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What is this document about?

1. Sending a notice to a customer:
Notify them that you are going to do a cross-connection survey of their facility

2. Automatically creating a survey record at the time of sending the notice
3. Setting the response due date for your notice.

Setup Required:
1. You need to have your survey notices properly setup in XC2

2. All notices need to be set for: “Facility History Survey "
3. Notice Code needs to be set in correct sequence, e.g. LTR_1, LTR_2, LTR_3, etc.

Example:

a. Notice #1 - Survey - Initial Inspection Notice (LTR_1)
b. Notice #2 - Survey - Violations Found (LTR_2)
c. Notice #3 - Violations Remaining (LTR_3)

yzc BFP : City of Snoqualamish, WA: * Current Letter: 3 of 22 Records : Multi-Line
Date Letter For

Motice #1 - Surey - Initial Inspection 12/16i2009 Facility Histary Su
Matice #2 - Survey - Violations Found 10/13i2003 Faility Histary Su
Motice #3 - Suney - Yiolations Found 1001352003 Facility History Su|

Creating Letters and Notices
XC2 Manuals Reference: “XC2_Letter_Notices "




a. On the “File Menu”, Select “Administrator Preferences”

XC2 : BFP : City of Snogqualamish, W.

| File

Adrministrator Preferences...

Then Click on: “Data Entry Prefs”

Administrator Preferences

PREFS_03_BFP.01




C. Then Click on “Notification Prefs”

Administrator Preferences

PREFS_03_BFP.02

d. Then Click on “Automatic Notices Setup”

e. Click on “Survey/Inspection Notices”

f. Make sure your notices are displayed in proper sequence
If not, select them from the pull-down menus

If they do not show up properly in the pull-down menus.
this means that they are not set up correctly in the Letters/Notices setup area

Administrator Preferences

Motice #2 - Survey - Yiolations Found
Motice #3 - Survey - Yiolations Found

When you have everything set up correctly, you are ready to print your initial notices automatically.



Automatic Survey Notices must be printed from a list view of “Facilties”
So, you need to do something to get a list of the facilities that need a survey.

Example:
Search for Surveys due in the next month.

Power User - 2 Fields : Facility

SRCH.1.2ZEX

]
|Ne>ct Survey Date vl |5 Greater Than or Equal to |—

And =]

INextSurveyDate vI |5 Less Than or Equal to =] |01izgiz010

Power User - 2 Fields
Search Options =] (]

BFP : City of Snoqualamish, WA: * Facility: 7 of 1202 Records : Multi-Line

# Facility Name Addr (i) Street Site Oty| Sched Code
1 |Renton's International Stationeny 4528 |Barnard 1 |02-Feh
2 |Boulder Mountain Stone Management 8040 |Pembrooke 4 (02-Feh
3 |Monheiser Rapparlie & CO Pc BEBE | Westwood 1| 05-May
4 | Taylor-Rocha Bookkeeping Service T167 |Rushden 2 | D4-Apr
& | Marc Telzam G301 |Long 1 [ 11-Mow
& |Humana Hospital-hountain Yiew 7393 | Callaway 5 | 03-Mar
7 | Zip Bang Boom Industries 469 | Cummings 1 [01-dan

Click on the menu item: Letters/Notices : “Send Initial Inspection Notice”

Send Initial |




Check the box: Create a Scheduled Survey for each Location

Select a “Scheduled Date” (for those that don’t have a “next survey date”)
If you want to print the Inspection Forms, check that box as well

Change any other options on this page to match what you are doing
Indicate the “Response Due Date”

Click the “OK” button and the notices will print

ocuhrwhE

Surveyf/inspection Scheduling - First Inspection Notice

012200 v
lvory Edhwards Ra

Motice #1 - Survey - Initial Inspection

1212952009
01/08/2010

7. A “Survey” record will be created for each Facility.
a. The Survey Record is the record that tracks any responses
b. This is where you should put any information regarding this inspection
The Facility Record now shows a survey “scheduled” for the date

Facility Mame |Zip Bang Boom Industries =2 Facility 1D No: 100227 | Send Mo Motices
Location ID" eleleix) Survey Dates |
Service Addr || 468 Curarmings St Last |D1IDE.I’QDDQ |
Addr. 2 Addr. Uit | Mewt [01/082010 |
City 5T Zip |Snogualarmish W (88218 Phone |(208) 555-4545 Freq, (mos.] | 12|
Contact Name |Mr[Zoltan Last |Macnish | Addhecs Dptions__|
= Malling Name |Zip Bang Boom [ndustries _ << Change |_Update Options |
Address 1 (469 Cummings &t 01-Jan E3
Address 2 Address 3 Hazard Type [] _|
Cit/ST/Zip |Snogualamish WA, 98215 S [a =
Contact 1st | hr Zoltan Contact Lst |Macnish Faciliy Status _|
Telephone {206) 556-4545 Edt | Fax | | [open
H20_System | # 5| AcctHumb sic |
# Activity Date Code Survey By Survey Status Violations Qtyiol. Qty R
2 01/0B/2009 | SURWEY Enrico Albinoni Complete
Ty




The “Survey” Record shows the date of the letter and what the response due date is.

(Simple Survey View)

(Detailed Survey View)

7' BFF : Facility History - Survey : Zip Bang Boom Industries : 463 Cummings 5t : 1 of 2 Selected ’7

| | |

Facility M ame Zlp Bahg Bookn fhausties

Location ID | 00007

|_

Meter #

Sery Address/Location

469 Curmimings St

Acct Mumber

SIC

City | Snogualamish

Activity Date

01152010

Shut0ff frate |

Last Inzpection |

Inspectar Mame

Ivory Edwards

Last Inzpection Type

Initial Inspection

Ewvent Code

Mest Inepection (0151172010

=

e ——

S S

inlations Gy

iol. Oty Comect Motice Rezponze Due

01/07/2010 =l D# 2068

Cost to Instal

.00

Wiol. Oty Remain
I~ Back Pressu

Fizture

SURVEY

Letter Mame

o

_Nntice #1 - Survey - Initial Inspection

Comrect Date

Recommend

All notes, detail, secondary notices should be entered into the “Survey” record.
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