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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) 

 

 
 
Creating Letters and Notices  
XC2 Manuals Reference: “XC2_Letter_Notices ” 
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a. On the “File Menu”, Select “Administrator Preferences” 

 

 
 

Then Click on:  “Data Entry Prefs” 
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c. Then Click on “Notification Prefs” 
 

 
 
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 
 

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

 
 
In the preceding example, the resulting list appeared of Facilities with a survey due. 
 

 
 
Click on the menu item:  Letters/Notices : “Send Initial Inspection Notice” 
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1. Check the box:  Create a Scheduled Survey for each Location 
2. Select a “Scheduled Date” (for those that don’t have a “next survey date”) 
3. If you want to print the Inspection Forms, check that box as well 
4. Change any other options on this page to match what you are doing 
5. Indicate the “Response Due Date” 
6. Click the “OK” button and the notices will print 

 

 
 

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

 
 
(Detailed Survey View) 
 

 
 

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


