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INTRODUCTION TO THE PERMITS SOFTWARE

The BDS Permits software will help you create, issue, and organize the task associated
with permits.

The Permit software will allow you to:

Add New Permits

Track existing Permits

Calculate Fees

Track Owner, Contractor and Tenant information
Print Permits specifically designed for your entity.

This user guide is a general “how-to” for Banyon Data Systems Special Assessment
software. Training is encouraged to enhance the learning process for this product.

Please refer to the BDS Read Me First Guide for passwords and Backup/Restore
procedures.




PROPERTY AND CUSTOMER SETUP

BDS Property Management is a MODULE BUILDING data collection system capable of
managing your PERMITS.

The amount of initial data entry to establish the base of this database is massive and
can be time consuming. Data conversion from text file, spreadsheet, or another data
structure is a quick means to jump start the data building process.

Below is the Initial Setup screen to aid you in this process. Even when the data is built
from a conversion, a walk through inspection of data integrity is recommended. Simply
click on the item you wish to revisit.

B Initial Setup

Froperty and property owner records are the core of this database. They should be
completely entered before permits, licenses, citations, and/or azsessments are generated.

Alternately, if vou are currently using BD'S Utility Billing and would like to copy its
exizting property/custamer database, click lacate wkility biling properbydcustomer data

¥" Enterfedit street names
¥" Enterledit property and owner reconds

[f pou are uzing zpecial aszeszment, the folowing info should alzo be entered ahead.
¥" Enterfedit project types
¥" Enterledit property boundary lines

Additional supporting codes and description for various datadrecord twpe and status may
alzo be entered now or may be added when needed.

[ iDo naot show this screen again ;

The four items shown above with blue check marks (indicating complete or in progress)
are crucial and work as the base for the rest of the data growth.

This is the first screen you will always see after the password entry. As you become
more familiar with the above basic information and regular updates to it are no longer a
daily task, check the Do not show this screen again to disable it in the future. You will
still be able to get to this type of information via another menu option.

If you do have to enter property and owner data from scratch, refer to Property and
Owner Records Manual Entry



Setup Codes and Descriptions

To access the Setup Menu, you must click on the Tools menu option at the top of the
screen and then select Setup Options menu item and then click on Setup Codes and
Descriptions. The screen shown below will be displayed.

B Codes & Descriptions

Select an option below and enter all applicable values in the right table
Froperty Permit Mizcelaneous Street
& Strest " Conbract Type " Customer Type o azhitighan Ave, i‘
" Property Type " Dwelling Type " Customer Status I ain Street
" Dweling Type T wiork Type ™ Investigate Result Elm Street
™ Status " Stucture Use " Inspection Level 10th Street west
™ Land Use " Building Style ™ Inzpection Pricrity Weingermeister Stieet South
= Fire District " Oeccupancy Class  © Irepection Status Valnerstock
" Puolice District " Status First Shreet North
€ Flood District 1stave [Addiess 1]
. o ; Minnesaota Steet
" Planning District License TYLER STREET
" Sanitary District " Categomy S quare Feet
™ Schoal District " Dept Check RESERYOIR ELVD.-4D
™ Hazardous Storage " License Sub-Type RESERYOIR ELYD
7 Waming Type " Business Type EAST TOWMSHIP ROAD
" Praperty Line ™ Status SHERIDAN AYENUE
HIGHWwWAY 7
Camplaint Agzzezsment ¢ Project MORTH 4TH STREET
" Subject C Type SOUTH 12TH STREET
™ Source " Project Status NORTH 5TH STREET
™~ Status B Aerrnen Sele " Reserved code - no changefdelets allowed j

Setup of Codes and Descriptions is a collection of valid data items to be used in property
records and permits.

Some data types have reserved values that are not changeable - additional values can
be added. These values will become available from pick lists as you are building
records for properties, customers and others. You will also be able to add new values
on the fly as you are building these records.

Besides simple codes and descriptions, depending on the specific application, there are
additional setups.



Property and Owner Record Manual Entry

The system does make it easier for you to enter property and owner records manually.
If you were to start from the Initial Setup Screen, click on the Property and Owner
hyperlink and the system will take you to the appropriate screen. You can also access
the Property screen from the main menu. That is to click View, Inquiry, and then
Property.

| Property EJ

Search” 2902 -] Status [Regular | T Exempt from Admin Fee

House/Street (2109 =] FmN [FoieToas
Apt/Dess .
Full Addhess (2103 WILLIAM AVENUE

"WILLLAM AVENUE

Montevideo MM |BEZEE-

Legal | Zoning Customer | Assessment | Permit | License | Complaint | Utiity Biling | Misc. |

Party of Interest [Dwner, Mortgagee, County)

Attentian

%CITY OF MONTEVIDED

HMOMTEVIDED EDA&

Address P 0 BOX 676

Home Phone

Wark Phone

Fax Number

E-Mail

Create New Customer

Attach Mevs Party Detach Selected Party

Search Farm

MONTEVIDED MN 56265

¥ Prirnary Owner

I™ Contract Purchaser

I Fee Purchaser

¥ Assessment Notice Recip)
[¥ Assessment Bill Recipient

ient

Iore Information

Beport Property Info

Optiores

Wl Al e mlee] ®|

Add llew Property

Erter Full Property Address: [2314 Broadway Avenus £31

It is easier to first create the property record then the owners than vice versa.

To create a new property, click on the button. L&

The system will ask for the full property address. Enter the address using the format as
shown: House Number, Street Name, Street type, Direction, then Apt/Suite Number.
The system will automatically split the full address into appropriate sub-address info.

The city, state, and zip info is automatically taken from the entity screen and may be
changed.

Note: The Full Address field is not editable. If you happen to have entered the
full property address incorrectly, correct the house number or street name
separately. The system will reconstruct the full address accordingly.

After entering the property address, you can proceed to setting the property status, PIN,
property note, legal and zoning info.

If you are on the Customer tab and wish to create the Customer/owner record for this
property, click Create New Customer/owner. If you would like to attach an existing
owner or additional owner, click to Attach. To remove an attached Customer, select the
owner on the list and click Remove Selected Customer.



To lookup a property record, use the lookup cell to enter key property or customer
information including a Property ID field, PIN, property address, or owners name. To do
a partial search use wildcard characters (* and ?). For example, *Johnson will give you
a list of all properties owned by persons whose last name is Johnson.

PROPERTY INQUIRY SCREEN

To access the Inquiry Screen, click on the View menu option at the top and select
Inquiry and choose the Property inquiry.

The Legal tab of the
Property screen has

Legal IZoningl Dwner] Assessment] F‘ermit] License] Eomplaint] Property Tax UtiIityBiIIingl Mizc. ]

. . Segment | 36216 | Block | 8 B oundary Footage Description,Street
important data in Ciy # Lot | 20 | | p[ShestFeati | 70 HTHAE BHE
regards to the Plat 34416 | Side | Even fvenue Feet 1 j RESERVOIR ELYD -AID j
assessment calculation, : N5 Ally | 800 BLACKTOP =l
[eographic Code ¥ j j

and property footages. BPS Lattude
It also contains GPS Longiude =
information on property ~ Census Tract 201 %1435 % 141.75 ALLEY

. -
selection such as Sl D g
segment, block, lot, 4

side, and so on. This

type of info will be useful when you want to confine your assessments to particular part
of town, block, or side of the street.

The Property Footage table must have the correct footages. Adjustment to footage can
be made individually by assessment.

Values in the Boundary column of the Footage table are defined in the Property Line
section of the Codes & Description Setup. They are criteria used in the calculation of the
assessment. The Footage is the assessable footage. Description/Street is the adjacent

street the footage is
based on.

Legal Zaoning ] Dwnerl Assessment] F'elmit] License] Eomplaint] Property TaH] L tilityy Billing] Misc. ]

Zone GE General Business R [ Commercial W ‘well [~ Flood Plain

Zoning tab provides Zoning R-1 .FEEE!IDENTIAL SINGLE FAMILY ~ | WV Agriculture W Septic
o Froperty Type  |Residential Jhd

additional space for Dueling Tope Tl Hazadous =]
zoning and district Land Use Type 7] Waleshed =
information. The Schaol Distict = |, | =l
Warning list may have =~ [ee et S E
Virtua”y unlimited Sanitary District Z g
entries. These fields Ao B d

Flanting District i

may be used for

assessment selection or for permit and/or license warnings. Available values are pre-
defined in the Codes and Descriptions Setup. The system will recognize and accept

new values.
Legal | Zoning | Bulding | Customer | Assessment | Pemit | License | Violation | Property Tax | Utility Biling | Fee Misc
. . Structure Structure: Size 0 Year Buitt o
Building tab- attach a floor plan, values || peswor Ground Focr No.of Sores | 0
AL H H Foor Plan 2nd Floor & Up Total Rooms
of building and land, sale prices, size, Recreation Foam gt o
. Finished Basement Full Baths
year built, bedrooms, baths & more! Bitemal Wal =] Open Porch i
Buiding Value | 20000000 | Date 10/01/01|  Enclosed Porch Prick Fireplaces
Land Value $60.00000 | Date 10/01/01|  Wood Deck | Other Fiepiaces
Last Sale Price Date Mttached Garage
Type of Sale El Detached Garage
14| 4 | » | v | % | Delete Property Create Assessment Cerificate  Report Assessment Info  Print  Options
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The Customer tab contains basic info about the people and companies associated with
a property. All associated customers /owners are listed in the Customer/ box.

Leqal ] Zohihg  Customer l.f-‘-.ssessment] Permit] License] Eomplaint] LI tility Eilling] Mizc. ]

Party of Interest [Dwner, Mortgagee, County] Attention

MONTEVIDEDEDA Address 211 NORTH 10TH STREET
AANERUD, RICHARD R & LAURA A MONTEYIDED MM 56285

Home Phone [ Primary Dwmer

‘wiork Phone [ Contract Purchaser

Fax Mumber [ Fee Purchazer

E-Mail W ifzzessment Motice Recipient :

WV &zzezsment Bill Recipient
Attach Mew Party Detach Selected Party Create New Customer Iore [nformation

The primary entry is marked with an asterisk (*). The information display

to the right of the list box pertains to the highlighted customer/owner. ' Primary Dwiner
Address and Phone can only be changed via the Customer screen. You l'; Ezgt;auf‘;:gaw

can, however, check the option boxes for each listed customer/owner. TO [ accecsment Notice Recipient

change primary ownership to a different owner, first select that owner then ¥ assessment Bill Recipient
check Primary Owner.

To maintain the customer/owner list box, use Attach Customer, Remove Selected
Customer, and Create New Customer. To learn more on the selected owner, click on
More Information.

Since the module has

Legal ] Zoning] Dwnel] Aszessment  Permit ]License] Complaint] Property Tax | Utility BiIIing] Mige, ]
been purchased by your

) : . Parmit Status lssLied Balarnce Apply D ate 08/09/939
organization, the Permit p [Buiding Per—* Issued 08/09/99 $0.00 lssue Date 08/09/99
g
tab contains all permits for peciic Start Date 0A13/93
) p @ Property Lazt Inspected
this property. TO :(nOW Owner Project Begin 0B/08/39
more on a particular Tenant Project Complete
H H p H H @ Contractor Expire Date 02/05/00
permit, click on it to bring
up the menu (as shown) rchtert
. [Zr Fes
TO apply for anew permlt Inspection Mare Infg New Permit

for this property, click on
New Permit.



This is what the
property information
looks like. If you
have a picture of the
property, you may
show that in the
upper right hand

corner of the screen.

To attach a picture
with a property, click
on the box and
browse your files
until you find the
correct picture.
NOTE: The picture
must be saved in
.jpg or .omp format.

 Property
Semch”

HetessShined (805 - A07 BROADWSY
AptDase |

[YOLR CIT
Owmer ANDERSON, PALIL H/TRUST
Py Ba+-10G4-000

Legal | Zoring | Cussomes | Assesevent Femic | Livsnse | Comolein | Propesy Tax | Uriky Bifing | Hise. |

Pzt Sratuz
I [Becarireg Prast Appivad
Ex by Feammt Foncng
Sigr Pt Aporaved
Earirig Prasrit leeuedl

] 4 | v | i be | Diokis Proges

= Setus |Reguds

=] Mels [FROFERTY LOCATEC OH
GOLDEM POHD, UTILTY
FASEMERTS O HOETH
AT OUTH EROR URE,

US| S

Is5usd [ alsrce Pt # R
ENFER H00 o] pog e N
$15000 Iszus Diabe [EYEL

$0.00 Sta Date [EEEAE

12HNE o0 Latt Inepected

Progesct Begin DA

Progsct Complals F2RA05

Espue Dale [

7l Hoeinks [ Pagrrd

Limgte Assepavent Covbfosle Hepoif Popertvinfy OpSoes

[x]

| [ Exemgt tiom Admin Fes

Once the picture is attached to the property, you may click on the picture to get a closer

look at the property.



CUSTOMER INQUIRY SCREEN

The customer database contains data records for property owners, permit and license
holders, and contracting companies.

The customer screen or record

has basic information on Custamer ID* [22570 =] MName Type -] Status -]
customer address and phone. flae 12965 TACO BELL rald
The naming format for personal Addiess  |SUITE #110 Cartior Routs
names is last name comma first AL AL R Ear | Home Phone
name. If there are two lines for the | cou o e
address, put the street address on Eal
the first line. This will improve the Personal ] Froperty | Pemit | License | Contractor | Assessment | Utilty Biling | Property Tax |
system search. To search for a T e e Eitriciy j
customer, in the Customer ID Last Name Eye Color Sex =
field, enter, the customer ID, Ditvers Lic # Flar Cobr
customer name, address, or D
address PIN. Use wildcard for 2/10/57 NEW ADDRESS PER LETTER TO WATER DEPT.
partlal IOOkUp % Create Hew Customer
=
Note: To change the name of a ] o o] =
customer click on the underlined

text Name that appears to the left of the customer name field.

The bottom half of the customer screen has additional information pertained to the
displayed customer record.

The Personal tab is especially applicable to contractors and license holders.

The Property tab lists all properties associated with this customer. The customer list
shows other owners of the currently highlighted property. Additional properties can be
added by a left clicking on Attach New Property. If the selected property was sold and
needs to be removed from the list, click on Remove Selected Property.

Perzonal  Property l F'ermit] License] Eontlactor] Assessment] Litiliky Billing]

Owned Properties Other Party of Interest on Selected Property

2652 4201 LYNSEE LANE i LEENTHROP FARMERS MUTLAL
2435 551 15T STREET 5w

Attack Mew Property Remaove Selected Property  More Property Info
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Similar to the Property
screen, the Permit tab has

Petsonal] Property  Permit lLicense Contractor Assessment] LIkility Billing] Froperty Tax

. . Status |zzued Balance Apply Date
summary info on all permits P |Building Permit Issued 08/31/98 $0.00 «|  lIssus Date
Fesidential heating, adc &vent lzzued 0g/16/39 $0.00 Start Date

applied for the property. You
can also start a new permit
directly from the Customer
screen by clicking on New
Permit. A click on a permit
will give you shortcuts to their
inquiry screen.

If the customer is a
contractor, the Contractor
tab will give you some
basic licensing info on the
contractor. Click on More
Info for shortcuts to the
Contractor Inquiry screen.

Contractar Mame
_ P |&saron Oquist Roofing

Last Inspected
Froject Begin
Froject Complete
Expire Date

- Mare Info

F'elsonal] F'lopert_l,ll F'ermit] License Contractor | Assessment | Utility Billing | Property Tax

Cantract Type E wpire Tax D
Roofing Contractc 12/31/08 State License Mo

Buziness License Mo |1938-33

Insurance

FPhore

Wehicle Expires
“Warkers Comp Expires
Baond Expires

Liability E xpires

Mare Info

The Assessment tab ”StS Personall F'roperty] F'ermit] License] Contractor  Asseszment | Utility Biling | Property Tax]

all assessments for all

. . . 4117 2ND 5T
properties associated with  —1720p 57
this customer. I CREEDE

More On Assessment

The Utility Billing tab list

all billing info of all Aocount No.
accounts for properties :P‘N-DDDDDSSB-DD
01-00003247-00

associated with this
customer.

Property Address

4252 MOMROE ST
") 4252 MOMRDE 5T
T |4252 MOMROE 5T
4252 MOMROE ST
4252 MOMROE ST

Project Mame Status Frincipal

S QUADRANT $0.00
5w’ 1.4, 37-44 MalM-CENTRAL $156.80
742 MAIN-CEMTRAL & 44, UNIY-C $0.00
SwW QUADRANT $0.00
CITY wiIDE HAZARDAUS SIDE WA, $0.00
BITUMINOUS ALLEYS $53.60
ST/ 3744 MAIN-CEMTRAL $249.60
ALLEYS OWER 8YEARS OLD $64.00

$354.00

Maore On Project

F'ersonall Propert_l,l] Permit] License] Contractor] Lszeszment Uity Biling | Property Tax]

Date Due Arnount Service Status
$13B.76 | "WATER
$174.70 SEWER
REFUSE
ELECTRIC

WTH TEST FEE
FUEL ADJ CHG

$313.45 +|

11

03/31/38
03/31/38
03/31/38

02/28/33

Mews Perrnit

12/10/33
03./03/39

Amount Due

$0.00 -
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

3000 |

Amount
$12.25
$30.74

$2.00
$56.20
$0.88
$3.90



CONTRACTOR INQUIRY SCREEN

Customers who are also contractors
have special screen to store this
additional type of information.

The contact tab has information that
ties back to the customer screen.

The Agent tab lists basic employee
information such as company position
and contact phone #.

The Permit tab lists permits pulled by
the contractor.

Complaint tab on the contractor

B Contractor FS__<
1D~ 30800 -1
Name |S %5 Tree & Hort. Specialists | Contract Type Tiee Services -
Tax ID 3084338 ‘Yehicle Expire
State Lich Exp. | | Workers Comp Expire | 09/30/00
Bus. Lick (2000 Bond Expire
Liability E xpire: 09/30/00
Insurance | |
Palicy # | ‘ Exp. | |
Phone
Contact ] Agent I License } Permit ] Complaint ] Misc ]
Mame S &5 Tree & Hort. Specialists - Tax 1D
Altention | Steven Sylvester DF Code
Address  |E214 Concord Bled. Carrior Fioute
Irver Grove Heights MM 58076-
Harme Phone  |[612)451-8307
Wtk Phone
Country l:l Far Mumber
Muore Info E-Mail
1] 4 L L *

screen may be used to log complaints or issues about the contractor.
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HOW TO GET STARTED

Before you can issue
permits, you will need to
set up the fees that will be
associated with the
permits. Click on Tools,
select Setup Options, and
Fees

All the fees that will be
charged for permits
must be created.
Same sample fees are
included with the
software, but you will
need to customize
those to your needs.
Later, permits will have
these fees attached to
them to show what will
be charged for the
specific permit type.
Then when a permit of
that type is issued, the
fees you attached will
be charged on the
permit.

Il BDS Property Management 2.058 - 12/22/05

Filz Wiew | Tools Help

& Backup/Restore
File TransFer

Setup Options
Database Lkilities
Add-Cn Modules

Accessaries

ﬁ Entity Information

Setup Code & Descripkion

Fees

2nd Hand Merc. [Shaows) ~
Apt. Bldg. Coin-Op 'wazh/Diy

Inspections
Licenses
Permits
Receipts

Interface ko Other BDS Applications

Dezcription |BUILDING FEE

Arcade License Fee Type of Use |F'ermanent [&lwayps Charged) ;I
auchioneer License Fee

Bowling Alley License Fe - Blzeree Flat Charge $0.00 [ Times Units
BUILDING FEE % Permit Drays to Bl [0 ]

Carnival Licensze Fee " Universal Distributed Account | ;I
Char. Gambling Mon-Exemp: AkE

Char. Gambling Mon-Exemp: CD Penalty Ten l Plan Check ] Misc. ]
Charitable Gambling Exempl A%E

Charitable Gambling Exempl C&D I~ Exempt From Penalty

Childrens Amusements [rides)

Christmas 'I_'ree Sales Licenze Peralty Base $0.00

Cigarette Llc_:ense Fee Penalty Rate o000

Club Beer Licenze Fes

Club Liquor Interest Fate

Cain-Op Dy Clean Machine Penalize Minimum $0.00

Comm. Laundry Coin-Op Y ashd/Dry Penalty Limit 1393,933.93

Cantractor License Fee

ggﬂ%sﬂg 'I.?EihTelsﬂll_ﬂlc;EEe Fee Distributed Accaunt | |

Drive-ln Restaurants v

Add MNew Fee Remove Selected Fee Attach Fee to Permits and Licenses
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ADD A NEW FEE TYPE
On the Fee screen, in the bottom left hand corner you will click on Add New Fee.

After you click on Add New Fee, an Enter Description box will pop up. Enter the name of
the fee you are creating here.

Now you will notice that the fee name you have just entered is added to the list of
existing fees.

14



This is the fee screen. You will enter all information pertaining to the specified fee on

this screen.
znd Hand Merc. (Shows] #| Desciption [BUILDING FEE
Apt. Bldg, Coin-Op *wagh/Diy
Arcade Licerse Fee Type of Use |Permanent [Always Charged) j
Auctioneer Licenze Fee
geer gff ga:e ::!CE"SE IEEE Type of Fee Basze Charge 25.00
Bsilin; N; j Li'g:::: F:: © License Flat Charge $0.00 | ™ Times Units
BUILDING FEE @ Permit Days ta Bil
Carnival License Fee " Universal Distributed Account j
Char. Gambling Mon-Exemp; 4&B
Char. Gambling Mon-Exemp: ChD Penalty Tiet ] Plat Check Mizc. ]
Charitable Gambling E xempl 258
Charitable Gambling Exempl C&D ™ Exempt From Penalty
Childrens Amuzements [rides)
Ehristr?tasl}'ree SaIFes Licenss Penalty Base $0.00
igarette License Fee
Club Beer License Fee Penalty Fiate 0.000
Club Liquor Interest Rate
Cait-0p Dy Clean Machine Penalize Minimurn $0.00
Comm. Laundry Cain-Op ‘Wash/Dry Fenalty Limit 1339,333.33
Contractor License Fee
Caunesy Benches Lense Fee Distributed Account =1
Drive-ln Restaurants b
Add Mew Fee BEemove Selected Fee Attach Fee to Permits and Licenses

Type of Use: This tells how the fee can be used. There are three ways it can be used:
1) Permanent (Always Charged)

2) First Time (Charge only when permit is issued)

3) Renewal (Charged only when permits are renewed)

Type of Fee: This is the type of fee. There are three valid fee types.
License Fee

Permit Fee
Universal Fee (Can be charged on both permits and licenses)

Base Charge — A dollar amount added in after all other calculations have taken
place. This is a flat fee, which is not involved in any other
calculations.

Flat Charge - A flat dollar amount to be charged, which can optionally be

multiplied by the number of units on the permit.

Times Units - If checked, the Flat Charge is multiplied by the number of units

field on the permit.
Days to Bill - This is how many days you'd like the permit to be charged.

Distributed Account - Click on this to choose the BDS Fund Accounting Account
Code that this charge would be applied to.

15



PENALTY TAB ON FEE SCREEN

Fenalty Tier

[ Exernpt Fram Penalty

Fenalty Baze
Penalty Hate
Interest Rate

Penalize Minimum
Penalty Limit

Diztributed Account

| PlanCheck | Misc. |
$0.00
0.000

$0.00
$0.00

|

Exempt From Penalty -

Penalty Base -

Penalty Rate -

Interest Rate -

Penalize Minimum -

Penalty Limit -

Distributed Account -

Check this box if this permit fee is always exempt from receiving
penalty charges.

This is a flat amount to charge for a penalty (if any) that applies
to this fee.

This is a percentage of the total fee amount to charge as a
penalty when penalties are calculated.

This is the rate of interest you would like calculated on this
permit fee.

If this fee owes less than this minimum amount, no penalty would
be applied. This saves you from applying a ten dollar penalty if
there is only fifty cents due for a license.

If a calculated penalty is more than this amount, then the penalty
is reduces to this amount.

Click on this to choose the BDS Fund Accounting Account Code
that this charge would be applied to.

16



TIER TAB ON FEE SCREEN

Penalty Tier Flan Check Misc. ]
Tier |z Based On ©# L|n|t$ " Estimated Cost of Worl:
Uritz &re For - |Mormal Unitz of The Licenze j
Tier Amovnt Per Rate
p |First 1.00 $50.00 1 0.000000 =
Qwer $10.00 1 0.000000
* $0.00 1] 0.000000

Tier is Based On - This line sets up a basis for the tiers shown below. If you select
Units, the tier is based on one of the unit fields, depending on
how you set up the Units are for field.
If you select Estimated Cost of Work, then the tier is based on
the Estimated Cost of Work for this permit fee.

Units are for - Used only when the tier is based on UNITS. Determines if the tier
is based on:
1) Normal Units of the license
2) Plumbing Units Group A
3) Plumbing Units Group B
4) Plumbing Units Group C

Tier Charges - It is optional to use Tiered Charges.

The Tiered Charges allows you to charge different amounts based on the estimated cost
of the permit, or a number of units. This allows a great deal of flexibility in calculating
fees.
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EACH TIER LINE
Each tier line has four things in common.

Column 1 Units/Amounts
This column determines the range of the line. The line is charged for just the
units/amount listed in this column before the fee calculation goes on to the next
line.

Column 2 Amount to charge for each Per
This is the dollar amount to charge for each Per until the Units/Amount column
for this line has been reached.

Column 3 Per
The Per divides up column 1 (Units/Amounts) into chunks. Each chunk can be
charged a dollar amount (column 2) and/or percentage (column 4).

Column 4 Percent
This is the percentage to charge for each Per until the Units/Amount column for this line
has been reached.

EXAMPLE

Amount Per Percent
First 1000.00 25.00 100 7.500000

In this example line:
Column 1 = 1000.00
Column 2 = 25.00
Column 3 =100
Column 4 = 7.5%

This means that for the first 1000 dollars, 25 dollars will be charged for each 100
dollars. Since there are 10 chunks of 100 in 1000 dollars (10 *100 = 1000), 250
dollars (10 * 25 = 250) will be charged for this line if the estimated cost of the
license if at least 1000 dollars.
If the estimated cost of the license is 350 dollars then 100 dollars will be charged
or this line. (4 * 25 =100) All fractions are rounded up.
In addition, 7.5 percent of the first 1000 dollars of the estimated cost will be
charged for this line.
Each line of the tier is processed until the units or amount runs out. The totals for each
line are added up and put into the total fee amount for this fee.

First This line tell what to charge for the First number (column 1) units/dollars.

Next There are six “Next” lines. Each one is calculated in turn until the Units/Amount
runs out.

Over This last line processes any remaining Units/Amount once the “First” and all
“Next” lines are processed.
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PLAN CHECK TAB ON FEE SCREEN

Fenalty Tier Plan Check l kizc. ]

Reszidential Plan Check. Rate 00000/
Commercial Plan Check R ate 0.0000

Minimurm to Apply Plan Check, $0.00

Residential Plan Check Rate (Optional)

This is a percentage of the Fee amount of the permit to charge for a plan
residential check fee. This is normally only charged on a building permit.

Commercial Plan Check Rate (Optional)

This is the percentage of the Fee amount of the permit to charge for a

commercial plan check fee. This is normally only charged on a building
permit.
Minimum to Apply Plan Check (Optional)

The amount of the fee must be more than this dollar amount for the plan check
fee to be applied.
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MISC TAB ON FEE SCREEN

Penalty ] Tier Flarn Check

[ iUse This Fee as a Tax to Other Fee(s)

Azzociated Tax Fee

Bazed on Another Fee

% of Baze Fee 0.000
% af Property % aluatian 0.000
Charge Minimum $0.00
Charge Limnit $3,933,333.93

Mizc. l

Use this fee as a Tax to Other Fee(s) -

Associated Tax Fee -

Based on Another Fee -

This identifies this fee as a Surcharge or
Tax fee. This fee is then only calculated
when another fee attached to the license
identifies this fee as its tax. This fee can be
used as a tax by several other fees.

Use drop down to select fee you will use as
a tax/surcharge. Only those fees created as
a tax fee will appear in this drop down
menu. NOTE: You cannot tax a tax fee.

Use the drop down to select a fee on which
this fee will be based upon.

After you have created all the fees for the permits, you will now setup inspections.
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INSPECTION SETUP

To set up your inspections,

Select Tools, Setup
Options, and then
Inspections.

PRIORITY/STATUS TAB

The Priority/Status tab
is shown here. This is
where you are going to
set the standards for
each inspection.
Difficulty level is used
to determine how
difficult a job will be
based on the inspector
qualifications.

The priority column is
the different levels of
priority you can choose
for a job. The status is
different options that
will come up when
you’re in the inspection
screen.

Priority/Status

BDS Property Management 2.058 - 12/22/05

Eile Wiew | Tools Help

&l BackupjRestore

File TransFer

Setup Options
Dakabase Utilities ¥
add-on Modules ¥

Accessories

Fees

| Inspection

Type of Inspection

o Entity Information

Setup Code 2 Description

Inspections
Licenses
Permits
Receipts

Interface ko Other BDS Applications

Inzpector 1D | Weight Faormula

Difficulty Lewvel

Pricrity

Status

il ifficulty Level One

= Difficuly Level Twa
= Difficulty Level Three
= Difficulty Level Four
= Difficuly Level Five

= Difficulty Level Six

® Rezenced code - no changesdelzte

= Top Priarity
= Priarity 2
= Priarity 3
= Pricrity 4
= Pririty 5
= Priarity &

® Reserved code - no changeldelate 3

= Pending

= Scheduled for Inspection

= Failed Inspection

= Scheduled for Re-inzpection
= Pazzed Inspection - Clozed

® Reserwed code - no changesdelzte al
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TYPE OF INSPECTION TAB

Next is the Type of
Inspection tab. Here you
will choose the options
for your inspections.

The first column is where
you will name your
inspection. Next, you
will set up the Difficulty
Level, Priority and the
duration of time, which
will be spent completing
each inspection. The
memo area is there for
any additional
information you may

5| Inspection

| Friority/Status  Thpe of Inspection InspectDlIDl Weight Formulal

Inzpection Type Lewel

Fricrity

Duration

Building Inzpections Difficulty Level Three

= | Top Priority

0 min -

Electrical Inspection Difficulty Lewvel Tywo

= |Priarity 2

0 min -

Flurnbing [nspection Difficulty Level Three

;IPriorit_l,J 3

30 min -

=l

-

have pertaining to the
individual inspections.

This will also carry over to the permits when you have scheduled inspections on those.

INSPECTOR ID TAB

On the Inspector ID tab, you
will enter the names of
qualified inspectors. Off to
the right side, your different
types of inspections are
listed. While you have an
inspector selected, click on
the type of inspection to
specify which each inspector
is qualified for.

| F'rinrit_l,lf"Statusl Type of Inspection  Inzpectar ID |Weight Fnrmulal

For each ingpector select one or more azzociated types of inzpection

Ingpector Initial and Mame

| Start Diate

Type of Ingpection

[ ] Holly D aze
MINDY |Mindy Fresh
TINA Tina Smith

*

s

L |

Building Inspections
Electrical Inzpection
Plumbing Inspection
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WEIGHT FORMULA TAB

The weight formula tab is

= Inspection
used to correctly schedule b

the individuals that are | Pricrity/Statuz I Type of Inzpection I Inspector [0 Weight Formula ]
able to perform each task. 5 aturation
Saturation allows the system ta calculate the percentage of scheduled inzpection hours over tatal wark,
Man ual Selection . haurs [8 hours/day and weekdays only] during the selected time frame.
Allows you to choose " On Scheduled Date Only

" Between Todaps Date and Scheduled Date

WhICh InSpeCtor yOU want & within Nest 30 | Days From Todays Date

to use for the permit.
weight
H "When fairness iz a criteria in gelecting an ingpectar, uzing the WWeight Formula can help determine
The Other three Optlons which inzpector iz mare likely to be sgheduleﬂ. ? g ?
allow for the software to .
. Manual Selection
automatically select an Lesast & aburafion

0
iI’]SpeCtOI’ based on the ™ Least Average \Weight: [Past Inspection Hours] # [Difficulty Lesel] / [365 Daps)
radio button you choose. " Custom Defined Formula [&vailable Fields: Duration, Difficulty, Pricrty, Inspection Date)

o

[X]

Now that you have your fees and inspections setup, we will move on to creating a permit
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CREATING PERMITS

By clicking on New B2 Permit Type X
Permlt n the bOttom Ieft E'—*il'ji"" F"E’”T'it Description Building Permit Swstern Reserved
hand corner of the Buming Pernit
: emaltion Fermi ) Days Expired from Original D ate 180 -]
screen, you Wl” be_able Elirgﬁiit:;’;i?;ti?me[ Pt [rays Expired from Previous Expiration j
to add a new permlt Gammbling Perrmit Uriit Mame by swéhich Permit iz Charged Ltz
The Enter DeSCFIptlon :leat_ing; Eo_otling Permit Yaluation per Square Foot of Property 10
box will pop up again, peo[xir:g = ™ Minimum Job Value is based on Square Foot Yalue
like in fees, this is Flumbing Permit
’ o Poal Permit =
where you will name Sewer / Water Pemit =
. Sign Permit ]
the permlt' Sprinkler Systemn Permit =
Street Excavation/Opening Perm
. Tank Pemit
Once the permlt haS WalerMet_er Permit Alttached Fees Setup Attached Inspections Setup
been named’ you will wfell Perrit EUILDING FEE Building Inspections
. ales Tax Electrical Ingpection
need to fill out the State Surcharge Flurnbing Inspection
information fields on
the Permit Type
screen.
Mew Permit Bemove Selected Show all available fees and inspections for selection

ATTACHING FEES AND INSPECTIONS

To attach fees and inspections, click on Show all available fees and inspections for
selection, which is found in the bottom right hand corner of the Permit Type screen. In
the two boxes, lists of fees and inspections that you have created, will now appear Click
on the fee and inspection names to add them to the chosen permit.
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ATTACHING PERMITS TO PROPERTIES

Now that you
have created = =

Search” = | Sighus Reguar = | [T Ememgl from Adiin Fee
fees =l =l
. o House/Stest (100 [WEST 15T STREET x| HMate
erigioll o . | T
permlts, you are | 1

BURNSALLE MM [GE337- Burring Permic

rﬁady to attach - Ealitirlede ] walofl Zil e SRR L
them tO PN 071521455 ] CumpsteriZantaner Permic
properties. ' Elecirical Permit

Legal | Znﬂng Customer  Preamit | hmns:l Idise | i3ambling Fermic
To do th|S, go to Fermt Skahuz lszu=d Balance Pe Heating | Cooling Permi

- Ap [haing Pk

the upper left L BmbigPamk
corner and Sk Pocl Permit
select View, Lo Sewer [ water Permic
next choose Hif s
Inquiry, and B[ D

Strest Excavation] Opening Peimn

then Property.

Tank Pesmit
7| Mo waker Mete Permit
Use the Search* well Permit
to Iocate the HI A4 | bk | K b I Delste Piopedy Cipate Sssesament Cortificabs Hepout Pippery Info Tipfiph: I_

property that
you are creating a permit for. Then, choose the Permit tab on the Property screen. A
menu of created permits will come up and you will choose the permit type here.

Once you have selected the Permit type from the
list, a box will pop up with enter new permit
number. You may use the defaulted number or
choose your own.

Enter Permit 1D

X]

H| Fee Attachment

Associated Fees After you have assigned a number to the permit
BUITOING FEE another window will come up with the fees that
State Surcharge are associated with this permit type. You can
Sales Tax select all of them or choose only the ones you'd

like to charge with this permit. Then, click on
| Attach above selected fees.

Now, the permit screen has been created for
you.
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Shown here is

Search®
the property Street Address
tab on the Permit Type
permit. This ok Class

. Structure Type
W|” ShOW a” Stucture Use

Pro-rate Factor

permits that
are associated

. . S f
with this PECEE
Statuz
property. It S
also shows the | Fropety Type
status and Dwelling T ppe
balance ™ Agriculiure
information on r Commercial
™ Flood Plain

the permits.

tare Property Info

14| 4 | ¥ | k1| wk | Delete Permit

[ | Status Pending ~| ApplyDate
[1201 ASHMORE AVENUE +| ProjectiD | lssusDate
p p Applicant Dwiner ~| StatDate
Burning Permit ——
T Estimate Cost $0.00 ; )
“| Total Fees $25.00 | Proiect Begin
“| Tatal Paid gnon | Froiect Ending
l:l Fielemes $25.00 E=pire Date 0&6/20/06
Froperty ] Ovaner ] Tenant ] Contractor ] Architect ] Fee ] Inspection ]
Regular Permit* Statuz Balance
I |Burming Permit Pending $25.00
[ Septic
I~ wiel
* Click on record =electar to switch wiew o that Pernit
Eritt Perrnit  Options

Search? [ =] Status Pending ~| ApplyDate
Stieet Addiess  [1201 ASHMORE AVENUE =] Projectic [ -] lesueDate
Pemmit Type Burning Permit Applicant Ovner =] S Da.te.
Lazt Activity
otk Class 7| Estimate Cost $0.00
Structure Type | TotalFees $25.00 Froject Begin
Structure Use 1 Total Paid +0.00 Froject Ending
Pra-rate Factar |:| Balance g2500 | EwpieDate | 06/20/06
After you have
S pecific ] Froperty Dwarier Tenant Contractor ] Architect ] Fee Inspection ] attached a” permItS
If applicant iz an owner, select one from below list to the property you
3
| b| 4 DOE.JOHN Atertion | |
can add owner
Address 1403 M MC . .
YOUR CITY MN 589951234 information on the
Owner tab on the
Home Phone perml’[
‘wiork Phone
More Information
4] 4| » | »1| »* | Delete Pemit Prirt Permit  Options

26



B Permit# 91312

Search® j Statuz Pending j Apply Date
Stieet dddress | 1201 ASHMORE AVENUE +| ProjectID ~+] lssueDate
Permit Type Burring Pernit | Applicant Dlvaner j Start Da.te.
Last Activity

work Class 1 Estimate Cost $0.00
Structure Type j Tatal Fees $25.00 | Project Begin
Structure ze j Tatal Paid $0.00 | Project Ending
Pro-rate Factar Balance $25.00 | Ewpire Date | 06/20/06

Specific ] Froperty Dhwner ] Tenant ] Contractor ] Architect Fes Inzpection

Fee Amount | Penalty | Total Paid Due Date Hew Fee
ﬂ BUILDING FEE $25.00 %000 $0.00 12/22/05 Femove Fee
Balance $25.00

Receipt Date Amount Check # Remark.

14 | 1 | * | ] | L5 | Delete Permit Frint Permit  Options

You can also check on fees that are associated with this permit on the Fees tab. You
can create a new fee by clicking on New Fee. You can also remove a fee from this
permit by selecting Remove Fee. Once you have posted receipts to this permit, a
history of receipts will be shown.

Printing the Permit

If you would like to print the permit after it is created, set the status to issued and
then click on the print permit option.

To print a different permit #, call up the permit you wish to print out by clicking on View at
the top left corner of the screen. Next, choose Inquiry and Permit. Use the search
function to select the property in which the permit is attached to. In order for the permit
to print, the status on the permit needs to be issued.

A receipt bar code can also be printed on the permit and then it can be scanned into a
receipt batch or through the BDS Point of Sale Software.

Shown on the next page is a sample permit:
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Permit Type: Building Perrmnit
Parcel Ha: 70-818-3080
Wtk Valuation:  §50 000.00

Owrner Infom ration

COLLINS, MICHAEL J
504 SOUTHYTH STREET
PMOMNTEMDED MM 55265

Aotk D escriph o

FeeDescription
BUILDIMG FEE

State Surcharge
SalesTax

GRAMD TOTAL:

TEST DATA

I717E. PARK ST« YOUER CITY, MM 54241 « 3207955552

Permit Mo
Izsued D ate:
Expiration Date

C ontractar Information

Olson Construction
101 W Burnsville Parlkoway
Burnsville kM 55337

BE2175
F25.00
k000

FEAR 75

582 15T STREET S

THIS PERMIT MUST BE POSTED AT THE ABOVE WORK ADDRESS AT ALL

155
4/118/2008

10152006
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HE Permit# 91312

Search®
Street Address

Fermit Type
Work, Clazs
Structure Type
Structure ze

Pro-rate Factor

| B
|12EI'I ASHMORE AVEMLUE ;l
Burning Permit

] Tenant

Specific ] Froperty ]

Statuz

Froject ID
Applicant

Eztimate Cost
Total Fees
Tatal Paid
Balance

FPending -

Owwrer -

$0.00

$25.00

$0.00

$£25.00

] Contractor ] Architect ]

Apply D ate
|zzue Date
Start Date
Last Activiby

Froject Begin
Froject Ending
Eupire Date

Fee

Scheduled Date/Time |

Type of Inzpection

||nspeu:tu:ur| Statyz (click to change)

MEMO

14| 4| » | w1 | v ] Delete Pemit

Frint Permit

0E/20/08

Inzpection

Hew Schedule
4 | Remove Schedule

|nzpection Motice
* | Set Motice Printer

O ptions

On the inspection tab you can schedule inspections through the software. Do this by

clicking on New Schedule.

The memo tab contains notes for inspectors to remember to check things. This is
loaded from the setup of Inspection Type. The type of inspection and any notes that
you have entered in setup will be added once you have scheduled the inspection.
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&\ Inspection Scheduler - Building Inspections

Once you have
A| December | b L2006 || 700 clicked on New
Sup | Mon| Tue | Wed Tha| Fri| Sat 730 Schedule, a
27 28|29 /30| 1 | 2 | 3| 800 S‘?hgd“'e "
20 window will pop
45|67 [8]9[10 200 up. Here you
{12 (13 (14 (15[ 16|17 330 will schedule the
1819|2021 22|23 24| | 10:00 insp(_s'ctor.and
26 | 26 | 27 | 28| 29| 30| 31| |10:30 the time in
11:00 which the
1]2]3/4|5]68]7 1130 inspection will
Inspectors W By Least Saturation 12:00 take place.
Mindy Fresh 12:30 Choose the date
Tina Smith 1:00 and time when
130 you'd like the
200 inspection to
230 take place, then
200 click on
330 Schedule.
4:00
4:30
Date 12/23/2005 500
Time F00am - 530
Dwration |0 b 30 mir Schedule 00
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As you can see, the inspection is now scheduled.

8 Permit# 91312 5] i you click
on the status

Search [ | Status Pending ~| ApplyDate
Street Addiess 1201 ASHMORE AVENUE  ~| PigjectID -| lssueDate a menu of
Fermit Type Burning Permit Applicant Duwiner z E:rttfjit:ity options will
Wik Class T | Estimate Cost $0.00 ) ) appear and
Stucture Type *|  Total Fees £25.00 F'n:u!ect Beg!n you can
Structure Use | Total Paid $0.00 Project Ending .
Pro-rate Factor I:l Balance $25.00 Expire Date | 06/20/08 select which
option is
Specific ] Property ] Owher Tenant ] Cantractar ] Architect ] Fee Inspection ] best for the
Scheduled Date/Time | Tupe of Inspection |Inspectar | Status (click to change) | Mew Schedule .SeleCte.d
| B |FriDec-23-05 Building Inspections Erhadilad for nrmactin | Pamauvs Scheduls |nSpeCt|0n-

Passed Inspection - Closed
Scheduled for Re-inspection

Failed Inspection

+" Scheduled For Inspection M
E Prititer
— - Pending
< |Building Inzpections -
=
w
=
14| 4| v | p1 ] »# | Delete Permit Prirt Pesmit  Options

PS Property Management 2.058 - 12/22/05 - [*Inspector Reportc]
Report | @0 & 100% = | Export -

There is also a
Daily Inspectors
Report that you
can run. Torun HEIDI'S DATA 12;22!051;:3:;3':
this repOI’t, click Inspection Schedules

on View at the Rt

top left corner of

the screen. 7.00.00 &M 1201 ASHMORE AVENUE Commert: Building Inspections -

Next, choose Buling repecions Instuctions

Special
Reports,
Permits, and
Inspection
Report.

This will print out scheduled inspections for each individual inspector.
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RECEIPT ENTRY

Now that you have created permits and attached them to properties, you are ready to
collect payments.

Find the permit you wish to receipt in and click on the Fees tab. Next, click on the
balance. You can create a new batch or add to an existing batch.

When you create new, a window will come up asking you to name your batch. Then hit
your enter key.

Enter Mame of Mew Receipt Batch

B Selection L7l If there is more than
Itern Description one unpaid permits or
ELiicing Earmit licenses attached to
Burning Perrnit this property, all of

those will come up.
And you are able to
apply payments to
those at this time also.

[ Allow Multiple 5elections Unzelect Al Continue
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This is
the
batch
screen.
You can
enter
one or
more
receipt
entries
per
batch.

Next,
you will
print
your
receipt

Iri the Endty Desciipton, enler Prapeily PIN, Propeity Address, Custames Name [far same-oanes progely
zalection], Pemil 1D [preceded wilh P, Licenze Mo [with L], Citaticn Mo. [with C). of Azzessmant Mo [with 4).
Llza thwa * and 7 wildcard for pantia search on Propeaty Addres: or Mama.

Ertiy Diezenplion Amourt Check # Femark Cushome
b |Pimit #51312 - Buming Pemit k25 ) 405 - 407 BAOADWAT AMDERSON. PAUL H/TR =
= $0.00 ROGER HARRIS
Heceiptng Optgres Delete Thiz Batch Fleceipt Total 32500 Peview Report  PostAbove Feceiphs

report, by clicking on Preview Report.

Dhescriplion Aot Banak Chesrk s Lot llanve
Perel #3112 - Sumin 500 405 - 20T BROEDVAY SHDERSON, PAIL HTRUST
FHm
=1 k| LI

CITY OF MORFIS LA 4 B
Pugat
Receipts
Eatch llames 05 DEC-24
Banch Date 1230305

FLTR CEFS
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After you have printed your Receipt report, you are now ready to post the batch. Do this
by clicking on Post Above Receipts, which is found on the lower right corner of the batch
screen.

Now, the
Backup/Restore
window will pop Backup/Restore | Sewp |
up. If you Fight click, on below windove for options, Check Data for Erors during Backup
choose to, you  Descipion Date Looation :
may bypass tis | [FIIEETS e e e

. peliicensedemo - 26pm wed [C:
step by closing 01105 0411-05_12:30pm_Mor|CABDGWINY
out of the 040505 040505 325m Tue |CABDSWINY
window and blexandria 0305-08 11:00am ‘wedC:ADDCUME 140 wher'Deskiophsource!
continue to ]
posting . BDS sungests you keep copies of the last fow backup of databasel
;?(\)A'I’]eg\?;r, BDS If getting 'Fead Peimizsion’ message o suspicion of damaged data, check hete before backing up

suggests that you
make a backup prior to posting your receipt batch.

= I
After you have BDS Property Management 2.058 - 11/28/05 _

backed up your data, _ _ .
Continue with posting J) Conkinue with posking?
window will pop up.
Select yes and you —
have now posted your L WE

3

receipt batch.
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REPORT WRITER

& Report Writer

]
X

Select a Report Category or Collection from the |eft panel.
Select a Report from the right panel [use Shift+Click or Crl+Click for rmultiple zelections).
Click Frint/Preview button to generate repart. Right click on either panel for more options.

Category/Collection:

Report:

“Contractors
“Customers
“|Inzpections
*Licenze - Pet
*Licenges

“Permits

“Properties
“Propertizs/Owners
*Praperty Faotage Info
*Receipt Distributions
“Receipts

After Pozting®

“&ll Reports

Global Settings

*Contractor Listing®

*Ewpiring Permits ListE
“Permit D ataile
“Permit Lizting®

Click on View at the top
left corner of the screen.
Next, choose Report
Writer. Select Permits on
the left hand side.

Choose the report you
wish to print by selecting
one from the right hand
side. You can either click
on Preview Selected
Report or simply double
click on the report you
wish to print.

Parmit Detail
Permil ID 303 FIH D0-O0E-10 &m0 Salug  Apprecd
Agoly Oate BOII005 405 407 QRO DAY s
lsgpeDale  DIHN0T  graner 0 R ER HARR &
Edimate Job Cogl Canlrator 1 Acae buming
53900 Archiwct
Permil ID 91306 FIN Etalus  Fending
Mgy Date 107 15T STREET Zom
Iszue Dale Cramier 0 FOGER HARRIS
Estiviadn Job Cosl Canlractar 2 STEVE'S BULDING DESIG M
*n :I-_I Archiback
Permil ID 93T FiM 00-005I-185 B0 Sxalug  Pending
Aok Dt Sid - S1RWILLOW DR T
Iz Dale Cramier 0 ROGER HaRR &
Eslimate Job Cost Canliitor
s000 Archiget
Permil 1D 91308 FIM 00-0000-000 0101 Ealus  Approved
Aoty Date 5194 CO RD 13 Zom
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