: SINGLE FA
PERMITTYPE = SIMGLE FAMILY
STATUS = UNDER REVIEW
DESCRIPTION =
APPLIED = Ti2/2009
:E Mo Projects
[ﬁ Mo Cases
1:'_] Mo Licenses
a Mo Issues
a Mo Issues
= _"} Additional Sites Permit: BO907-003
1 APN: 044172110 Addr: 340 Malcolm Ave
] APN: 044172120 Addr: 344 Malcolm Ave
1 APN: 044172130 Addr: 345 Malcolm Ave

The Site tab displays records related to the site record in LandTRAK as well as additional sites to which
the current record is linked. It represents activities that involve the same location as the current record.
These records are not necessarily involved in the same process as the record. For example, the site may
have a closed permit for the hot tub installed by the previous owners, while the current record may be a
permit for a new garage on the same property, five years later.

o A permit, project, case, license, or issue may be linked to a site.

¢ Anissue may be linked to an issue site as well as a complainant site.
o A permit, project, case, or license may be linked to additional sites.

¢ In LandTRAK, the Site tab displays all records linked to that site.

Tip: You can open a linked record in the current tab or on a separate tab by right-clicking on the
record and selecting either Go To Record or Open in New Tab.
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Tree Tab

The Tree tab displays records related to the current record. It represents other activities that are involved
in the same process as the record. These related records are not necessarily linked to the same site in
LandTRAK. For example, a project for a new development may have a subpermit for a new single family
house on one lot in the development.

Tree Site Browse

=- 5 iPermit BO907-003 :
= 5. Parent Activities
[ Project: PLOTO1-003  APM:045170080
= %, Sub-Permits
=+ BOSOT-004  APM:D44043030 Addrs0z

PERMITTYPE = WATER HEATER
STATUS = |35UED
DESCRIPTION =
APPLIED = T11/2005

= u Sub-Cases

=-[J CEDSOT-001  APN:044043030 Addrs0z
CASETYPE = BUILDING CODE
STATUS =Caomplaint
CASE_MAME =
STARTED = 711 1/200%
@ MNo Issues

A permit may be linked to a parent permit, a parent project, subpermits, subcases, and issues.
o A project may be linked to a parent project, subpermits, subcases, and issues.
e A case may be linked to a parent project, a parent permit, cases, and issues.
e Anissue may be linked to permits, projects, cases, and issues.
e An AEC record may be linked to a parent AEC record and sub-AEC records.

e An AEC record may be associated with permits, projects, cases, and licenses.

Using the Tree and Site Tabs
To use the Tree or Site tab:
1. Locate the permit, project, case, license, issue, or AEC record.
2. Click the Tree or Site tab to make it active. The active tab appears orange.
3. Onthe tab:
e To view related records, click the plus sign next to a category.
e To view more information about a record, click the plus sign next to the record.

e To navigate directly to a related record, double-click the record name or right-click and select
Go To Record.

e To break the link to a record in the Tree tab, right-click the record name and select Break
Link.

Tip: A plus sign next to a record or category indicates that it can be expanded; a minus sign indicates
that it can be collapsed.
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Browse Tab

Tree | Site Browse I:
EI‘;j Search Results
==, Permits
--['] BOSOT-001 352 Malcolm Ave A
F-CJ B0907-002 Sk

e | 50007-003 602 Alameda

&-CJ BOBOT-004 602 Alameda NE

1? Search/5can for Permits
% Query { Format <SYSTEMDEFAULT>  » <SELECT A QUEI

Search: ’F’ermitNumber

BO90T

i Search
Permit Number Application Issued Site
BOa07-001 07022009 352 M
BO907-002 O7/M02/2008
BO907-003 07022009 G0z A
BO907-004 a7M1/2008 a7H4/2009 | 602 A

The Browse tab displays the results of the most recent search. If the most recent search returned more
than one page of results, then only the results on the same page as the selected record are loaded into
the Browse tab.

e To step through the records in the Browse tab, click the move buttons (@ @ © @ @ ) on the
toolbar or press the up or down arrow keys.

e To navigate directly to a record in the Browse tab, click the record.
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Module Button

Module buttons provide a quick link to modules in TRAKIT.

¢ To navigate between modules using the navigation pane, click the desired module button.
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User Preferences

Overview

You can change your logon password (user privilege), define your email address (user privilege), view
your TRAKIT privileges, define your workspace, and set additional options on the User Preference dialog
box.

To open the User Preference dialog box:

1. Click your user name in the lower left corner of the TRAKIT main screen or click the arrow to the
right of your name and then click User Preference.

Tip: The User Preference dialog box is also available from the Help menu.
2. Click User Profile.

1_' User Preferences 4

=] User Profile User ID Ju \dle TimeOut (min) 90

o Database Check

i ) JU-MyAgency

¢ Favorites

s WorkSpace User Name |Jo-e User |

¢ Configuration
Password Old | | Mew: | Re-Enter: I:I
E-mail #1 | |
E-mail #2 | |
User Dept & Group

Access Level & Rights  ADMIN

Full Rights.

[] Reset Screens to Default Sizes

I OK | ‘ Cancel

Tip: The User Preference dialog box can also be accessed from within each module from Help >
User Preferences.
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Changing Your Password
To change your TRAKIT password:

1. Open the User Preference dialog box.

1. Uzer Preferences

[ User Profile User ID Ju

P Datab_ase Check JU-MyAgency
¢ Favorites

et

|dle TimeCQut (min} a0

s WorkSpace User Name |Jo-e User

¢ Configuration

Password Old

HE R

| Mew:

EEHEERE

E-mail #1 |

E-mail #2 |

e i o A T WP e T i T o o Lo LA M o

Click User Profile.
Enter your current password in the Password Old field.
Enter your new password in the New field.

Enter your new password in the Re-Enter field.

2 e

Press the Tab key or click OK. A confirmation message appears.

)

CRW Systems

./.._..\.

| ) Password Changed !!
" Please remember this new password:

ju

Email

Overview

You can send email directly from any TRAKIT application. Depending on your setup, your system may
also send certain email messages automatically. TRAKIT does not keep a record of email that has been
sent; instead, copies are sent to the email address(es) you define in your user email setup.

Setting up Your User Email

Tip: The system email client must be installed by a system administrator.

To set up your TRAKIT user email:

1. Open the User Preference dialog box.
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Click User Profile.
Enter your email address in E-mail #1.

Enter a second email address in E-mail #2. This email address is placed in the BCC (Blind
Carbon Copy) section of your email.

1,' User Preferences e
[ User Profile User 1D Ju dle TimeOut (min) 90
v Datab.ase Check JUMyAgency
¢ Favorites
e WorkSpace User Mame |.Jo-e User |
¢ Configuration
Password Old | | Mew: | Re-Enter: I:I
E-mail #1 |ioe.user@example.com |
E-mail #2 | joe.user@company.com |
T TP A P e i i g, NS WY, A VN P

Sending Email

To send email from any TRAKIT application screen:

1.
2.

4.
5.

On the toolbar, click Send E-Mail or click on the email address in the email field of a record.

On the left side of the screen, select the check box next to the contacts to whom you are sending
the email. All contacts that are associated with the record and have an email address defined are
listed.

T E-Mail Recipients e

TO cC

] AFPLICANT: joe userf@example.co []Anne Green: anne.green@exam A
[] David Smith: david.smith@exam

[Joe User joe.user@example.co
[ ] Mina Jones: nina jones@exam

[ ] Paul Lopez paul lopez@examp
[ ]1Tom Larsen: tom.larseni@exam

| Cancel | | oK

On the right side of the screen, select the check box next to the staff members you are copying
on the email. All staff members with a user account and email address in TRAKIT are listed.

Click OK.

Enter your email message.

Tip: A copy is sent to your email address for record keeping.
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Creating User-Defined Web Links

Users can create links to favorite websites. To add a user-defined web link:

1.

2
3.
4.
5

Click on your user name in TRAKIT.
Click Favorites from the menu.

Click Add next to My Current Links.
Enter the URL and a title for the website.

Click OK.
T UserPreference - JOE USER
W User Profile < My Favorite Reports
w Database Check ;
i " +¢ Favorites
& rreon
% WorkSpace <

¢ Configuration

z My Current Internet Links
[

Favorite Reports

The Report Favorites tab provides the ability for the user to create a unique, grouped list of TRAKIT

reports.
1.

© N o g B~ DN

Click on your user name in TRAKIT.

1.' Add to Favorites =
- Add to Favontes
L Add this report to your favorites menu to
MName: Scheduled Inspections
Group: Daity -
| Add || Cancel |

Click Favorites from the menu.

Click Add next to My Favorite Reports.

Select the report from the Report Tree.

Click OK.

In the Name field, type a title for the report.

Create a group title or select from an existing group.
Click Add.
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To remove a report from the favorites tab:
1. Click Help on the menu.
Select User Preferences.
Select Favorites.
Select the report you want to remove from your favorites list.

Click Remove next to My Favorite Reports.

2 e

Click Yes to confirm removal of the report from your favorites list.
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WorkSpace

Overview

WorkSpace provides a central location from which you can perform your daily activities and review key
information. You can set WorkSpace to open when you start TRAKIT, and you can customize the way
your WorkSpace appears.

Using WorkSpace, you can:
e View inspections, reviews, and action items that are assigned to you or your staff
e Edit your inspections, reviews, and action items on any permit, project, case, or license
e Monitor and edit issues
e View open projects or cases
e Access your favorite reports

o View your email (Outlook only)

e View live charts of key business information
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Customizing Your WorkSpace

To customize your WorkSpace:

1. Open your User Preferences.

2. Click Configuration in the left pane.

T User Preferences

B User Profile

o Database Check
\¢ Favorites
®y WorkSpace

&’ Configuration

Show WorkSpace after Logon
Hide the Functions listin modules

Use TRAKIT Classic View (Requires Logoff)

Attachments Default Folder

I OK I I Cancel ‘

Tip: Select Show WorkSpace after Logon to go directly to WorkSpace after logon instead of the

main TRAKIT screen.

Click WorkSpace in the left pane.

4. On the General tab, select up to three widgets to display as top panes.

E-Mail

My Calendar
GIS Display
Attachments
Licenses
Projects

Cases

Document Shortcuts

Dashboard
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1 User Preference - JOE USER @
/B User Profile General lDashboard

o Database Check
Favorites Widgets Hide WorkSpace Widgets

|_j Select up to 3 widgets to display on main WorkSpace

| Microsoft Qutlook mailbox

| My Calendar
[7] @IS Display
Attachments folder
| Licenses panel
I"| Projects panel
Code Cases panel
| Document Shortcuts

| Dashboard

=== Work Centers
m Select up to 4 work centers to display on main WorkSpace

[] Inspection Center | Review Center

Action Center | Issue Center

| OK | | Cancel |

Tip: If you don’t use Widgets, select Hide WorkSpace Widgets to provide extra space for the
Work Centers.

5. On the General tab, select up to four work centers to display as lower panes.
e Inspection Center
e Review Center
o Action Center
e Issue Center
6. Complete the settings for the Widgets and Work Centers you selected.

Tip: The first time you open WorkSpace, the Welcome screen appears. Click the link to start
customizing your WorkSpace.

WorkSpace x

‘j; WorkSpace -Joe User Tuesday, December 28, 2010

”
:

Welcome to TRAKIT

You can add your calendar, e-mail, unigue reports, and many other functions to your own
personal area.

Click here to beqin building your own WorkSpace.
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Widgets

Widgets are tools that enhance productivity and provide at-a-glance information. Widgets are enabled
based on a user’s unique requirements and preferences.

To enable or disable a Widget, see “Customizing Your WorkSpace.”

Microsoft Outlook Mailbox

The Microsoft Outlook Mailbox widget provides the ability to interact with your email in WorkSpace.

E-Mail
[T | g ~ Inbox -®
All Mail Folders [Rs] From Subject ReceivedDate oA
= Mailbox | MadCap Sofiware Your July Issue of MadCap Insider Wednesday. July 11, 2018
Deleted ems (22)
. :Jr::; g-l] Date: Monday
n - :
Junk Email One week ago or earlier
Outbax
RSS Subscriptions
Sent ltems
| E—111 11—
Mail
B
- W

e Todisplay/hide the All Mail Folders pane, click Toggle E-mail Navigation Pane (|f|).

e To change mailbox folder, select the new folder from the drop-down list.

e To create a new message, click New Message (IE).

e To delete a message, select the message and click Delete (g )-
e Toreply to a message, select a message and click Reply ().

e Toforward a message, select a message and click Forward (i3 ).

e To print a message, select the message and click Print (i ).

e Torefresh the Inbox, click Refresh (@ )-
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My Calendar

Displays links to assigned activities (i.e., inspections, reviews, and Chronology activities) based on a
specific time frame.

My Calendar

=8 |This Calendar Year |v|®

Display by Module | Display by Activity Display by Date
= ProjectTRAK
Inspections
Plan Reviews
Chronology
= PermitTRAK
Inspections
Plan Reviews
= Chronology
B080834 EXPIRATION NOTICE
0 EXPIRATION NOTICE
43 EXPIRATION NOTICE
33 EXPIRATION NOTICE
EXPIRATION NOTICE
455 EXPIRATION MOTICE
[ CodeTRAK
Inspections
Chronology
= LicenseTRAK
Inspections
Flan Reviews
Chronology
- CRMTRAK
Issues

To configure the My Calendar widget:

1. Click your user name in the lower left corner of the TRAKIT main screen or click the arrow to the
right of your name and click User Preferences.

Click WorkSpace.
Select the My Calendar widget.
Click Settings.

Select the modules to include in the widget.

o o~ w b

Select which activities to display based on the scheduled or due date, or the completed or
returned date.

Tip: To configure My Calendar as a To Do list, select Scheduled or Due in the Activities to
Display.

7. Outlook transfer provides the ability to select an activity and transfer it to Microsoft Outlook
calendar or tasks list.

To display assigned activities in My Calendar:

1. Select a date range from the drop-down list.

2. Click Go (&) ).

3. Activities can be viewed by module, activity, or date.
To transfer an activity to Microsoft Outlook:

1. Select the activity.

2. Click Add to Outlook ( 5 ).
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To print a list of activities:
1. Click Print (& ).

2. Selecta To Do List report.
3. Click Print.

Tip: Double-click on the activity to open the record that contains the activity.

Licenses Panel

The Licenses panel provides the ability to identify expiring licenses within a specified date range, or
licenses with a specific status.

Licenses - O

= Expiring Between aRa ~ (§)

Business # Company Status 'S
1448 1010 PACIFIC APARTMENTS i I
1531 135 GRANT STREET #8-202-13 2ND PENALTY

231 ARC GRADING,INC 811282 2ND PENALTY

1116 AN CONSULTING ACTIVE

1121 ACCENT BUILDING RESTORATION ACTIVE

1436 ACCESS SOLUTIONS 2ND PENALTY

1300 ACCO ENGINEERED SYSTEMS ACTIVE

1100 ADOBE APARTMENTS #5-011-36 ACTIVE

1127 ADOBE HACIENDA APTS #011-251-01 ACTIVE

1513 ADT SECURITY SERVICES INC ACTIVE

1308 ADVANCE TOWING ACTIVE

1182 ADVENTURE SPORTS 2ND PENALTY

1196 AEROTEC CORPORATION 15T PENALTY

1128 AFFORDABLE HAULING ACTIVE

1475 AFFORDAELE ROOFING ACTIVE

1230 AHRENS APARTMENTS #5-274-43 ACTIVE

1550 ALCAL ARCADE CONTRACTING,INC ACTIVE

1605 ALDOS HARBOR RESTAURANT ACTIVE

To display a list of expiring licenses:
1. Select either a predefined date range or enter a custom date range from the drop-down list.
2. Click Go ({3}).
To display a list of licenses based on a specific status:
1. Select Status Is.. from the drop-down list.
2. Select one or more statuses.

3. Click Add.
To print the list of licenses, click Print Grid ( = ).

To export the list of licenses to Microsoft Excel, click Export to Excel ( - ).

Tip: Double-click on the Business # to open the license record.
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Projects Panel

The Projects panel provides the ability manage open projects from a centralized location.

Projects - 0
= My Open Projects = All - &
-
j 1 Description Status
house and deck additions in historic.. ~ APPLIED
Mew Commercial/residential building ~ APPLIED
Design Permit for new single-family h.. APPLIED
Single Family Residence APPLIED
Demo/Construct 2 Story SFD APPLIED
111 room hotel APPLIED
Aguarius Monument Sign APPLIED
Addition/Remodel to Sentinel Building - APPLIED L
Staff of Life Commercial Remodel APPLIED 1
HAF to add greenhouse APPLIED
new front window in gable APPLIED
retail store APPLIED
warehouse use APPLIED
Special Event Center APPROVED
i design & mai APPROVED
author publisher office APPROVED
Chair in Existing Beauty Salon APPROVED
office electrical design APPROVED e
skin care business APPROVED
contractor home office APPROVED
photography & retail store APPROVED
10 Change ownership for existing beaut.  APPROVED
ZC10-0011 law office APPROVED -

To display your open projects (projects with no closed date in ProjectTRAK):
1. Select My Open Projects from the drop-down list.
2. Click Go ({&}).

Tip: To display specific project types, select Select Types from the type drop-down list prior to
clicking Go.

Tip: The Projects drop-down list also provides the ability to display all open projects or open projects
for specific users.

To print the list of projects, click Print Grid ( i ).

To export the list of project to Microsoft Excel, click Export to Excel (| . ).

Tip: Double-click on the Project # to open the project record.
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Code Cases Panel

The Code Cases panel provides the ability manage active or open cases from a centralized location.

Code Cases

= My Open Cases

Case#

Site Address

- Al - &

Description

= AssignedTo: Joe User

04-128

186.2 116 CONTINENT..

415 SANTA CRU..
1113 PACIFIC A
103 MISTY CT
130 MATIONAL.
367 FAIRMOUN..

216 WESTERM..
122 RANKIN ST
516 DUFOUR ST
206 CHICO AVE
215 SURFSIDE.

04-2341 1107 MISSION 5T

1107 MISSI0N ST
120 SETON WAy
147 SWIFT 5T
204 WILKES CIR

06-070.1 1107 MISSION 5T

1148 WEST CLIF..

807 LAUREL 5T
123 MOUNTAIN..
216 WESTERM..
350 MISSION 5T
1606 SEABRIGH ..

8ft fence wio CFP 419 Santa Cr..

added green mesh to back deck

ADU agreement vio 103 Misty C..
ADU agreement violation 130 M.
ADU agreement violation 367 F_.

alcohol rehab 116 Continental
basement studio 216 \Western
fence 122 Rankin

fence exceeding & ft 516 Dufour
fence over 6ft 204 Chico

fence too high 219 Surfside
garage conversion 1107 Mission
garage conversion 1107 Mission
garage conversion 120 Seton
garage conversion 147 Swift
garage conversion 204 Wilkes..

health/zafety issues 1107 Missi.

illegal dwelling 1148 West Cliff..
illegal dwelling 807 Laurel
illegal unit 123 Mountain View
illegal unit 216 Western
nightclub at church 350 mission

Moise jazzercize class 1606 Se.

Status

ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE
ACTIVE

PERMIT PE.

ACTIVE
ACTIVE
ACTIVE

m]

m

To display your open cases (cases with no closed date in CodeTRAK):

1. Select My Open Cases from the drop-down list.
2. Click Go ({%))-

Tip: To display specific case types, select Select Types from the type drop-down list prior to clicking

Go.

Tip: The Cases drop-down list also provides the ability to display all open cases or open cases for
specific users.

To print the list of cases, click Print Grid (i ).

To export the list of cases to Microsoft Excel, click Export to Excel ( ' - ).
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Document Shortcuts

Document shortcuts provides the ability to add links to electronic files stored on your local computer or
the network.

Document Shortcuts - O

Q@ Viw-

Elame Size Type Date
Acitve Code Cases.xls 17 KB File 120802

I Enterprise_July2010.doc 1,566 KB File 7302

| 50Unit Back1Ajpg 108 KB File 100712

4 | i b

To add a shortcut link:

Click Add Shortcut (igJ)).
In Windows Explorer, navigate to the directory containing the file you want to link.
Select the file and click Open, or double-click the document name.

Tip: The default shortcut name is the name of the linked file. To change the shortcut name. Click
on the name and enter a new shortcut name.

To delete a shortcut link:

1.

2.
3.

Select the shortcut.

Click Delete Shortcut (a).

Click Yes to confirm the deletion.

Tip: The View drop-down list gives you the ability to change how your document shortcuts are
displayed.
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Dashboard

Dashboard provides at-a-glance access to TRAKIT data through live charts.

Dashboard - O

28 @®

Fermits Applied Cases Opened

ALARM
COMBO
ZONING

BUILDING

o
=
=]
[
i
= 2 oW ow
=

FIR
FIR!
MEC

1
TREET OPENING

Last 12 Months * | [Last 12 Months =

Fees Due

600000

400000

200000

o

PERMITS
PROJECTS
CASES
AEC
LICENSES

This Year =

To configure the dashboard:

1. Click your user name in the lower left corner of the TRAKIT main screen or click the arrow to the
right of your name and click User Preferences.

Click WorkSpace.
Select Dashboard.
Click the Dashboard tab at the top of the screen.

A

Select a maximum of four charts.
6. Click OK.
The following features are available in Dashboard:
e To save a chart as an image, click Save to Image ().
e To print a chart, click Print (& ).
e Torefresh the chart, click Go ({§} ).

e To change the date range of the data in the chart, click on the date range drop-down list below
the chart.
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Inspection Center

The Inspection Center provides a central location from which you can view and edit inspections on any
permit, project, case, or license.

% Isswes Cenler (B)
= @ u i E Sedected Lisers.... = Owerdus = Filter: AN = Category Al - m
Sl ] msvew | Site Addruss [ Type | created | D | updates
1SLI04 1 0-0002 550 Oneill Ave Abandoned Vehice 10T 2000 100S2009 10072009
|1EL1008-000 310 Chesterion Ave Abandoned Vehide GBM02010 0aM 22010 QEM02010
|1008-0007 2441 Hallmark Or Animal Control 081172010 08M32010 0112010
_ |IEU1008-0008 310 Chesterion Ave Abandoned Vehide 0@/10/2010 08M22010 0EM1/2010
I5U100E-0003 302 Chesterlon Ave Abandoned Vehide 0E10/2010 0&M22010 0EM02010
[5U1006-0006 551 Cambridge St Abandoned Vehide 0@11/2010 08M 32010 0BM1/2010
Configuring the Inspection Center
To configure the Inspection Center:
1. Open User Preferences.
||y Inspections = | Scheduled = | This Week = @ |
Today
all Inspections ompleted Mext Business Da
Selected Inspectors HM*
Mext Week,
Between a Range...

2. Click WorkSpace in the left pane.

3. On the General tab, select the Inspection Center check box.

Retrieving Inspections with the Inspection Center
To retrieve inspections you wish to review or edit:

1. Select the inspections you want to view: My Inspections (currently logged on user), All
Inspections, or Selected Inspectors.

Select the date by which to retrieve inspections: Scheduled or Completed.

Select a predefined date range from the list, or set your own date range by selecting Between a
Range.

4. Click the Go button (&)

5. If you chose Selected Inspectors in step 1, select the check box next to the inspectors' names
and then click OK.

6. If you retrieved inspections for a range of dates in step 3, enter the date range and click OK.

Tip: Overdue inspections appear in red.

Inspection Center Grid
e To sort your inspections, click the column header.
e To edit an inspection, enter information in the appropriate field.

e To view restrictions on the site address, double-click the Restrictions icon ($§).
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To view the balance due on the associated permit, project, case, or license record, double-click
the Fees icon ().

To open the associated permit, project, case, or license record, click the record number link.

To view inspection details and other inspections on the same record, click the plus sign next to
the row in the grid.

WorkSpace I {
# Inspection Centor (257) {
= l:’ 0 ] |AII Inspections |'||Schedu|ed {incl. |v| Last 30 days - Al - @ % Re-Assign i
i’;| 1 | = |W| .;,-| HasWavFile | Record # | Site Address | Description | Inspection Type | it | j
= @ - CE2017-0082 | 1620 5 Aflantic Ave_. | Abandoned/ rundown | RE-INSPECTION 0 Clik
=E mill - | ® ™ CE2018-1005 433 Zeida Blvd, DA Landscape Mainten_ . RE-INSPECTION 0 Ma
A |ﬁ| . |®| Inspection Type | Inspector | Results Scheduled Date | Time | Completed Date |
IMNITIAL INSPEC... Mark A Jones 04/23/2018 05/23/2018
RE-INSPECTION | Mark A Jones 05/15/2018 05/15/2018 3
RE-INSPECTION | Mark A Jones 06/15/2018 01/01/0001
@| 1 | - |ﬁ| .g| HasWavFile Record # Site Address Description Inspection Type i |
+- ﬂ CE2018-1149 | 110 M Gardiner Ct,... CRM - NO BUILDI... | RE-INSPECTIOMN 0 Da
4 g r CE2018-0063 | 1654 "W Paradise L_.. boatin the drivewa... RE-INSFECTION 0 Cliﬂ
- @ ™ CE2018-1308 | 1000 5 MNova Rd, D... | No Business Tax RE-INSPECTION 0 Cli
- ﬂ I RI2018-0012 1031 CadillacDr,D... | NO RTL AND NO... | RE-INSPECTION 0 Cli
+-{ g r LC2018-0205 | 755 S Ridgewood... MOW & TRIM OVE... LC SITE REINSFECTION 0 Bal
r|® ™ CEZ2018-0996 155 Center St DAY... MO RENTAL AMD... | RE-INSPECTION 0 B
r g - 3 i niRd. . i e -INSFECTION 0

Tip: The retrieved inspection appears bold in the inspection details subgrid.

Inspection Center Functions

To re-assign inspections to another inspector:

1.
2.
3.

Select the check box next to the inspections you wish to reassign.

Click Re-Assign.

Select the inspector to which you wish to reassign the selected inspections.

To add attachments to the associated permit, project, case, or license record, click the
Attachments button ().

To add inspections to the associated permit, project, case, or license record, click the Add
Inspections button (@) or right-click and select Add Inspections.

To generate a document for the highlighted inspection, click the Print button () or right-click
and select Print Inspections.
To void the highlighted inspection, right-click and select Void Inspection.

To add or view notes on the highlighted inspection, click the Add Notes button () or right-click
and select Add Notes.

To schedule the highlighted inspection using the calendar, right-click and select Calendar
Scheduling.

To export the Inspection Center grid to a Microsoft Excel document, click the Export to Excel
button.

Proprietary.
May not be reproduced or distributed without written permission of CentralSquare Technologies.
Copyright 2019 CentralSquare Technologies. All rights reserved.
Page 27



¢, CENTRALSQUARE

TRAKIT.Net User TECHNOLDGIES

Review Center

The Review Center provides a central location from which you can view and edit reviews on any permit,
project, or license.

{2} Review Center (1)

801o . Al Reviews * Due * Next 14 days - @

1[a]®] Record | Description Site Address Type [ sent Due | Returned | status | ReviewGroup |
o7 BT-71796 ALLUNITED SEC 326 S GrandviewAv  ZONING 061172012 06M8/2012 | 011010001 ALL Co
e e A i P “w-i

Configuring the Review Center
To configure the Review Center:

1. Open User Preferences.

2. Click WorkSpace in the left pane.

3. On the General tab, select the Review Center check box.

Retrieving Information with the Review Center
To retrieve the reviews you wish to view or edit:

1. Select the review you want to view: My Reviews (currently logged on user), All Reviews, or
Selected Staff.

|| &l Reviews Due |"r This Week |' &)
| || Sent Todary
FM Mext Business Da
Returnes T —
Mext Week,
Mexk 14 days
Mexk 30 Days
Bebween a Range..

2. Select the date by which to retrieve reviews: Sent, Due, or Returned.

Select a predefined date range from the list, or set your own date range by selecting Between a
Range.

4. Click the Go button (@).

5. If you retrieved selected staff in step 1, select the check box next to the reviewers' names and
click OK.

6. If you retrieved reviews for a range of dates in step 3, enter the date range and click OK.

Tip: Overdue reviews appear in red.

Review Center Grid
e To sort your reviews, click the column header.
e To edit a review, enter information in the appropriate field.
e To view restrictions on the site address, double-click the Restrictions icon ().

e To open the associated permit, project, or license record, click the record number link.
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e To view review details and other reviews on the same record, click the plus sign next to the row in

the grid.
# Review Center (1)
= All Reviews ~ Due - MNext 14 days -®
'i. |;.|& Record # | Description Site Address | Type | Sent Due Returned Status | ReviewGroup ‘
=B BT-71796 ALL UNITED SEC | 326 S Grandview Av | ZONING 0611142012 0&/18/2012  01/01/0001 ALL “ng

Sent Date

ReviewAcknowledged

Tip: The retrieved review appears bold in the review details subgrid.

Review Center Functions
e To add attachments to the associated permit, project, or license record, click the Attachments

button ().

e To add reviews to the associated permit, project, or license record, click the Add Reviews button
() or right-click and select Add Reviews.

e To print a Reviews History report for the associated permit, project, or license record, click the
Print button () or right-click and select Print Reviews.

e To void the highlighted review, right-click and select Void Review.
e To add or view notes on the highlighted review, click the Add Notes button (Q) or right-click
and select Add Notes.

e To export the Review Center grid to a Microsoft Excel file, click the Export to Excel button.

Action Center

The Action Center provides a central location from which you can view and edit chronology action items
on any permit, project, case, or license. When you open the Action Center after logging in, the listing is
empty. Perform a search to see actions that meet specific criteria such as actions for specific staff
members or with a specific completion date.

% Action Center (1)
= g @ ) All Actions < |Acti0n Date ~| Mext 30 days = @
T]a]®] Record# | site Address | Action Type | Staff Name | ActionDate | Completion Date
=@ | CE2017-1826 | 3315 Paimetio . Reinspection Michael Smith 0712502018 01/0170001
|| siteadaress |@) Action Type | Staff Name ActionDate | Completion Date |
331 S Paimetto... | Reinspection Michael Smith 0712512018 01/01/0001
_!|331SPaimetio .| BCB Hearing Scheduled Michael Smith 0210812018 02/08/2018
331SPalmeto. | CEB Hearing Scheduled Michael Smith 0210812018 01/01/0001
_!|331SPaimetio.. | | Reinspection Michael Smith 0110312018 01/03/2018
_!|331SPaimetio .|| CEB Hearing Scheduled Michael Smith 12M402017 12412017
_/|331SPaimetio. | Reinspection Michael Smith 121412017 121412017
il ) d

Configuring the Action Center
To configure the Action Center:
1. Open User Preferences.

2. Click WorkSpace in the left pane.
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3. On the General tab, select the Action Center check box.

Retrieving Information with the Action Center
To retrieve the actions you wish to view or edit:

1. Select the staff members for whom you want to retrieve actions: My Actions (currently logged on
user), All Actions, or Selected Staff.

2. Select the date by which to retrieve actions: Action Date or Completion Date.

Select a predefined date range from the list, or set your own date range by selecting Between a

Range.
| My Actions = (| Ackion Date - (| Between A Range... |v {i}
Today
&l Actions Completion Date Mexk Business Da
Selected st T —
Mext Week
Eetween A4 Range...

4. Click the Go button @I

If you retrieved selected staff members in step 1, select the check box next to the staff members'
names and click OK.

6. If you retrieved actions for a range of dates in step 3, enter the date range and click OK.

Tip: Overdue actions appear in red.

Action Center Grid
e To sort your actions, click the column header.
e To edit an action, enter information in the appropriate field.
e To view restrictions on the site address, double-click the Restrictions icon ( §§).
e To open the associated permit, project, case, or license record, click the record number link.

e To view action details and other actions on the same record, click the plus sign next to the row in
the grid.

Tip: The retrieved action appears bold in the action details subgrid.

Action Center Functions

e To add attachments to the associated permit, project, case, or license record, click the
Attachments button ().

e To add actions to the associated permit, project, case, or license record, click the Add Actions
button (IEI) or right-click and select Add Actions.

e To schedule an event on the associated permit, project, case, or license record, right-click and
select Schedule Event.

e To print a Chronology History report for the associated permit, project, case, or license record,
click the Print button .
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e To void the highlighted action, right-click and select Void Action.

e To add or view notes on the highlighted action, click the Add Notes button I;I or right-click and
select Add Notes.

e To export the Action Center grid to a Microsoft Excel file, click the Export to Excel button.

Issue Center

The Issue Center provides a central location from which you can view and edit CRM TRAK issues.

# Issues Ceonler (B)
= @ u i E Sedected Users.... = Owerdus = Filter &l = Categony: Al - m
e[ sswew [ suencdress [ e | cresws | Ow | updates
1SLI04910-0002 550 Oneill Ave Abandoned \Vehide 100072008 10052009 10007 /2009
|I5U008-0008 310 Chesteron Ave Abandoned \Vehide GRM02010 gaM2r2o10 GBMO2010
w 2441 Hallmark Or Animal Controd oEM 1200 dan3zoo QM 12010
o (IS 008-00048 310 Chesterion Ave Abandoned Vehide CBA0Z2010 o0aM2r010 0EM12010
ISUA00E-000% 302 Chesterion Ave Abandoned Yehide 0EMOQZ2010 0an 22010 0BMO0RZ010
[I5U100B-0006 551 Cambidge St Abandoned Vehide DB 12010 08132010 0EM 172010

Configuring the Issue Center
To configure the Action Center:

1. Open User Preferences.

2. Click WorkSpace in the left pane.

3. On the General tab, select the Issue Center check box.

Retrieving Information with the Issue Center
To retrieve the issues you wish to view or edit:

1. Select users for which to retrieve actions: My Issues (currently logged on user), All Users, or
Selected Users.

Select the status of the issue: Open, All, Overdue, or Closed.
Select a filter: Prefix, Status, Category, Department, Nature/Type, or Created Via.
Select a category to apply to the filter.

Click the Go button .

If you retrieved selected users in step 1, select the check box next to the staff members' names
and click OK.

o o M v DN

Issue Center Grid
e To sort your issues, click the column header.
e To edit an issue, enter information in the appropriate field.

e To open the associated issue, click the Issue #.
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Issue Center Functions

e To add attachments to the issue, click the Attachments button .

e Toadd an issue, click the Add Issues button (IEI).
e To print a CRM TRAK document, click the Print button .

e To add or view notes on the highlighted issue, click the Add Notes button I;I or right-click and
select Add Notes.

e To export the Action Center grid to a Microsoft Excel file, click the Export to Excel button.
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Locating Records

Overview

There are a number of ways to locate records in your database:

If you want to...

see this topic...

Search the database by one data field

Customize your search screen

Search the database by more than one field

Search multiple fields and modules

Navigate through your search results

Retrieve a record when you know the record number

Retrieve a record you viewed recently

Using Search

To locate a record using Search:

Using Search

Creating a User-Defined Search Format
Creating a Query

Global Search

Using the Move Navigation Buttons
Using Go To

Using Recent

1. Open PermitTRAK, ProjectTRAK, CodeTRAK, AEC TRAK, LandTRAK, or LicenseTRAK.

2. Click Search.

&

T TRAKIT - PermitTRAK
Record Link Tecls Window  Help

@) AddRecord [ Attachments (2) & Print @) GIS

1
k)

4

? Search |G-:| to 3

TRAKIT _/Permit#: B0702-019 h

PermitTRAK # Permit Information Per
. K‘I;BIAJAMJAMM&A] Mﬂ"*ﬂnﬁnn

3. Select a database field to search.

4. Select an operator for the search.

5. Enter your search criteria in the Search String field.
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T SearchiScan for Permils El
i % Query () Format <SYSTEMDEFALLT> s [<SELECT A QUERY=  w & Frint Export to Excal
Search: EF'EII’I'I‘]I[ Mumber » | Begins with

108

Permit Number Application Issued Site Address PERMITTYPE STATUS il
BOg-0003 08092008 231 Monte Vis #2 | MDMTEST PLAR CHECK
B08-0004 0110912003 23 Monte Vis #2 | MDMTEST PLAN CHECK
BO8-0005 08/09/2008 231 Monte Vis #2 | MDMTEST PLAN CHECK
B0a-0008 0110912008 231 Monte Vis #2 | MOMTEST PLAN CHECK
BOs-0007 01/09/2008 231 Monte Vis #2 | ELECTRICAL PLAM CHECK
BO8-0008 01/09/2008 231 Monte ¥is #2 | BLDG MFD PLARN CHECK
B0g-0009 01maz008 231 donte Vis #2 | COMSTRUCTION | PLAN CHEGK
BO8-0010 0t/09/2003 231 Monte Vis £2 | MDMTEST PLAMN CHECK
B08-0011 01maz00g MOMTEST PLAMN CHECHK
B08-0012 01/09/2008 MOMTEST PLAN CHECK _'J

Results 1 - 176 of 178 for. Permit Humber begine with LS << < Page 1 of1 L
| Cancel I | o] I

Tip: The percent sign (%) can be used as a wild card to match any number of occurrences of any
character. The underscore (_) can be used to match any single character.

6. Click Search or press Enter to display the search results in the grid.
7. Double-click a row in the grid to view a record in the application main screen.
Tips:
e Your search results are maintained in memory until you perform another search. To navigate
through the search results, use the Move buttons @) @ © @ © .
» Your search results can be sorted by clicking on the column headings.

e Navigate between pages of your search results by clicking next page, last page, previous
page, or first page arrows.

Creating a User-Defined Search Format

You can customize your search screen by creating your own search format in PermitTRAK, ProjectTRAK,
CodeTRAK, AEC TRAK, LandTRAK, or LicenseTRAK.

To create a user-defined search format:
1. Open PermitTRAK, ProjectTRAK, CodeTRAK, AEC TRAK, LandTRAK, or LicenseTRAK.
2. Click Search.
3. Click Format.
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-

1 TRAKIT - PermitTRAK ¢
Record Link Toeols  Window  Help (

€ addRecord 11 Attachments (2) @ Print @ cis |§ search |Goto

1 Search/Scan for Permits
PermitTRAK ¥ auery | Format |<S¥STEM DEFAULT=

o »\Ir L A,

5. At the prompt, enter a name for the format, and click OK.

hd“'"‘

N

4. Click Add Format.

Search Format

Enter new format

Cancel

[F g

Tip: A maximum of 15 fields can be added to any single search format.

6. In Select Fields to Display, select which database fields to include in the Search Fields drop-

down.

In Customize Display, enter the column names of your results grid in the Display Name column.

8. In Customize Display, define the order of the columns in your results grid by selecting a row and

clicking Up or Down.
9. Select the Default Search field.
10. Select the Default Operator.
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1 Search/Scan Format Definitions =
<SYSTEM DEFAULT> - ) Add Format i) Delete Format
Select Fields to Display.
Database Fiekd =
| PREFIX
| RO -
1 | sEQ_ND
W | PERMIT_MO
APPLICATION_NO
PLANCHECK_MOD
Customize Display: L1 | REFERENCE_NO
7 | APPLED
Database Field Display Hame APPLED_BY
PERMIT_NO Pesmit Number APFROVED
| | APPROVED_BY
PERMITTYPE Permit Typs 7 | 1=suED
APFLED Appication ISSUED_BY
ISSUED Issued FMALED
SME_ADDR Sihe Addregs " | FNALED_BY
| EXPRED
R ) ) . EXPRED_BY
| up [ Down | T | VALID_FOR
[ | PARENT_PROJECT_NO
Defaull Search Field: |PERMIT_NO - PARENT_PERMIT_NO |
7 | prounTvne al
Default Operator; _- v]

11. Click OK to save the format.

Tip: To switch to another search format, click the down arrow and select from the list. User-defined
formats become available to all users, so it is a good idea to assign the task of format maintenance to
a specific user. Many agencies maintain formats by department.

PT‘ Search/Scan for Permits \
Query {6 Format =)
% @ B \

<3YSTEM DEFAULT=

Creating a Query
A query allows you to search the database by multiple fields.
To locate a record using a query:
1. Open PermitTRAK, ProjectTRAK, CodeTRAK, AEC TRAK, LandTRAK, or LicenseTRAK.
2. Click Search.
3. Click Query.
4. Select a field from the database.
5

Select an operator.
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6. Enter a search value, or select the Prompt for Value check box to enter a value when you

execute the filter.
7. Click Add to Filter.
Repeat steps 4-7 to specify up to three conditions for your filter.

1 Query

«HNOME> - | Save Filter | Delete Fiter | Advanced

Step 1, Select Field Step I. Select Operator Step 3. Enter Value

W | PREFIX » | [Begins win ~|
Oy [ parorue_]

] Prompt for Vale

Fiker String 21 i | Clear _'

Filier Siring %2 “ | Clear

Filter String £3 " | Clear
| Show Query St |

e o

.......

Tip: If more than three fields are needed, click Advanced and type a query statement (requires

knowledge of SQL).
9. (Optional) To save the query, click Save Query and enter a name at the prompt.

10. Click Run.

Tip: To execute a saved query from the search screen, click the down arrow and select a query

from the list. Queries are unique to each user.

1“ Search for Permits 1
¥ Query { Format <SYSTEM DEFAULT> ~ EEEIERgNANEE H &) Print
<SELECT A QUERY>
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Global Search

Global Search allows you to locate records by searching within specific fields and within all or specific
modules. The search fields include record number, address, and contact information.

To locate record(s) using Global Search:
1. Press Ctrl+f or select Global Search from the Tools menu.
2. Enter your search criteria and click Go.
Note: The search/scan screen wildcards (_ %) are not available in the global search.
3. Double-click a row in the grid to view a record in the application.

Tip: If you want the Global Search screen to remain open after selecting a record, select Keep
Open.

T TRAKT Global Search |
- [Z1AIl Locations;
=[] PermitTRAK main | [ Go ] [T Keep open
[¥] Permit Number
[¥] Permit Decription =
[¥] Permit Address ) Area Record Search Results
[¥] Contact Mames Lﬁ Description CE0905-012 Abandoned; and UniMAlINtained Wall Signs
[¥] Contact Address u Description CE0808-011 Abandoned; Monconforming; and UnhAIN ..
- [7] ProjectTRAK & Company 312844 ABLE MAINTEMANCE INC
p -
[V|Project Number || © Gontractor Name  BO801-001 ABLE MAINTENANCE INC
%gg‘.:gﬁjg:gs . Contractor Name  BO702-016 ABLE MAINTENANCE INC
= CDIitaC‘t Mames ; Company 555380 ALCOAST MAINTEMNAMCE, INC.
[¥] Contact Address || @ Company 504074 AMERICAN ROOF MAINTENANC
£ [7] CodeTRAK & Company 703533 ANDERSON'S SIGM & LIGHTING MAINT.
[¥] Case Mumber .=, Description FKOG09-003 Annual pruning MAINtenance
[¥] Case Name .=, Description BO&04-072 BATHROOM REMODEL (MASTER/MAIM. ..
[V] Case Address ; Company 436637 BRAMHALL MECHANICAL MAINTENAN.. [=]
[ Contact Names [# Description CE0805-020 CalTrans MAINtenance Request- Broken...
=@ Eeazzﬁl&iddress Li Description CE0805-019 CalTrans MAIMtenance Request - Broken...
[7] Business Number || < Description BO807-023 COMPLETE RAMAINING SUPERSTRUC...
[7] Company Name || .- Description PW-0472 CONNECT 6" HYDRANTIGITY MAIN
[7]Business License .=, Description PWOG06-015 Connect to City MAIN andinstall waterm...
[¥] Location Address 2=, Applicant Name B0511-076 Crook ScottJ;Ger MAINe K
[¥] Mailing Address .=, Owner Mame B0511-076 Crook Scott J;Ger MAINe K
[¥] Contact Name 5, ApplicantName  B0602-055 Crook ScottJ:Ger MAINe K
i [V] ContactAddress || ¢ Qwner Name B0602-055 Crook ScottJ:Ger MAINe K
2 %;ﬁé‘éﬂxi . Description PWN-0202 CUT AND CAPPED * AC WATER MAIN
,_';j [7] CRM TRAK .=, Description 9909-077 DEMOLISH MAINTEMANCE BUILDING
[_'Q Description CE0803-009 Deteriorated property; weeds, sign-MAINL. ..
- Description PKO9028-001 Dig 4'x4x18" trench beneath gasMAIM fo T
4 1 ] v | 322 Records Found
ShowHide Panel
| OK | | Cancel |

Tip: To refine or limit your search, click the Show/Hide Panel button and deselect the modules or
fields that you do not want searched. The default is search All Locations.
Using the Move Navigation Buttons

The Move buttons ( @ €@ © & & ) allow you to navigate through your search results from the main
screen of a TRAKIT application.

To use the Move buttons:

o Click the Move First button (@ ) to navigate to first record in the data set.
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e Click the Move Last button ( ) ) to navigate to last record in the data set.

e Click the Move Next button (ﬁ' ) to navigate to the next record.

e Click the Move Previous button (@ ) to navigate to the previous record.

o Click the Reset to Record # button (@ ) to display a sequential list of records based on the
current record number (i.e., permit number, project number, case number etc.). For example, if
your current record is BLD10-0030 and you click Rest to Record #; the Browse tab displays a
list of records in sequential order (i.e., BLD10-0029, BLD10-0030, BLD10-0031 etc.).

Using Go To

To retrieve a record using Go To:
1. Open PermitTRAK, ProjectTRAK, CodeTRAK, AEC TRAK, LandTRAK, or LicenseTRAK.

2. Enter the permit, project, case, registration, parcel, license number.

1 TRAKIT - PermitTRAK 1

Record Link Tools Window  Help
&) Add Record ~ T Attachments ~ @@ Print @ GIS | § Search Go to |B09-0005 '_EP?/
RO |~ Permit#: B09-0114

PermitTRAK % Permit Information Permit#: B09-0114 1

3. Press Enter.
Tip: Go To locates exact matches, only. Wild card characters cannot be used with Go To.

To retrieve a linked record using Go To on the Link menu:
1. Click Link on the menu bar.
2. Click Go To.
3. Select the linked record.

Using Recent

To retrieve a record using Recent:
1. Open PermitTRAK, ProjectTRAK, CodeTRAK, AEC TRAK, LandTRAK, or LicenseTRAK.

2. Click Recent to display a list of up to 10 recently viewed records.
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rch  Goto |B0S-0005 |lﬁ Recent v| @ @ [ m ] @ ﬁj . Plan Location @ Timeg
| B08-0011 2020 ELEWIS 5T
Permit#: B08-0011 | BOS{013 5602 WRIGLEY DR |
Ice cream factory - T/l & Occu sl L InCENI Dk 3 z
AT B0G-0020 2525 W Hopkins Street ;8 i
BOG-0005 631 5 Beech Avenue o r
RES ALTER REPAIR B09-0114 4311 MARIE CT ]: :
R 0276 1416 N 15T z
: B09-0195 8312 QUATSING DR |
FINALED B09-0179 6703 FENWAY DR 08 <
B08-1203 1811 E PARKVIEW BLVD
W# o R T T woli g

3. Select the record you wish to retrieve.
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Adding Records

Overview

TRAKIT records manage information associated with various departments, including:

Locations (LandTRAK), such as parcels, buildings, and suites;

Activities that occur at locations, such as permits (PermitTRAK), projects (ProjectTRAK), code
enforcement cases (CodeTRAK), and business licensing (LicenseTRAK);

People who are associated with activities (AEC TRAK), such as architects, engineers, and

contractors.

Just as these concepts are dependent upon one another, so can TRAKIT records be related, or linked, to
each other. When creating a new TRAKIT record, consider what it is and how it is related to existing
information in TRAKIT:

If you want to...

see this topic...

Create a new location

Create a new permit, project, or case record that is linked to a
location

Create a new permit, project, or case record

Create a new permit or project record that is linked to an
existing permit or project record

Create a new case record that is linked to an existing case
record

Add a license to an existing business record (if your system
setup allows multiple licenses for a single business record)

Create a new AEC TRAK record

Create a new AEC TRAK record that is associated with a
permit, project, case, or business record

Create a record that has the same basic information as
another record in PermitTRAK, ProjectTRAK, or AEC TRAK

Adding LandTRAK Records

Adding a Record

Adding Activity Records

Adding a Linked Record (in Linking
Permit and Project Records)

Adding a Linked Record (in Linking
Case Records)

Adding a License to a Business
Record

Adding a Record in AEC TRAK

Adding an AEC Record through the
Contacts Panel

Adding Duplicate Records
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Adding LandTRAK Records
About LandTRAK Records

LandTRAK records manage information associated with locations within a municipality, including parcels,
buildings on parcels, suites within buildings, historical parcels that have since been subdivided, or any
combination thereof. Additionally, these records can be linked to one another in parent-child relationships.

When creating a new LandTRAK record, you must choose to either duplicate an existing parcel number
(if the parcel number is not changing) or use a temporary parcel number (if the parcel number will be
changing). Depending on your setup, TRAKIT may automatically generate a temporary parcel number, or
you may enter it manually.

Example 1: Subdivided Parcels

For example 1, suppose you have a new subdivision that has been approved for development, and
an existing parcel (Parcel 100 180 020) is being split into two parcels. You may want to retain all
historical information about the original parcel, but issue permits on the new parcels. In this example,
there are three potential LandTRAK records: the historical parcel and the two new parcels. The two
new parcels may be created as subrecords of the original parcel, and the status of the original parcel
may be set as Inactive. Also, since the parcel numbers may be changing, you may create the new
parcels using temporary parcel numbers (Parcels T1 and T2).

Physical Layout TRAKIT Record Structure
Center Street Historical
Parcel

100 170 020 100 180 020 Record *

E T1 —

wl

=

-]

g T2

Legend:
Parent to Child

— Historical Parcel Boundary
k"="2 New Parcel Boundary

Example 2: Parcels with Multiple Units

For example 2, suppose you have a parcel (Parcel 100 180 020) with two buildings (Buildings A and
B) on it, and each building has two suites in it (Suites 100 and 200). In this example, there are seven
potential LandTRAK records: Parcel 100 180 020, Building A, Building B, Suite 100A, Suite 200A,
Suite 100B, and Suite 200B. Also, Suites 100A and 200A are subrecords (children) of Building A,
Suites 100B and 200B are subrecords of Building B, and Buildings A and B are subrecords of Parcel
100 180 020. The building and suite subrecords may have the same parcel number as the main
parcel record, so you may choose to duplicate the existing parcel number when creating the
subrecords.
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TRAKIT Record Structure

Parent to
Child

Adding a Record

To add a LandTRAK record:
Open LandTRAK.
Click Add Record.

Perform one of the following options for creating LandTRAK records:

1.
2.
3.

To create a subsite of the current parcel with a temporary parcel number, select Sub-Site of
from Create New and click New from Site APN. (In Example 1, use this option to create
Parcel T1 as a subrecord of Parcel 100 180 020.)

To create a subsite of the current parcel with the same parcel number as the current parcel,
select Sub-Site of from Create New and click Copy Current from Site APN. (In Example 2,
use this option to create Building A as a subrecord of Parcel 100 180 020.)

To create a new record with the same parcel number as the current parcel, select Site from
Create New and click Copy Current from Site APN. (In Example 2, use this option to create
Building A without a link to main Parcel 100 180 020.)

To create a new record with a temporary parcel number, select Site from Create New and
click New from Site APN. (In Example 1, use this option to create Parcel T1 without a link to
historical Parcel 100 180 020.)

Select a type from the drop-down list, if applicable. (In Example 2, you may select Building for
Building A.)

Select a Status from the drop-down list, if applicable. (In Example 1, you may select Inactive for
the historical parcel.)

Enter a unit number in the address block, if applicable. (In Example 2, you may enter 100A for
Suite 100A.
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e Site Information Parcel 8 M5453130  Type: Farcel
Assassor PIN or 4545130 Land: | $25,515.00)
Tvpa: | Parcel L-I Improverments: | !134.955-W|
Siatus: | ACTIVE =] Total Value: §130,470.00
Address; |6 |H'qh|amls ct | ﬂ ﬂl
City, State, Zip:  [Pacific Shores | ca | [omsss |
Subdivision  |[Halmark West | sectTwpfing | Lot Size 14025
Tract | | Block [64 Lat (64
LOT 64 BLK 3 HALLMARK WEST UNIT ND i
General Site Info;
Legal Description: i ""_a

Adding Activity Records

Activity records (permits, projects, cases, licenses, issues, and contractor) can be created with or without
a link to a LandTRAK record.

To create an activity record linked to a LandTRAK record:
1. Locate the LandTRAK record
2. Click Add Record.

3. Select the type of record (e.g., permit, project, case etc.). The list is based on the module and
your user privileges.

Select a type.

Select a subtype, if required.

Select a prefix, if required for your configuration.

(Optional) Select the number of records you want to create from the list (maximum of 25).
Click OK.

© N o o bk
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1 Add aPermit

Create New: lF'ermit Linked to 045453130 vl

Record Type: | COMMERCIAL ]

Record Subtype: | NEW BUILDING |

Prefix: IB BUILDING 'l
Year/Month Override: | 0903 -
Mumber of records: 1 -

| Cancel | | 0K |

Tip: Depending on your setup, you may use a year/month code in your record numbering format. For
example, permit numbers for building permits entered in December 2008 may begin with B0812,
where B is the prefix for the building, 08 is the year code, and 12 is the month code. This option gives
you a grace period to account for interruptions such as vacations and holidays. If you are using the
year and month in your record numbering format, this option is available at the beginning and end of
each month. If you are using the year only, this option is available at the beginning and end of each
year. If applicable, select the year/month in which you want to track the record.

To create an activity record not linked to a LandTRAK record:
1. From the module main screen (e.g., PermitTRAK).
Click Add Record.
Select a type.
Select a subtype, if required.
Select a prefix. (Note: Not required for all configurations)
(Optional) Select the number of records you want to create from the list (maximum of 25).
Click OK.

Note: The site information on the activity record is blank. This record can be linked to a LandTRAK
record at a future date.

N o g kM oDbd

Adding a License to a Business Record

Tip: This procedure only applies if your system setup allows multiple licenses for a single business
record.

To add a license to an existing business record:
1. Find the business record in LicenseTRAK.

2. From the License panel Functions menu, click Add License.
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3. Depending on your setup, either select a prefix from a list or enter it manually.

ol

1 Add Records

Choose Prefix

Select®

Select a license prefix for Business# License of 10000142

[ hote: Businesses must have at least one license in TRAKIT Enterprise.

@ From List

AL - ALCOHOL & LI [=]

=]

Klanual

S —

i

Adding a Record in AEC TRAK

Tip: You can also create an AEC record through the Contacts panel in other applications.

To create a record in AEC TRAK:

1. From the AEC TRAK, click Add Record.

2. Depending on your setup, at the prompt, enter a unique numerical identifier for the AEC
registration number, and click OK. An AEC registration number is automatically assigned.

1 Add Record

J () Automnatic

i @ Manual

=

26739

| Cancel

| 0K

Tip: CentralSquare recommends that the contractor's state registration number is used as the AEC
registration number whenever available. Use Automatic for contacts that do not have a state
registration number (e.g., architects). TRAKIT assigns a unique registration number to the contact.

Tip: AEC TRAK records contain both an interactive voice response (IVR) PIN and password. The IVR
PIN is used as the password for the IVR system. The Password field is used to log in to eTRAKIT.
When you add or update the IVR PIN, TRAKIT automatically sets the password field to the value

entered into the IVR PIN # field.
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Adding an AEC Record through the Contacts Panel

Tip: Creating an AEC record through the Contacts panel establishes an association between the
AEC record and the permit, project, or case record.

To create an AEC record through the Contacts panel:

1.

2
3
4.
5

6.
7.

Open the Contacts Panel in PermitTRAK, ProjectTRAK, CodeTRAK, or LicenseTRAK.
Click the contact in the grid you are adding to AEC TRAK.

Enter the contact details in the information fields.

Either right-click on the contact or click Add to AEC TRAK from the Utilities menu.

Depending on your setup, at the prompt, an AEC registration number is automatically assigned.
Or manually enter a unique numerical identifier for the AEC registration number, and click OK.

1 Add Record (=)
J (71 Automatic
i @ Manual
[
| 55789
[
1

Cancel | I Ok

Click OK.

Click OK on the Add to AEC TRAK confirmation dialog box.

Adding Duplicate Records

You can add a duplicate record—a record that has the same basic information as another record—in
PermitTRAK, ProjectTRAK, CodeTRAK and AEC TRAK.

Tip: Duplicate records work well with the Model prefix in PermitTRAK for floor plans that have been
reviewed and approved, and the contractor intends on building more than one. Use the Model prefix
to create and track the basic information, plan reviews, and approvals for the first permit, and then
create duplicates of the model permit for each subsequent permit with the same floor plan.

To add a duplicate record:

1.
2.

Open PermitTRAK, ProjectTRAK, CodeTRAK, or AEC TRAK.

Click Duplicate Record on the Functions menu or right-click in the Information panel and select
Duplicate Record.
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3
4.
5
6

*|#3 AddRecord b

[ g Duplicate Record
= Linkto..

Ll
41
1
g
=2

‘ ||k
[a]
C
I =
(=1 0
(=18
=
=)
m
[Py

Properties 3

liamC &P A

Select a prefix.

Select a year/month code, if applicable.

Functions &

€ Add Record

g Duplicate Record

s Add Motes

Link to... Al |[E

£ Additional Site
&z Farent Froject
a3 FParent Permit

(Optional) Select how many records you want to add from the drop-down list (maximum of 25).

Click OK.

Tip: Depending on your setup, you may use a year/month code in your record numbering format. For
example, permit numbers for building permits entered in December 2017 may begin with B1712,
where B is the prefix for building, 17 is the year code, and 12 is the month code. This option gives you
a grace period to account for such interruptions as vacations and holidays. If you are using the year
and month in your record numbering format, this option is available at the beginning and end of each
month. If you are using the year only, this option is available at the beginning and end of each year. If
applicable, select the year/month in which you wish to track the record.

In AEC TRAK:

1.

Enter a unique numerical identifier for the AEC registration number, and click OK. Or, an AEC
registration number is automatically assigned.

1 AddRecord

@ Automatic

1 Manual

5

[ Cancel || oK
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2. Select the information you wish to copy to the duplicate record.

1 Copy AEC Data

#| Copy Insurancs

Company Mame:  SMITH BROTHERS ELECTRIC
Existing Bo: 360158
New Ho:  DO0OO000

< Copy User Defined Data J| Copy Conatcts

2 ANUDF Feids
Selecied UDF Teids

& & Conscts
Salacted Costacts

3. Click OK.

4. |If you chose the Selected Contacts or Selected UDF fields option, click OK for each contact or
user-defined field you wish to copy.
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Linking Records

Overview
TRAKIT records can be linked together in a number of ways:

e Permit, project, case, business, parcel, and CRM records can be linked to a LandTRAK record.
Linked records can be accessed directly through the Tree or Site tabs in the Navigation panel.

e Permit, project, case, and property records can be linked in parent-child relationships. For
example, a building permit may have a subpermit for electrical work. In this example, the main
building permit is the parent record and the electrical permit is the child record.

Subdivisid
Project

I
Parcel
44— |Record

/

Electrical
Permit

o
L
e

e Case records can be cross-linked to one another.

e An association can be established between AEC records and permit, project, and case records
that allows you to navigate to related permits or pay fees on related records directly from AEC

TRAK.

Legend:
<—p Related Records
Parent to Child

Linking and Unlinking Records

To link records:
1. Locate a record that you want to link.

2. Select the record relationship from either the Link to menu or by right-clicking in the record’s
information panel.
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|3 Add Record » ICRW E—— .
-|Lg Duplicate Record
— . H L)
|= Link to.. v 4 Additional Site Link to... 2
" | % Add Restrictions &L Parent Project & Additional Site
s Add Motes sy Parent Permit ; &% Parent Project
. i gy Parent Permit
Properties b | ey Sub-Permit & ¥
S Sub-Permit

3. Locate the record using the Search screen.

4. Double-click the record in the results grid.
To Unlink Records:

1. Locate the record.

2. Select the Link menu from the toolbar.
3. Select the Break link submenu.
4

Select the record to unlink.

T TRAKIT - PermitTRAK
Record | Link | Tecls Window  Help
? Search Goto X

©) AddRec| = Linkto..  » |+ Syprint @GS
TRAKT |~ Goto.. > ~ Permit#: B0303-003] g
w| o BreakLink » | ©  Parent Permit B0903-003 ermit:
Tree | e [Poo >  Site Address 045453130 ’é‘\
[ -
= -, Permit B0903-003 | Sub-Permit B0303-003 [ :
=5, Parent Activities % Sub-Permit BO702-018 S
£ Permit BO203-003  APreos _ L
‘/ELQWWMS L.A‘SW.A“.MHI#QM

NG

Linking a Record to a LandTRAK Record

Tip: Adding a permit, project, or case through LandTRAK automatically establishes a link between
the LandTRAK record and the PermitTRAK, ProjectTRAK, or CodeTRAK record.

To link a permit, project, case, issue, or business record to a LandTRAK record:
1. Locate the record in PermitTRAK, ProjectTRAK, CodeTRAK, or LicenseTRAK.

2. Click the Link to Site Address ([ ) icon.
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/ Permit&: B11-0003
# Permit Information Permit#: B11-0003
Description: | ™ Applied: | 021152011
Applicant: Approved:
Issued:
Type: BLDG MISCELLANEQUS E S
inaled:
Subtype: E Expiration:
Status: UNDER REVIEW = Extended:

Assessor PIN @ ®
|

Address: | || | Subdivision: |

City,State Zip: | I | (o] mact[ i

3. Locate the LandTRAK record using the Search screen.

1 Search for Permits 4
% Query @ Format <SYSTEMDEFAULT> v <SELECTAQUERY>  + & Print Expurttuf

Search: [F’arcel Mumber v”Elegins with v]

Parcel Number House Number Street Name
045453100 18 Highlands Ct
045453110 14 Highlands Ct
045453120 10 Highlands Ct
045453130 ] Highlands Ct
045453140 2612 Somerset Dr
045453150 2608 Somerset Dr
045453160 2604 Somerset Dr
045453170 2600 Somerset Dr

**-A}‘\/“\MA \\‘\\AI“&‘.‘»[‘M A

"“"‘-\‘l“’f *A-A\
i

i‘“ﬂmﬂ.‘ “"Mﬁn\‘f e e WY "\A.\ -
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4. Double-click a parcel in the results grid to automatically populate the site information.

5. (Optional) To link additional parcel records to a single permit, project or case, click on the Link to
menu, select Additional Site to link to the record:

a. Click Add a Parcel.
b. Locate the parcel in LandTRAK using the Find screen.
c. Double-click a parcel in the results grid to select it.

d. Repeat steps a—c until all relevant records are added.
T TRAKIT - PermitTRAK

: Record | Link | Tools  Window  Help

@.ﬂ.ddRecr.l Link ko, .. ¥
TRk ol Goto... b

Additional Site o ko |:

Parent Project

F k Permit -
arent Permi Permit i

D& BB

Tree | Site | Browse | S
= 5, PermitB08.0071 4 Site Address
/<. Ho Parent Activi Applicant: |

6. Click Accept.

Tip: Records that are linked to a LandTRAK record are listed on the Site tab (navigation pane).

Tip: Refresh () updates the site information and owner information from LandTRAK.

Linking Records

Records can be linked together in a parent-child relationship. There are two ways to establish this link:
add a new linked record or link existing records.

Subdivisig

Proprietary.
May not be reproduced or distributed without written permission of CentralSquare Technologies.
Copyright 2019 CentralSquare Technologies. All rights reserved.
Page 53



TRAKIT.Net User

¢, CENTRALSQUARE

TECHNOLOGIES

Adding a Linked Record
To add a new linked record:
1. Locate the existing record.
2. Click Add Record.

3. Select Sub- or Parent from the Create New field.

1 AddaPermit

Create New:

Mumber of records:

Record Type:

Record Subtype:

Sub-Permit of BO907-003
Parent Project of BO907-003
[Sub-Casze of BO907-003

Parent Permit of B0307-003
BOSU-003

Prefuc

B BUILDING v|

1 -

Cancel |_ 0K I

Linking Existing Records

To link an existing record to another record:

1. Locate the record.

2. Right-click or select the type of record to link from the Link To menu.
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07/02/2009 slw] ow
N/A =]
NIA =]
N/A =]
N/A =]
08/ 12000 | | Y
&) AddRecord
— 1l @ Duplicate Record _ |
1SOM-Y&  Link to... 45| Additional Site
nont ¢ #& Add Restrictions EE  Parent Project
— . Add Motes .3 Parent Permit
Properties o Sub-Permit D

Locate the record using the Search screen.

Double-click a record in the results grid.

Linking Project and Case Records

Projects and cases can be linked together in a parent-child relationship.

To link a case to a parent project:
1. Locate the case in CodeTRAK.
2. Click Parent Project link.

[ ]

N AN

r

Link to...

eu!

sty Parent Permit

& sdditional Site

Functions

© AddRecord
g Duplicate Record
Jo Add Motes

Link to...

£ Additional Site
&E Parent Project
oy Parent Permit

| g Sub-Permit

3. Locate the ProjectTRAK record using the Search screen.

4. Double-click a record in the results grid.

Tips:

e To delete a link, highlight the project number and press the Delete key.

o Click Go to navigate directly to a linked record.

»

»
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Linking Case Records

Case records can be cross-linked to one another.

Adding a Linked Record

To add a case record that is linked to an existing case record:

1. Locate the existing record in CodeTRAK.
2. Click Add Record.
3. Select Linked Case.

@.ﬁ.dd Record =| I Attachments

[g Case

[;} Linked Case

Tree

Site | Ern:-wsel

se 269

4. Add the linked case as you would add a new record.

¥ Add a Case

Create Mew:

Record Type:

Fecord Subtype:

Prefix:

iCrnss Linked Case to 26035 v|
iNOC v
|HYDF{OCAREIONS v|
'CE  CODE ENFORCEMENT v|

X

FMumber of records: !1 V|
Like: CE09-01
[ Cancel | | QK
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Associating Records with AEC Records

Tip: Associations between AEC records and permit, project, case and license records allow you to
navigate to related permits or pay fees on related records directly from AEC TRAK. However, in order
to preserve historical information, contact information is not updated automatically. Adding an AEC
record through the Contacts screen automatically makes an association.

To associate a permit, project, or case record with an AEC record:
1. Locate the record in PermitTRAK, ProjectTRAK, or CodeTRAK.
2. Open the Contacts panel.
3. Add the AEC contact in one of two ways:
e Right-click or click Find in AEC TRAK on the Functions menu.

Country State

»

Functions

@' Add Contacts
' Add Contacts

Duplicate Contacts @ e

o Duplicate Contacts

Clear Contacts
&3 Clesr Contacts

Lo E Edit Contacts

Find in AEC TRAK

NCES

; Find in AEC TRAK
2

Find in LandTRAK Find in LandTRAK

e Use the direct lookup function.
4. Associated records will display the AEC TRAK icon under the link column.
EMGINEER
DEVELOFPER
& CONTRACTOR 5.G. BARBER

| &
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Locking Records

Overview

TRAKIT has the ability to lock LandTRAK records. Record locking allows you to freeze activity for a
property that has an outstanding issue on a permit, project, or case record.

When a LandTRAK record is locked, no records can be created from or linked to that property and a red
flag appears on the property record and on all linked permit, project, and case records.

Locking a Record through an Activity

Your agency may choose to lock a LandTRAK record when there is an outstanding issue on a permit,
project, or case that is linked to the property. Depending on your setup, an outstanding issue is identified
by certain status codes in PermitTRAK, ProjectTRAK, and CodeTRAK. For example, your agency may
choose to lock a property that is in violation of a code (CodeTRAK status of Non-compliance). When a
permit, project, or case record is set to one of these record locking status codes, the property is locked by
the activity.

To lock a property record through an activity:

1. Locate the permit, project, or case record with an outstanding issue in PermitTRAK,
ProjectTRAK, or CodeTRAK.

2. Ensure that the record is linked to LandTRAK.

3. Select a lock status (as defined by the System Administrator) from the drop-down list.

< Permit #: B08-0114 |
% Pemmit Information Permit #: BO8-0114

Description: |HERO0F plus | D Applied: | D5/27/2008

Approved: | 06/18/2008
lssued: | 06/23/2008

Applicant [p) ATINUM BEST VALUE ROOFING CO

Type: MDMTEST il
Finaled: | N/A
Sub-Type: . Expiration; | N/A
Status: ON HOLD w Cancel: | NiA
ACTIVE
APPROVED
APPLIED
site APN: 892 e F LED Owner. | Johnson, Norman|

: EXPIRED S

Address: Suhbdivision:

[112 [ ] |

City, State, Zip: EL‘]IEJE_ Tract [ mi
ISSUED

Parcel is Locked

SOV e SR VNI e

4. Click CLOSE. The linked LandTRAK record is set to Parcel is Locked and a red flag appears on
the LandTRAK record and on all records linked to the property.
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Locking a Record through LandTRAK
To lock a property record manually (through LandTRAK):
1. Locate the record in LandTRAK.

2. Select a lock status (as defined by the System Administrator) from the drop-down list.

Site #: 691-111-12]
# SiteInformation Parcel#:691-111-12 Typpe:Address

Site APN: Land: | |
Type: | ¥ Improvernents: | |
Status: -4 Tatal Walue:
ACTIVE

Locked [&

PP T TC N PR oW | v Y S NI e v v VNP S R~ I
3. Click in any other field. The text appears red on the LandTRAK record and on all system records
linked to the property.
Tip:
e If you lock a record manually (through LandTRAK), TRAKIT lists the record as being locked
by status.

e Only system administrators or users with the CAN UNLOCK A LOCKED PARCEL privilege
can unlock a record that is locked through LandTRAK.

Viewing Locking Information

When a LandTRAK record is locked, the text appears red on the property record and on all linked permit,
project, and case records.

To view locking information on a LandTRAK record or from a linked PermitTRAK, ProjectTRAK, or
CodeTRAK record:

1. Locate the record in LandTRAK, PermitTRAK, ProjectTRAK, or CodeTRAK.
2. Click Locked.

3. If the property record is locked by an activity, a list appears of the permits, projects, or cases that
have outstanding issues.

If the record is locked through LandTRAK (manually), the record is listed as being locked by
status.

'sul.muaa[
2 Selnlmmaton Paicel® B32. 14335 Type: PAALCEL Fle i i

S AP Land: [ ]

Type =t T T Y [ |

Salus - Tola Vel

Locked
o™y
e e A s P e e i n
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Unlocking Records
To unlock a LandTRAK record:

1.
2.
3.

Locate the record in LandTRAK.
Click the down arrow next to the Status field.

(System administrators and users with the Can Unlock a Locked Parcel privilege only) If the
record is locked by status, click Yes and then select a nonlocking status (as defined by the
System Administrator) from the drop-down list.

If the record is locked by a permit, project, or case activity, click No and continue to step 4.

Parcel is Locked x|

Do wou want ko un-lock this Status Figld

Yes Mo |

If the record is locked by a permit, project, or case activity, resolve the outstanding issue and
update the status of the PermitTRAK, ProjectTRAK, or CodeTRAK record.

Tips:

e Although it is possible for system administrators to override a lock that is set by a permit,
project, or case activity, it is not recommended. To ensure data integrity, a record locked by
an activity should be unlocked by resolving the outstanding issue (step 4).

e Only system administrators or users with the Can Unlock a Locked Parcel privilege can
unlock records that are listed as being locked by an unknown activity (locked manually
through LandTRAK).
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Contacts

Overview

The Contacts pane stores the contact information of individuals or companies associated with a record in
PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or AEC TRAK.

Adding a Contact

To add a contact to a PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or AEC TRAK record:
1. Open the Contacts screen.

2 Contacts (2)

®  ContaciMethod = Contact Type Name Addressi Address2 city Country State PhoneExt Zip Phone EMail
@ OWNER MUSEUM OF A 1040 MUSEUM BLVD  DAYTONABE L 32114 ) - Functions. 2
APPLICANT [ © Add Contacts
ENGINEER John Smith 300 INTERCHANGE B Lake Mary FL 32174 (386) 5552482 John.Smith@enginger.com L@ Duplicate Contacts
€ Clear Contacts

%, Edit Contacts
& Findin AEC TRAK
& Findin LandTRAK

Utiiities ¥

< >

2. Right-click in the Contacts table list and select Add Contacts. Or in the Functions menu click Add

Contacts.
] @ Add Contacts [ =
e Functions &
g Duplicate Contact:
on|
&4 Clear Contacts © Add Contacts
[ - :
% Edit Contacts _._d Duplicate Cotktts
. . &9 Clear Contacts
e Findin BEC TRAK - i
A 55 Edit Contacts
| £g> Findin LandTRAK - L
hg & R o & FindinAEC TRAK
| 0o AEC RAK @ Findin LandTRAK
I;j Send Text Message
i M it n B afhn a AR
[l Send E-Mail cA
Edit Text 3
B VY e Py

Select a contact type
Click OK.

AGENT (]
H | BUSINESS MAME H
COMPLAINANT
M |DEVELOPER N
GEOLOGIST
MOMTEST 1
OTHER u
RESIDENT

RESPOMSIBLE
SURVEYOR

TEMANT H
TITLE CO u
YLUBBADUBBADO

[TCRNCEL ] | OK |

Ay P - PO W i e
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5. Double-click the contact type.
6. Enter the contact information in one of the following ways:
e Use direct lookup to add a record from AEC TRAK.
e Use Find in AEC TRAK or Find in LandTRAK to add a record.
e Copy the information from another contact.
e Enter the information manually.

Tip: You can add a record in AEC TRAK directly from the Contacts panel if you are entering a new
contact.

Using Direct Lookup
Tip: This feature must be enabled by a system administrator.

Direct lookup allows you to add a contact from AEC TRAK to a record in PermitTRAK, ProjectTRAK,
CodeTRAK, LicenseTRAK, or AEC TRAK.

To use direct lookup:
1. Open the Contacts screen.

4 Contacts (1) Owner:JoeUser Contractor: <none> Applicant:<none> \
y 8 Contact Type Cell Name ContactMethod Address1 Address2 City Count State
OWMER () - Joe User 5801 20TH AVE City FL 53

e
APPLICANT ) -

CONTRACTOR () -

R e VU,
2. Click the Name field of the contact you are adding.
3. Type the first few letters of the contact name in the Name field, and press the Tab key.

4. Select the correct contact from the list of AEC records.

Tip: Using direct lookup establishes an association between the permit, project, or case record and
the AEC TRAK record.

Using Find in AEC or LandTRAK

Find in allows you to add an AEC TRAK record or an owner in LandTRAK as a contact in a PermitTRAK,
ProjectTRAK, CodeTRAK, LicenseTRAK, or AEC TRAK record.

To use Find in:
1. Open the Contacts screen.

2. Right-click in the Contacts table list and select Find in AEC TRAK or Find in LandTRAK. Or in
the Functions menu click Find in AEC TRAK or Find in LandTRAK.
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@ Add Contacts

Duplicate Contacts

RS SALIN RS

Clear Contacts

Edit Contacts

»

Functions

Find in AEC TRAK
% 0 Add Contacts

Lg Duplicate Contacts
€9 Clear Contacts
== Edit Contacts
@ Findin AEC TRAK
o

Find in LandTRﬁ(
Add to AEC TRAK

Send Text Message

Send E-Mail

£

Edit Text Find in LandTHAK{b

Lt pmmotintinn, i st
3. Locate the AEC TRAK record or LandTRAK owner using the Search screen.
4. Double-click a record in the results grid.

Tip: Using Lookup From establishes an association between the permit, project, or case record and
the AEC TRAK record.

Duplicating Contact Information

To copy information from one contact to one or more contacts in the same PermitTRAK, ProjectTRAK,
CodeTRAK, LicenseTRAK, or AEC TRAK record:

1. Open the Contacts screen.
2. Click any contact type.
3. Click Duplicate.

) Add Contact | g Duplicate || 4 Find in LandTRAK & Find in AEC TRAK 3 €00 | &5 Add To AEC o] Send Text

by

£
N\
~

Caontact Type ARCHITECT

AEC License # C:480711

Nerne [ |
Address1: ‘ 126 W SAN ANTONIO ‘
Address2: | |

city:  [sAM CLEMEWTE | State:[ca | zip [92672 ]

Fhone: ‘(949)498—4523 | E-Mail ‘ |

Other Infa |

Business License # 21501

| m—c—
Py —— e :7’ - ::::::7 o

4. Select the contact label to copy from.
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X

'? Duplicate Contact

LRI o RCHITECT

Copy To:
[ cimER: [] DESIGMER:
[ aPPLICANT [ vihP REFUIND
[ coMTRACTOR: [ COMTACT Cempty)
[ aRCHITECT [ RESPOMSIBLE

[ EMGINEER: (empty)
[ DEPUTY IMSP (empty)

| Cancel | | Ok |

5. Select the contact(s) to copy to.
6. Click OK.

Using Association Icons

Association Icons allow you to open linked or associated records in AEC TRAK and LandTRAK from the
Contacts screen in PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or AEC TRAK.

To use the Association Icons:
1. Open the Contacts screen.
2. Select a contact type.
3. Double-click one of the following options:

o Click the AEC TRAK icon ( 4 ) to open the associated AEC TRAK record.

« Click the LandTRAK icon (£ ) to open the associated LandTRAK record.

Clearing a Contact
Clearing a contact removes all of the information from the selected contact.
To clear a contact:

1. Open the Contacts pane.

2. Select the contact you are clear.

3. Right-click in the Contacts table list and select Clear Contacts. Or in the Functions menu click
Clear Contacts.
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»

Functions

0 &dd Contacts
Lg Duplicate Contacts

& Findin AEC TRAK
€ Findin LandTRAK,

R N NI Y

4. Click Yes to confirm the deletion.

Are you sure you want bo CLEAR, the name and address
infarmation for this ENGINEER

Add to AEC TRAK

Add to AEC TRAK provides the ability to add a new AEC TRAK record from the information entered into a
contact record.

To add a new AEC TRAK record from a contact record:
1. Open the Contacts pane.
2. Select the contact you want to add the AEC TRAK record from.

3. Right-click in the Contacts table list and select Add to AEC TRAK. Or in the Utilities menu click
Add to AEC TRAK.

0 Add Contacts
_gl| Duplicate Contacts

Clear Contacts

Edit Contacts
Find in AEC TRAK
Find in LandTRAK

Add to AEC TRAK

(@2 B> B €

Send Text Message

4. Select the method used to create the record number (automatic or manual).
1 Add Record =

@ Automatic

() Manual

[ cancel || 0K |

Tip: Automatic is used when you want TRAKIT to generate a record number. Manual is used when
you want to enter a registration number assigned by another agency (e.g., state contractor
registration number).

5. Click OK.
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Reviews

Overview
TRAKIT can track reviews associated with records in PermitTRAK, ProjectTRAK, and LicenseTRAK.

Adding Reviews
To add a review to a record in PermitTRAK, ProjectTRAK, or LicenseTRAK:

1. Open the Reviews screen.

{41 Plan Reviews (1)
o @ ReviewType Reviewer Sent Date Due Date Returned Date Status Remarks RecordID
PARKING =none= 02/22/2019 02/22/2019

2. Right-click in the Plan Reviews table list and select Add Reviews. Or in the Reviews menu click
Add Reviews.

e Add Reviews I

~ Reviews

@- Woid Review

T Edit Reviews © 2dd Heview;
L Add Notes @ void Review

ted

| %= Edit Reviews
"5} Add to Timeshest

s Add Notes
&= Print
Edit Text o B T iV
T Sl T L WX

3. Select one or more reviews on the right side of the screen.
o Reviewer—Select the staff member conducting the review from the drop-down list.
e Date Sent—Enter the date the review items are sent to the reviewer.
o Date Due—Enter the date the review items are due back.

o Review Status—Enter the status of the review.
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T AddReviews ==

Select Reviews:

! {ALLREVIEWTYPES
! Permit# B-0146 15T REVISION
] ZND REVISION
Fs 3RD REVISION
- INITIAL REVIEW

[C]BUILDING
[C]ENERGY
[CFIRE
[]PARKS & REC
Reviewer i i [CIPLANNING
Default Reviewer (if any) [=] [ save ] PUBLIC WORKS

[C] TRAFFIC ENGINEERING
Date Sent | 08/22/2011 < E [CJUTILITY ENGINEERING

[]WATER ENGINEERING
OUTSIDE AGENCIES

Date Due | 082212011 [2]=]

Date Returned =

Review Status | -

| oK | | Cancel |

Tip: The date fields default to the current date unless another date is entered or No Specified Date is
selected. Depending on your setup, the due date may be calculated automatically.

Tip: Select Save to retain (remember) the selected reviewer.
4. Click OK.

Editing Reviews

To edit reviews on a single record in PermitTRAK, ProjectTRAK, or LicenseTRAK:
1. Open the Reviews panel.
2. Enter the review details for each review you wish to edit.

3. Double-clicking on the Review Type will open the Card View for the selected review.
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T Review -Parking X

&) Add Reviews (@) Void Review | (3 ) | &) Add to Timesheet

L

! Permits  ADRV19-00009

Review Type: Parking

Reviewer: <none> =

Sent Date: 02/22/2019 =l

Due Date: 02/22/2019

v
<

Returned Date: NIA =
Status: ~
Remarks: =
| OK | | Cancel
4. Click the Notes icon to enter unique or standard notes.
Lo ReviewType b Reviewsr Sent Date DueDate  Returned Date
WATER DISTRICT 07m22009 08012009 NA
D PLANNING Jom Wllllamson 07Tm22009 08012009 A
&, Standard Notes B [nternet Links =
Permit®  BOS0T.003 Exizting Notes:
Applicant Name:
Useric Ju
Type:  Planning
‘—F Revewsr  Jim Williamson
Remarks:
Mew Motes:
Add
[ cance | oK

Editing Reviews in Review Center
To edit reviews for multiple records from a single screen:
1. Open the Review Center in WorkSpace.

2. By default, all reviews sent today for the logged in user are displayed.
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6.

% Review Center (1)
BN My Reviews » |Sert » Today v

TI2|%| Recordw Sile Address Type Saril Dus Raturmed Sratus 1 Safi

Fe+- [

Review results are recorded by selecting the returned date, status and recording any notes or
remarks from the appropriate drop-downs or screen.

Other reviews are displayed by changing the search parameters (Reviewer; sent, due, or
returned date; or the date range). After setting your parameters click the Refresh button ( @ ).

% Review Center (1)
800 o5 [ARviews || R [ Toies - ®

To retrieve reviews for specific reviewers, select Selected Staff from the first drop-down. Select
sent, due, or returned date from the second drop-down and set a date range from the third drop-
down. Click the Refresh button and select one or more names from the list of reviewers.

Sort order is changed by clicking any of the Review Center column headings.

Tip: Clicking the plus sign next to the review displays all reviews associated with the record.

Voiding and Deleting Reviews

Users can void reviews, not delete them. Only system administrators or users with the Can Delete
Reviews privilege can delete reviews.

To void/delete reviews:

1.
2.
3.

6.

Open the Reviews screen.
In the Plan Reviews table list select the review to be voided/deleted.

On the selected review, right-click and select Void Review. Or in the Reviews functions menu
click Void Review.

- @ Add Reviews =
6 Wioid Review

% Edit Reviews Reviews

bl

. Add Mates @ Add Reviews
-Z%‘t Add ta Timesheet

Q) oid Revi
= Print L) EditFleviet%

Edit Text » g AddMotes
R WP Ny A N AAS S AN
Click Yes.

To delete the voided review (requires a user privilege), click Delete Item.

.

Reviews £

@ Add Reviews

u

i B NS
e Mot R T an VeV

Click Yes to confirm the deletion.
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Plan Location

Plan Location manages and tracks the physical location of all plan items that are associated with a record
in PermitTRAK, ProjectTRAK, or CodeTRAK.

To use Plan Location:
1. On the menu bar click Plan Location to open the Plan Location screen.

B G || Plan Location |57 Tims

2. To assign a new location, select from the location list, click Add Location. An open location
number is automatically assigned to the record.

| “F Plan Location

Permit# BO06-0604

|| madLocation |

[ "&J

Select |

Location

| Number |

=
I—
I—

QUTSTANDIMNG
EDMS-DEMO
EDMS-B

3
fi
2

Release Location

Tip: The location list must be set up by a system administrator.

3. To manually assign a location, double-click the location field and then enter a new location.
Location names must be in the format Name #, where the name and number are separated by a
space (e.g., Tube 123).

4. To release a location that is no longer in use, select the location on the Plan Location screen
and click Release Location. Click Yes to confirm the release. TRAKIT holds locations until they
are released.
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Attachments

Overview

You can attach a file with any file format to a record in PermitTRAK, ProjectTRAK, CodeTRAK,
LicenseTRAK, AEC TRAK, LandTRAK, or CRM TRAK. Attachments are stored on the server and can be
accessed directly through the Attachments screen.

Attachments are viewed using the external applications associated viewer (e.g., PDF files are viewed
using Adobe Acrobat Reader).

Attachments is available on the main toolbar.

T TRAKIT - PermitTRAK

Record Link Tools Window Help
@Add Record » [ Attachments (1) ~ [ Print Qcs § search Goto ,—lbﬁ Recent ~ | @) € [ W] Invoidng | &
1. Attachments for Permit # B09-1046 @
€ Add [ Edt | Delete (7] Copy [Z)Email . Open

Preview:

Permit# B09-1046

50Unit Back1A - Copy.jpg

~| Date Created -~ Owner - Description - Type v| Image v| Filename -
v 06/08/2011 Joe User Garage ipg Ed

Attachments Count: 1

Close

Attaching Files
To attach a file to a TRAKIT record:
1. On the menu bar click Attachments to open the Attachments screen.
2. Click Add.
3. In Windows Explorer, navigate to the directory containing the document(s) you wish to attach.
4

Select the document(s) and click Open, or double-click the document name. Confirm the
attachment.
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] 1 Cenfirm Attachments
Confirm file selections and edit
W descriptions for attachments to:
PERMITNO:  B09-1046
selected | | Description
I~ W 50Unit Back1A- Copyjpal
5. Enter a description (the file name is the default description).
6. Click OK.

Tip: The date and the name of the individual who attached the document are recorded automatically.

Tip: Define the default location for attachments in Help > User Preferences > Configuration. Click the
folder (z=m)and select your default attachment location.

Editing Attachments

To edit an existing attachment:
1. On the toolbar click Attachments to open the Attachments screen.
2. Select the attachment.
3. Click Edit.

4. Edit the attachment.

5. Save the attachment.

6. Close the application.

7. Click UPLOAD AND EXIT. (This replaces the existing attachment with the modified attachment).

Tip: The description of the attachment can be changed by a System Administrator or any user that
can add an attachment.

Delete Attachments

To delete an attachment from a TRAKIT record:
1. On the toolbar click Attachments to open the Attachments screen.
2. Select the attachment.
3. Click Delete.

4. Click Yes to confirm the deletion.
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Add a Copy of an Attachment
To add a copy of an attachment:
1. On the toolbar click Attachments to open the Attachments screen.
2. Select the attachment.
3. Click Copy.
4. Select a destination location.
5. Click OK.

Add an Attachment to an Email

To automatically add the TRAKIT attachment as an attachment to an email:
1. On the toolbar click Attachments to open the Attachments screen.
2. Select the attachment.
3. Click E-Mail.

Open or View Attachments
You can view images and documents that are attached to a TRAKIT record.
To view images and documents:
1. On the toolbar click Attachments to open the Attachments screen
2. Select the attachment.
3. Click Open.
4

The image/document opens the default associated application to view the image/document.

Default Attachment Location
TRAKIT provides the ability to define a default location for attaching files.
To define a default attachment location:
1. Click Help from the menu.
Select User Preferences.
Select Configuration.
Click the folder ().
Navigate to the location you want to set as the default.
Click OK.

2 T
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Valuations

Overview

TRAKIT can calculate and track the job value for a record in PermitTRAK from the Valuations panel.

To open the Valuation Detail panel:

1.

Locate the PermitTRAK record.

2.  On the permit screen, click Valuation Details panel.

Adding Valuations

To add a valuation:

1.

Open the Valuation Details panel.

% Valuation Details JobValue: $231.274.00

=) Description QTY | Units | Unit$ Valuation Multiplier
Converted Jobvalue 11 231874 231874.00 0

Right-click in the Valuations Detail table list and select Add Valuation. Or in the Valuations
functions menu click Add Valuations.

bed

Functions

&) Add valuation © 2dd Valuationi:?
€9 Delete Yaluation €3 Delete Valuati

Edit Text 4

Ltsthion ot oo bt it e T T WV ey

Select one or more valuation items by which the job value is calculated. To expand a valuation
category, click the plus sign or double-click the category name.

‘? Yaluation Schedule for Permits El

\% Fermit#: B06-0604

Select Yaluations:

[JRESIDENTIAL ROOM ADDITION = $92.40/SF ~
[JRESIDENTIAL REMODEL/AL TERATION = $32.00/SF
INTERIOR PARTITION = $45.20/SF

[JPATIO COVERIOPEH CARPORT = $16.60/SF
[ISTAIRS = $19.50/SF

[7]WINDOWDOOR REPLACEMENT = $14.40/SF

[ ROOF/FLOOR ALT/REPAIR = $13.40/SF
DECK/BALCONY = $19.50/SF
= FIREPLACE (ftemized)
[IMASONRY = $4,325 DOMDMDEL
MECHANICAL PRE-FAB = 3,201
= AWHING/CANOPY (ftemized)
[ ALUMINUM = $19.30/5F
[JCANVAS = §5.20i5F
[] DEMOLITION OF BUILDING = $3.80/SF
[T EWVIIGHT - £24E DLEA

Cancel ‘l QK |

Click OK.

Proprietary.
May not be reproduced or distributed without written permission of CentralSquare Technologies.
Copyright 2019 CentralSquare Technologies. All rights reserved.
Page 74



¢, CENTRALSQUARE

TRAKIT.Net User TECHNOLDGIES

Deleting Valuations
To delete a valuation:
1. Open the Valuation Details panel.
2. In the grid, select the valuation category or the valuation item to be deleted.

3. Right-click and select Delete Valuations or in the Valuations function menu click Delete
Valuation.

4. Click Yes to confirm the deletion.
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Fees

Overview

You can assess fees, collect payments, print receipts, and perform other cashiering functions from the
Financial Information panel.

To open the Financial Information panel:
1. Locate the PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or AEC TRAK record.

2. From the application main screen, click Financial Information.

Assessing Fees
To assess fees in PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or AEC TRAK:
1. Open the Financial Information panel.

2. Right-click in the Financial Information panel and select Add Fee. Or in the Financial
Information functions menu click Add Fee.

3. Select one or more fees to assess. To expand a fee category, click the plus sign or double-click
the category name.

'T Fee Schedule

Fermit# B06-0604

[]BLDG PC FEE = [BUILDING]*.65 A

[IRepetitive BLDG PC Fee = [BUILDING]*.195

[V]ENERGY REGULATIONS PC FEE = [BUILDING]*.10

|:| Repetitive Energy PC Fee = [BUILDING]*.10*.30

|:| Building Permit Fee = [BUILDING]

Investigation Fee - Without Permit = [BUILDING]

|:| Building Penalty Fee = [BUILDING]

DHDDITIOML PC FEE (hourly) <enter amount>

[]Temp GasRelease =15

[] Temp Elec Release = 15

[]FEE OF REISSUANCE OF PLANS/CARD/PERMIT = 15
=+ ELECTRICAL FEES = [ITEMIZE]

[JELEC SUPPLEMEMTAL FERMIT = B.50

Tl b s S L a IR T AR AR I ke P e

< 4

| Cancel | | Cl |
4. Click OK.

Tip: In LicenseTRAK, you can assess a prorated fee (less than 100 percent) or a penalty fee
(more than 100 percent). Select the fee(s) to assess, and then select a percentage from the
Pro-Rate/Penalty % drop-down list.
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Deleting Fees

To delete a fee:
1. Open the Financial Information panel.
2. In the Financial Information grid, select the fee or subfee to be deleted.

# Financial Information:  Charged: $209.81 Paid: $109.81 Due: $100.00 DepositsAvail: $0.00
e Pd Description Comments ary Amount Date P
. BLDGPCFEE 100.00 MA&
] e § BUILDING PERMIT FEE COMMDEY 97.25 2/22/20
v O e [ PLANNING PCFEES COMMDEY 10,00 2/22/20
W O e [, DOCUMENT IMAGING COMMDEY 28E 2/22/20

Right-click and select Delete Item or in the Financial Information functions menu select Delete
Item.

4. Click Yes to confirm the deletion.

Tip: If a fee has already been paid, you must unpay it before it can be deleted.

Deleting a Subfee

To delete a subfee:
1. Open the Financial Information panel.
2. In the Financial Information grid, select the subfee item to be deleted.

Charged: $496.241.75 Paid: $0.00 Due: $496.241.75 Deposits Avail: $0.00

-2 Financial Information:
w Pd Description Comments Qry Amount Date Paid Receipt#
v 5 BUILDING FEES 496241.75 NIA
W Pd Description Comments ary Amount Date Paid Receipt #
496241.75 N/A

_: ) BUILDING PERMIT FEE
Right-click and select Delete Item or in the Financial Information functions menu select Delete
Item.

4. Click Yes to confirm the deletion.
Tip: If a fee has already been paid, you must un-pay it before it can be deleted.

Applying a Credit
To apply a credit toward a fee that has been assessed on a PermitTRAK, ProjectTRAK, CodeTRAK,
LicenseTRAK, or AEC TRAK record:

1. Open the Financial Information panel.
Right-click and select Apply Credit or in the Financial Information Payment Options menu
select Apply Credit.
3. Select the fee category to which you are applying a credit.

2.
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'f Apply a Fee Credit

X

Select a Fee Category to be Credited

BLDG PC FEE

DOCLUMENT IMAGING
BUILDING PEMALTY FE

Selected Fee Category |DOCUMENT IMAGING
Current Fee Amourt $2.56
Amount of Credit to Apply I:I

Description of Credit | |
{max 12 char)

| Cancel || Apply |

NSRRI NPV e SV U

Enter the credit amount.

Enter a description of the credit (maximum length of 12 characters).

Click Apply. The credit is added as a subfee item and appears in red.

Overriding a fee

To override a fee amount:

1.
2.

Open the Financial Information panel.

In the Financial Information grid, select the fee category or fee item.

FinancialInformation:  Charged: $209.81 Paid: $107.25 Due: $102.56 DepositzAvail: $0.00
W Pd Description Comments ary Amount Date Paii ™
u ., ELDGPCFEE S DU
O e [ BUILDING FERMIT FEE COMMDEY 97.25 2/22/2008
B O ™ ‘i, PLAMMING PCFEES COMMDEW 10,00 2/22/2006
Lt Pd Description Comments anry Amount Date Pai
AN AR SN SN B IANAAIN SIS lN G SN I PIINIINN s PN sl b

Click the Amount column of the fee item you wish to override.

Comments ary Amount Date Paid
COMMDEY 286 MAA

Comments ary Amount Date Paid
COMMDEW

Enter the new desired fee amount in the Amount column.

Click Yes to confirm the fee override.
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This item has been calculated using the Formula:
QTV*,32

Are wou sure you wank

to OWERRIDE the calculated amount?

Note: The ability to override a fee is controlled by user privilege.

Paying Fees

To pay a fee:

1. Open the Financial Information panel.

2. Inthe Financial Information grid, select the fee(s) you wish to pay, or

¥ Valuations Details

JobV¥alue:  $0.00

# Financial Information:

Charged: $309.81 Paid: $107.25

Due: $202.56 DepositsAvail: $0.00

& Pd
| °
w Pd

W Pd

Pd

Description
Q. PLMG PCFEE MINOR

Description
-j;,v DOCUMEMT IMAGING

Description
) REGULAR SHEETS [UPTO 25X 14

Description

Comments Qry Amount Date Pail ™
COMMDEY 10,00 272242008
Comments ary Amount Date Pai
COMMDEY 256 N/4
Comments ary Amount Date Pai
COMMDEY a 256 N4
Comments ary Amount Date Pai

Right-click and select Pay Selected Items or in the Financial Information Payment Options
menu select Pay Selected Items.

Payment Options

& UnPap
& Apply Credit
W Caszh Register

N

$ PavSelected Ite$
& lzsue Refund

Properties
0 Add Fee
O Add Deposit
&J Delete Ttem

kel

14y Fee History

Views Receipks

b Pay Selected Items

4y Issue Refund
e Un-Pay
o Apply Credit

| Cash Register

Edit Text 3

EE VPSPPI S

3. Complete the payment information in the lower half of the screen:

a. Enter the name of the person who is paying the fee (Paid By). You can select a record
contact name from the drop-down list or type in another name.

b. Optional Enter the amount of payment if it is less than the total amount selected.

c. Change the date of payment, if needed. Default is the current date.
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d. Select the pay method from the drop-down list. If you select Check, then a check number is
required in the next step. If you select Credit Card, then a credit card authorization number is
recommended in the next step.

e. Enter the check or credit card authorization number, if applicable.

T Payments *

Project #: ADRV19-00006
Total Due:  $500.00
DepositAvailable:  $0.00

Selected Descnption FeeAssessedDate Type Account Amount
ZONING BOAR. 0272172019 $ Eoi
< »
Fee Selected: $500.00
Paid By: | v
Credits Selected:
Total Payment: $500.00
Date: | pararo1e =~ Receipt#: Auto
| Pay || Cancel |

4. Click Pay. The E’ symbol appears in the Paid column and a receipt number may appear in the
Receipt # column of the upper grid, depending on your setup.

Paying Fees Using a Trust Account

Trust accounts are deposited funds that are held by the agency on behalf of anyone doing business with
the agency (e.g., a contractor). The contractor can draw on these funds to pay fees assessed on activities
in PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, and AEC TRAK.

1. Ensure that the individual or contractor record from AEC TRAK is associated.
2. Select the individual or contractor AEC TRAK record from the Paid By list.

Note: If you do not see the individual or contractor in the Paid By list, then the record is not
correctly linked in the Contacts pane.

3. Select Trust Account as the method of payment. An AEC TRAK record with an attached trust
account will display the trust account number link. Click on this link to display the trust account’s
current balance. If the paid by name does not have an attached trust account, a warning notice is
displayed.

4. Change the date of payment, if needed. Default is the current date.

5. Click Pay. The E' symbol appears in the Paid column and a receipt number may appear in the
Receipt # column of the upper grid, depending on your setup.
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Paying Subfees

To pay a subfee:

1. Open the Fee Payment Details screen.

2. In the Financial Information grid, select the subfees you wish to pay.

Paid: $107.25 Due: $202.56 DepositsAvail:30.00

¥ Valuations Details Job¥alue: $0.00
# Financial Information:  Charged: $309.81
b Pd Description Comments
O * c. PLMG PC FEE MIMOR COMMDEY
W Pd Description Comments
=] b DOCUMENT IMAGING COMMDEY
k w | Pd Description Comments
C. REGULAR SHEETS [UP TO 8.5%14 COMMDEY
e | Pd Description Comments
L.

Date Pai( ™

il

3. Right-click and select Pay Selected Items or in the Financial Information Payment Options
menu select Pay Selected Items.

Payment Options *

b PavSelected Ite?

& lssue Refund
& UnPap

& Apply Credit

W Cash Register

B L i

4. Click the plus sign to display the subfee you wish to pay.

Properties

9 Add Fee

O Add Deposit
J Delete Item
1) FeeHistory

Wiew Receipks

b Pay Selected Ttems
& Issue Refund
G Un-Pay
o Apply Credit
4 CashRegister
Edit Text 3

RS NONIYNI SR

Select the subfees you wish to pay.
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T Payments *

Project #: ADRV19-00006
Total Due:  $500.00
DepositAvailable:  $0.00

Selected Descnplion FeeAssessedDale Type Account # Amount

=] ZONING BOAR.. 027212019 $ ED0.00

Description Type ProfferlD Account & Amount

O, 100.820.8200.44 . 500.00

< >
Fee Selected: $500.00

Paid By: | v
Credits Selected:
Total Payment: $500.00
Date: | pararo1e =~ Receipt#: Auto

| Fay || Cancel

6. Complete the payment information in the lower half of the screen:

a. Enter the name of the person who is paying the fee (Paid By). You can select a record
contact name from the drop-down list or type in a name.

b. (Optional) Enter the amount of payment if it is less than the total amount selected.
Enter the payment date.

Select the payment method from the drop-down list. If you select Check, then a check
number is required. If you select Credit Card, then a credit card authorization number is
recommended. To pay by trust account, see “Managing Trust Accounts.”

e. Enter the check or credit card authorization number, if applicable.

7. Click Pay. The E’ symbol appears in the Paid column and a receipt number may appear in the
Receipt # column of the upper grid, depending on your setup.

Cash Register

Cash Register allows you to directly access unpaid fees.
To use Cash Register:
1. Open WorkSpace.

2. Click Cash Register on the menu bar.

T TRAKIT - WorkSpace
Becord Tools Window Help

&) Add Record -~ @ GIS (5 Timesheet 5= Intemet Links = &7 Imaging Links +f 4 Cash Register

3. Enter the record number, address, contact name, or reference number of the record you wish to
pay.
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1.

12.

T Cash Register *

E View Receipts

Search Record: | Record # ~ | | Contaings w

[adrvis- | Search

| Load Etrakit Shopping Cart |

| 1 I Record # Address Unpaid Total
=8 |:| £2 ADRV19-00006 T216 288TH AVE 500.00
Type Description FeeAssessedDate Account #
O b ZOMING BOARD OF AL, 02/21/2019
| 1 I Record # Address Unpaid Total
(=} O £z ADRV19-00008 500.00
Type Description FeeAssessedDate Account #
O b ZOMING BOARD OF AL, 02/21/2019
< >
Paid By: | V| Total Due: $1,000.00
Credits Selected:
Date: | 03M18/2019 &~ Receipt#: Auto
Total Payment: $0.00
| Cancel | | Pay |

A list of records that match your search criteria appears.

If only one record matches your search criteria, it is loaded automatically to the Cash Register. If
multiple records match your search criteria, a selection list appears.

Complete the payment information in the lower half of the screen:

Enter the name of the person who is paying the fee (Paid By). You can select a record contact
name from the drop-down list or type in another name.

(Optional) Enter the payment amount if it is less than the total amount selected.

Enter the payment date.

. Select the payment method from the drop-down list. If you select Check, then a check number is

required. If you select Credit Card, then a credit card authorization number is recommended. To
pay by trust account, see “Managing Trust Accounts.”

Enter the check or credit card authorization number, if applicable.

Click Pay. The E. symbol appears in the Paid column and a receipt number may appear in the
Receipt # column of the upper grid, depending on your setup.

To search payments by check number:

1.

Click View Receipts on the Cash Register window.
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Set a time frame to search.

Select Check #.
Enter the check number.
1 Cash Register =i |
[B View Receipts '
(T View Receipts =)
8 print | [Check# i [This Montn ‘ | From To: ®
| View detalls of associaled fees pald by each receipt
i Receipt # Date Amount Paid By Method Cashier
ﬂ BLDOTS0 03-21-2011 390.00 ROBERTSON... CHECK  Joe User
Go to a selected Check
=
Enter Check Number: 1
[ Concel |
= @
7
Total Amount: $390.00
Ba e otc )
Date: Recelpt#: |Auto Credits Selected
Total Payment: §0.00 5
I Cancel I ]

Paying Fees from AEC TRAK
To pay fees on permit, project, and code records that are associated with an AEC record:
1. Open AEC TRAK

Right-click and select Pay Related or in the Company Information panel Functions menu

select Pay Related to display all outstanding fees on related records.

Add Record
Duplicate Record
Delete Record
Link to...

Add Flag

Add Notes

Trust Account

»

Functions

€ AddRecord

g Duplicate Record
U Delete Record
«u Add Motes

® AddFlag

H Trust Account

-

Pay Related

&~ Pay Related

N

2
(¥}
¥

—®
|

3.

Process the payment as described in “Paying Fees.”

Tip: To pay additional records from this screen, follow the instructions for adding a record to the Cash

Register
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Un-Paying Fees

Un-Pay allows you to correct a data entry mistake during the fee collection process. If you wish to return
fees that have already been collected and processed, follow the procedure to issue a refund.

To use Un-Pay:

1. On the Financial Information screen, select the fee or fees you wish to un-pay.

o Pd Description Comments any Amount Date Paid
e § ELECTRICAL ISSUANCE FEE 23.50 71472009
$ BUILDING FEES 0.00 WA
$ SIDEWALK SURVEY FEE 300.00 N

2. Right-click and select Un-pay or in the Financial Information Payment Options menu select
Un-pay.

Properties Functions M
Add Fee

Payment Options 2
Add Deposit v = &

NN +)

Delete Itemn

View Receipts

& Issue Refund
& Un-Pay

| Pay Selected Items : )
? d & Apply Credit
&y| IssueRefund N

j Cash Register
|‘“ Un-Pay I\J

3. Click Yes to confirm the un-pay.

TrakitClient 3

Do you want to un-pay the selected fees?

ELECTRICAL IS5UAMNCE FEE

[ ves [ ne

Collecting Deposits

Tip: This feature must be set up by a system administrator.
To collect deposits on a TRAKIT record:

1. Open the Financial Information panel.

2. Right-click and select Add Deposit or in the Financial Information Functions menu select Add

Deposit.
Froperties Functions Py
€ AddFee
dd Fee
() Add Deposit ) Deposit
Epos
&y De n

3. Select one or more deposits to collect.
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T Deposit Schedule

©

Project Deposit <enter amount>
RETAIL DEFOQ SIT = 5000

Project# PWOS07-001

Cancel

4. Click OK.

5. Enter the amount of the deposit(s), if required. Depending on your setup, deposit amounts may
be calculated automatically.

6. Right-click and select Pay Selected Items or in the Financial Information Payment Options
menu select Pay Selected Items.

Properties
0 Add Fee
O Add Deposit
&4 Delete Ttem

1y Fee History

Views Receipts

ko

b Pay Selected Itams Payment Optiong

4y Issue Refund $ PaySelected Ite%f

& Un-Pay & Issue Refund
£ . v, Un-Fay
& | Apply Credit b ]

Y. Apply Credit

1 Cash Register ': ot Foiet
Wi Cash Register

Edit Text 3

N . I VW

Process the deposit payment as you would for a fee.

8. Depending on your setup, you may be prompted to pay fees with the deposit. Click Yes to pay
outstanding fees with the deposit or click No to process payments by another means.

Tip: If your system is set up as in step 8, once a deposit has been collected for a record, TRAKIT
prompts you to pay fees with the deposit whenever new fees are assessed.
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Issuing a Refund
To issue a refund of fees or deposits that have been collected and processed:
1. Open the Financial Information panel.

2. Right-click and select Issue Refund or in the Financial Information Payment Options menu
select Issue Refund.

Properties Functions ¥

€ AddFee
E, )

()| Add Deposit Foment Oet 2
@ Delete Item cted ltems

View Receipts bl

f 1;‘ Un-Pay
o - _ _ Apply Credit
|‘i’J Issue Refund l\| @ Cash Register
& Un-Pay

Tip: Ensure that an account number is assigned to the fee you wish to refund. Depending on your

setup, account numbers may be assigned automatically or added on the Fee Information panel
Account # column.

3. Enter the amount of the refund in the Refund Amount column.

4. Enter a description of the refund in the Description field.

1 Issue Refund

Project#  PW0S07-001
Total Paid: $5,000.00

Account Number Amount Avai. Refund Amount
110-34525-0000 $530.00 100.00
123-456-789-15 $4,470.00 0.00
Refund To: Gallick Jr,LJ&LM - Total Refund: $100.00
Refund Method: CHECK - Check# 12345
Date: | a7i32000 +i-] Receipt#: [auto

Description:  gverpayment

=

5. Click Refund. The refund is added as a fee transaction and appears in red.

-~ Pd Description Comments ary Amount Date Paid
..... R CONTIGNAL USE BERRIT ER IV VI Lo
v . O RETAIL DEPOSIT 1 5000.00
o ) OVERPAYMENT 100,04
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Printing a Receipt
To print a receipt for a fee transaction:
1. Open the Financial Information panel.

2. Click View Receipts.

>

Functions

g @ Add Fee

€ AddFee
() Add Deposit
¥ Delete Item

View Receipts r

3. Select the receipt you want to print.

'i_' View Receipts *

"N

Permit# SANT19-00026

\iew details of associated fees paid by each receipt:

| Receipt # Date Amount Paid By Method
=4 [] 006391 03-07-2019 515.00 ANGEL S CREDIT
Description Account Amount Quantity
TESTFEE 500.00
CREDIT CARD... 100-170-1720-1... 15.00
Total Collected: $515.00
| Print | | OK |
4. Click OK.

Tip: Clicking the plus sign next the receipt number will display all fees that were paid on that receipt.

Changing the Fee Collection Settings for a Record

The fee collection settings determine how a fees are processed and tracked on a given record in
PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or AEC TRAK.

To change the fee collection settings for a record:
1. Locate the record in PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or AEC TRAK.

2. From the Record menu, select the Properties submenu.

3. Click Fee Collection.
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T TRAKIT - ProjectTRAK

Record | Link Teols

Window  Help

&) AddRecord
_¢ Duplicate Record

v Brint @GS | § search (

Project #: PW0907-001

| Properties L4 | Default Inspector
Print Screen F5 % Fee Collection

B Print % Chronology
Switch User F3 % Inspectons
Exit TRAKIT.NET F6 % Contacts ™

4. Select one of the fee collection methods for the record:

Select Full Fee Collection (default) for records on which all fees must be paid. If deposits
are enabled, fees that are added after deposits have been expended are processed as

receivables.

Select Deposit Collection Only (Unpaid Fees Informational) for records on which fees are
charged against a deposit and the total fees collected cannot exceed the deposit amount.
Once deposits have been exhausted, additional fees are informational.

Select No Fee Collection (All Fees Informational) for records on which no payments are
taken nor deposits made, but the dollar amount of the project is tracked (for example, exempt
permits issued to the jurisdiction to build a fire station).

Fee Collection Methods

Choose One

Full Fee Collection

Deposit Collection Only (Unpaid Fees Informational)
No Fee Collection (All Fees Informational)
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Bonds

Overview

The Bond Information Panel provides the capability to add, edit, reduce, release, and delete bond
information and is available in PermitTRAK and ProjectTRAK.

| % Bond Infoimation:  Charged: $20.000.00 Active: $10,000.00 Des: $0.00

) ] Deseription Account # Amount Status Application Date Paid Receipt # CwnerMame %
CASH BOND 1060000 ORIGINAL 022120 1 BLO0TE
C5H BOND 000,00 REDUCEDTO 03 £} BLOOTS

CASH BOHD 1000:00 RELEASED 0321720 azeom BLDO7SY
CASHBOND 10000.00 | GRIGIHAL 032011 Az BLDOTS2

| ¥ Charged: 520,000  Active: 310, | Due: $0. I

To open the Bond Information panel:
1. Locate the PermitTRAK or ProjectTRAK record.

2. From the application main screen, click Bond Information.

Adding Bonds
To add a bond:
1. Open the Bond panel.

2. Right-click in the Bond Information panel and select Add Bond. Or in the Bond Information
functions menu click Add Bond.

3. Select one or more bonds.
4. Click OK.
To add the detail information about the bond:

1. Right-click in the Bond Information panel and select Edit Bond. Or in the Bond Information
functions menu click Edit Bond.

2. (Optional) Enter the bond amount in Amount.
3. (Optional) Enter remarks in Remarks.
4. (Optional) Enter contact information.

To add notes to a bond:

1. Right-click in the Bond Information panel and select Add Notes. Or in the Bond Information
functions menu click Add Notes.

2. Add notes in New Notes.
3. Click Add.
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Deleting Bonds
To delete a bond:

1. Right-click in the Bond Information panel and select Delete Bond. Or in the Bond Information
functions menu click Delete Bond.

2. Click Yes to confirm deletion.

Paying Bonds
To pay bonds:

1. Right-click in the Bond Information panel and select Pay Selected Bond. Or in the Payment
Options menu click Pay Selected Bond.

Select or enter the paid-by name.

Select the payment method.

(Optional) Enter a check number, if required.
(Optional) Enter an expiration date, if required.
Click Pay.

(Optional) Print a receipt.

N o o bk wDd

Tip: Clicking on Due will open the Unpaid Bonds window.
To view or print receipts for previously paid bonds:

1. Click View Bond Receipts.

2. Click the plus sign to expand a specific item.

3. Select the check box and click Print to reprint a receipt.

Tip: Clicking on Active will open the View Bond Receipts window.
To unpay a bond:

1. Select the bond to unpay.

2. Right-click in the Bond Information panel and select Un-Pay Bond. Or in the Payment Options
menu click Un-Pay Bond.

Reducing and Releasing Bonds
To reduce a bond:
1. Select the bond to reduce.

2. Right-click in the Bond Information panel and select Reduce Bond. Or in the Bond
Information functions menu click Reduce Bond.

Click Yes to confirm you have selected the correct bond.
Enter the reduced bond amount.

To copy the payment information from the original bond, click Yes. To enter new payment
information click No.
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To release a bond:
1. Select a bond.

2. Right-click in the Bond Information panel and select Release Bond. Or in the Bond
Information functions menu click Release Bond.

3. Click Yes to confirm the release.
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Documents

Overview

You can generate documents, such as inspection cards, notification letters, and certificates of occupancy,
directly from the Print screen of a record in PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or
AEC TRAK. You can also create your own merge documents to use with TRAKIT. All documents can be
printed, sent to contacts via email, displayed on your screen, and attached to a record.

Print Screen

To open the Print screen for a record:
1. Locate the PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or AEC TRAK record.
2. Click the Print button (- @t ) on the toolbar or press Alt+p.

To open other Print screens:
e Open the Inspections panel, and click Print Inspections from the Utilities sidebar menu.
¢ Open the Review panel, and click Print Review from the Utilities sidebar menu.
e Open your WorkSpace, and click the Print button.

e Open the Multiple Violations panel, and click Print from the Functions sidebar menu.

Printing Documents
To print a document for a TRAKIT record:
1. Open the Print screen.

2. Select one or more documents. To create a document that is not on the list, select User Defined
Format (see “Creating a Merge Document”).

3. Select the print destination.
e To print the document without previewing it, select Default Printer 1 or Default Printer 2.

e To preview the document, select Display Window. You will be able to print, save, or modify
the document in the application that created it (e.g., Microsoft Word).

¢« To send the document via email as an attachment, select E-Mail. You will be able to add
comments and recipients before sending the email.

e To export (save) the document to a file, select File. You will need to specify the file name and
an export location.

4. (Optional) If you selected Default Printer 1 or 2 or File in step 3, select Attach copy to record to
automatically add the document to the Attachments screen of the record. You will be able to enter
a description for the attachment.

5. (Optional) If you selected E-Mail in step 3, you need to select which contacts to add. Use the Ctrl
key to select more than one contact and click the CONTINUE button.
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'i Print Queue ==

o Defautt Printers ¥ Documert Keywords

Print WWhat

[=)- B0&12-002 0 NORTH RD
|| PERMIT DETAILS
|| PERMIT TREE REPORT
|1 BUILDING PERMIT
[T INSPECTION CARD

Cloge ‘ | Print

6. Click Print.

Creating a Merge Document

You can create your own merge document to insert data from a TRAKIT record into a Microsoft Word
document template.

To create a merge document:

1. Create the main document in Microsoft Word. For example, if you are creating a new natification
letter to property owners in TRAKIT, add the logos, formatting, and text that are the same for
every owner.

2. Add keywords to the document where you want to insert unique record information from TRAKIT:

e Open the Print screen and click Document Keywords to view a list of keywords for that
TRAKIT application. You can click Print to print the list for easy reference.
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1h Print

PrintWhat

El- SANT18-00026

- [] SANITARY PERMIT

X
"4 Default Printers ? Document Keywords
Print Ta: | v| Mare Printers
~[] SANITARY PERMIT CARD
""" |:| USER DEFINED FORMAT
T Permit Document Keyword List
| Document Data Tables and Keywords
Data Table Data Field Your Keyword
» R 0 0 ~ | CONDITION_NOTES ~ |COND DESC
PERMM_CONDITIONSZ ~ | CONDITION_TYPE ~ | COND TYPE
PERMIMT_CONDITIONSZ ~ | DATE_SATISFIED - | COND DATE
PERMT_MAIN ~ | APPLIED ~ | APPLIED
PERMIT_MAIN - | ISSUED - | ISSUED DATE
PERMT_MAIN ~ | PERMIT_NO ~ | PERMIT NO
PERMIT_MAIN - | SME_APN - | SMEAPN
PERKMT_MAIN ~ | SIME_BLOCK ~ BLOCK
PERMT_MAIN - | SME_CMY - | STE CTY
PERMIT_MAIN ~ | SITE_DESCRIFTION ~ | SITE DESCRIPTION

a. Inyour document, enclose keywords in square brackets (e.g., [PERMIT NOJ).

Date: [TODAY]
To: [OWNEE NAME]

[EXPIRATION DATE].

located at:

Building Official

Notice of Permit Expiration

EE: [SITE ADDERESS]. [SITE CITY]. [SITE STATE] [SITE ZIP]
Please be advised that the Pennit Number #[PERMIT NO ], issued on
[ISSUED DATE] for parcel number #[SITE APN], will expire on

In order to renew your permit, please come to the Building Department

16980 Via Tazon, Suite 320

b. Ensure that keywords are spelled exactly as they appear in the Your Keyword column.

c. Insert nonbreaking spaces before and after your keywords as necessary to ensure that the

spaces are maintained during the merge. To insert a nonbreaking space, press

Ctrl+Shift+Spacebar.
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d. If you are printing your document from the inspections screen and want to merge data for the
highlighted inspection only, insert a period and an exclamation point after the keywords from

the inspections table (e.g., [INSPECTION TYPE.!]).

Inspection Correction Notice

A/An [INSPECTION TYPE. '] mspection was conducted on
[COMPLETED DATE.!] at the following addregs:

[SITE ADDRESS]
[SITE CITY]. [SITE STATE] [SITE ZIP]

The details of the mgpection include:
Result: [RESULT.!]
Notes: [[NSPECTION NOTES.!]

If you have questions, pleage call me at (222) 555-1212.

Sincerely
Mary Inspector

Tip: Step 2e can be used to create Inspection Correction notices, which are often generated for only

one inspection on a record with multiple inspections.

3. Save the document and give a copy to your system administrator for inclusion in the Documents
folder of the TRAKIT application server. After the system administrator has completed this task,

N o o b

continue to Step 4.
Open the Print screen.
Select User Defined Format.

Select your document from the list.

Set up your document options, as desired (see “Creating Documents”).
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T et ' ' X

1 Default Printers ¥ Document Keywords

a-! File Loader *

é\--Documents ~
- Add Document.dat
- AEC_Details.dat
B - AEC_History.dat
- Case_Details.dat
= CVSA11-0012 - Case_History.dat

[]ORDIN - ED_COO.dat

M userR - License_Details.dat
- License_History.dat
- LinkedCases dat
- Multiple_Violations.dat
- Multiple_Vio_Selectdat
- ParcelTree.dat
- PermitTree. dat
- Permit_Details.dat
- Permit_Details_Image.dat
- Permit_History.dat
- Permit_Invoice. dat
- Permit_Muli_Conditions.dat
- ProjectTree.dat
— - Project_Details.dat I
- Project_History.dat
- Project_Multi_Conditions.dat
- GFO) |

Print What

8. Click OK.

Tip: Once you have tested your document, ask a system administrator to add it to the Print screen.

Printing Documents for Multiple Records with the Print Queue
You can create documents for multiple records from the same screen using the print queue feature.
To use the print queue:

1. Locate a record for which you wish to create documents.

2. Open the Print screen.

3. Select the documents you wish to create for each record.

4. Create the documents as you would for a single record.

Tip:

e The print queue must be enabled by a system administrator.

e Records remain in the print queue until documents are created or until the record is removed
from the queue.
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Inspections

Overview

The Inspections screen manages inspection information associated with a record in PermitTRAK,
ProjectTRAK, CodeTRAK, or LicenseTRAK.

To open the Inspections panel:
1. Locate the PermitTRAK, ProjectTRAK, CodeTRAK, or LicenseTRAK record.

2. From the application main screen, click the Inspections panel.

Scheduling Inspections
To schedule inspections on a single record in PermitTRAK, ProjectTRAK, CodeTRAK, or LicenseTRAK:

1. Open the Inspections panel.

_zklnspecliuns[ﬁl
& e ﬁ Inspection Type Inspector Scheduled Date Time Completed Date Time Result Duratioy

MASOMEY WWALL FOOTIN - Rich Faringlla 02232006 02232008 MOT READY 1]
MASOMNRY WALL/PRE-G Will varbrough 03162006 - 03162008 CORRECTIONS 1]
MASOMNRY WALL FOOTIN | Wil Yarbrough 03 7i2006 031752008 PARTIAL APPROVAL 1]
MASOMNRY WALL/PRE-G Will Yarbrouah 03i2142006 - 03i2142008 PARTIAL APPROVAL 1]
BUILDIMG FIMAL™ Will varbrough 032802006 - 032802008 PARTIAL APPROVAL 1]
BUILDIMG FIMNAL Will Yarbrouah 04062006 04062008 FIMAL 1]

2. Right-click in the Inspections table list and select Add Inspections. Or in the Inspections
functions menu click Add Inspections.

5 Edit Inspections
0 Add Inspections
a oid Inspection
o Add Notes
Functions S T Batch Scheduling
— . Calendar Schedulin
€ ~dd Inspection kil g
- . . g i i
@ Yoid Inspectio I ©-1 Add to Timesheet
= EditInspections || = Frint Inspections
o AddNotes @ FRecord Message
e Record Message o
e | Edit Text 3

3. Complete the inspections information.
a. Select Inspection—select one or more inspections to schedule.

b. Select Inspector—select the inspector conducting the inspection from the drop-down list, or
select Default Inspector (if any).

c. Scheduled Date—enter the scheduled date of the inspection or select one of the following
predefined date settings:

e Next Day—sets the scheduled date to the next calendar day.

e Today—sets the scheduled date to the current date.
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o Specified Date—maintains the date the user manually enters.

¢ Next Available—sets the scheduled date to the next day an inspection can be scheduled.
Note: Inspection Capping must be enabled to use this setting.

¢ No Specified Date—No date is entered.
d. Scheduled Time—enter the scheduled time of the inspection, if applicable.

Tip: Select Save to maintain all settings.

1. Add Inspections

Permit# B-0100

L.

() Specified Date
() Next Available (Insp Cap)
) Mo Specified Date

Select Inspections:

POOL

ROOFING

SOLAR

STRUCTURAL
[C]R-SETBACK/FOUND/FOOT
[T]R-STEEL ONLY
[CIR-SLAB
[[]R-CONCRT BLOCK/BRICK
[C]R-UNDERFLOOR FRAMING
[CIR-SHEAR NAILING

- E-EH-E

Inspector; Default Inspector (if any) E [] save [CIR-MASONRY FIREPLACE
_ - [CIR-TRUSS
Scheduled Date: 061‘191‘2011 = |Z| IZ| [ R-FRAMING
@ Next Day (Default) [[IR-SHEETROCK
© Today [7] R-LATH (STUCCO WIRE)

[CIR-SCRATCH COAT
[CIR-SECOND COAT
[CIR-DECK CONSTRUCTION
[CR-STRUCTURAL FINAL
[CIR-T-BAR CEILING
[C]R-STORM DAMAGE
[C|R-FIRE DAMAGE
[CIR-EARTHQUAKE DAMAGE
[FIR-STRUCTURAL OTHER

m

I OK | | Cancel

4. Click OK.

Using the Calendar to Schedule Inspections

To use the calendar function to schedule inspections:

1. Open the Inspections panel.
# Inspectons (2)
| e ﬁ Inspection Type Inspector Scheduled Date Time
Set Backs Jim Williamson 071472009
Footings & Forms Jim Williamson 0714/2009

In the Inspections grid, select the inspection you wish to schedule.

Ensure that an inspector is assigned to the inspection and a scheduled date has been selected.

To display the inspector's schedule, right-click in the Inspections grid and select Calendar

Scheduling. Or, in the Inspections utilities menu, click Calendar Scheduling.
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5 Edit Inspections
6 Add Inspections
6 Woid Inspection

L Add MNaotes

"~ Batch Scheduling

il

EE Calendar Scheduling g
Utilities & H 2 &(

&1 Add to Timesheet

B3 Batch Scheduling [| = Print Inspections

O Record Message

1>

) 4dd to Timeshest

& Frint Inspections —_— |
Edit Text »

Y h i e WY e

5. The inspection(s) are listed at the beginning of the workday if they are not scheduled for a
specific time (e.g., 8:00 a.m.).

6. An inspection item can be dragged and dropped to another date or another authorized inspector's
calendar.

] Jim Williamson
14 Tuesday

8:00am-8:30am
** B0907-004 Set
\— Backs -

7. Click Close to save the changes.

== BNO07- ‘

Batch Scheduling Inspections
To schedule inspections for multiple records from a single screen:
1. Open the Inspections panel in PermitTRAK, ProjectTRAK, or CodeTRAK.

2. Right-click in the Inspections grid and select Batch Scheduling. Or, in the Inspections utilities
menu, click Batch Scheduling.

Utilities b3 Edit Inspections ﬂ

— . Add Inspections
% Eatch Scheduli

E Calendar Sches q
'N;l Add to Timeshest . Add Notes

& Print Inspections TA Batch Scheduling
E Calendar Scheduling

L bt A it iad {{} Add to Timesheet

f |& | Print Inspections

CC

Yaid Inspection

|| @ Record Message
|9

Edit Text

Tip: Batch Scheduling is also available from the WorkSpace toolbar.

3. Enter a default date and time (optional) to apply to all the inspections.
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Enter the permit number and press the Tab key or click Search (|§).

Validate the permit using the Permit Details information.

Select the inspection type from the drop-down list.

(Optional) Select the inspector from the drop-down list if not automatically assigned.
(Optional) Enter or select remarks from the drop-down list.

Click Submit. The inspection is added to the grid.

2 © ® N o o &

0. (Optional) Inspections in the grid can be edited using the drop-down menus. To delete an
inspection, select the inspection and press the Delete key.

1 Batch Scheduling for Inspection Requests X

Default Date: | 03/19/2018 5~ O am O Pu

O NextAvailable

Permit Details:
Permit#: |Sant19-00025 | 9 Permit Description:
Inspection Type: | ADVX v Owner Name:  a
Contractor Mame; aa
Inspector: w
Site Address:
Remarks: | v|

Status:  Under Review

Mumber Insp Type Inspector Date Time Remarks
» |sant19-00.. ADWVX ~  Default Inspector ... |~ |3/19/2019 v w w
sant19-00... | ADVX ~  Default Inspector ... |~ |3/19/2019 ~ e e
] A s s ~ ~
| Post | | Cancel |

11. Click Post to schedule the inspections.

12. (Optional) To view the Inspection Posting Report, select Printer or Display.

Entering Inspection Results

To enter inspection results on a single record in PermitTRAK, ProjectTRAK, CodeTRAK, or
LicenseTRAK:

1. Open the Inspections panel.

# Inspections (2)

= 7 Inspection Type Inspector Scheduled Date Time
Set Backs Jim Williamson | 07/14/2009

"""""" Footings & Forms Jim Williamson 0714/2009

2. Enter the results in the grid or double-click the Inspection Type to enter the results in the Card
View.

Proprietary.
May not be reproduced or distributed without written permission of CentralSquare Technologies.
Copyright 2019 CentralSquare Technologies. All rights reserved.
Page 101



¢, CENTRALSQUARE

TRAKIT.Net User TECHNOLDGIES

3. Enter the results for each completed inspection:
a. Enter the date/time completed (optional).
b. Select the result code from the Results drop-down list.
c. (Optional) Enter comments/remarks.

d. (Optional) Click Notes to enter standard notes.

Y Inspections - Footings & Forms

&) Add Inspections K@) Void Inspections | ) 5 Add to Timesheet &

= Print

iy Permit#  BO90T-004

inspecionType. Footings & Forms =l

Inspector: Jim Williamsaon =

Scheculed Date: 07142009

Compieted Date: | 07152009

Resulls. Pass

) Time:

Time:

T Duration: 0

Remarks: |Mo discrepancies|

Cancel

Tip: Depending on your setup, inspection results may trigger automatic re-inspections or
re-inspection fees.

Changing the Default Inspector

Depending on your setup, the default inspector may be assigned by location, by inspection type, when a
record is added, or when the first inspection is scheduled. If your inspections are assigned when a record
is added or when the first inspection is scheduled, you can change the default inspector, as necessary.

To change the default inspector for a PermitTRAK, ProjectTRAK, or CodeTRAK record:
1. Locate the PermitTRAK, ProjectTRAK, or CodeTRAK record.

2. On the Record menu, select Properties and click Default Inspector or right-click in the main
information panel and select Properties and click Default Inspector.

© AddRecord , (112000 <[=] Ju
- - 11/2009 5

1 TRAKIT - PermitTRAK _g Duplicate Record lz‘ Ju

Record | Link Tools Window Help %= Linkto.. » [11/2009 = lz‘ 43
© AddRecord » Brint @cis | § search & Add Rest - 2]
g Duplicate Record ~ Permiti: BU07-004| .| Add Notes & i
e P

| Properties 3 ||— Default Inspector %J | Properties b|| Defaultlnspectorh |
Print Screen F5 Fee Collection Fee Collection

3. Select the new default inspector from the list.

Proprietary.
May not be reproduced or distributed without written permission of CentralSquare Technologies.
Copyright 2019 CentralSquare Technologies. All rights reserved.
Page 102



TRAKIT.Net User

¢, CENTRALSQUARE

TECHNOLOGIES

Default Inspector Selection

Please select a Default Inspector for B0S07-004
Current Default Inspector:

Barbara Bently Ly
Carly Claysmore
Eric Reynolds

Frank Furnetti
Jessica Jones

Jim Williamson
Nathan Hershkowitz
Stephen Perhetti
Tara Morgan

Voiding and Deleting Inspections

Users can void inspections, not delete them. Only system administrators or users with the Can Delete
Inspections privilege can delete inspections.

To void/delete inspections:

1. Open the Inspections panel.

% Inspections (Z)
e - ﬁ Inspection Type Inspector Scheduled Date Time
| Set Backs JimWwilliamson  07/14/2009
Footings & Forms Jim Williamson 071442009

In the Inspections grid, select the inspection to be voided.

Right-click in the Inspections grid and select Void Inspection. Or in the Inspections functions
menu click Void Inspection.

Functions &

6 Add Inzpections
@ oid | nspectio
=5 Edit Inzpectiol
s Add Notes

O Record Meszage
o

Mt NSRBI A b stn
4. Click Yes.

The Void icon appears next to the voided inspection.

Edit Inspections

C 1

Add Inspections

Add Mokes e

EBatch Scheduling

<] E

Calendar Scheduling

&

5,

Add ko Timesheet

Print Inspections

|6 Woid Inspection & “

Record Message

C@©

Edit Text 3

M e

% Inspechons (2)
i; e : 6 Inspection Type Inspector Scheduled Date Time
o] =} SetBacks Jim Williamson | 07/14/2009
Footings & Forms Jim Williamson 07/14/2008
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6. To delete the voided inspection (requires a user privilege), click Delete Item from the
Inspections function menu.

7. Click Yes to confirm the deletion.
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Chronology

Overview

The Chronology panel tracks actions items associated with a record in PermitTRAK, ProjectTRAK,
CodeTRAK, LicenseTRAK, or AEC TRAK.

Tracking Action Items
To track actions items on a single record in PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or

AEC TRAK:
1. Open the Chronology screen.
2 Chronalogy (3)
£e Action Type Staff Name Action Date Completion Date
Account Review Joe User 06/28/2009 06/28/2009
Inspection of Job Site Joe User 0772002009 TiA
Mail Latter Joe User =] mia

2. To add a new action item, right-click in the Chronology grid and select Add Actions. Or in the
Chronology functions menu click Add Action.

3. To enter activity details for an action item:
a. Select the action type(s) to track.

b. Select the staff member responsible for completing the action from the drop-down list. The
action items are added to the staff member's WorkSpace.

Enter the action date.

c
d. Enter a completion date (optional).
e. Enter notes.

f.

Click OK.
1 Add Actions ==
Select Actions:
= All Action Types
[ APPLICATION RECEIVED
[C]ROUTED PLAN CHECK
Permit#  B-0100 [C]CALLED APPLICANT
[C] COMPLETED PLAN CHECK
[C] APPROVED PERMIT
[C]CONSULTANT FEES DUE
[C] FEES DUE
[C]1SSUED PERMIT
[C] PLANS PICKED UP
[ EXPIRATION NOTICE
[C]ADU NOTICES
Staff: |Joe User [=]
Action Date: | 06/09/2011 2=
Completed Date: | 12114/2010 2

Add Notes:

| oK | ‘ Cancel ‘

Tip: When the Chronology screen is open, press the F5 key to print an Activity History Report for the
current record.
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Using the Event Scheduler

The Event Scheduler feature automatically schedules action items that are prerequisites for a major
event. The due dates of prerequisite action items are calculated based on the target date for the major
event.

For example, if you want to a schedule a public hearing for April 1, but the hearing requires a staff
meeting 30 days prior to it and a public notice 15 days prior to it, the public hearing event scheduler adds
a staff meeting on March 1 and a public notice on March 15.

Tip: This feature must be set up by a system administrator.
To use the Event Scheduler in PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or AEC TRAK:
1. Open the Chronology screen.

2. Right-click in the Chronology grid and select Schedule Events. Or in the Chronology functions
menu click Schedule Events.

Select the date of the Event.

Select an Event Type from the list.

T Event Scheduler for Permit 2 B0905-012 ===
‘%3 Mew Event Type [ Edit Event Type

Schedule Event

Event Date: | 17/202009 1]+ |

X4 July2008 ¢ B
SMTWTFS
282930 1 2 3 4

= Court 56 7 8 921011
121314 15 16 17 18 -

Stop Wark
= 19 122232428
26 27l 2930 31 1

Select Event Type:

| Cancel || Schedule|

5. Click Schedule to confirm the event date and type.
6. Click Yes to confirm the event.

7. All actions associated with the event type is inserted automatically into Chronology.
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Voiding and Deleting Action Items

Users who do not have the Can Delete Chronology privilege can void action items but not delete them in
PermitTRAK, ProjectTRAK, and CodeTRAK. Only system administrators or users with the Can Delete
Chronology privilege can delete PermitTRAK, ProjectTRAK, and CodeTRAK action items. In
LicenseTRAK and AEC TRAK, actions can be deleted, not voided. Users can delete LicenseTRAK and
AEC TRAK action items.

To void and delete action items:
1. Open the Chronology screen.

2. Inthe Chronology grid, select the action to be voided.

2 Chronalogy (3)

Lo Action Type Staff Name Action Date Completion Date
Account Review Joe User 06/28/2009 06/28/2009
Inspection of Job Site Joe User 0772002009 TiA
Mail Letter Joe User =] mia

3. Right-click in the Chronology grid and select Void Action. Or in the Chronology functions menu
click Void Action.

Tip: In LicenseTRAK and AEC TRAK, click Delete an Action, and then click Yes to confirm the
deletion.

4. Click Yes.

5. To delete the voided action item (requires a user privilege), click Delete Item.

Functions &

© 4dd Actions
@ Delete [bemn

= Edit Achi

_ 1 iew Mates

T4 Schedule Events

Lttt b bt pnt At

6. Click Yes to confirm the deletion.
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Violations

Overview

TRAKIT manages code enforcement violations through the Violations feature. Depending on your setup,
CodeTRAK handles violations in one of two ways: a single violation per case record or multiple violations
per case record.

To use the Violations feature:

If your setup allows... see...
exactly one violation per case record Tracking a Violation (Single)
multiple violations per case record Tracking Violations (Multiple)

Tracking a Violation (Single)

Tip: This procedure only applies if your system setup allows exactly one violation for a single case
record. If your setup allows multiple violations per case record, see “Tracking Violations (Multiple).”

To track a violation on a case record:
1. Locate the case in CodeTRAK.
2. Open the Violations panel.

3. To add a new violation, right-click in the Violation panel and select Add Violation. Or in the
Violations functions menu click Add Violation.

4. Select the violation from the list.

T Add Viclations
Select Violations:
= All Violation Types

- ABANDONED SIGN
P Case® CED907-003 ACCESSORY STRUCTURE
L ¥ NUISANCE
WEEDS
-

Date Opened:  7123/2009

Location:
Status: COMPLAINT

Date Closed. NA

Cancel ]

Click OK.

Edit the violation description as necessary.
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Tracking Violations (Multiple)

Tip: This procedure only applies if your system setup allows multiple violations for a single case
record. If your setup allows exactly one violation per case record, see “Tracking a Violation (Single).”

To track violations on a case record:

1.
2.

Locate the case in CodeTRAK.

Open the Violations panel.

To add a new violation, right-click in the Violation panel and select Add Violation. Or in the
Violations functions menu click Add Violation.

Select the violation or violations to add to your case and click OK.

T Add Viclations

e

Case #

Dale Obsened:  07/23/72000 4«

Location.  <none>

Stals: | Noncompliance

CED907-003

Date Corrected: | NIA =]

Sedect Violations:

IALL |

Abandoned Sign
¥ Abandoned Vehicle
Accessory Structure With Plumbing Req
Accessory Structure.Front Yard Prohibit
Accessory Structure-Height
Accessory Structure -Non-Residential Zo
Accessory Structure-Rear Yard
Accessory Structure-Side and Rear Yard
Accessory Structure-Side Yard
Accumulation
A-Frame Sign
A-Frame Sign Downtown
[ Animal Keeping-Bees

Animal Keeping-General Limits

Banners Require a Permit

Billposting

Blinking Signs

Burning Prohibited

Business License Required

COA-Failure to Comply

Construction Hours

Construction Hours for Property Owner

Nilanidated Sions

m

<]

Cancel | oK

Enter the details about the violations in the grid:

a. Enter the date corrected.

b. Select a status for the violation.
c. Enter comments/remarks.

Enter location information (optional).

Click OK.
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Description

The Description screen allows you to add a longer description to a PermitTRAK, ProjectTRAK,
CodeTRAK, or AEC TRAK record.

To use the Description screen:
1. Locate the PermitTRAK, ProjectTRAK, CodeTRAK, or AEC TRAK record.

2. From the application main panel, click the Description button ([.J]).

# Permit Information Permit#: BO207-002
Description: | ig I
Applicant
Type: SINGLE FAMILY |7|

Tip: The green plus on the button indicates that a description has not been entered on this record.
After a description is entered, the green plus is removed from the sheet of paper icon.

3. Enter or edit your description in New Notes field.

4. Click Add to add a time stamp to your description.

T MNotes
b tes B Internet Links -
Perrmit 8 BOSO0T-002 Existing Mates:
Applicani Name.  Sue Homeowner
UserlD: JU
Site Address: 2300 Hastings Dr
Description:
Mew Motes: |
| Add |
Cancal OK
5. Click OK.

Tip: Press F7 from the description field to check your spelling.
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Conditions

The Conditions feature allows you to track conditions imposed on a PermitTRAK, ProjectTRAK, or
LicenseTRAK record. Conditions can be entered manually or using standard text (requires setup by a
system administrator) and can be edited for each record, as necessary. PermitTRAK and ProjectTRAK
offer the ability to configure the Conditions feature for either single or multiple conditions. LicenseTRAK
has a single condition configuration only.

Single Conditions
Tip: Single conditions can be merged into documents or reports.

To add conditions to a permit, project, or business record:
1. Locate the record in PermitTRAK, ProjectTRAK, or LicenseTRAK.
2. Open the Conditions panel.

3. Toinsert standard text, right-click and select Add Condition or in the Conditions function menu
select Add Condition.

4. Select a conditions category or categories from the list and then click OK.

1 Add Conditions
Select Conditions:
= All Condition Types
T ARCHITECTURAL CONDITIONS
P Project # PLODOS-019 ENVIRONMENT REQUIREMENTS
L] NOISE
Wiy

Dale Applied:  5/28/2009
Status:  STAFF REVIEW

Date Approved:  NIA

[ cancs ][ ok

5. The standard text appears in the notes field.

1. That all condtions of the Hastonc: Rissources Commission (se attached lettar) that relate to this project are
condtions of this approval.

Metes
2. That the project be developed as shown on attachment "A” following the architectursl slevations. colors and
mateisls spproved with this Sie Pian Review Appication

3. That all verts. guiters. downspouts. flashing. etc. are to match the color of adjacent suface.

4. That all mechanical equpment. including electncal and gas meters are to be architecturally screaned from wiew,
and that al new electrical transformers are either underground or architecturally screened

5. That allnew and existing slectrical boxes, control boxes, and ofher boxes of equipmentsxckuding trafiic control)
lang the streel frontage snal be paint=d hurter green Priorto panting, the baes ase o be treated with an stching
peimer (zinc chromate) o equival

6. That all exterior architectural elements not detailed on the plans be finished in a style and in matesials in harmony
with the exterior of the buiding

6. To add nonstandard conditions, right-click and select Add Notes or in the Conditions function
menu select Add Notes.

*»

Functions

&) Add Condition o

E Internet Links

B Internet Links
w Add Notes W Add Notes

7. Type in your notes or conditions.
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8. Enter or edit the conditions in the Notes field, as necessary.

Tip: Press F7 from the description field to check your spelling.

Multiple Conditions
To add conditions using the multiple conditions configuration:

1. Right-click in the Conditions panel and select Add Condition. Or in the Conditions functions
menu click Add Condition.

# Conditions (1)
|- W LI Condition Type Department Comact Date Added Date Required Date Satisfied Status. Remarks
j ] 1 ACCESSORY D'WELLING UNIT Buiding Joe User 03212011 Tz

Select one or more conditions.

(Optional) Add a date required.
(Optional) Add a date satisfied.
(Optional) Select a department.

o a0k w DN

(Optional) Select a status.
7. Click OK.

To void a condition:
1. Select a condition.

2. Right-click in the Conditions panel and select Void Condition. Or in the Conditions functions
menu click Void Condition.

3. Click Yes to mark the condition as voided.

Tip: Users who do not have the Can Delete Conditions privilege can void conditions but not delete
them.

To edit an existing condition:
1. Select the condition.

2. Right-click in the Conditions panel and select Edit Condition. Or in the Conditions functions
menu click Edit Condition.

3. Update information as required.
4. Click OK.

Tip: Notes associated with a condition are accessed either through the Edit Condition screen or by
right-clicking in the Conditions panel and selecting Edit Notes. Or in the Conditions functions menu
by clicking Edit Notes.

Tip: Custom screens are available through the multiple conditions configuration.
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CRM TRAK

Overview

CRM (Citizen Response Management) TRAK provides the tools to efficiently and effectively manage
citizen issues. It allows users to monitor open or closed issues, locations with recurring issues and
contains built-in workflow tracking.

Issues

To add an issue:
1. Open CRM TRAK.
2. Click Add Record.

Functions

»

€ AddRecord
fj Submit Issue
J Add Motes

3 Workflow

Select a record type.

Select a prefix.

Note: This selection is not required for some configurations.
5. Click OK.

Enter the detailed information relating to the issue in the following fields:

a.

b
c.
d.
e
f.
9

Title—if no title is entered when the issue is submitted, TRAKIT automatically enters the issue
type and the address of the issue location in this field

Notes

Category

Created Via

Issue location
Complainant information

Description

7. Click Submit Issue.
To add a log entry:

1. Open the Log & History pane.
2. Click Add Entry.
3. Enter Notes.

Tip: Press F7 to spell check your entry.
4. Click OK.
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To enter an issue resolution:

1.
2.

Open the Description & Resolution pane.

Enter the resolution in the Resolution section.

To link an issue to a LandTRAK record:

1.

2.
3.
4.

Click Link to LandTRAK ([ £ ]) in either the Issue Information or Complainant Information
areas.

Enter the address of either the issue location or complainant location.
Click Search.

Double-click on the property record.

Tip: Click the Assessor PIN link to open the linked LandTRAK record in a separate tab.

To link an issue to a different LandTRAK record:

1. Click Link to LandTRAK ([ £ ]) in either the Issue Information or Complainant Information
areas.
2. Enter the new address of either the issue location or complainant location.
Click Search.
4. Double-click on the property record.
Workflow
To send a predefined email:
1. Click Workflow in the General Information pane.
2. Select Send.
3. Select email.
4. Click Select.
5. Select the email template.
6. Select either User, Complainant, or Subject of Complaint. If you select User, select all TRAKIT

users from the list that you want receive the email.

iﬂ] Customn Actions for user Joe User @
IDefallit " | Save || Delete |
@ Send
") Create  Email - To User -
Mo Action
) Joe User -
John User
Mary User
Using Template File: Sue User
Select
|:| Ask Before Doing Action
| Cancel | | Execute Action |
Proprietary.
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7.

Click Execute Action.

To send a predefined letter:

1.
2
3.
4.
5

6.

Click Workflow in the General Information pane.
Select Send.

Select letter.

Click Select.

Select the letter template.

Click Execute Action.

To add a PermitTRAK, ProjectTRAK, or CodeTRAK record:

1.

o ok~ w0 DN

Click Workflow in the General Information pane.
Select Create.

Select Permit, Project, or Case.

Select a prefix.

Select a type.

Click Execute Action.

Tip: To save an activity definition, configure an email, letter, or record (as outlined previously), then
click Save, and enter a title for the activity. The new activity is added to the drop-down list.

Tip: To delete a saved activity, select the activity from the drop-down list and click Delete.
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Reports

Overview

TRAKIT includes many standard reports to meet your reporting needs. TRAKIT reports are dynamic,
allowing you to specify the type, application, date/time, or any other pertinent information to include in a
report or chart.

Additionally, custom reports can be created using Crystal Reports. Reports are organized by activity or
application and are accessed by clicking Reports on the TRAKIT main screen or module menu.

T TRAKIT - Reports - O X
Record Tools Windew Help
Invaidng +'c Add to Favorites (gl Delete Favorite [T) Refresh Report List

TRAKT e I =
Selocta Reportiram e Litbelow
jag ravorites ‘3 Accounting/Finance
£ 6 History v g
Aclive Cases - by Officer (S -# Charts and Graphs
Permits Issued (w/ Fees, Va [# CodeTRAK
INSPECTIONS Completed
Permit Applications not yet & CRM TRAK
Payments (by Account and -£ Inspection
Fee Schedule Report {71 LicenseTRAK
Gutstanding Fees in Case O )
Code Enforcement Cases O -2 PermifTRAK
% Plan Review
£% ProjectTRAK
- System
£ TimeTRAK
< >
Main Menu
/‘» Workspace
Pl
{7 LandTRAK

4 PermitTRAK
‘ l ProjectTRAK

0 CodeTRAK N
Sel Report i Status
Pre-dsfined Dalss |As selected v

ﬁ AECTRAK

From Date | 03/18/2013 v
%’ LicenseTRAK ToDate | 031872019 =

GO

l&: CRM TRAK

@ Reports

Running Reports
To run a report:
1. From the TRAKIT main screen, click Reports or click the Reports button on the module menu.

2. Select the report you wish to run. To expand a category, click the plus sign or double-click the
category name.

Tip: Click Sample Report for more information about a report.
Select a date range from the Pre-defined Dates drop-down list or enter from date and to date.
Select whether to send the report directly to the printer or to preview it in the display window.

Click GO or right-click on the report and select either Display Report or Print Report.
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T TRAMT - Reports "—'YE':@
Becoed  Tools Window Help
v Add o Favorites () Detete Favorne [T Refresh Report List
— 1 x
- Selecta Repart from the Lt bokew
él Favorites i By Issued Date

Permits tssued (by Subtype) [PERM130S]

Permins tssued (w/ Census, ic.) [PERU50)

Permits tssued (wi Fees and Vales) [PERM130)

Pormits issued (w/ Foes and Valses) By Type [PERMN13]

Permits tssuad (w! Faes. Valuas. Names and Addresses) [PERM140]
Permits tssued (w/ Names and Addresses) [PERM120]

Main Mens Permits tssued (w! Site Info) [PERM164]
Permits issued - By Prefix [PERM112]
@ workspace Pormits Issued - Grouped by States (PERM111]
o ni Parmits Issuad - Subtype (Faes, values, Names, Asdr) [PERM141]
. Permits tsued . Summary by Type [PERM190]
,1 PermitTRAK Permits lssued - Summary by Type and Subtype [PERM10S]
Expired (select Types) [PERMAT1]
177 Frojectirax Permits Issued but not yet Finaled or Expired [PERM170]
Inbwmiie and Tvne TBFRMZ1M
- I -
Selection Flepon Preparation Status
Pre-gefined Dates A5 selocted -
) AecTRAK
Fron Date | DU/ ==
1 tcenserAK TaBiate | 12172000 : e
Fort To Display - |l
il crmTRAK : . =
@
&% Reports

User: Joe User

Tip: If you choose to preview your report, you can click the print (@) button to print the report or the
export () button to export the report from the report viewer.

'i:' CRW Crystal Report Viewer

W S ! il 1 a6 g
| Main Repr;
Permit No. Date Issued Typ
BLDG0901-004  1/23/2009 DET.
Permit Name : Detached Garage with
Description:

Tip: The report preview can be disabled by selecting Disable Report Preview in User Preferences,
Database Check.

Exporting a Report

You can export a report (save a TRAKIT report in a specific file format) using the file conversion utility in
Crystal Reports.

To export a report:
1. Run the report with Display Window as the report destination.
2. Click the Export (/&) button.
3. Select the file format with which you wish to save your report:
e Acrobat (PDF)
e Microsoft Excel
e Microsoft Word
e Crystal Report (RPT)

¢ Rich Text Format
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« XML

4. Select a destination for the file.

T CRW Crystal Report Viewer

3 I= i | 1 o
Main Report
Permit No. Date Issued Type and Sub-T
BLDG0901-004  1/23/2009 DETACHED GAR
Permit Name:Detached Garage with Apartment
Description:
"1 Export Repon =]
@CJ'IE" » Computer + O5(C) » w | 3 [I] Search o]
Narre. Date medified 6 *
B Documents 5926a2baf 79652632298
SR CR2008
Maore »
CRW
Folders . CRW_Client_Base
& osic) i CRW_ClientServer
| 5926a2baf19L52632208 — | [l CRW_HOLD
CR2008 — | & CRW Server
CRW

CRW_SERVER_TRACY

CRW_Cliert_Base Crwasoc

m CRW_ClientServer
CRW_HOLD
il CRW Server
CRW SFRVFR TRACY =

Crwassoc_Server
DELL
Desktop_Training

File name: -

Save 25 type: |POF [~.pelf) .]

Crystal Reports (*.mt)
“ Hide Fald mdh
WCETSEER Microsoft Excel (97-2003) [* k) L

Microsoft Excel (97-2003) Data-Only (*.xls)
Microscft Word (57-2003) {*.doc)
Microscft Word (97-2003) - Editable (".rtf)
Rich Text Foernat (RTF) (".rtf)

AML (i)

5. Click OK.

Tip: When you run a report in TRAKIT, a temporary Microsoft Access database containing your report

data is created in the TRAKiT\Temp_files directory of your computer.

Favorite Reports

The Report Favorites tab provides the ability for the user to create a unique grouped list of TRAKIT

reports. Reports can be added to the favorites list from either the Reports module or the User
Preferences screen.

To add a report to the Favorites tab:

1. Open the Reports module.

2. Select the report you want to add to the favorites list.
3. Right-click on the report.
4

Click Add to Favorites.

5.2 PermitTRAK
By Issued Date

Permits Issued [PERM110]1
Permits Issued (by Subtypq '~ Add to Favorites

Permits Issued (w/ Censug -] Display Report

Permits Issued (w/ Fees an j& Print Report

Permits Issued (w/ Fees and Values) By Type [PERM133]

© Permits Issned fwi Feas Values. Names and Addresses) [P

5. Enter your title for the report.
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6. Enter or select a group.

7.

'i Add to Favorites

Name:

Group:

Add to Favorites

Add this report to your favorites menu to

Pemits lssued

==l

Weekly

Click Add.

To remove a report from the favorites tab:

1.

o & 0D

Open the Reports module.

Select the report you want to remove from your favorites list.

Right-click on the report.

Select Remove Favorite.

Click Yes to confirm removal of the report from your favorites list.
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Supporting Features & Functions

Many programmatic features and functions support multiple applications and screens in TRAKIT:
e Restrictions
e Using Notes
e TimeTRAK
e Trust Accounts
¢ Internet and Imaging Links
e Using Keyboard Shortcuts
e Using Spell Check
e Text Messaging
e Copy TRAKIT Record Number to Clipboard

o
i

TRAKIT

Restrictions

The Restrictions function flags essential property information in multiple TRAKIT applications. This feature
allows other departments to view important information, such as whether a property is in a flood zone, on
a fault line, or in a historical district, before issuing a permit, project, case, or license. Restrictions can be
configured by System Administrator to display either single or multiple restrictions.

Adding Restrictions to a Property
To add restrictions to a property record:
1. Locate the property in LandTRAK.

2. To add a restriction, right-click in the Site Information panel and select Add Restrictions (single
restrictions configuration). Or open the Restrictions pane and either click Add Restriction on
the functions menu or right-click and select Add Restriction (multiple restriction configuration).

For single restriction configuration:
1. Select the Restriction Type from the drop-down list.

2. Enter your restrictions in the New Restrictions field. Click Add to add a time stamp to your
comments.
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T Restrictions for APN: 040313440 ==l
Active Restrictions:
Ste s 040313440
Site Address: 562 Ralston Ave
Reatriction Type: WARNING P
New Restrictions: i-.;t':;';a]":-.ﬁé]

Historical Restrictions/Otherinfo:

User iI0: .J Date/Time: 7/24/200

| cancel | Add

Tip: To remove a restriction, set the Restriction Type to None and click the Archive All button.

For multiple restriction configuration:

# Restrictions (1)
@/ Notes | Type | Dateadded | user | patecleared | user Remarks —— "
WARNING 06/09/2011 Ju MNIA Histarical Site
0 Add Restriction
@ Void Restriction
o Add Notes

1. Select the restriction type from the drop-down list.
2. Enter remarks.

3. (Optional) Add notes.

Tip: To clear a restriction, enter the date cleared. The user ID of the individual clearing the restriction
is automatically entered. Cleared restrictions do not display the restriction icon.

A restrictions icon ( restrictions & ) appears on the LandTRAK Site Information panel and on any
permit, project, code, business, and issue records that are linked to the property record.

Viewing Restrictions
To view restrictions on a property from PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK, or CRM
TRAK:

1. Locate a record that is linked to the property.

2. Click the restrictions icon ( Rrestrictions ¢ ) on the record's information panel.

3. A Restrictions Information window displays the active (noncleared) restrictions for the property.
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Maintenance Log

The maintenance log provides the TRAKIT user with the ability to record activities that occur on a specific
geo record. The log has the ability to record the activity date, staff member that performed or observed
the activity, a local contact name, and remarks.

To add an activity to the maintenance log:
1. Open the Maintenance Log panel.

2. Right-click in the Maintenance Log panel and select Add Entry. Or in the Maintenance Log
functions menu click Add Entry.

Functions H

o
%5 Edit Entry

&3 Delete Entry

3. Complete the activity information:
e Completed Date—date the activity was finalized.
o Staff Name—select the staff name from the drop-down list.
e Contact—enter the name of a local contact.

e« Remarks—enter any notes or remarks.

7 Maintenance Log - BLDG:009-221-48 (=23
Add Entry @ Delete Entry

[
) | :
Site # BLDG:009-221-48

- a Site Address: 1 BERKELEY CT

Completed Date: | 08/22/2011 = Iz‘

StaffName: |Joe User |Z|
Remarks: -
oK | | Cancel

4. Click OK.

To edit a maintenance log activity:
1. Open the Maintenance Log panel.
2. Select the activity to edit.

3. Right-click in the Maintenance Log panel and select Edit Entry. Or in the Maintenance Log
functions menu click Edit Entry.

4. Edit the entry items as required.
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To delete a maintenance log activity:
1. Open the Maintenance Log panel.
2. Select the activity to delete.

3. Right-click in the Maintenance Log panel and select Delete Entry. Or in the Maintenance Log
functions menu click Delete Entry.

4. Click Yes to confirm deletion.

Confirm Delete E3

Do you wish to DELETE this Maintenance Log Entry from the database ¥7

WARMING: IF YOU CHOOSE YES, THEN THIS MAINTENANCE LOG ENTRY
WILL BE PERMAMNEMTLY DELETED.

Yes | [ Mo

Using Notes

Notes provides an unlimited length, text field to enter any conditions or comments pertaining to reviews or
inspections. The notes icon (. ) indicate that there are notes associated with the review or inspection.

To use the Notes feature:

1. Open the Reviews screen (PermitTRAK, ProjectTRAK, LicenseTRAK) or the Inspections screen
(PermitTRAK, ProjectTRAK, CodeTRAK, LicenseTRAK).

2. Select the review or inspection to which you are adding notes.

To add a note, right-click Reviews or Inspections panel and select Add Notes. Or in the
Reviews or Inspections functions menu click Add Notes.

@ Add Reviews Reviews [
&) Void Review

| Edit Reviews

[ o Add Notes |

1 Add to Timesheet Lﬁ BRaddliotes

4. Enter notes pertaining to the review or inspection:

e To enter standard notes, click Add Standard Notes and select one or more of the predefined
comments.

Tip: The standard notes list must be set up by a system administrator.

e To manually enter a comment, enter your comments in the New Notes field, click Add, and
then click OK.

Tip: Spell check your notes before you close the screen.

Tip: You cannot edit your notes after you click Add unless you have the Can Edit Notes
user privilege.
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TimeTRAK

TimeTRAK provides the capability to record the amount of time spent on a review, inspection, or activity
and asses a fee based on the users established rate for that activity.

The TimeTRAK process:
1. Enter time for an activity.
2. Validate recorded entries.
3. Post activities.

To enter time for an activity:

1. Right-click on the activity (Inspection, Review, or Chronology Activity) and select Add to Time
Sheet. Or in the functions menu click Add to Time Sheet.

2. Enter the amount of accumulated time spent on the activity (e.g., 1, 1.25, 2.5, 8, and so on).
Tip: Only one TimeTRAK entry is allowed per activity.
3. Click OK.

TimeTRAK Entry Screen

Access the TimeTRAK Entry screen by pressing F8 or selecting Time Sheet from the Tools menu on the
toolbar.

The TimeTRAK Entry screen is divided into three tabs: Time Sheet Summary (default), Time Sheet Data
Entry, and Post.

e The Time Sheet Summary tab provides a list of all recorded activities based on the selected time
frame.

o The Time Sheet Data Entry tab provides the user the ability to add, edit, or delete recorded
entries.

e The Post tab allows the user or System Administrator to post or apply the recorded activities to
the appropriate records.

Note: This is the function that generates a fee and applies it to the record.
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Select Date Select number of days to view
[Thursday ) Selected day only
| 06/09/2011 el @ 5 business days that include the selected day (Starts with Monday)
[ Yesterday ][ Today ][ T (71 7 calendar days that include the selected day (Starts with Sunday)
Time Sheet Summary | Time Sheet Data Entry Post

|u | PERMIT B-0100 INSPECTION

Record Navigation

Activity Information

Activity No PERMIT: B-0100
Description

Owner Name  GORDON SHIRLEY L TRUSTEE I]

To display a list of recorded activities:

1.

Select the beginning date either by manually entering the date or using the calendar feature.

There are also three buttons (Yesterday, Today, and Tomorrow) that allow you to automatically
set the date based on the current date.

Set the date range by selecting one of the options from Select number of days to view.
All recorded activities are displayed.

Use the Record Navigation buttons or click on an item in the grid to display the details of the
activity.
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Select Date Select number of days to view
Thursday () Selected day only
0RI09/2011 %Iz‘ £ business days that include the selected day (Starts with Monday)
Yesterday ][ Today ][ T (7)1 7 calendar days that include the selected day (Starts with Sunday)

Time Sheet Summary Time Sheet Data Entry Post

Posted ActivityGroup ActivityNo WorkDate TaskName Hours Notes
v PERMIT 6i9i2011 INSPECTION

Detail for Entry Selected Above Add New Record
Date 0610912011 2=

Actidty  B_g100 (]

Task INSPECTION -

Hours 1.25 -

Notes L

Record Navigation

To add an activity:
1. Click Time Sheet Data Entry on the TimeTRAK Entry screen.
2. Click Add New Record.
3. Either manually enter the date of the activity or use the calendar feature.
4

Enter the complete record number (permit number, project number, or case number) or search for
the record using the ellipsis (...) button.

5. Select a task.
6. Select or enter the time spent on the activity.
7. Add notes.
To modify a recorded time entry:
1. Click Time Sheet Data Entry on the TimeTRAK Entry screen.
2. Select the record using the Record Navigation buttons or click on an item in the grid.
3. Modify the record by changing a value in the Detail for Entry Selected Above section.

After all the entries are added and validated, either the user or System Administrator posts the entries to
their associated record.

Tip: Use Delete to remove an erroneous entry.
To post activities:
1. Click Post on the TimeTRAK Entry screen.

2. Select the user account to post.
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3.

T TimeTrakEntry [E=H Eoh
Select Date
Thursday

06/09/2011 =]
Yesterday ][ Today ][ Tomorrow ]

Time Sheet Summary | Time Sheet Data Entry Post

Postable hours for dates up to and including 6/9/2011.

(JU) Joe User (13.00)

Select Al | [ peselectan || Post ] [ Exit

Note: Users are only allowed to post their own account. System Administrators have the ability to
post all user accounts.

Click Post.

Trust Accounts

Trust Accounts are an additional payment source that can be created for an AEC TRAK record. The
feature allows for a company or individual to place on deposit a sum of money that can then be used to
pay for fees in any TRAKIT module.

To add a trust account:

1.
2.

Open or add an AEC TRAK record.

Right-click in the Company Information pane and select Create Trust Account. Or in the
Company Information functions menu click Create Trust Account.

Click Yes to confirm. The trust account number is a combination of the prefix CTA (Contractor
Trust Account) and the AEC TRAK registration number.

To deposit money into the trust account:

1.
2.

Open the AEC TRAK record.

Right-click in the Company Information pane and select Trust Account. Or in the Company
Information functions menu click Trust Account.

Click New Entry on the Trust Account Details screen.
Enter the transaction details:
e Paid By—Company or person’s name making the deposit.

¢ Amount—Amount of the transaction.
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e Pay Method—Method of payment (i.e., cash, check, charge etc.). For check and charge,
enter the check number and for charge, enter the credit card authorization number.

o Date—Transaction date.

e (Optional) Receipt Number—Used to enter the receipt number for the transaction from a
point-of-sale system or receipt book.

o Description—Enter a description of the transaction (i.e., deposit).

5. Click OK.

Tip: Every transaction that effects the trust account is recorded in the Trust Account Details screen.

Internet & Imaging Links

Links to frequently used websites—such as contractor licensing, building codes, state or county
ordinances, or document imaging systems—can be accessed directly from TRAKIT via the Internet Links
or Imaging Links buttons. Default web links must be set up by a system administrator. Users can also
define their own favorite unique web links.

1.

Access internet links or imaging links by clicking the Internet Links ( ElintemetLinks - ) or Imaging
Links ( ®ImagingLinks - ) hyttons on the toolbar. This will display a list of both system administrator
and user-defined links.

Click on a title.
The site opens in a browser window.

Tip: If your web links open in a separate browser, you can leave the website open when the
TRAKIT record is closed.

Tip: Your system administrator may configure your web links to include TRAKIT data in the
website address. For example, your LandTRAK links may be configured to open directly to
information about the current parcel number.

Tip: Imaging Links allow access to web-enabled Document Imaging Systems (e.g., Laserfiche).

Using Keyboard Shortcuts
The following keyboard shortcuts are available in TRAKIT:

Key Function Description

F1 Help Press F1 from any screen to open a
help topic about the current screen
(Requires internet access).

F2 WorkSpace Press F2 to open WorkSpace.

F3 Logout/Change TRAKIT User Press F3 to switch users (logon
required) or to end your current
session.
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Key

Function

Description

F5

F6

F7

F8

F12

Ctrl+F1

Ctrl+F2

Ctrl+F3

Ctrl+f

Common Functions

Tab

Ctrl+c

Ctrl+v

Screen Print

Exit

Spell Check

TimeTRAK

Reload Admin Settings

Show/Hide Side Bars

Show/Hide Navigation Pane

Open/Close Active Panel

Global Search

e Press F5 from the Chronology
screen to print an Activity
History Report for the current
record.

e Press F5 from the Reviews
screen to print a Review History
Report for the current record.

e Press F5 from any other screen
to print the current screen.

Press F6 to log off from and close
the TRAKIT application.

Press F7 from any text field to spell
check your entry.

Press F8 to open the TimeTRAK
time sheet for the current user.

Press F12 to reload the TRAKIT
administrative settings from
TRAKIT Web Utilities and
Maintenance.

Press Ctrl+F1 to hide the right side
menus. Press CRTL+F1 again to
show the right side menus.

Press Ctrl+F2 to hide the left side
navigation pane (Tree, Site, and
Browse). Press Crtl+F2 again to
show the left side navigation pane.

Press Ctrl+F3 to open or close the
active panel (highlighted in gold).

Press Ctrl+F to open the global
search screen.

Press the Tab key to navigate
between data entry fields.

Press Ctrl+c to copy selected text.

Press Ctrl+v to paste text from the
clipboard.
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Key Function Description

Ctrl+x Press Ctrl+X to cut selected text.

Ctrl+a Press Ctrl+A to select all text.

Alt+a Opens Add Record screen.

Alt+b Opens Bonds pane.

Alt+c Opens Chronology pane.

Alt+d Opens Conditions pane.

Alt+e Opens Plan Reviews pane.

Alt+f Opens Financial Information
pane.

Alt+G Places cursor in the Go To text
entry box.

Alt+h Displays Help menu.

Alt+i Opens Inspections pane.

Alt+k Displays Link menu.

Alt+l Displays Tools menu.

Alt+m Opens email screen.

Alt+N Displays Recent list.

Alt+o Opens Contacts pane.

Alt+p Opens Print screen.

Alt+r Displays Record menu.

Alt+s Opens Search screen.

Alt+t Opens Attachment screen.

Alt+u Opens Custom Screen pane.

Alt+v Opens Valuations pane.

Alt+w Displays Window menu.
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Using Spell Check
You can perform a spelling check in any text field in TRAKIT using the Spell Check feature.
To use the Spell Check:

1. Press F7 from the text field you wish to check.

2. When Spell Check finds a possible spelling problem:

e To replace the word, select a replacement from the suggestions list or type the correct word
in the field above the suggestions list, and then click Change, Change All, or AutoCorrect.

e Toignore the word and continue the spell check, click Ignore Once or Ignore All.

e Click Add to Dictionary to add unique spelling to your personal MS Office dictionary.

Spelling: English (United States) -7 |z
Mot in Dictionary:
Repair roof on historicil building. - Ignore Once
i
Suggestions:
-
_

Text Messaging

Text messages can be sent directly from TRAKIT to any cell phone or pager that has text messaging
capability.

Tip: The text messaging function in TRAKIT requires a third-party service. Contact the Support team
for more information regarding an interface with your system.

To send a text message from TRAKIT:

1. Press F4 from any screen, right-click on a cell phone number and click Send Text Message; or
click Send Text Message from the Utilities menu.

2. Enter the cell phone or pager number(s) to which you wish to send a message.

Tip: The recipient’'s phone number is automatically populated when you use the Send button under
Contacts.

3. Enter the message you wish to send.
4. Click Send.
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T Send a Text Message @

Recipient Phone Numbers
Phone #: (123)555.1212
Phone# ( .
Phone# ( .
Phone# ( .

Phone# (

Message From: Joe User

Message: Please call me.
(max 160 characters)

| Send | | Close |

Copy TRAKIT Record Number to Clipboard

To copy the active record number to the operating system’s clipboard:

1. Right-click on the active tab of a LandTRAK, PermitTRAK, ProjectTRAK, CodeTRAK,
AEC TRAK, LicenseTRAK, or CRM TRAK record.

2. Select Copy to Clipboard.

Use Ctrl+v to paste the contents of the clipboard into another destination (e.g., note, remark,
word document, TRAKIT report that requires the record number).

Proprietary.
May not be reproduced or distributed without written permission of CentralSquare Technologies.
Copyright 2019 CentralSquare Technologies. All rights reserved.
Page 132



	Introduction to TRAKiT®
	Overview
	About this Manual
	Contacting Us
	Logging On

	Enterprise Interface
	User Interface Elements
	User Interface Overview
	Tabs and Panes

	Changing Your Screen Layout
	Panes
	Tabs

	Navigation Elements
	Using the Navigation Pane
	Site Tab
	Tree Tab
	Using the Tree and Site Tabs
	Browse Tab
	Module Button


	User Preferences
	Overview
	Changing Your Password
	Email
	Overview
	Setting up Your User Email
	Sending Email

	Creating User-Defined Web Links
	Favorite Reports

	WorkSpace
	Overview
	Customizing Your WorkSpace
	Widgets
	Microsoft Outlook Mailbox
	My Calendar
	Licenses Panel
	Projects Panel
	Code Cases Panel
	Document Shortcuts
	Dashboard

	Inspection Center
	Configuring the Inspection Center
	Retrieving Inspections with the Inspection Center
	Inspection Center Grid
	Inspection Center Functions

	Review Center
	Configuring the Review Center
	Retrieving Information with the Review Center
	Review Center Grid
	Review Center Functions

	Action Center
	Configuring the Action Center
	Retrieving Information with the Action Center
	Action Center Grid
	Action Center Functions

	Issue Center
	Configuring the Issue Center
	Retrieving Information with the Issue Center
	Issue Center Grid
	Issue Center Functions


	Locating Records
	Overview
	Using Search
	Creating a User-Defined Search Format
	Creating a Query
	Global Search
	Using the Move Navigation Buttons
	Using Go To
	Using Recent

	Adding Records
	Overview
	Adding LandTRAK Records
	About LandTRAK Records
	Adding a Record

	Adding Activity Records
	Adding a License to a Business Record
	Adding a Record in AEC TRAK
	Adding an AEC Record through the Contacts Panel
	Adding Duplicate Records

	Linking Records
	Overview
	Linking and Unlinking Records
	Linking a Record to a LandTRAK Record
	Linking Records
	Adding a Linked Record
	Linking Existing Records

	Linking Project and Case Records
	Linking Case Records
	Adding a Linked Record

	Associating Records with AEC Records

	Locking Records
	Overview
	Locking a Record through an Activity
	Locking a Record through LandTRAK
	Viewing Locking Information
	Unlocking Records

	Contacts
	Overview
	Adding a Contact
	Using Direct Lookup
	Using Find in AEC or LandTRAK
	Duplicating Contact Information
	Using Association Icons
	Clearing a Contact
	Add to AEC TRAK

	Reviews
	Overview
	Adding Reviews
	Editing Reviews
	Editing Reviews in Review Center
	Voiding and Deleting Reviews
	Plan Location

	Attachments
	Overview
	Attaching Files
	Editing Attachments
	Delete Attachments
	Add a Copy of an Attachment
	Add an Attachment to an Email
	Open or View Attachments
	Default Attachment Location

	Valuations
	Overview
	Adding Valuations
	Deleting Valuations

	Fees
	Overview
	Assessing Fees
	Deleting Fees
	Deleting a Subfee
	Applying a Credit
	Overriding a fee
	Paying Fees
	Paying Fees Using a Trust Account
	Paying Subfees

	Cash Register
	Paying Fees from AEC TRAK

	Un-Paying Fees
	Collecting Deposits
	Issuing a Refund
	Printing a Receipt
	Changing the Fee Collection Settings for a Record

	Bonds
	Overview
	Adding Bonds
	Deleting Bonds
	Paying Bonds
	Reducing and Releasing Bonds

	Documents
	Overview
	Print Screen
	Printing Documents
	Creating a Merge Document
	Printing Documents for Multiple Records with the Print Queue

	Inspections
	Overview
	Scheduling Inspections
	Using the Calendar to Schedule Inspections
	Batch Scheduling Inspections
	Entering Inspection Results
	Changing the Default Inspector
	Voiding and Deleting Inspections

	Chronology
	Overview
	Tracking Action Items
	Using the Event Scheduler
	Voiding and Deleting Action Items

	Violations
	Overview
	Tracking a Violation (Single)
	Tracking Violations (Multiple)

	Description
	Conditions
	Single Conditions
	Multiple Conditions

	CRM TRAK
	Overview
	Issues
	Workflow

	Reports
	Overview
	Running Reports
	Exporting a Report
	Favorite Reports

	Supporting Features & Functions
	Restrictions
	Adding Restrictions to a Property
	Viewing Restrictions

	Maintenance Log
	Using Notes
	TimeTRAK
	TimeTRAK Entry Screen

	Trust Accounts
	Internet & Imaging Links
	Using Keyboard Shortcuts
	Using Spell Check
	Text Messaging
	Copy TRAKiT Record Number to Clipboard


