2D XC2 Document Inserts

= Date: Mar. 5, 2009
NOTE: This feature currently works for "Survey Letters" only.

You can now append standard documents to letters and notices.
An example of standard document would be a specification document regarding installing backflow
preventers for specific instances, such as Breweries, Boiler, Irrigation, etc.

These documents will be printed "after” a letter is printed. There are options about how they will be
printed in the "Current Letters" editor. These documents can also be included as part of email, however,
in the current version of XC2, they will be incorporated into the body of the email in "plain text" only.
Future versions will allow more options.

First you need to create your standard documents

Click "New" to create a new document, or double click to modify and existing one.

BFP : Seattle Public Utilities: * Document Insert: 2 of 3 Records : Multi-Line I_
# Document Code Document Area XC2 Module D =|
1 | Breseries BEER Facility Histam Survey BFF 1
2 | Boilerz Boiler Facility Histam Survey BFF 1

XC2 Document Inserts Page 1



Create Your Document in the Word Processor
You can Include headers and footers

NOTE: Any "Pictures" pasted in to the headers or footers will NOT be printed if using the
"Append to Body" option in Current Letters.

You must have a name of the document, and a "code" (for easy lookup).
You may include inserts from the database as well. (Database Reference Inserts)

@BFPi * Document Insert : 1 of 5 Selected

Do —

City of Seattlef|
Gre gory J. Nickels, Mayor{|

il
Seattle Public Utilities|
Chuck Clarke, Director

«LetterSentDate Month Day, ¥ ears||

Wl
RE: Cross Connection Control for Boilers in Seattlef|

Beattle Public Ttilities is engaged-in-a program of locating cross-connections between the pub lic water supp Iy and possible
sources of contarmmation. The control of cross-connections is accormplished by two basic methods: (1) Inspection and
regulation of plurmbing or piping systerns within the premises; (2 Installation of approved backflow prevention
asserrblies on water service lines to premises where hazardous cross-connections exist o are likely to occur. The program
implements both of these methods.
l
Intmany cases, boilers and pressurevessels present a cross-connection hazard. - Boiler installations that would normally
present a-hazard and would therefore require backflow protection include, but are not- lirnited o]
\l

1. Botlerswith chernical addition of any sort.q

2. Boilers supp lying hot water area heating systerns

3. Boilers supplying systems containing materials which are not-approved for potable water usage ¥

4. Vessels using coils, converters, orheat exchangers which are not- dual-walled with leak protection |

il
Badkflow protection for those systemns requiring itmay be accomnplished- in- one of two methods: g

\l
1-Anapproved airgap - or physical separation between the potab le water supply systern, measured vertically
firam the supply pipe to the overflow rim of the receiving vessel. Thisvertical, physical separation must be at
least twicethe diameter of the inlet pipe but in no-case shall it be less than one inch

il
2.-& Washington State-approved Reduced Pressure Backflow Assembly (FPEA) installed on the supply line to
the systern |

il
NOTE: EPBAsmust appear-onthe most current Wash mgton State-approved list of backtlow prevention assermblies. §

Proper installation procedures-and clearances required are available through our-office - Please ensure any possible cross-
ornection within your facility which recetves water from Seattle Public Utilities systernis properly equipped with a

NUM [CAPS
e oo e | ] | » | o1 | o | o |

You ca Y existing document and "duplicate" it to create similar documents.
Click the Dupllcate Document button to do so
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In "Current Letters", you need to indicate whether a given letter allows appending documents

HBFP : BFP : Survey Test : 6 of 11 Selected

SUNE&I’TEST - Q3r03r2o0049 n.on Lelter Input 2
LTR_1 i M Resp Days | 3U| v Hecord Hespnnse Date

@ City of | Seattle(|

Gregory J. Nickels, Mayor{
"

Seattle Public Utilities’|
Chuck Clarke, Director

See specific Documents attached

mail Subject:

lil—lili!iﬂlﬂuﬂli!i

"Append Documents to This Letter" allows appending Documents.

"Append to Body of Letter" will place the documents all in one print job.

Note: This option will not print any pictures that have been pasted into documents.
This option will only print the text and its formatting.
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Appending Documents in Surveys

When you are Creating or Editing a Survey record, you can choose to append documents to notice that
you are sending. (The notice must be selected to have documents appended. See previous page)

BFP : Facility History : Survey : Eogus Facility : 123 W Main ST N : 1 of 1 Selected ’7

Facility Mame Bogus Facility Location 1D

Facility Mame 2 Meter # |

Serv Address/Location | 123 Main ST M Aot Murnber |
Area Mame |Mo Facility Areas Entered SIC City |

Activity Date |03/0272009 | Shut-0ff Date | Last Inspection [03/02/2009 |

Ispector Mame [Pisss Last Inspection Type  Initial Inspection
_|

|

|

|

Event Code |SURWEY Mext Inspection
Survey Statuz f|ln Process Statusz Categon,: | Compliance D ate
‘Winlations Qi Wiol. Oty Carrect Motice Responze Due  |04/03/2009 | D # |201 4}

Yiol. Bty Remain Cozt ta Install F0.00 Letter Mame | Survey Test

I” Back Pressure I~ Back Siphonage Freq. [mos.] 0 MNext Surveyp Date

Fixture Location Comect Date Deficiency Recommend

Click the Document Inserts button.

Select which documents you want to include from the top list and drag them to the bottom list.
You can remove any given document from the list to include. (Remove Selected Document)
Click save when done.

Documents to Insert

el DocumentName | DocumentCode | Doc |

1 EBoilers Biler 10000014
Breweries 10000020
it On Command 10000017

hisneoid | DociD [

1 Ere BEER 10 o B
Bilers 1000001 4

When you print the notice for that survey, the documents will print after the notice.
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