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The Pathway Licensing Application is fully integrated within the Pathway system and forms part of the Land
Information System.

The Licensing System integrates with the following Pathway sub-systems:

Name and Address

Property

Receipting/General Ledger Interface
Memo

Responsibility

Trade Waste

Inspections

Application

Licensing receives and processes applications to carry out activities requiring initial and ongoing Council
approval. It also provides the facility of recording Licences and Permits where, on a periodical basis,
Renewals are produced; a fee paid and permits generated. The system allows for various types of Licences
and provides the following:

Recording of Licence details and allocation of Conditions

Calculating and Recording of Fees

Scheduling and Recording of tasks to be carried out, eg reminders and inspections
Printing and issuing of the Licence

Printing of Standard Letters, Renewals and Reminders

Statistical Reporting
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Tax Processing

The GST requirements are such that when debts are raised, adjusted, written off, there are implications for
GST. When payments are received, allocated, transferred, reversed there are also implications for GST.
The financial transactions generated are to be used to prepare the tax returns and provide details of cash
movement for both the current return plus historical audit information. The Pathway GST development does
not cover this component, however it ensures that all tax entries generated are correct based on cash and
accrual movement as generated by the Pathway PPR modules.

GST is defined by a percentage that could differ for specific goods and services and also could change in the
future. As such provision for multiple tax rates per Tax Code has been made, however the use of ‘effective’
dates in determining which rate to use has not been implemented. When a new GST rate is announced
(Australia or New Zealand), the processing requirements will be reviewed and changes implemented where
necessary. To assist in reconciliation of returns and the General Ledger, it may be required to hold multiple
Tax accounts therefore optional set up of specific Tax Codes per Pathway PPR module is provided.

Not all transactions generated within Pathway or within an individual Pathway module, are tax applicable and
as such the control needs to be at the appropriate level to control this process. This is explained further in
this document.

In most Pathway modules, the fee or rate that is defined is deemed to be inclusive of Tax and therefore the
tax transaction generated is calculated on this amount (1/11 for 10% or 1/9 for 12.5% of fee/rate amount).
The exception to this is for Applications, Licensing and the Accounts Receivable modules, where the
operator can nhominate whether the fee or rate entered is inclusive or exclusive of tax.

Rounding parameters are also available to control the calculation of the Tax.

NOTE: NEW ZEALAND TAX CHANGES - MISCELLANEOUS RECEIPTS

Changes have been made to the Reversal and Transfer Receipting functions for Miscellaneous Receipts.
These functions now use the GST rate that was applicable at the time when the Miscellaneous Receipt was
created, which results in the correct tax amount being calculated and written to the generated transaction
records.

NOTE: NEW ZEALAND TAX CHANGES - USER-DEFINED RECEIPT TYPES

Changes have been made to the Reversal and Transfer Receipting functions for User-defined Receipt
Types. These functions now use the GST rate that was applicable at the time when the User-defined Receipt
was created, which results in the correct tax amount being calculated and written to the generated
transaction records.

NOTE: NEW ZEALAND TAX CHANGES - BOOKINGS

Enhancements have been made to the Bookings module to cater for a change in GST scheduled to occur on
the 1st of October 2010.

The Bookings module has been modified to calculate the tax rate applicable to a Booking based on the
earliest transaction date for the booking line. All fees and adjustments for the Booking will have tax
calculated at this tax rate except where the new ‘Tax Override’ flag is turned on for the Fee Code, see below
for details. The earliest transaction date being the date the first fee was added to the booking line.

NOTE: NEW ZEALAND TAX CHANGES — ANIMAL REGISTRATION

Changes have been made to the Reversal and Transfer Receipting functions for Animal Receipts. These
functions now use the GST rate that was applicable at the time when the Animal Receipt was created, which
results in the correct tax amount being calculated and written to the generated transaction records.

NOTE: NEW ZEALAND TAX CHANGES - ACCOUNTS RECEIVABLE

Changes have been made to the Reversal and Transfer Receipting functions for Accounts Receivable (AR)
Receipts. These functions now use the GST rate that was applicable at the time when the Account
Receivable Receipt was created, which results in the correct tax amount being calculated and written to the
generated transaction records.

NOTE: NEW ZEALAND TAX CHANGES - GENERAL LEDGER RECEIPTS
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Changes have been made to the Reversal and Transfer Receipting functions for General Ledger (GL)
Receipts. These functions now use the GST rate that was applicable at the time when the General Ledger
Receipt was created, which results in the correct tax amount being calculated and written to the generated
transaction records.

NOTE: NEW ZEALAND TAX CHANGES — EXTERNAL RECEIPT IMPORTS INCLUDING MSF
Enhancements have been made to the External Receipt Import batch function to calculate the correct GST
amount for external Receipts that include Merchant Service Fees. The tax rate that is used in calculating the
GST for Merchant Service Fees will be the rate that was applicable on the date of the external Receipt.

Councils are required to ensure the following tasks are performed prior to 01/10/10 in order for the
earliest transaction date to produce the same tax rate as the earlier of payment and invoice date.

e Councils must ensure that any Fees added to a booking before 01/10/10 are transferred to Debtors
(where applicable) and invoiced before 01/10/10, otherwise the fees must be removed from the
Booking. Fees added before 01/10/10 will initiate a time of supply prior to 01/10/10. This results in a
tax rate of 12.5% being applied to the booking.

Fees added prior to 01/10/10 but invoiced on or after 01/10/10 will NOT be cater for and will result in
a tax rate of 12.5% being applied instead of the 15% required by the time of supply.

Councils must ensure the following business practices are followed in regards to Bookings.
e Adjustments to Bookings with an Accounting Method of ‘Pathway Debtors’ must be made from the
Booking then transferred to Debtors. Adjustments must not be made directly to the debtor.

Booking Parameters
A new parameter called Tax Override has been added to the Booking Fee Code Maintenance form.

B Fee Code Maintenance E@@

Booking Class  [EVENT | [Event Class |

Fes Code | HIRE
Dezcrigtion |Hiring fee

Taxable

Tax Code ABK_GST ﬂ |Elooking3 GST @ 10% | aas
Tax Override
Active

Account Details

Leciger

Debt Control Account | ABK - DEBT ﬂ Bookings Debt Control Accourt
Revenue Account | ABK - REVEHUE ﬂ Bookings Revenue Accourt
Bank Accourt | ABK - BANK ﬂ Bookings Bank Accourt
Receipt Control Account |ABK - RECEIPT CONTROL ﬂ Feceipt Cortral Account
Discount Account |ABK - DISCOUHT ﬂ Bookings Dizcount Account
Project Code
Description ElN |

o] 4 Cancel

Fee Code Maintenance form showing the new Tax Override flag

Fees with the Tax Override flag turned on will have tax calculated based on the date the fee was added to
the booking instead of the date the first fee was added to the booking.

Tax Calculation
A booking line with fees added before 01/10/10 will be taxed as follows:
o New fees added on or after 01/10/10 that have the Tax Override flag turned OFF will be taxed at
12.5%.
o New fees added on or after 01/10/10 that have the Tax Override flag turned ON will be taxed at 15%.
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e Adjustments made to fees added before 01/10/10 will be taxed at 12.5%.

o Adjustments made to fees added on or after 01/10/10 will be taxed at the tax rate that was applicable
to the original fee. If the fee has the Tax Override flag turned ON then this would be 15%, if the fee
has the Tax Override flag turned OFF then this would be 12.5 %

Booking lines that do NOT have fees added before 01/10/10 will be taxed as follows
e New fees that are added on or after 01/10/10 will be taxed at 15% regardless of whether the Tax
Override flag turned on or off.
¢ All adjustments will be taxed at 15%.

Receipt Reversals will calculate tax using the tax rate applicable to the fee/debt that the payment was
allocated to.

Receipt Transfers will calculate tax using the tax rate applicable to the fee/debt being transferred from/to.

Example:

Booking Date Fee Transection Dete Tax Override Imount Tax Rate%

01-0ct-2010 Fee 1 01-Sep-2010 OFF 100 12 .50
Fee 2 01-0ct-2010 OFF =] 12 .50
Fee 3 01-0ct-2010 oN =] 15.00

01-How-2010 Fee 1 01-Sep-2010 OFF 100 12 .50
Fee 2 01-0ct-2010 OFF =] 12 .50
Fee 3 01-0ct-2010 oN =] 15.00

01-Dec-2010 Fee 1 01-HNow-2010 OFF 100 15.00
Fee 2 01-How-2010 OFF =] 15.00
Fee 3 01-How-2010 oN =] 15.00

Booking for October and November taken before 01-Oct-2010 and Fee 1 added attracting a tax rate of
12.5%.

Fee 2 and 3 add to each booking after 01-Oct-2010. Fee 2 has the Tax Override off so attracts a tax rate of
12.5%. Fee 3 has the Tax Override on so attracts a tax rate of 15%.

Additional booking date for December added after 01-Oct-2010. Time of supply is taken from the transaction
date of the first fee on the booking line i.e. 01-Nov-2010. So fees with the Tax Override off and on are taxed
at 15%.

The above occurs whether the fee is a booking or activity fee.

USER-DEFINED RECEIPT TYPES

As of Release 3.02, User defined Receipt Types use the GST rate that was applicable at the time when the
User-defined Receipt was created, which results in the correct tax amount being calculated and written to the
generated transaction records.

Global Tax Control

Many Tax Codes can be created that can then be applied within the various parameters within Pathway
PPR.

The Tax Codes hold both the tax rate and the tax accounts which allows for the retrieval of the accounts and
rate for Tax to be from the global Tax Code table, rather than at each module/fee/transaction level. This will
minimise set up, and maintenance should the accounts need to be changed.

Accounts
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Accounts required for each Tax Code established are: -
Tax Accrual Account
Tax Accrual Reversal Account
Tax Cash Account

Tax Accrual Account
This account will carry the Tax transactions generated for applicable ‘debt’ entries. These transactions
would be generated by Pathway modules such as:

Rates

Water Billing

Infringements (if running in accrual mode)
Licensing (if running in accrual mode)
Applications (if running in accrual mode)

For those sites controlling and reporting GST at an accrual level (where debts are raised), this account will
be the main control account used in determining returns.

Tax Accrual Reversal
The Tax Accrual Reversal Account is required to ensure that where an organisation is processing GST under
accrual, the impact of Cash entries does not affect the ability to reconcile and prepare returns.

This account will receive entries generated by cash payments being allocated to Tax applicable debts; (those
debts generated by the accrual Pathway modules noted above).

Those sites controlling and reporting GST at an accrual level (where debts are raised) MUST set this to a
different account than the Tax Accrual.

Tax Cash Account
This account will carry the Tax transactions generated for ALL cash entries. Cash entries will be generated
for any payment that is associated with a tax applicable fee, code, rate, account etc.

The transactions are generated by each Pathway module when the Receipt is initially allocated, or re-
allocated.

For those sites controlling and reporting GST purely at a cash level for all modules (as per the current New
Zealand procedures) this account will be the main control account used in determining returns.

Important: For those sites controlling and reporting GST at an accrual level (where debts are raised), it is
critical that this account be set as follows:

O to that of the Accrual Reversal account for Tax Codes allocated to the debt modules

and

Q tothe appropriate Tax Cash account for the non-accrual type modules.

Non Accrual Modules:

Applications (operating in cash mode)
Licensing (operating in cash mode)
Infringements (operating in cash mode)
Animals

Registers

Miscellaneous Receipts

GL Receipts

Accounts Receivable (external)

Iy

Rounding
The ability to nominate the Rounding amount and process is provided as Up, Down, Nearest or None. The
Rounding is at the Global level and not at the Application Level.

Note: The rounding amount will apply to each individual tax calculation and whilst the rounding that may
apply to the amount returned to the Taxation Department may be whole dollars, this will not be applicable at
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this level. It is recommended that it be set to a low value such as .05 or .10. Where an individual tax amount
is calculated to be less than the rounded amount, no tax entry shall be generated***

Where Rate is GST applicable, this rounding amount should NOT be set higher than Rates. This is required
given the high occurrence of small tax cash entries being generated as a result of multiple Rate Types and
proportionate apportioning of payments.

Effective Dates

Each Tax Code has the ability to record Effective Dates for each Tax Code and multiple rates for the Tax
Code. Please note that the latest Effective Date, where it is equal to or less than the current system date, is
the rate that is applied when processing.

As such, it is CRITICAL that when setting up the Tax Codes in preparation for GST, the Effective Date MUST
be set to 15t July 2000. This allows the parameters across all modules to be set up without the risk of GST
being generated prior to the 1t July.

Use of Multiple Tax Codes

Multiple Tax Codes will be required for the following reasons:

Where sites need to control and report Tax at Accrual Level

Tax Codes will need to be different for accrual modules and cash modules

Where internal reconciliation or management/tax reporting is required at module level
If reports are required that show how much tax has been generated or received for a particular Pathway
application (i.e. Rates, Applications etc).

Overpayments and Prepayment Parameter set up

In some situations under Cash processing, all payments are considered to be tax applicable, (only where the
system parameter for the specific Pathway module is Taxable) until they are allocated to a hon-tax
fee/debt/account etc. Therefore all overpayments and pre-payments will generate tax entries upon receipt of
payment and then re-calculate once the payment has been allocated.

Refer to notes within each section on recommendations.
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General Examples of Tax Calculations and Ledger Entries
Examples using ‘Rounding = Nearest and .05’
Accrual Module (eg Rates)
Debt Raised for $100 and Tax deemed to be applicable at 10%
Credit Revenue Account 90.90
Credit Tax Accrual Account 9.10 (calculated 1/11 of 100.00 and
rounded)
Debit Control 100.00
Payment Received for $100 and allocated to taxable debt (as above)
Credit Control Account 100.00
Credit Tax Cash Account 9.10 (calculated 1/11 of 100.00 and
rounded)
Debit Tax Accrual Reversal Account 9.10
Debit Bank Account 100.00
Cash Module (eg Miscellaneous Receipts)
Miscellaneous Receipt Type set up as Taxable
Receipt generated for $100.00
Credit Revenue Account 90.90
Credit Tax Cash Account 9.10 (calculated 1/11 of 100.00 and
rounded)
Debit Bank Account 100.00
Modules where Tax can be ‘Exclusive’ (eg: Applications, Licensing, future Debtors)
Fee Code calculations or Rate Type specified as Tax Inclusive/Exclusive = Exclusive
‘Inclusive’ function as above examples.
Parameter or system calculated Fee = $100
Credit Revenue Account 100.00
Credit Tax Cash Account 10.00 (calculated 10% 100.00 and
rounded)
Debit Bank (cash mode) 110.00
Or
Credit Revenue Account 100.00
Credit Tax Accrual Account 10.00 (calculated 10% 100.00 and
rounded)
Debit Control (accrual mode) 110.00
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Overpayment or Pre-Payments (eg: Rates, Applications, Licensing and Infringements)
Payment of $100 received

Credit Overpayment or Pre-payment 100.00

Credit Tax Cash Account ** 9.10 (calculated 1/11 of 100.00 and
rounded)

Debit Tax Clearing Account ** 9.10 (calculated 1/11 of 100.00 and
rounded)

Debit Bank Account 100.00

** These two accounts are effectively the Tax Accrual Reversal and Tax Cash Accounts as set up on the Tax
Codes. However the Tax Codes that are linked to Overpayment or Pre-payment parameters, MUST be
considered differently.

The Tax Cash Account will be the valid Tax Cash Account for the module, if you are required to assume tax
is applicable on overpayments and pre-payments. If you are able to wait until this payment is allocated
before determining tax liability, then this account should be a ‘Clearing’ account.

The Tax Clearing Account will always be a ‘Clearing’ account.

Allocation of Overpayment or Pre-Payments
Payment of $100 now allocated to a taxable debt

Debit Overpayment or Pre-payment 100.00
Debit Tax Cash Account ** 9.10
Credit Tax Clearing Account ** 9.10
Credit Bank Account 100.00
and
Credit Control Account (accrual module) 100.00
Credit Tax Cash Account 9.10 (from Tax Code applicable to Debt)
Debit Tax Accrual Reversal Account 9.10 (from Tax Code applicable to Debt)
Debit Bank Account 100.00
Or
Credit Revenue Account (cash mode) 90.90
Credit Tax Cash Account 9.10 (from Tax Code applicable to
charge)
Debit Bank Account 100.00
Payment of $100 now allocated to a non-taxable debt
Debit Overpayment or Pre-payment 100.00
Debit Tax Cash Account ** 9.10
Credit Tax Clearing Account ** 9.10
Credit Bank Account 100.00
And
Credit Control or Revenue Account 100.00
Debit Bank Account 100.00
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Receipt Reversals

Receipt Reversals will reverse both the standard Receipt Ledger entries AND any Tax entries that were
generated as a result of the processing of the receipt.

Receipt for $100 allocated to a Taxable Fee in a Cash Module

Reversal entries

Debit Revenue Account 90.90
Debit Tax Cash Account 9.10
Credit Bank Account 100.00

Receipt for $100 allocated to a Taxable Fee in an Accrual Module
Reversal entries

Debit Control Account 100.00

Debit Tax Cash Account 9.10

Credit Tax Accrual Reversal 9.10

Credit Bank Account 100.00
Refunds

Processing of Refunds within a module that is Taxable = ON must be managed in a certain way to guarantee
the correct tax ledger entries. Currently Pathway only supports Refunds within Rates and Water Billing,
however the same logic will be applied to future refund processing within Applications and Licensing
modules.

Refunds can be apportioned to a Receipt or a Credit and the following examples show the impact on Tax for
both situations.

Refund of $100 allocated to a Taxable Credit
Debit Rates Control Account 100.00 (Control Account applicable to
Credit transaction)

Credit Tax Accrual Account 9.10
Debit Tax Cash Account 9.10
Credit Refund Account 100.00

Crediting the Tax Accrual, is reversing out the entries generated by the actual credit transactions
Debiting the Tax Cash, assumes that at some tine a payment was received, that ultimately caused the credit
entry to be subsequently generated.

Note: It is uncommon for a Refund to be allocated to a Credit. In current Pathway modules and future refund
processing, a Refund will always allocate to a payment first and only when the refund amount exceeds the
amount of all receipts on the record (Assessment, application, license etc) will it be treated as a refund of a
credit. In some situations a refund could be allocated partly to receipts and partly to credits.

The main example of a credit refund in Rates is where a Previous Period Rebate is processed (and the
assessment was fully paid at year-end) and a refund is required as opposed to allowing the credit to simply
reduce the balance payable. Orindeed, where the Previous Period Rebates cover many years and exceed
the current year’s rates.

Refund of $100 allocated to a Payment
Generated when RFND Journal entered

Debit Refund Suspense Account 100.00
Credit Refund Clearing/Control 100.00
Generated when Refund apportioned to Receipt

Debit Overpayment Account 100.0
0

Credit Overpayment Bank Account 100.0
0

Debit Overpayment Tax Cash Account 9.10

Credit Overpayment Tax Clearing 9.10

Account

Debit Refund Bank Account 100.0
0
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Credit Refund Suspense Account 100.0
0

Debit Refund Tax Clearing Account Uses the O’payment Accounts
9.10

Credit Refund Tax Cash Account 9.10 Uses the O’payment Accounts

Note: Even if the receipt is not an overpayment, the refund process will unallocate from any debt and force
the receipt into overpayment. The refund entries are then allocated to the overpayment.

As such, re-activation entries will be generated reversing out the allocation entries and generating
overpayment entries. This caters for non tax and taxable debt transactions.

Re-activation of a Receipt to be refunded that was allocated to a taxable debt:

Debit Control Account 100.0
0
Debit Tax Cash Account 9.10
Credit Tax Accrual Reversal Account 9.10
Credit Bank Account 100.0
0
Credit Overpayment Account 100.0
0
Credit Overpayment Tax Cash Account 9.10
Debit Overpayment Tax Clearing 9.10
Account
Debit Bank Account 100.0
0
Re-activation of a Receipt to be refunded that was allocated to a non-taxable debt:
Debit Control Account 100.00
Credit Bank Account 100.00
Credit Overpayment Account 100.00
Credit Overpayment Tax Cash Account 9.10
Debit Overpayment Tax Clearing 9.10
Account
Debit Bank Account 100.00

Result is the same once it is in Overpayments.

Effectively the final result of a Refund, is a debit balance in the Refund Control Account and the reversal of
Tax entries in Cash Accounts, but leaving a Tax amount in Tax Accrual (only where original debt was taxable
that receipt being refunded was allocated).

Payment of Refund cheques processed through Accounts Payable will simply zero out the Refund Control
Account, they MUST not generate any further tax.
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Summary of Accounting Entries
At any point in time, the Accrual Account will reflect tax applicable to those debts that have been generated,
regardless of whether they have been paid.

Tax Cash Account will reflect Tax applicable to payments received for Tax debts or fees/charges, regardless
of whether a debt has actually been raised.

Tax Accrual Reversal will reflect the reduction of accrued tax liability based on payments received for debts
raised as accrual.

Therefore, given the above example, if a site prepares returns to the Tax Department on an Accrual basis,
the Tax Cash Account specified on the Tax Code applicable to Rates (module used in the example, but
could be any module operated in accrual mode) would need to be set up the same as the Tax Accrual
Reversal Account.

This account WOULD not be the same as the Tax Cash Account used on Cash modules.
The Tax Cash and Accrual Reversal entries for Rates would nett out to zero.

Where a site prepares returns to the tax department on a Cash basis, then the Tax Accrual Reversal
Account on the Tax Code applicable to Rates would be set up the same as the Tax Accrual Account.

Thus the Tax Cash Accounts are always used to prepare returns and the Tax Accrual Account will always
represent the accrued tax liability.

Ledger entries generated are passed to financial systems as part of the standard General Ledger Interface
output and will detail the receipt or application reference that the tax applies to.

The Source Application will be applicable to the type of receipt or debt.

It is recommended that the Tax Accounts set up are different to those used within the Financial System for
other modules to enable reconciliation, however this will up to each site.

To assist with reconciliation it is strongly recommended individual Tax Codes and Accounts are created at
least initially. If further discussion is required to assist with specific site set up to enable reconciliation,
please refer to Infor support consultants.

Non-Taxable Types

A Non-Taxable Type field has been introduced into Pathway to cater for the split between GST Free and
Division 81 exemptions. There is a third type called GST Exempt, which may or may not be required within
Australia.

The Non-taxable Types are:

N = GST Free

8 = Division 81

X =GST Exempt

| = Input Tax

O = Out of Scope

E = Export Sales

Z = Undefined

Within each module, various rules apply to the way this value is defaulted and used. Where no Non-taxable
Types are defined anywhere in a module and the module is Non-Taxable, the default will be assumed as N
(GST Free).

This Non-Taxable Type will be output in the 'Taxable' field in the Financial Transaction interface file to be
used by the financial systems against the transaction.

Previously this value was either Y(taxable) , N (non-taxable) or blank (balance sheet type entries). It will now
be Y, N, 8, X, I, O, E, Z or blank.

Rules that apply per module in relation to where the Module is set to Non-Taxable, are as follows:
Account Numbers
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If the Non-taxable type is left blank, it will assume N

If direct GL Receipts are to be used for Division 81 transactions, the relevant Account Numbers MUST be
accessed in Account Maintenance and the Non-taxable Type set to 8 (Division 81)

Project Codes

If the Non-taxable type is left blank, it will assume N

If direct Project Receipts (PR) are to be used for Division 81 transactions, the relevant Project Code MUST
be accessed in Project Code Maintenance and the Non-taxable Type set to 8 (Division 81)

Misc Receipt Codes

If the Non-taxable type is left blank, it will assume N

If any Misc Receipt Codes are to be used for Division 81 transactions, the relevant Misc Receipt Code MUST
be accessed in Receipts/Parameters/Transaction Group Maintenance and the Non-taxable Type set to 8
(Division 81)

User Defined Receipt Application Types

If the Non-taxable type is left blank, it will assume N

Therefore no special set up is required.

External Accounts Receivable - Ledger/Sub Ledger level

If the Non-taxable type is left blank, it will assume N

Therefore no special set up is required.

Animals
Animal Type
If Non-Taxable, the Non-taxable Type should be set to the value that is to apply to all transactions for this
Animal type.
We recommend that the Animal Type Parameter is accessed and this value setto N - GST Free.
Animal Class

If all Classes are non-taxable, and all GST Free, then no changes are required at this level, as the
system will use the Non-taxable type from the Animal Type.

However, if the Class parameter is accessed and a change made or OK taken, the operator will be
forced to nominate the Non-taxable Type.
Operators having access to these parameters should be aware of what Type to apply. Alternatively, access
each Class and set to the same Non-taxable type as the Animal Type.

Infringements
If all Infringement Types are Non-Taxable, the Non-taxable Type should be set to the value that is to

apply to all Fees and Transactions for each Infringement Type.

Therefore as a minimum, each Infringement Type should be selected In Infringement Type
Parameters and the Infringement Type Option selected.

At the System Accounts level, the Non-taxable Type should be set to ‘N’.

At the Fee Account level, the Non-taxable Type should be set to ‘N’.

Note: If the Infringement Type parameters are not accessed and changed at all, they will default a
Non-taxable Type value of ‘N’.

Where there is an Infringement Type that is Taxable, but different Fees are Non-Taxable, those Fees
should be accessed and the Non-taxable Type set to the required value. (We would assume an ‘N’).

Applications
Normally Applications have a mixture of Taxable and Non-Taxable and our understanding is that
Development Contribution Fees may be classed as Division 81.
As such, the following needs to be set up within each Application Class:
Where Class is totally Non-Taxable
Select System Parameters
System Accounts and set Non-taxable Type to required value.
Application Accounts/Fee Accounts and set Non-taxable Type to required value
Application Accounts/Deposit Retained Accounts and set Non-taxable Type to required value
Contribution Accounts/Fee Accounts and set Non-taxable Type to required value
Contribution Accounts/Deposit Retained Accounts and set Non-taxable Type to required value
Where Class is a combination of Taxable and Non-Taxable
Assuming that System, Fee and Contribution Accounts set up indicates Taxable
Select Application Fees
Select all Non-Taxable Fees and select the required Non-taxable Type value.
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Note: If all Non Taxable Fees are GST Free, then if parameters not accessed, it will default the Non-
taxable Type value of ‘N’ when generating the Financial transactions.
Select Contribution Fees

Select all Non-Taxable Fees and select the required Non-taxable Type value.

Note: If all Contribution Fees are Non-Taxable, the Class System Parameters should be accessed
and Contribution Accounts/Fee Accounts set to Non-taxable Type of N or 8, whichever is to apply.

This then avoids the need to access each Fee individually.

Licensing
Normally Licensing has a mixture of Taxable and Non-Taxable.
As such, the following needs to be set up within each Licensing Class:
Where Class is totally Non-Taxable
Select System Parameters
System Accounts and set Non-taxable Type to required value.
License Accounts/Fee Accounts and set Non-taxable Type to required value
License/Deposit Retained Accounts and set Non-taxable Type to required value
Where Class is a combination of Taxable and Non-Taxable
Assuming that System and License Accounts set up indicates Taxable
Select License Fees
Select all Non-Taxable Fees and select the required Non-taxable Type value.
Note: If all Non Taxable Fees are GST Free, then if parameters not accessed, it will default the Non-
taxable Type value of ‘N’ when generating the Financial transactions.

Rates

Normally Rates is Non-Taxable, however some sites may be raising Legal Fees that are subject to
GST.

It is also our understanding that the non-taxable Rates charges are treated as Division 81, therefore
the following set up is recommended.

If your site is using Pathway Accounts Receivable, refer to Accounts Receivable set up section., if
not, then continue:
a)
If your site is not using Pathway Water Billing
and
If Legal Fees and GST is not being raised, then,
System Parameters
Should be set to Non-Taxable
Select the Non-taxable Type as 8 (Division 81)

No further action is required.
b)
If Legal Fees and GST is being raised, then,
System Parameters
Should be set to Taxable
To achieve GST calculation on Legal Fees alone, a separate Rate Type would have needed to have
been set up.
Select all Rate Types other than Legal Fees and set Non-taxable Type to 8 (Division 81)
c)
If your site is using Pathway Water Billing and Legal Fees and GST is not being raised, then.
System Parameters
Should be set to Non-Taxable with Non-taxable Type set to 8 (Division 81)
Select ALLRates Types (both Water and Rates) and set the Non-taxable type to the relevant value
(either 8 — Division 81 or N — GST Free)

Transaction Types — these can be left untouched
Rules that apply are:
Where the Rate Type is Non-Taxable and Transaction Type is Non-Taxable, the Non-taxable Type is
retrieved from the Rate Type

Where Rate Type is Non-Taxable and Transaction Type is Taxable, the generated transaction is
deemed Non-Taxable and the Non-taxable Type is retrieved from the Rate Type
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d)
If your site is using Pathway Water Billing and Legal Fees and GST is being raised, then.

System Parameters

Should be set to Taxable

To achieve GST calculation on Legal Fees alone, a separate Rate Type would have needed to have
been set up.

Select all ‘Rates’ Rate Types other than Legal Fees and set Non-taxable Type to 8 (Division 81)

Select all ‘Water’ Rates Types and set the Non-taxable type to N (GST Free)

All situations:

Transaction Types

Rules that apply are:

Where the Rate Type is Non-Taxable and Transaction Type is Non-Taxable, the Non-taxable Type is
retrieved from the Rate Type.

Where Rate Type is Non-Taxable and Transaction Type is Taxable, the generated transaction is
deemed Non-Taxable and the Non-taxable Type is retrieved from the Rate Type.

Where Rate Type is Taxable, but Transaction Type is Non Taxable, then the Non-taxable Type is
retrieved from the Transaction Type.

Note: This could apply where Fines are applied to Legal Fees. In this situation, the Transaction
Type would be used to determine the Non-taxable Type. If no Type had been assigned, it will default to N.

Pathway Accounts Receivable

Pathway Accounts Receivable share some of the Rates parameters and Accounts Receivable will
always have a mixture of Taxable and Non-Taxable transactions. As such, the following set up is
recommended:

Rates System Parameters

Should be set to Taxable

Select all Non-Taxable ‘Rates’ and ‘Water’ (where applicable) Rate Types and set Non-taxable Type
to the relevant value (8 -Division 81 or N — GST Free).

Select all Non-Taxable ‘Debtor’ Rate Types and set Non-taxable Type to the relevant value.

Transaction Types

Ensure that specific User Generated Transaction Types exist for Invoice, Credit Note and Journals

If any of these Transaction Types have been set to Non-Taxable, then select and nominate the
relevant Non-taxable Type value.

The same rules apply to Debtors Rate Type/Transaction Types as per Rates.

Financial Transaction Export
The template does not need to be changed as the existing Taxable Flag field (where previously was output
with ‘N’) will be populated with the relevant Non-taxable Type value (N, 8 or X).

TCS Sites: Where this value is now an 8, the import into TCS has been modified and will accept the 8 and
treat as a Division 81 transaction.

Finance One Sites: The ‘calculation expression’ that is entered on Detail section of the Template field, has
been modified to cater for the new values. It will continue to treat the N, Y and blank as per the current
process, but it will leave an 8 as an 8 and an X as an X. If values other than this are required, please
request Technology One to advise Deirdre Todd in the Infor Adelaide office of the required values.

Tax Control - Licensing

System Accounts (per Class)
Taxable ON/OFF flag - If any charge that is to be raised within this Licensing Class is deemed to be GST tax
applicable, then this MUST be set to Taxable.

Where the Taxable Flag is set to ON a valid Tax Code will be required.
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The Tax Code defined at this level is that which is to be used for Prepayments and Overpayments. This
MUST be a different Tax Code to that of the Fees Accounts.

Where Taxable is set to ‘OFF’ a Non-Taxable Type can be defined, i.e. N=GST Free, 8=Division 81 and
X=GST Exempt (applicable to NZ). Please refer to the Tax Processing notes above for details of set-up.

Licensing Accounts
Where the Taxable flag at System Accounts is set to OFF, it is assumed Tax is not applicable at all and as
such cannot be overridden at this or Fee level.

Where the Taxable flag at System Accounts is set to ON, then ON is defaulted at this level and a Tax Code
can be entered. The Tax Code defined at this level is the normal Tax Code that is to apply to Fees.

Note: If operating in Accrual Mode, this Tax Code MUST be different to the Tax Codes used for Cash
modules. Where it is operating in Cash mode and separate Codes are not required for reporting or
reconciling, then it can be the same as other Tax Cash Codes.

Fee Codes
Taxable ON/OFF Flag will default from Licensing Accounts.
Can only be overridden to OFF at Fee Code level if Taxable ON/OFF flag is set to ON at the Account level

Inclusive/Exclusive
A further flag to denote whether the Fee calculated is inclusive or exclusive of tax is available at this level.
This flag simply controls how the Fee is finally calculated.

Any Fee amount calculated using the standard base and/or dimension rates will have a further GST
component added ONLY where the Tax Inclusive/Exclusive flag is set to E (Exclusive).

Where the Inclusive/Exclusive flag is set to | (Inclusive), then the standard base and/or dimension the Fee
calculations will assume to have GST incorporated. As such, the amount of GST will be based on a
calculation of 1/11 of the total fee amount (rate of 10%) or 1/9 (rate of 12.5%)

Refer to section under General Examples.
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Licensing

General Processing

Tax will be calculated using the tax rate on the Tax Code held at the Account Parameter level and where the
Taxable flag is ON for the Fee Code.

The Inclusive/Exclusive flag on the Fee Code will be used to determine how the tax is calculated.

The calculated Fee Code amount held on the License will always reflect the total fee (including Tax, where
applicable).

Where an ‘adjustment’ is made to a Fee Code, it is assumed that the adjusted amount has included any tax.
As such, the final Fee amount will then be used to adjust the tax amount held, using the calculation of 1/11 of
fee amount where rate is 10% or 1/9 where rate is 12.5%. (i.e.: Inclusive and exclusive parameters are only
used on the initial calculation of the Fee).

Any Tax calculated in either the original Fee calculation/generation or via adjustments will only be passed to
the General Ledger, if the Licensing Class is being operated in ‘Accrual’ mode.

Merge fields will include a separate field for the GST Tax amount. Note, that the Fee Amount returned in
these fields will always be that shown on enquiry etc (i.e.: with tax included).

Where a Receipt is processed as an Overpayment or Pre-payment AND the System Accounts parameter is
set to Taxable = ON, tax will be calculated on the Overpayment or Pre-payment.

Upon receipt of payments, the ‘Tax Cash’ amount is determined from the amount of the receipt that is
allocated to the taxable transaction Fee. This caters for part payments and payments allocated across many
Fee Codes.

All receipt re-activation (movement/transfers of receipts from one Fee Code to another) will consider the tax
implications and generate adjusting tax cash entries where necessary.

eg: if a receipt is re-allocated from a non-taxable to a taxable Fee code, then tax entries must be generated
and vice versa.

General Ledger transactions generated will all be sourced LLC (accrual) or LLCR (receipts).
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Class Set Up
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The following topic is covered in this section:

Licence Classes
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Licence Classes

This parameter defines the classes of Licensing that can be processed by Councils.
Examples of Licence Classes could be:-
- Development Licensing

The Licensing System is partitioned by these Classes. This allows different User Groups within a Council to
operate their own Licensing System independently of any other User Groups who are also using the System.

All other Licence’s Parameters are related to a Class of Licence.

The following functions are available for each Class:-
e Maintenance/Enquiry Options
e Parameter Options

The Class cannot be deleted if it is being used by any other parameter OR it has been defined with Options
or Parameters.

Class Search Profile Form
Once the Class Filter Button is selected from the Licensing Menu a Class Search Profile Form allows the
addition of a New Class or Search on existing Classes.

The Search Profile allows the entry of a Class Name or Description to be entered in the relevant fields. Then
click the select button to search for the Class.

B Class Search Profile =10 x|

Class Details
Class ||
Description

= Search Close

Class Search Profile Form

Clicking on the New Button allows the entry through Class Parameter Maintenance of a new class with the
User defined parameters, maintenance/enquiry options and authorities.

Class Selection Form

When the Search Button is selected, the Class Selection Form provides a list of previously created Classes
and their Descriptions.
From this Form you are able to Modify an existing Class, or add a new Class.
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_loix

—Clags Description Active =
1PACA, Licensing information PACA, .
1PACEC Licensing Information - PACC ¥
1PCPD licensing Cash irterface to debtors ¥
211 Release 211 ¥
213 lest for new parameter setup errors ¥
2FRARK test for no workflow defined v
ADEL =towe Licencing Clazzs ol
A AL Animals per Location v
=y Licensing Test Class - SFL's ¥ _v|_|

W= Madify Close |

Class Selection Form

Class Parameter Maintenance Form

The Class Parameter Maintenance Form allows the setting of responsibilities for the Users of the Licensing
Module. Once Options have been set it is no longer possible for the Responsibility Structure to be changed.

B Class Parameter Maintenance =10 x|

— Class Details

Clazs active v
Description  |Licensing information PACA

— Responsibility Details
Structure AN | [Master Licensing Structure

— Options
| Class Parameters I Group Parameters
| Class Maintenance / Enguiry I Group Maintenance / Enguiry

| Class Authorities Group Authorities
| Class Batch Functions Group Batch Functions

(] Zancel

Class Parameter Maintenance Form

Class Details

Class Details require the entry of a 6 digit alphanumeric name for the new Class.
A Description line is provided to give a detailed comment regarding the Class.

Responsibility Details
A Responsibility Structure can be linked to the Class of Licence. The Class then takes on all the privileges of
that particular structure selected.

Options
There are 8 Option buttons which contain parameters to be set to allow or disallow specific options for this
class.
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By selecting these buttons, the Class options available for each council code may be defined. This will
define the options which are available to be assigned to the associated Responsibility group.

Class Parameters

Class Parameters default list can be tailored for each Licence Class. The Selected Options can be:-
Re-sequenced or the Descriptions changed.

Selected Parameters can be removed from the list of Class Parameters.

Parameters are added or removed from the Available and Assigned Lists by use of the Remove and Select
buttons located in the centre of the form.

A Parameter removed will automatically be deleted from the User Class Maintenance.

Class Maintenance/Enquiry
Class Maintenance and Enquiry allows for the Assignment of Options required, and then the decision made
as to whether the options allow the class to Added, Changed or Deleted.

The default list of Options can be tailored for each Licence Class. The Selected Options can be Re-
sequenced and the Descriptions changed.

If Selected Parameters are removed from the list of Class Parameters, the parameter will automatically be
removed from the User Class Parameters.

Class Authorities

Each Class can assign options with specific authority to each of the functions.

Authority Options are added or removed from the Available and Assigned Lists by use of the Remove and
Select buttons located in the centre of the form.

The Secured options available are Yes, No or Password. (Secured function is currently not used and each
option should be set to No)

Class Batch Functions

Selecting this button displays a form that is used to assign Licensing Batch Functions to the Licensing Type
and in particular, to the responsibility structure that has been previously assigned to the Licensing Type.

The following batch functions are available to the licensing system.

Approval Times Report
Prepayment Report

Print Inspection Letters
Licencing Task Report

Actual Time Task Report

Lost Licence Numbers Report
Food Safety Information Extract
Incentive Fees Report

Update Owners Names Report
Licence Letters

Licence Reminder

Licence Renewal

Overdue Task Report

Print Licence

Print Register Report

Update Next Number and Year
Front End Fees

For more information on any of these batch functions, please consult the relevant section in this User guide.

Group Parameters/ Group Maintenance/ Enquiry/ Group Authorities and Group Batch Functions
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The Options allow the Authorisation of each User within the Council to have access to specific functions
within the class. This is part of the Responsibility System and details pertaining to this will be documented in

that specific Manual.
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Parameters
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Parameters

The following topics are covered in this section:

Parameter Options
Area Codes

Authority

Cashier Warning
Consent

Consent Groups
Correspondence Received
Decisions

Dimension

Food Safety Parameters
Letter Extracts

Licence Cateqgories
Licence Fees

Deposits

Licence Type

Memos

Merge Types
Miscellaneous Data
Name Roles
Numbering Codes
Purpose Codes
References

Rejection Reason
Status

System Parameter
Workflow

Conditions

Response Maintenance
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Parameters

Parameter Options

Parameter Options Form

B Parameter Options

— Clag= Details

=] E3

Drezcription |Li|:en|:e - Accrual R209

Area Codes
Dimension
Licence Fees
Authority
Consent
Condition Group
Merge Types
Licence Category
Purpoze Codes

0] 0 A

0 0 A

Status

Mizcellaneous Data
Cashier Warning

Rejection Reason

Hame Roles

Condition Type
Corregpondence Received
Humbering Code
Workflow

Reference

Decizion

0 0 A

Sy=tem Parameter

Consent Group
Memo Types
Letter Extract
Inspection
Licence Type
Food Safety Parameters

LCloze |

Parameter Options Form

Class Details - Description

This field displays the Class Description.

Options Buttons

Select any button to access the relevant Maintenance form.
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Area Codes

The Area Codes parameter allows your site to assign overrides for User responsibilities. Where branch
offices are lodging and maintaining Licensing this parameter may be used to override the system work
groups at the branch office level.

Ledger Codes may also be overridden at the Area Codes level.

This parameter is not mandatory, however if a responsibility is to be assigned to a task, at least one area
code must be created to assign to the Licence Type and Task Level Responsibility.

Area Codes Parameter Maintenance Form

This form is used to enter your Area Codes (Branch locations).

B Area Codes Maintenance - 10| x|
— Class Details
Description  |Licansing information PACA |
— Type Description Active —
|Central Business District v
E |Eastern Area v
|ll |Horthf:rn Area v
lpaT ||:-ats area v
5 Southern Area Iv
W Western Area Iv
Insert (04 Cancel

Area Codes Maintenance Form

Class Details
This field contains the description of the Class of Licence to which you are assigning Area Codes.

This field is display only and may not be maintained.
Type

This field contains the type code you wish to assign to the Area Codes. It may be up to six alphanumeric
characters long.

This field is mandatory.

Description
This field contains the description for the Area Codes.

This field is mandatory.

Active
If this box is checked on, the Area Codes will be available for use within the Licensing System.
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If this box is checked off the Area Codes will no longer be available for assigning to parameters. Any
existing records that use these Area Codes will remain accessible.

Note: If you make Area Codes inactive it is recommended that you change all other parameters that use
these Area Codes. Eg. Licence Type parameter & Task Responsibilities.

Infor Public Sector July 17 Page 28



Licensing User Guide Parameters

Authority

This parameter is used to describe the Authority that either Approved or Rejected a Licence.

Authority Maintenance Form

This form is used to create and maintain Authority descriptions.

B Authority Maintenance - O] x|
— Class Details
Drezcription |Li|:ensing information PACA, |
— Tvpe Description Active —
Authority one Iv
A2 authority two Iv
Insert (04 Cancel

Authority Maintenance Form

Class Details

This field contains the description of the Class of Licence to which you are assigning Authority types.
This field is display only and may not be maintained.

Type
This field contains the Authority type code. Up to six alphanumeric characters may be entered.
This field is mandatory.

Description

This field contains the description of the Authority type.
This field is mandatory.

Active
If this box is checked on then the Authority type is available to the system.

If this box is checked off then the Authority type is no longer available to the system. Any existing Licensing

with this Authority type will remain as entered. The Authority type will no longer be available for addition to
Licensing.
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Cashier Warning

Cashier Warning Codes may be added to a Licence to alert a Cashier to a particular problem or query on a
Licence. The Warning Codes may be of three different Types:

. Warning Only
. Error
. No Warning.

A Warning only is just an Alert that may require further action, but will still allow the Cashier to proceed with
the Receipt. A No Warning will still allow a receipt to proceed, whilst an Error will not allow the Cashier to
proceed with the Receipt.
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Consent

Consent Parameter

This parameter is required if you wish to use Consent processing.

An unlimited number of Consents may be applied to a Licence. Each Consent is subsequently assigned a
Decision type.

Consent Search Profile Form

This form is used to enter a Search Criteria on which to base your Search for Consent types.
If no criteria is entered then all Consent Types will be displayed.

To start the search selects the Search Button.
B Consent Search Profile [_ O] =]

— Class Details
Description [Licence - Accrual R209 |

— Consent Details

Type
Description

MNew Search LCloze

Consent Search Profile Form

Class Details

This field contains the description of the Class of Licence in which you are currently working.
This field is display only and may not be maintained.

Type
Enter a Consent type (or part thereof) if your search is to be based on the consent type.
If this field is left blank then all Consent types will be included.

Description

Enter a Consent description (or part thereof) if your search is to be based on the consent description.
If this field is left blank then all Consent descriptions will be included.

Consent Selection Form

This form displays all Consent types that match the search criteria entered.
From this form you may select a Consent type to modify or alternatively create a new Consent type.
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B Consent Selection M=l E3
— Clag= Details
Drescription |Li|:en|:e - Accrual R209 |
— Tvpe Description Active —
1 Conzent Type 1 (12 Month expiry] ~
2 Canzent Type 2 (expires in 2 Months) ~
Hew todify Cloze

Consent Selection Form

Class Details
This field contains the description of the Class of Licence to which the displayed Consents types belong.
This field is display only and may not be maintained.

Type
This field contains the type code of the consent record.
This field is display only and may not be maintained.

Description
This field contains the description of the consent record.
This field is display only and may not be maintained.

Active
This field shows the active status of the consent record.

If this box is checked on then the consent record is active.
If this box is checked off then the consent record is not active.

This field is display only and may not be maintained.

Consent Maintenance Form

This form is used to enter or maintain a Consent. Additionally Consent Fees, Nature and Responsibilities
can been assigned to the Consent.

NOTE: - Conditions are also able to be assigned to the Consent. When these Consents are used in
Licensing Maintenance, in Licence Entry, Change Licence Type or inserting a new Fee, the assigned
Condition will be loaded onto the Licence. The system will check for existing Standard Conditions and these
Consent Conditions will only be loaded once if Standard but will always load if Non Standard. As the
Conditions Option is a Secured Option it will only be available for use where the Council is authorised to the
function.
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=

— Class Details
Description |PCTA Licensing Group |

— Consent Details

Type IPLAH active v
Description  [planning consent
Expiry After 12 Months
— Congsent Group Details
Type [PLAN | [planning

— Options
| Responsibility I Consemnt Fees
| Conzent Mature I Conditions

(] Zancel

Consent Maintenance Form

Class Details

This field contains the description of the Class of Licence to which you are assigning a Consent type.
This field is display only and may not be maintained.

Type
This field contains the code for the Consent record. Up to six alphanumeric characters may be entered.
This field is mandatory.

Description
This field contains the description for the Consent record.
This field is mandatory.

Active
If this box is checked on then the Consent type is available to the system.

If this box is checked off then the Consent type is no longer available to the system. Any existing Licensing
with this Consent type will remain as entered. The Consent type will no longer be available for addition to
Licensing.

Expiry After
This field contains the number of months after which the Consent record expires.

When an approval decision is placed against a Consent record the expiry date of the Consent will be
updated by the approval date plus the value in this field.

Consent Group Type & Description

These fields contain the Consent Group and Description to which this Consent type is assigned.
This field is used for reporting purposes.
This field is optional.

Group Code & Description

These fields contain the Group Code and Description that have been assigned to this Consent type.
This field indicates the Responsible Group for the Consent. It is used for reporting purposes only.
This field is optional.

Responsibility Option
Pressing this button will display the Assign Responsibility Maintenance form which allows you to override the
Responsible Officers by Area Codes.
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If Area Codes are used and a Licence is lodged for that Area Code then the Responsible Officers assigned
to the Consent may be overridden at that Area Codes level.
This feature is optional.

Consent Nature Option

Pressing this button will display the Consent Nature Maintenance form.
This feature is optional.

Consent Fees Option
Pressing this button will display the Consent Fee Maintenance form.

Conditions Option
Pressing this button will display the Condition Maintenance form.

NOTE: - When these Consents are used in Licensing Maintenance, in Licence Entry, Change Licence Type
or inserting a new Fee, the assigned Condition will be loaded onto the Licence. The system will check for
existing Standard Conditions and these Consent Conditions will only be loaded once if Standard but will
always load if Non Standard. As the Conditions Option is a Secured Option it will only be available for use
where the Council is authorised to the function.

Consent Group Pop Up Form

This form allows you to select the appropriate Consent Group to assign to a Consent type.
Only active Consent Groups are displayed.

£ Consent Group Pop Up =]
— Tvpe Description
el Council &ppraval
FB Fire Board
— Search Profile
Type
Description
Search Select | Close

Consent Group Pop Up Form

Type & Description

These fields display the available Consent Group types and their descriptions.
Only active Consent Groups will display in this list.

Search Profile - Type

Enter a Consent Group Type (or part thereof) on which to base your search. Use the Search button to
initiate the search.

Wild card searching is available on this field.
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Search Profile - Description

Enter a Description (or part thereof) on which to base your search. Use the Search button to initiate the
search.
Wild card searching is available on this field.

Assign Responsibility Maintenance Form

This form allows you to override the Responsible Officers assigned to the Consent type at the Area Codes
level.

If no overrides are entered then the Responsible Officers at the Consent type level remain in force.

B Assign Responsibility Maintenance i ] B

— Clag= Details

Description |PCTA Licensing Group |

— Consent Details
Descripgtion  |building conzert |

— Area Codes Details

E East

1] Morth

= South
est

— Responsible Officer

Davicl Brooks .
Darvid Buxton

— Options
Responsible Officer

2k, LCancel

Assign Responsibility Maintenance Form

Class Details - Description

This field contains the description of the Class of Licence in which you are working.
This field is display only and may not be maintained.

Consent Details - Description

This field contains the description of the Consent to which you are assigning Responsible Officer overrides.
This field is display only and may not be maintained.

Area Codes Details

This field contains the code and description of the Area Codes to which you may assign alternative
Responsible Officers.

If this Area Code uses the Responsible Officers assigned at the Consent Type level then no action is
required.
This field is display only and may not be maintained.
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Responsible Officer

This field contains a List of Responsible Officers that had been assigned to the Area Code. As focus is
placed on the various Area Codes so the information in this field is updated to display the appropriate
Officers for the Area.

Options — Responsible Officer
The Responsible Officer Option can be selected to maintain the Responsible Officers for the Area currently
in focus. Officers can be added or removed and the Primary Officer assigned.

Consent Nature Maintenance Form

This form allows you to create and maintain Consent Nature types.
When Consent records are attached to a Licence you may also attach Consent Nature records. Only
Consent Nature records associated with the Consent will be available for selection.

Consent Nature is used for reporting purposes.
This function is optional.

3 Consent Nature Maintenance
Consent Details
Dezcription |EIuiIding Avyning over Sidewealk |
Type Diescription Active
[TEST ltest v
Insert 0K Cancel

Consent Nature Maintenance Form

Consent Description
This field contains the description of the Consent type to which you are assigning Nature types.
This field is display only and may not be maintained.

Type

This field contains the code for the Consent Nature record.
Up to six alphanumeric characters may be entered.

This field is mandatory.

Description
This field contains the description required for the Consent Nature record.
This field is mandatory.

Active
If this box is checked on then the Consent Nature type is available to the system.
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If this box is checked off then the Consent Nature type is no longer available to the system. Any existing
Consents with this Consent Nature type will remain as entered. The Consent Nature type will no longer be
available for addition to Consents.

Consent Fee Maintenance Form

If Fees are to be loaded when the Consent is placed on the Licence then the Fees need to be assigned on
this form.

Only Fees that have been set up in the Consent Fees Option are shown and can be used.

B Consent Fee Maintenance _ O] =]

— Class Details
Description [Licence - Accrual R209 |

— Consent Details
Description [Consent Type 1 (12 Morth expiry) |

— Available — Az=zigned
Fe application Fee |C|:-nsent Approval Fee |
Fejection Fee

0k LCancel

Consent Fee Maintenance Form

Class Details - Description
The description of the Licence Class being maintained is displayed in this field.

Consent Details - Description
The description of the Consent being maintained for the Licence Class is displayed in this field.

Available
A list of Available Consent Fees is displayed for the User to nominate which Fees can be automatically
loaded when the Consent is added to the Licence.

Assigned
A list of the Assigned Consent Fees is displayed in the Assigned area.
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Consent Groups

Consent Group Maintenance Form

This form allows for the creation and maintenance of Consent Groups.

Consent Group is used for reporting purposes only and is optional to the system.

Consent Group allows individual Consent Types to be allocated to a Consent Group. For example all
Consent Types relating to a Building may be grouped together under a single Consent Group of Building.

% Conzent Group Maintenance M= E3
— Class Details
Description |Licance - Accrual R209 |
— Type Description Active —
|GEI'-I |General Consent Group v
|PRO'1.F |Pruuisiunal Consent Group v
[nzert ok Cancel i

Consent Group Maintenance Form

Class Details

This field contains the description of the Class of Application to which you are assigning Consent Groups.
This field is display only and may not be maintained.

Type
This field contains the Consent Group code. Up to six alphanumeric characters may be entered.
This field is mandatory.

Description
This field contains the Consent Group description.
This field is mandatory.

Active
If this box is checked on then the Consent Group is available to the system.

If this box is checked off then the Consent Group is no longer available to the system. Any existing
Consents assigned with this Consent Group will remain as entered. The Consent Group will no longer be
available for addition to Consent Types.
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Correspondence Received

Correspondence Received Form

The Correspondence Received Form is designed to allow the User to enter specific Codes for the various
Types of information forwarded to the Council.

These may be things such as Email, Faxes, Letters, etc. Each Code can be entered as a 10 character
alpha/numeric field and then a full description in the field next to it. An Active check box is provided to allow
the User to make the particular Correspondence Active. If this box is checked on, then this particular
Correspondence Type may be assigned to the Licence.
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Decisions

The Decision Parameter allows you to nominate an unlimited number of Decision Types eg. Approved,
Rejected, Interim Approval etc.

Decision Search Profile Form

On entry to the Decisions parameter option the first form that is displayed is the Decision Search Profile.

This form allows you to enter a search profile on which to base your search.

If no search criteria is entered, and the Search Button is pressed then all Decision parameters will be
displayed.

You may also elect to create a new Decision type from this form by pressing the New Button.

B Decision Search Profile =10 x|

— Class Details
Description  |Licansing information PACA, |

— Decision Details

Type
Description

= Search Close

Decision Search Profile Form

Class Details
This field contains the description of the Class of Licence in which you are working.

This field is display only and may not be maintained.

Type
Enter a Decision Type (or part thereof) if your search is to be based on a Decision Type.

Leaving this field blank will search over all Decision types.

Description
Enter a Decision Description (or part thereof) if your search is to be based on a Decision Description.

Leaving this field blank will search over all Decision descriptions.

Decision Selection Form

This form presents a list of all Decision types that match your search criteria.

From this list you may select a Decision type on which to perform maintenance (Modify Button) or
alternatively create a new Decision type (New Button).
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B Decision Selection - O] x|
— Class Details
Description  |Licansing information PACA |
— Tvpe Description Active —
) Spproved v
CHAMGE change status v
HOLD Placed an Hold v
PAT pats decision ¥
RE.J Fejected ¥
Tt [odify Close

Decision Selection Form

Class Details
This field contains the description of the Class of Licence to which you are assigning Decision types.

This field is display only and may not be maintained.

Type
This field contains the Decision Type code.

This field is display only and may not be maintained.

Description
This field contains the description of the Decision Type.

This field is display only and may not be maintained.

Active
This field displays the Active status of the Decision Type.

If the check box is ticked on then the Decision Type is active.
If the check box is not ticked on then the Decision Type is not active.

This field is display only and may not be maintained.

Decision Maintenance Form

This form is used to maintain a Decision Type record. Decisions within the Licensing module do not have
the Include in ABS, BCC fields available. Additionally, the Recalculate Expire Date field is also not available
for selection on this form.
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Naeisiun palnizranes _J_Jd

Class Details
Description [PCTC - Licensing Group |

Decision Details
Type A ctive
Description  APPROVYED
ApprovalRejection  Approval
Uzed For | Both

Check Licence For
Firal &ppraval [

Status Details
Default &
Under Appeal

Approved

o[

Optiong

(0] 4 Cancel

Decision Maintenance Form

Class Details
This field contains the description of the Class of Licence to which you are assigning a Decision type.
This field is display only and may not be maintained.

Type

This field contains the Type Code for the Decision Type.
Up to six alphanumeric characters may be used.

This field is mandatory.

Active
If this box is checked on then the Decision type is available to the system.

If this box is checked off then the Decision type is no longer available to the system. Any existing Licensing
with this Decision type will remain as entered. The Decision type will no longer be available for addition to
Licensing.

Description
This field contains the description for the Decision Type.
This field is mandatory.

Approval/Rejection
This field determines whether this Decision Type is for an Approval or Rejection.
Three options are available from the drop down list.

. Approval
. Rejection
. None

If a Decision Type is “Approval” when the decision is applied to a Licence or a consent then expiry date
calculation will automatically take place.

Decision Types may also be established that are neither for an official Approval or Rejection i.e. Interim
Approval.

This field is mandatory.
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Used For
This field determines whether this Decision Type may be applied at the Licence level, Consent level or both
levels.

Three options are available from the drop down list.

. Licensing
. Consents
. Both

If “Licensing” is selected then this Decision Type will only be available via the Licence Decision maintenance
form.

If “Consents” is selected then this Decision Type will only be available via the Consents Decision
maintenance form.

If “Both” is selected then this Decision Type will be available via the Licence Decision and the Consent
Decision maintenance forms.

This field is mandatory.

Check Licence For

The Check Licence For field can be used to force the checking of a Licence for Incomplete Workflow Tasks
or Suspended Tasks before allowing this particular Decision to be added to a Licence. If no checking is
required for the Decision to be added then the field can remain blank.

To force checking for Incomplete Tasks set the Check Licence For flag to Incomplete Tasks.
To force checking for Suspended Tasks set the Check Licence For flag to Suspended Task.
If this field is set when this Decision is added to a Licence with Incomplete/Suspended tasks an error

message is display to the User after the Ok button is pressed notifying the User that the Decision can not be
added.

NOTE: Decisions that have been set to check for ‘incomplete’ Tasks should not be used in a Workflow
Action.

Final Approval

The Final Approval flag is only used for the Authorised Function of Bulk Responsible Officer Reassignment.
Whilst this field is displayed its function is purely for use in determining the Final Approval Decision on a
Licence and therefore determining if that Licence can then be Update via the Bulk Responsible Officer
Reassignment. It is not used by any other process within Licensing.

Status Details - Default

This field contains the Licence status code that will be applied to a Licence when this Decision Type is
applied to a Licence or Consent.

If the status code is not required to be updated then this field may be left blank.

If a status code is entered here then the Licence will automatically be updated with this code when the
Decision Type is used.

Status Details — Under Appeal

This field contains the Licence ‘Under Appeal’ status code that will be applied to a Licence when this
Decision Type is applied to a Licence and the ‘Under Appeal’ checkbox is ticked on.

If the status code is not required to be updated then this field may be left blank.

If a status code is entered here then the Licence will automatically be updated with this code when the
Decision Type is used on the Licence and the Under Appeal checkbox is ticked on.

NOTE — The Under Appeal Status and its functionality is only applicable to Licence Decisions. This Status
will not be used when the Under Appeal checkbox is checked on for a Consent Decision.
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Dimension

Licence Dimension Maintenance Form

The Dimension Maintenance Form is used to add Dimensions to the system for use in the Maintenance of a
Licence.

It also allows the entry of a Format to be defined so that when the Dimension is entered by the User the
value keyed must match the criteria that has been defined within the Format Field for the Dimension Type.

% Licence Dimension Maintenance Mi=] E3

— Class Details

Descrigtion  |Licence - Accrusl R203 |
— Type Description Format ———————— Active

|AREA |Pruduc’tiun Area v
[ExPORT | [Export Value($) ] v
{PROD |Production Yolumn [
|REHEW Yearly incremental v
[TURHOV Turnover ($) = it v

|nzert i ok Cancel

Licence Dimension Maintenance Form

Class Details - Description
This field describes the Class that is current.

Type
This field is used to enter a Code that a Dimension can be recognised as in the Maintenance Form.

Description
This field is used to enter a fully detailed Description of the Dimension.

Format

This field allows the User to specify a particular format for a Dimension Type. This will then determine the
way in which the Dimension to be displayed and entered. The characters Hash (#), Asterisk (*), and Decimal
Point (.) are used in the formatting. In conjunction with the Hash characters, Brackets can be used. The use
of Brackets allows the format to be defined so that if numerics are entered they can be upto a certain value.
Refer to the Table following for example of the characters and how they can be applied to the Format field.

Hash # Specifies adigit must be entered for every #in the
format

Asterisk *  Any number of digits may be entered

Decimal . A decimal point must be entered as part of the number

Point entered
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Brackets ( Signifies that if a digit is entered then the number of
) digits that can be entered.
The entry for the field can therefore be optional instead
of mandatory.

Examples of this are:

Format ## Valid Input/Output 12 but NOT 1

Format ### Valid Input/Output 123 but NOT 12

Format ##.# Valid Input/Output  12.1 but NOT 12.12

Format *.## Valid Input/Output  3233.99, or 1.50 but NOT 3233.1

Format (#)(#)(#) Valid Input/Output 1, or 12, or 123 but NOT 1234
Format *.(#)(#)  Valid Input/Output 1. or 123.1 or 1234.55 but NOT
1234.123

If the value entered during Dimension Maintenance does not match the format defined at this level then an
error message is displayed. The error message displays the correct format for the specified Dimension

Type.

Active
If this box is checked, then the Dimension is Active and can be selected in the Maintenance Forms. If the box
is not checked then the Dimension cannot be selected during Maintenance of a Licence.
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Food Safety Parameters

This parameter is used to establish various options that may be applied to a Licence Type to enter and
maintain details of Food Safety Programs and Tobacco Retailers Information as required by the Department
of Human Services in Victoria. The function will allow Users, at any given time, to produce the required
‘XML’ files to be forwarded to the Victorian Food Information Network.

Additionally this parameter is also used by South Australian sites to record SA Food Safety Information.

This is an Authorised Function.

Food Safety Information Parameter Control Form

The Food Safety Information Parameter Control Form is used as the starting point for creating codes and
their descriptions for use within the Food Safety Maintenance form within Licensing.

o

Food Safety Information Parameter Control | B |

Class Details
Description |1 PCTA Common Licensing Group |

Options

___| Premise Codes ___| Food Safety Programs

___| Premise Risk Levels ___| Food Safety Modules

___| Premise Compliance Types ___| Languages Spoken
Performance Assessment System ____| Premise Type Mappings

Status Type Mappings

Close

Food Safety Information Parameter Control Form

Class Details — Description
This field displays the Class Description.

Options — Premise Codes
This button when selected details the User out to the Premise Codes Maintenance Form.
This form is detailed further in this document.

Options — Food Safety Programs
This button when selected details the User out to the Food Safety Programs Maintenance Form.
This form is detailed further in this document.

Options — Premise Risks Levels
This button when selected details the User out to the Premise Risks Levels Maintenance Form.
This form is detailed further in this document.

Options — Food Safety Modules
This button when selected details the User out to the Food Safety Modules Maintenance Form.
This form is detailed further in this document.

Options — Premise Compliance Types
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This button when selected details the User out to the Premise Compliance Types Maintenance Form.
This form is detailed further in this document.

Options — Languages Spoken
This button when selected details the User out to the Language Maintenance Form.
This form is detailed further in this document.

Optons — Performance Assessment System
This button will take the user to the parameters to enable the setting up of the Performance Assessment
function.

Options — Premise Type Mappings
The Premise Type Purpose Code Mapping Maintenance form enables Council to map existing Purpose
Code records with Department of Health Premise Type records.

Class Details — Description

This field displays the description of the Class chosen.

Premise Codes Maintenance Form

The value of the Premises Type Code attribute in the Premises Type element in the Core Business Data
Upload file can be one of the following values listed below.

NOTE: These are for the VIC DHS and may not be applicable to other States.

Valu Meaning Value  Meaning
e
Al Abattoir 11 Ice confection
A2 Accommodation Meals Premises 12 Ice cream
A3 Additives/preservatives/colours/culture/proce 13 Ice Creamery
ssing aids
A4 Aged Care premises/Nursing Home 14 Infant food/formula
Bl Bakery K1 Kiosk
B2 Baking compounds/powder L1 Liquor/alcoholic beverages
B3 Bar L2 Liquor Shop
B4 Biscuits M1 Margarine
B5 Boning rooms M2 Market Stall
B6 Bottle water/ice M3 Meals on Wheels Premises
B7 Bread M4 Meat
B8 Brewery M5 Meat/vegetable pies
B9 Butcher M6 Mobile Food Operator
C1 Cakes/desserts N1 Nuts and nut products
Cc2 Canteen 01 Oils/fats
C3 Caterer/In transit caterer P1 Pastry
C4 Cereals/flour P2 Poultry
C5 Child Care Premises P3 Poultry shop
C6 Chocolate & cocoa products P4 Pre-Packaged Food premises
Cc7 Club P5 Prepared/packaged meals
C8 Coffee and Cake Premises P6 Prison/Military Premises
C9 Condiments R1 Restaurant/Café/Hotel
C10 Confectionery S1 Salad
Cl11  Convenience Shop S2 Sauces/pickles/vinegar
C12  Cordial, syrups and toppings S3 School camps/camps
D1 Dairy S4 Seafood
D2 Delicatessen S5 Seafood Premises
D3 Dessert mixes (dry) S6 Snack foods
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D4 Distributor/Importer S7 Soft drinks
El Egg and egg products S8 Soya products
F1 Farm — Gate Sales S9 Spices
F2 Fruit & Vegetable Shop S10 Sugar, Honey and related
products
F3 Fruit/Vegetables/Legumes S11 Supermarket
F4 Fruit juices T1 Take Away Food
G1 Gelatinel/jelly products T2 Teal/coffee
H1 Health Food Shop T3 Temporary Premises
H2 Home Delivery Food Business W1 Winery
H3 Hospital Kitchen
B Premize Codes Maintenance M=l E3
— Clas= Details
Description |Licence - Accrual R209 |
— Code Description Active =
A Abattoir | "2
a2 Accommodation Meals Premises v
3 additives/preservatives/colours/cultureproce=ssing v
Ad Aged Care PremisesHursing Home v
[B1 [Bakery v
|BE |Baking compoundsipowder v
[B3 [Bar v
[B4 |Biscuits v
|I35 |Buning rooms v :|_|

[nzert I k. | Cancel |

Premise Codes Maintenance Form

Class Details — Description
This field displays the Class Description.

Code
This field displays the Premise Code.

Description
This field displays the Premise Code Description

Active
If this field is checked on, then the Premise Code may be used. If unchecked it is classed as Inactive and
therefore cannot be selected to add to a Licence.

Food Safety Programs Maintenance Form

The value of the Food Safety Programs Code attribute in the Premises Compliance Upload file can be one of
the following values listed below.

NOTE: These are for the VIC DHS and may not be applicable to other States.

Value Meaning

3PA 3 Party Audit

FO01 Standard FSP 1 — Generic (24 Modules)
F002 Standard FSP 2 — Restaurants
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F003 Standard FSP 3 — Fast Food Outlet
F004 Standard FSP 4 — Supermarket/Grocery
% Food Safety Programs Maintenance M= E3
— Class Details
Description |Licance - Accrual R209 |
— Code Description Active —
[3pa 3rd Party Audit v
{Foo Standard FSP 1 - Generic (24 Modules) v
{Foo2 Standard FSP 2 - Restaurants v
{Foo3 Standard FSP 3 - Fast Food Outlet v
[Fooa Standard FSP 4 - Supermarket/Grocery v
|nzert i ok Cancel

Food Safety Programs Maintenance Form

Class Details — Description
This field displays the Class Description.

Code
This field displays the Food Safety Program Code.

Description
This field displays the Food Safety Program Code Description.

Active

If this field is checked on, then the Food Safety Programs Code may be used. If unchecked it is classed as
Inactive and therefore cannot be selected to add to a Licence.

Premise Risk Levels Maintenance Form

The value of the Premises Risk Level Code attribute in the Core Business Data Upload file can be one of the
following values listed below.

Value Meaning
L Low Risk
M Medium Risk
H High Risk

NOTE: The following codes 200, 201, 202, & 203 are for the VIC DHS and may not be applicable to other
States.

The DoH currently has 4 Premise Risk Classifications. These must be added to the current Food Safety
Information parameters — Premise Risk Levels and then in turn these need to be added to each Licence
Record within the Food Safety Maintenance forms.

We believe some sites set these Risk Levels via a Development Categories, or via the Licence Type which
these still can be for internal purposes and fee calculations etc, but the Batch Process for extractions
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purposes will look to the field on the FSI Maintenance form. It will check to see if there is an entry in the Food

Safety Program field.

One of the Business rules from DoH states that where a Premise has a Risk level of 202 or 203 then a Food
Safety Program is not mandatory but where the Risk level is a 200 or 201 and there is nothing in the Food

Safety Program field an exception will be reported.

Infor suggests this rule be handled via a workflow question — e.g. Is this Licence a Class 1 or Class 2
Classification — if the answer is Yes then check that a Food Safety Program has been added to the FSI

Maintenance form.

Premise Risk Levels Maintenance o | B
Class Details
Description |1 PCTA Common Licensing Group |

Code Description Active

200 Class 1 Bus - Haz food & or more persons v

201 Class 2 - Handling Unpackaged foods v

202 Class 3 - Food Business low risk ready to eat food v

203 Class 4 - Pre packed foods v

H High Risk v

INACT inactive code

L Low Risk v

M Medium Risk v
Insert oK Cancel

Premise Risk Levels Maintenance Form

Class Details — Description
This field displays the Class Description.

Code
This field displays the Code for the Premise Risk Levels.

Description
This field displays the description for the Premise Risk Levels.

Active

If this field is checked on, then the Premise Risk Levels Code may be used. If unchecked it is classed as

Inactive and therefore cannot be selected to add to a Licence.

Food Safety Modules Maintenance Form

The Food Safety Modules Maintenance Form allows for the entry of the Module Code and its associated

Description.
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B Food Safety Modules Maintenance - O] x|

— Clas= Details
Drezcription |Li|:ensing information PACA, |

— Code Description Active —
1 {Module 1 v
10 [Module 10 v
15 [Module 15 v
2 {Module 2 Iv
5 {Module 5 Iv

Inserk I QI Cancel

Food Safety Modules Maintenance Form

Class Details — Description
This field displays the Class Description.

Code
This field displays the Code for the Food Safety Module.

Description
This field displays the description for the Food Safety Module.

Active

If this field is checked on, then the Food Safety Module Code may be used. If unchecked it is classed as
Inactive and therefore cannot be selected to add to a Licence.

Premise Compliance Type Maintenance Form

Premise Compliance Type Maintenance Form allows the entry of Premise Compliance Type Codes and their
associated Description.
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E Premise Compliance Types Maintenance = |EI|£|

— Clas= Details
Drezcription |Li|:ensing information PACA, |

— Code Description Active —
1 |Food Safety Program Iv
2 {3rd Party Auditors Iv

Inserk | QI Cancel |
e

Premise Compliance Types Maintenance Form

Class Details — Description
This field displays the Class Description.

Code
This field displays the Code for the Premise Compliance Type Codes.

Description
This field displays the description for the Premise Compliance Types.

Active
If this field is checked on, then the Premise Compliance Type Code may be used. If unchecked it is classed
as Inactive and therefore cannot be selected to add to a Licence.

Language Maintenance Form

Language Maintenance Form allows for the entry of Language Codes and their Descriptions. Additionally
one Language Code can be defined as the Default Language to be used during Food Safety Maintenance on
the Licence.
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=l

—Class Details
Drezcription |Li|:ensing information PACA, |

—Code Description Default - Active =
ARABIC Arabic -
CHINES Chinese

|ENGLIS |English

[FREHCH [French
GERMAHN German

GREEK Greek
[ITALIA |Htalian
JAPAH Japanese

e N o
EUEUEUE U R R RN

[maLay  [Malaysian

£
Insert: i (0] 4 Cancel |

Language Maintenance Form

Class Details — Description
This field displays the Class Description.

Code
This field displays the Code for the Language.

Description
This field displays the description for the Language.

Default

The Default field is used to nominate the Language that will default in at the time of Food Safety
Maintenance being performed on the Licence. This can be changed on the Licence. One Language must
be nominated as the Default.

Active
If this field is checked on, then the Language Code may be used. If unchecked it is classed as Inactive and
therefore cannot be selected to add to a Licence.

PAS Parameter Maintenance

This form enables the parameter settings to be created / amended for the Performance Assessment System.
The Food Safety Information Maintenance form below contains another button called ‘Performance
Assessment System’. This button would open a PAS maintenance form that contains the latest details about
the license.
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S| Food Safety Information Maintenance

Licence
[er200zENEMR12

| [HOUSE, 1 Teresa Awenue, COLOMEL LIGHT GARDENS S& 504 |

Food Safety Information Details

Premise Rizk Level |J] ﬂ High Risk Mumber of Staft 100
Premize Complisnce Type |1 ﬁ Food Safety Program Murmber of FIT 10
Food Safety Program  |FOo1 ﬂ Standard FSP 1 - Genetic (24 Modules) FS= Trained Date | 01-Aug-2007
Caompliant
Primary Language Spoken | English -
Business Location |Permanent Station for Mobile Vending  w
Comments | Comments on Food Safety Information Premise Closed | 01-Jan-2007
Redistration | 01-Jan-2007
Premize Registered | 01-Feb-2007
Compliance |04-Mar-2007

Tobacco Retailers Details

Premise Sells Tobacco “ia Wending Maching Cnly Sit in Dining Available Licensed to Sell Liguar

Options
Hames Food Safety Modules Licence Categories
Inspections Premise Codes - Performance Assessment Systel

ok Cancel

EEX

PAS Maintenance Form

The Performance Assessment Maintenance form displays the following fields of Information:

B Performance Assessment System Maintenance g@@

Licence
[arz003ENEWi21 2| [HOUSE, 1 Teress Avenue, COLONEL LIGHT GARDENS 54 5041 |

Grade [}
Mumbet of Seats

3 | [Excelent |

100 MOH Premise

Floor Area 1 | 111
Size of Premise | LARGE ﬂ Large
Premise Risk Level H _» | [High Risk
Comments | Comments on PAS
Fee Code |DFEE1 | |Li|:ense Category Fee 1 |

Continue

Quit

MOH Premise — A Checkbox denotes that it is a Ministry of Health Premise.
Number of Seats — 3 character numeric field
Floor area — drop down select box with values set up in Floor Area Parameters.

VVVYVYVVY

Existing Licence Type and Number — non editable field captured from Licence itself
Grade — This field is the latest grade, defaulted with the Inspection Result from the “Final” inspection.

Size of Premise — drop down select box with values set up in Size of Premise Parameters
Premise Risk Level — using the existing Food Safety Parameter Premise Risk Levels. Allow selection

from the actual parameters via popup and once selected on this form, the relevant value is also

updated to the Risk Level within the Food Safety Maintenance form.
» Comments — free format text box
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Fee Code is retrieved from the PAS Renewal Fees Parameters.

Once the OK button is selected on the PAS Maintenance screen, all information on the form will become non
editable i.e. Enquiry Mode only, unless User has Authorisation to “Change PAS”.

A new Extract “PAS” has been created with Extract fields of:
“Licence_Number”,

“‘“MOH_Premise”,

“‘Number_of Seats”,

“Floor_Area”,

“Size_of Premise”,

“‘Premise_Risk_Level”,

“Grade”,

“Fee_Code”,

“Fee_Amount” and

“‘Comments”.

They will have values according to those values in the PAS Maintenance Form.

The “Licensing_Facts” of the Microsoft SQL Server Infomart have included new fields related to the PAS.
They are:

PAS_Grade defined as Char(50),
PAS_Seats defined as Integer;
PAS_MOH defines as Char(3),
PAS_Floor_Area defined as Char(50),
PAS_Size Premise defined as Char(50),
PAS_Risk_Level defined as Char(50),
PAS Fee_ Code defined as Char(50),
PAS Fee_Amount defined as Integer;
PAS_Comments defined as Char(200).

The new “Create_SP_Licensing_25.sql” script has been created for Oracle Infomart to populate new fields
related to the PAS. They are:
PAS_Grade defined as Char(50),
PAS_Seats defined as Integer;
PAS_MOH defines as Char(3),
PAS_Floor_Area defined as Char(50),
PAS_Size Premise defined as Char(50),
PAS_Risk_Level defined as Char(50),
PAS Fee_ Code defined as Char(50),
PAS Fee_Amount defined as Integer;
PAS_Comments defined as Char(200).

Parameter Set-Up
Inspection — Authorised User Maintenance
In order to allow certain users the ability to maintain any details on the PAS form, an Authority Option will be

provided on the Inspection — Authorised User Maintenance. The form below contains another button called
“‘Change PAS”.
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B Authorised User Maintenance E@@

Licensing Details

Description [Licensing Class 1 |
Override — Double Change  Change

Uzer Idertifier Lzer Mame Pre-Pay Book Type PAS  active
DSPEM Derek Spencer [] ] [] |
RSIV Robert Srivatz [ | [ | [] |
THERWY Troy Kerwood D D |:| D
TTHA Tai Thai O O

Insert | oK | Cancel

Where the site wishes to allow maintenance of the PAS Maintenance form, then the users name should have
the “Change PAS’ field set ON.

Where the “Change PAS” field is not checked for the user, then they will not be able to maintain the PAS
Maintenance form once original information is added and the OK button selected.

This field is also using to control the Result field of the “Final Inspection”.

Food Safety Parameters

Within the Food Safety Parameter in Licence Parameter Maintenance the following options are available to
use in addition to specific requirements that Auckland City already have and would suit the information

displayed on the Food Premise Licence Data screen in the WorkSmart module.

The Performance Assessment System Parameters are required to have:

B PAS Parameters Maintenance

Clas= Details
Description |Enviru:-nmer|tal Health Licences |

Options

Floor Area

| Size of Premise
| Renewal Fee

Close

Floor Area
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B Floor Areas Parameters Q@@

Class Details
Crescription |Vil:1|:urian Food Safety Class |
Code De=cription Active
U100} Under 100m Squared
100P 100m Squared Plus
Insert (0] 4 Cancel

Codes and Descriptions of Floor Area are set up and can be used to specify for particular Licensing in PAS.

Size Of Premise

B Size of Premise Parameters g@g|

Class Details

Description |En-.fir|:|nmental Heslth Licences |
Code Description Active
SMALL Small
LARGE Large

Inserk (0] 4 Cancel

Codes and Descriptions of Size of Premise are set up and can be used to specify for particular Licensing in
PAS.

Renewal Fees

Renewal Fees for PAS are set up in this PAS Renewal Fees Parameters and will be used in the PAS
Maintenance for each Licensing.

The calculation of fees is based on the Size of Premise, Premise Risk Level and the Grade (Inspection
Result). Combination of those values is used to define the fee Code to be used.
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B PAS Annual Fees Parameters

Size
SMALL
SMALL
SMALL
SMALL
SMALL
LARGE

Class Details

Drescription |Vi|:1-:|rian Food Safety Class

Rizk Level
B
|
B
B
E>S
=

=2 rer

]
2]
]
]
ES

24

Grade

mm(m o m

GOLDEHA

Insert |

]
2]
]
]
ES
24

Fee Code
SLE

SLD

SLE
SMA
SME
LLGA

2]
2]
]
]
x

b2

Cancel

8=1E3

Each type of Fee included in the PAS Annual Fees Parameters is set up within Fee Maintenance.

Class Details

Description |Victorian Food Safety Class

Type Description

LLA Large Low Risk Grade A
LLE Large Low Risk Grade B
LLD Large Low Risk Grade D
LLE| Large Low Risk Grade E
LLGA Large Low Risk Grade Golden A
LMA Large Medium Risk Grade A
HEW Additional Fee.

SLB Small Low Risk Grade B

SLD Small Low Risk Grade D
Options

J Ditmension

Timeshest Generated Fee

Base Fee Dizcount Pro-rata — Deposit LSL Fee

462.00
346.00
451.00
55400
400.00
923.00

50.00
231.00
300.00

0]

I o O

Licence Category
Overriding Accourts
Generats Debt Codes

O
]

I
I

0l

I o

Inserk ‘ 94 |

Active
~

KIS S ]S

Cancel

Inspection Type Maintenance.

In order to achieve the above requirements the following additional clarification is required

a) The Performance Assessment System is part of the Food Safety Information, so the FSI flag should

be set on in order the PAS details can be accessed and maintained.

b) In order to populate the Grade Field on the PAS Maintenance form, the system must know which the
latest Inspection is. This should be denoted against Type — i.e. FINAL inspection etc. An additional
field is added to the Inspection Type parameter and when this is checked ON the system would
know that this is the latest inspection and therefore take the value of the Result and populate the
Grade field with this Inspection Result which equates to the Grade parameters.
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8 Inspection Type Maintenance |:||E||g|

Licensing Class 1

Fsi

FS1 Ingpection Type

[ |
Specific v

Inspection Results

The Result field in the “Final” Inspection Maintenance is now used as the Grade in the Performance
Assessment System. When this value is entered, this field can not be maintained unless User has Authority
in the “Change PAS”. The Grade field in the PAS record is also updated with this “Result” value.
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B Inspection Maintenance E@@

Applications Details
|22J‘20IZI?IADD, 28 Oxton Rosd, Sandringham, Auckland 1003 | 4aa
Inspection Details
2 801-ul-2007]
Time | 00:00:00 Curation 0.00 ches)  Finishing (000000
Type [FRL | FFL
Area |EAST ﬂ East
User identifier | THOMAS) | » | [Julie Thomas
Fesut A ﬂ E] aaa
Requested By Bl o]
Hotes Details Location Details Failed Result Reason Details
28 Cecton Road, Sandringham, Auckl:
Options
Inzpection Motes Locations Bookings Maintenance
Document Request Details
e | o] 4 Cancel

License Renewal

The Renewal process is now having an addition flag to distinguish the Renewal is being run for “PAS”
Licenses which have PAS record.

B Licence Renewal Report g@@

Class Details
Description |Envir|:|nmer|tal Health Licences |

Search Profile
PLFTIEEE m - 1028
Year - PAS Azsigned Fee
Expiry Date Range - Schedte—T |
Licence Type =4
Status =
Areg Code =

Processing Options
Status ABAH _# |  [abandoned

Merge Type |REMLET | # | |Renewal Letter
Jok Type |Report Only_ b Report Content | Detailed W

Print Matices Heither w

Qpkions Process Cancel

Infor Public Sector July 17 Page 61



Licensing User Guide Parameters

When the “PAS Assigned Fee” is ticked OFF:
All selected Licences (that do or don’t have PAS record) based on Search Profile are renewed with
Fees assigned from “Renewal Fees” Parameters of the License Type.

With this the “PAS Assigned Fee” is ticked ON:
The system will select only Licenses which have PAS record and create new Fee for the License as
specified in the PAS record.

Where a Licence does not have a PAS fee code associated to it — i.e. meaning all three fields have
not been populated on the PAS form then this Licence will not be included in the Licence Renewal
Process.

Any licences that would normally have been renewed, but have not been because the fee code does
not exist on the PAS form, will be printed in an exception report.

E PAS Parameters Maintenance

Class Details
Descrigtion [1PCTA Licensng Grougp |

Options

Floor Area

Size of Premise
Renewal Fee

Close |

PA Parameter Maintenance Form

PAS Parameter Maintenance — Class Details
This field displays the Class Description.

PAS Parameter Maintenance — Floor Area
This button takes the User to the form where they may set up the relevant Floor Area Codes.

PAS Parameter Maintenance — Size of Premise
This button takes the User to the form where they may set up the relevant Sizes of Premise.

PAS Parameter Maintenance — Renewal Fee
This button takes the User to the form where they may set up the relevant Renewal Fees.

Floor Area Parameters

This form allows for the set up of the size of Floor Areas of the Licenced Premise.
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E Floor Areas Parameters g@@
Class Details
Description [1PCTA Licensing Group |
Code Descrigtion Active
Al areal
A2 areaz2
Insert Ik Cancel

Floor Area Parameters Form

Floor Areas Parameters
This field displays the Class Description.

Floor Areas Parameters — Code
This allows for the setting up of new /amending current Floor Area Codes.

Floor Areas Parameters — Description
This field is the more detailed description of what the Floor Area Code relates to.

PAS Parameters Maintenance — Size of Premise

This set of Parameters allows for the creation / amending of Codes representing the Size of a Premise.

E Size of Premise Parameters

Class Details
Description |1 PCTA, |Licensing Group |
Code Description Active
LARGE Large Premise
MED Medium Premise
SMALL small Premise
Insert QI Cancel
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Size of Premise Parameters Form

Size of Premise Parameter — Class Details
This field displays the Class Description

Size of Premise Parameter — Code
This field allows for the creation or amendment of a Code referring to the size of the premises.

Size of Premise Parameter — Description
This field contains the description of what the code represents.

PAS Parameters Maintenance — Renewal Fee

Renewal Fees for PAS are set up in this PAS Renewal Fees Paramter and will be used in the PAS
Maintenance for each Licence.

The calculation of fees is based on the size of Premise, Premise Risk Level and the Grade (Inspection
Result). Combination of those values is used to define the fee code to be used.

Each type of Fee included in the PAS Annual Fees Parameters is set up within Fee Maintenance.

B PAS Renewal Fees Parameters E@@

Class Details

Descrigtion [1PCTA Licensing Grougp |

Size Rizk Lewvel Grade Fee Code

| ARGE| 2| |H = | |AD5 b

LARGE =1 L =a > | AD3 =l

LARGE =1 L =a ARG =

MED EIND B >| |aps B

MED EIN B >| |ap2 >

SMALL 21 M =l 21 |AD4 | 2 |
Insert (] 4 Cancel

PAS Renewal Fees Parameters Form

PAS Renewal Fees Paramters — Class Details
This field displays the Class Description

PAS Renewal Fees Paramters — Size

Using the Pop-Up button - This field allows for the selection of a Size of Premise from the list created in the
parameters Size of Premise.

PAS Renewal Fees Paramters — Risk Level

Using the Pop-Up button — this field allows for the selection of a Risk from the list created in the Premise
Risk Level parameters.

PAS Renewal Fees Paramters — Grade
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Using the Pop-Up button — this field allows for the selection of the Inspection Results created in the
Inspections.

PAS Renewal Fees Paramters — Fee Code

Using the Pop-Up button — this allows for the selection of the relevant Fee Code created in the Inspection
Results Pop-Up.

Premise Type Purpose Code Mapping

The Premise Type Purpose Code Mapping Maintenance form enables Council to map existing Purpose
Code records with Department of Health Premise Type records.

[ )

Premise Type Purpose Code Mapping Maintenance EI@

Class Details
Description [Food Act Reporting Licence Class |

Purpose Codes Premise Type

Advertizing Signs | -
Boarding House | -
Emergency Lighting a -
Exit Signs d -
Fire Hydrants | B
Fire Windows kA -
Restaurant @ | B

oK Cancel

Premise Type Purpose Code Mapping Maintenance form

Class Details — Description
This field displays the description of the selected Class.

Purpose Codes
This field displays the list of purpose codes used by Council.

Premise type
This field allows council to select the relevant Premise type to be linked to the Purpose Code.

Premise type description
This field displayes the description of the Premise Type.

Status Type Mappings

The Status Mapping Maintenance form enables Council to map existing Status records with Department of
Health Status Type records.
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-

Status Mapping Maintenance E@

Clazs Details
Description |Victorian Food Safety Class

Status Code Department of Health Status Code

Interim Approval Given ﬂ Pending Registration =

Licence Approved 10 ﬂ Initial Registration =

Licence Rejected 14 ﬂ Refuse Renewal of Registration =

Pending Compliance 19 ﬂ Pending Registration =
] E

Premize Closed 18 # | |Closed by Proprietor

oK Cancel

Status Mapping Maintenance form

Class Details
This field displays the description of the selected Class.

Status Code
This field displays a list of Status Codes currently in use by Council.

Department of Health Status Code

This field allows Council the ability to map their Status Codes to those required by the Department of Health.
The Department of Health codes are entered in via parameters in the Department of Health set of
parameters.

Department of Health Status Code
This field displays the description that is linked to the Department of Health’s status code.
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Department of Health

Department of Health System Parameter Maintenance

The new menu option, Department of Health Parameters, has been introduced. This option enables Council
to maintain parameters that are specific to the Victorian Department of Health Reporting functionality.

.

System Parameters

Department of Health System Parameter Maintenance

Council Code |
Vendor Domain Mame INFOR

Options

Audit/Assessment Result Types
Auditors

Audit/Assessment Types
Complaint Category Types
Enforcement Action Types
Enforcement Types

Food Safety Officers

Mapping Options
Address Qualifier Mappings
Complaint Category Mappings

Council Digital Certificate CM  ballarat.vic.gov.au
Web Service URL  https:/fepg.dhs.vic.gov.au/SOAP

Inspection Result Types
Inspection Types
Performed By

Premise Types
Prosecution Types
Status Types

Verdict Types

Water Supply Types

E=H B8 =53

Enforcement Type Mappings

Cancel

Department of Health System Parameter Maintenace form

System Parameters — Council Code

Each Council has been allocated a Council Code by the Department of Health, the relevant code should be

entered here.

Code Council Name
2120 City of Ballarat
10394 City of Darebin
2519 City of Greater Geelong
2780 City of Greater Shepparton
2787 City of Kingston
2793 City of Maroondah
6694 City of Port Phillip
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2776 East Gippsland Shire Council
6305 Frankston City Council

2778 Glen Eira City Council

10281 Greater Bendigo City Council
6402 Knox City Council

2788 Latrobe City Council

6480 Melbourne City Council

2797 Monash City Council

2798 Moonee Valley City Council
10396 Moreland City Council

2802 Nillumbik Shire Council

2816 Shire of Yarra Ranges

10244 South Gippsland Shire Council
10416 Woaodonga City Council

2811 Whitehorse

2790 Macedon Ranges Shire Council

System Parameters — Vendor Domain Name
The Vendor Domain Name field holds the name of the Software vendor responsible for providing the Food
Safety reporting functionality. In the case of Pathway, this is INFOR.

System Parameters — Council Digital Certificate CN

The Council Digital Certificate Common Name (CN) field holds the Common Name property of the Client
Digital Certificate, registered with the Department of Health, to enable secure communication between
Council and Department of Health systems.

System Parameters — Web Service URL

The Web Service URL field holds the URL, provided by the Department of Health, used by Pathway in
making web service calls to send Food Safety reports to the Department of Health. This field will be pre-
populated for you.

Audit/Assessment Result Type Maintenance

The Audit/Assessment Result Type Maintenance form provides Council with the ability to maintain
Department of Health Result Type codes that are specific to Audits/Assessments conducted by Council.
These fields will be pre-populated for you with the currently known codes. In future these may need to be
added to manually.
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Compliant, including where only minor deficiencies
Major Hon Compliance
Critical Non Compliance

Audit/Assessment Result Type Maintenance form

Audit/Assessment Result Type Maintenance — Code and description
This field contains the code number and description provided by Department of Health for the
Audit/Assessment Result.

Audit/Assessment Result Type Maintenance — Active
This denotes whether or not the code is active (ie selectable) or not.

Auditors

The Auditor Maintenance form enables Council to create records for 3 Party Auditors that perform
inspections on licensed premises.

Ainio

12073 Alwidyan
11044 Armitage

Auditor Maintenance form

A full list of registered Auditors can be accessed from the following website:
http://www.health.vic.gov.au/foodsafety/bus/auditing.htm

Auditor Maintenance - Auditor ID
This is the Auditor ID nominated by Department of Health .

Auditor Maintenance - Surname
This field is where the surname of the Auditor is entered.
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Auditor Maintenance — Given Name
This field is where the given name(s) of the Auditor is entered.

Auditor Maintenance — Active
This flag denotes whether or not this code is currently active

Audit/Assessment Types

The Audit/Assessment Maintenance form enables Council to maintain Department of Health
Audit/Assessment Type records. These records identify the type of Audit/Assessment conducted by a
Council. These records can later be linked to existing Pathway Inspection Type records. These fields will be
pre-populated for you with the currently known codes. In future these may need to be added to manually.
Where the Description is longer than the displayed field, double clicking in the field will zoom the field to
show the full description.

' "

Audit/Assessment Type Maintenance E@
Code Deszcription Active
[10] Audit B 7
1 Assessment = W
Insert oK Cancel

Audit/Assessment Type Maintenance form

Audit/Assessment — Code
Unique code that identifies the Audit/Assessment Type.

Audit/Assessment — Description
Description of the Audit/Assessment Type.

Audit/Assessment — Active
This flag denotes whether or not this code is currently active.

Complaint Category Types

The Complaint Category Type Maintenance form enables Complaint Categories, as defined by the
Department of Health, to be maintained. These fields will be pre-populated for you with the currently known
codes. In future these may need to be added to manually. Where the Description is longer than the displayed
field, double clicking in the field will zoom the field to show the full description.
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Food Adulteration
Microbiological
Chemical Adulteration
Food Premise Related

<j<f<]<]

Complaint Category Type Maintenance form

Complaint Category Types - Code
This is the complaint code issued by the Department of Health.

Complaint Category Types — Description
This is the Description of the complaint code.

Complaint Category Types — Active
This flag denotes whether or not this code is currently active.

Enforcement Types

The Enforcement Type Maintenance form enables Council to maintain Enforcement Types, as defined by the
Department of Health. These fields will be pre-populated for you with the currently known codes. In future
these may need to be added to manually. Where the Description is longer than the displayed field, double
clicking in the field will zoom the field to show the full description.

General Enforcement
Penalty Infringement Hotice
Prosecution

Enforcement Type Maintenance form

Enforcement types — Code
This is the enforcement type code issued by the Department of Health.
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Enforcement types — Description
This is the description of the Enforcement Type.

Enforcement types — Active
This flag denotes whether or not this code is currently active.

Enforcement Action Types

The Enforcement Action Type Maintenance form enables Council to maintain Enforcement Action Types
defined by the Department of Health. Each Enforcement Action Type is linked to an Enforcement Type,
which is mandatory. These fields will be pre-populated for you with the currently known codes. In future
these may need to be added to manually. Where the Description is longer than the displayed field, double
clicking in the field will zoom the field to show the full description.

Enforcement Action Type Maintenance E@

Code Description Enforcement Type Active

69 Prosecution - Knowingly selling * 12 _*% | |Prosecution i W -
7o Prosecution - Knowingly falsely - 12 _* | |Prosecution ki W

7 Prosecution - Handling and sale * 12 _® | |Prosecution it o

72 Prosecution - Handling and sale - 12 _% | |Prosecution b W

73 Prosecution - Misleading hic 12 _® | |Prosecution hic J

74 Prosecution - Sale of food not - 12 _*% | |Prosecution & J

75 Prosecution - 3ale of unfit hic 12 _* | |Prosecution ki J

76 Prosecution - Non-Compliance  * 12 _® | |Prosecution it o

m Prosecution - All other b 12 _% | |Prosecution b W -

Insert | Ok | Cancel

Enforcement Action Type Maintenance form

Enforcement Action Types - Code
This is the Enforcement Action Type Code issued by the Department of Health.

Enforcement Action Types — Description
This is the description of the Enforcement Action Type.

Enforcement Action Types — Enforcement Type
This field allows Council to link the Enforcement Action Type with the Enforcement Type.

Enforcement Action Types — Enforcement Type Description
This field is populated with the Enforcement Type Description.

Enforcement Action Types — Active
This flag denotes whether or not this code is currently active.

Food Safety Officers

The Food Officer Maintenance form enables Council to nominate users that perform Food Safety Inspections
and are employed by Council.
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CMCKE Chris McKeown

Food Officer Maintenance form

Food Safety Officer Maintenance — Food Safety Officer

This field allows Council the ability to identify members of staff who are designated as Food Safety Officers.
By using the pop up button the user will be presented with the ability to select the relevant Food Safety
Officer from the list of user registered in Pathway.

Food Safety Officer Maintenance — Name of Food Safety Officer
This field will display the name of the Food Safety Officer.

Food Safety Officer Maintenance — Authorised Food Safety Officer
Flag that indicates whether the Food Officer is authorised under the Food Act 1984.

Inspection Result Types

The Inspection Result Type Maintenance form enables Council to maintain Department of Health Result
Type records. These fields will be pre-populated for you with the currently known codes. In future these may
need to be added to manually. Where the Description is longer than the displayed field, double clicking in the
field will zoom the field to show the full description.

Compliant, including where only minor deficiencies
Major Hon Compliance
Critical Hon Compliance
Paid
Withdrawn/Cancelled
Unpaid enforcement under the Infringement Act

5
<) s« <]

UL LU B | R R
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Inspection Result Type Maintenance form

Inspection Result Types Maintenance - Code

This field allows for the input of Inspection Results Codes - Currently the 3 Inspection Result Type Codes to
have an Infringement Notice Outcome have been pre- checked on any new codes issued by the Department
of Health will have to be added manually.

Inspection Result Types Maintenance — Description

This field allows for the input of the Inspections Results Description - Currently the 3 Inspection Result Type
Descriptions to have an Infringement Notice Outcome have been pre- checked on any new descriptions
issued by the Department of Health will have to be added manually.

Inspection Result Types Maintenance — Infringement Notice Outcome
Should the Inspection result require an Infringement Notice Outcome this flag is set ON. Currently the 3
Inspection Result Type Codes to have an Infringement Notice Outcome have been pre- checked on.

Inspection Result Types Maintenance — Active
This flag is set ON when the Inspection Result code is active, therefore available for use.

Inspection Type Maintenance

The Department of Health Inspection Type Maintenance form enables Council to maintain Inspection Type
records defined by the Department of Health. These Inspection Type records can later be linked to existing
Pathway Inspection Types. These fields will be pre-populated for you with the currently known codes. In
future these may need to be added to manually. Where the Description is longer than the displayed field,
double clicking in the field will zoom the field to show the full description.

-

Departrent of Health Inspection Type Maintenance El@
Audit/Assessment Enforcement

Code De=cription Mandatory Mandatory Active
m Routine Inspection i i -
1211 Mandatory Inspection i v

1212 Non-Compliance Inspection / Follow-up to Council b J v =
1213 Food complaint Inspection - food adulteration b v

1214 Food complaint Inspection - Microbiological b v

1215 Food Complaint Inspection - Chemical Adulteration b v

1216 Food Complaint Inspection - Food Premises Related v

1217 Food Poizoning Inspection i v

1218 Undertaking Application hi 7 -

Insert oK Cancel

Department of Health Inspection Type form

Department of Health Inspection Type Maintenance — Code
Unique code that identifies the Inspection Type.

Department of Health Inspection Type Maintenance — Description
This is the full description of the Code.

Department of Health Inspection Type Maintenance — Audit/

Assessment Mandatory

This flag indicates whether a link to a pre-existing Audit/Assessment record is mandatory. This parameter
comes into play when maintaining an Inspection, which may be the result of an Audit/Assessment previously,
conducted.
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Department of Health Inspection Type Maintenance — Enforcement Mandatory
This flag indicates whether a link to an Enforcement record is required for Inspections that are conducted.

Department of Health Inspection Type Maintenance — Active
This flag is set ON when the Inspection code is active, therefore available for use.

Performed By Maintenance

This is a standard Pathway parameter form with code and description. These will be pre-populated with the
two current codes — 10 — Council and 11 — Third Party.

Performed By Maintenance E@
Code De=scription Active
[10] Council v
i Third Party ¥
Insert (04 Cancel

Performed By Maintenance form

Performed by Maintenance — Code
This is a standard Pathway parameter form with code and description. These will be pre-populated with the
two current codes — 10 — Council and 11 — Third Party.

Performed by Maintenance — Description
This field displays the description of the Code.

Performed by Maintenance — Active
This flag is set ON when the Performed By code is active, therefore available for use.

Premise Type Maintenance

The Premise Type Maintenance form enables Council to maintain Premise Type records defined by the
Department of Health. These records identify the type of premise licensed by Council. These fields will be
pre-populated for you with the currently known codes. In future these may need to be added to manually.
Where the Description is longer than the displayed field, double clicking in the field will zoom the field to
show the full description.
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' -

Premise Type Maintenance E'@

Code Deszcription Active

m Community Temporary Food Premises ki v -
101 Manufacturer - Potentially hazardous foods ki J

102 Manufacturer - Low risk foods hi- J e
103 Bakery Retailer - Includes: cakes, biscuits, savoury ki i

104 Convenience Stores - Includes: milk bars, grocery hi- Vv

105 Delicatessen i o

106 Green Grocery i o

107 Home-based Retailer hi: i

108 Low-risk Packaged Food Retailer (e.g. Newsagent, hi o -

Insert oK Cancel

Premise Type Maintenance form

Premise Type Maintenance — Code
This field contains the Premise Type Code.

Premise Type Maintenance — Description
This field contains the description of the Premise Type Code.

Premise Type Maintenance — Active
This flag is set ON when the Premise Type code is active, therefore available for use.

Prosecution Types

This is a standard Pathway parameter form with code and description. These will be pre-populated with
codes provided by the Department of Health.
The ability to create new codes for future requirements has been made available.

i 1

Prosecution Type Maintenance E'@

Code Description Active

E Prosecution - Handling food in an unsafe manner i W -
69 Prosecution - Knowingly selling unsafe food ki W

o Prosecution - Knowingly falsely describing food i E
71 Prosecution - Handling and =ale of unsafe food ki i

72 Prosecution - Handling and =ale of unsuitable food - i

73 Prosecution - Misleading conduct relating to sale of * i

74 Prosecution - 5ale of food not complying with ki i

75 Prosecution - Sale of unfit equipment or packaging > o

76 Prosecution - Compliance with Food Standard ki J -

Insert oK Cancel

Prosecution Type Maintenance form

Prosecution Type Maintenance — Code
This field contains the Code for the Prosecution type — this has been prepopulated with the currently known
codes.
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Prosecution Type Maintenance — Description
This field contains the description of the Prosecution type codes.

Prosecution Type Maintenance — Active
This flag is set ON when the Prosecution Type code is active, therefore available for use.

Status Type Maintenance

The Status Type Maintenance form enables Council to maintain Status Type records defined by the
Department of Health. These records identify the status of a licensed premise and can be mapped to existing
Pathway Licensing Status records via Food Safety parameters in the relevant Licensing class. These fields
will be pre-populated for you with the currently known codes. In future these may need to be added to
manually.

i 1

Status Type Maintenance E'@

Code Description Active

10] Initial Registration B E -
11 Renewal Registration i 7

12 Transfer Registration hi- v e
13 Conditional Registration hi- v

14 Refuse Renewal of Registration hi- J

15 Registrations Revoked or Suspended i v

16 Notification of Premises Exempt from Registration ki i

17 Premises without registration or notification hi J

18 Closed by Proprietor i v -

Insert oK Cancel

Status Type Maintenance form

Status Type Maintenance — Code
This field contains the code for the Status Type Maintenance — these have been prepopulated with the
currently known codes.

Status Type Maintenance — Description
This field contains the description of the Status Type Code.

Status Type Maintenance — Active
This flag is set ON when the Status Type code is active, therefore available for use.

Verdict Type Maintenance

The Verdict Type Maintenance form enables Council to maintain Verdict Type records defined by the
Department of Health. These fields will be pre-populated for you with the currently known codes. In future
these may need to be added to manually. Where the Description is longer than the displayed field, double
clicking in the field will zoom the field to show the full description.
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Guilty - No conviction recorded
Not Guilty
Guilty - Conviction recorded
Any other sentence imposed (e.g. Community

<j<f<]<]

Verdict Type Maintenance form

Verdict Type Maintenance — Code
This field contains the Verdict Type Code, these have been prepopulated with the currently known codes.

Verdict Type Maintenance — Description
This field contains the description of the Code.

Verdict Type Maintenance — Active
This flag is set ON when the Verdict Type code is active, therefore available for use.

Water Supply Type Maintenance

The Water Supply Type Maintenance form enables Council to maintain Water Supply Type records defined
by the Department of Health. These fields will be pre-populated for you with the currently known codes. In
future these may need to be added to manually. Where the Description is longer than the displayed field,
double clicking in the field will zoom the field to show the full description.

Food premises is served by public water supply

Food premises is served by private water supply

Water Supply Type Maintenance form

Water Supply Type Maintenance — Code
This field contains the code for the relevant Water Supply — these have been prepopulated.
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Water Supply Type Maintenance — Description
This field contains the Description of the Water Supply code.

Water Supply Type Maintenance — Active

This flag is set ON when the Water Supply Type code is active, therefore available for use.

Address Qualifier Maintenance

*** Please note that we now know that this has not been made a mandatory requirement, so this
option could be left without the mapping being actioned. However we will leave the functionality
available in case at a later date this does become mandatory.

Address Qualifier Maintenance

The Address Qualifier Maintenance form enables Council to map Pathway Street/Road Type Qualifier

abbreviations with Department of Health Street/Road Type Qualifier abbreviations.

The Food Safety Report produced for the Department of Health requires address information to be extracted.
However, there exists the potential for Street/Road Type Qualifiers defined within Pathway not to match
those defined by the Department of Health. This form addresses this issue and provides Council with the
ability to map the Qualifiers for records where the abbreviations between Council and the Department of

Health do not match.

Address Qualifier Maintenance

Name and Address Qualifier Abbreviation
[sRCStrest [ARCSt
Alley Alley
Approach App

Arcade Arc

Avenue Ave
BlankAbbreviation

Boulevard Bvd

Break Bk

Brow Brow

Active Department of Health Qualifier

v

b P N R R

Cancel

Address Qualifier Maintenance form

Address Qualifier Maintenance — Name and Address Qualifier
The left hand side of the form is populated with the sites existing Pathway Name and Address Qualifiers.
Where these match the Department of Health Qualifiers, you do not have to change anything in the
right hand side of the form, however if these differ you would need to map the code based on the list

provided below:

Road Type Code Road Type Description

Ally Alley

Alwy Alleyway

Ambl Amble

Ancg Anchorage

App Approach

Arc Arcade

Art Artery
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Ave Avenue
Ayys Access
Basn Basin

Bch Beach
Bdge Bridge
Bdwy Broadway
Bend Bend

Blk Block
Brae Brae

Brce Brace

Brk Break
Brow Brow

Bvd Boulevard
Bypa Bypass
Bywy Byway
Caus Causeway
Cds Cul-de-sac
Ch Chase

Cir Circle

Cl Close
Clde Colonnade
Clt Circlet
Cmmn Common
Cnr Corner
Cnwy Centreway
Con Concourse
Cove Cove
Cowy Crossway
Cps Copse
Crcs Circus

Crd Crossroad
Cres Crescent
Crsg Crossing
Crss Cross

Crst Crest

Cso Corso

Ct Court

Citr Centre
Cttg Cutting
Ctyd Courtyard
Cuwy Cruiseway
Dale Dale

Dell Dell

Devn Deviation
Dip Dip

Dr Drive
Drwy Driveway
Dstr Distributor
Edge Edge

Elb Elbow

End End

Ent Entrance
Esp Esplanade
Est Estate

Exp Expressway
Extn Extension
Fawy Fairway
Fitr Fire trail
Flat Flat
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Folw Follow
Form Formation
Frnt Front

Frtg Frontage
Fshr Foreshore
Ftrk Fire track
Ftwy Footway
Fwy Freeway
Gap Gap

Gdn Garden
Gdns Garden(s)
Gld Glade
Glen Glen

Gly Gully

Gr Grove
Gra Grange
Grn Green
Grnd Ground
Gte Gate
Gtes Gate(s)
Hill Hill

Hrd Highroad
Hts Heights
Hwy Highway
Intg Interchange
Intn Intersection
Jnc Junction
Key Key

Lane Lane

Ldg Landing
Lees Lees

Line Line

Link Link

Lkt Lookout
Lnwy Laneway
Loop Loop

Lt Little

Lwr Lower
Mall Mall
Mews Mews
Mndr Meander
Mt Mount
Mwy Motorway
Nook Nook

Otlk Outlook
Park Park

Part Part

Pass Pass
Path Path

Pde Parade
Phwy Pathway
Piaz Piazza
Pkld Parklands
Pkt Pocket
Pkwy Parkway
Pl Place
Plat Plateau
Plza Plaza

Pnt Point
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Port Port

Prom Promenade
Qdgl Quadrangle
Qdrt Quadrant
Quad Quad

Qy Quay

Qys Quay(s)
Ramp Ramp

Rch Reach

Rd Road

Rdge Ridge

Rds Roads
Rdsd Roadside
Rdwy Roadway
Res Reserve
Rest Rest

Rgwy Ridgeway
Ride Ride

Ring Ring

Rise Rise

Rmbl Ramble
Rnd Round
Rnde Ronde
Rnge Range
Row Row

Rowy Right of Way
Rsbl Rosebowl
Rte Route

Rtt Retreat

Rty Rotary

Rue Rue

Run Run

Rvr River

Rvra Riviera
Rvwy Riverway
Sbwy Subway
Sdng Siding
Shwy State Highway
Slpe Slope

Snd Sound
Spur Spur

Sq Square

St Street

Stps Steps

Stra Strand

Strp Strip

Strs Stairs

Swy Service Way
Tarn Tarn

Tce Terrace
Thor Thoroughfare
Tkwy Trunkway
Tlwy Toll way
Top Top

Tor Tor

Tri Triangle
Trk Track

Trl Trail

Trlr Trailer
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Turn Turn
Twrs Towers
Upas Underpass
Upr Upper
Vale Vale
Vdct Viaduct
View View

Vlls Villas
Vsta Vista
Wade Wade
Walk Walk
Way Way
Whrf Wharf
Wkwy Walkway
Wynd Wynd
Yard Yard

Yyt Circuit

Address Qualifier Maintenance — Abbreviation
This field displays the abbreviated description of the Name and Address Qualifier.

Address Qualifier Maintenance — Active
This flag is set ON when the Address Qualifier is active, therefore available for use.

Address Qualifier Maintenance — Department of Health Qualifier

Where the Pathway Qualifier matches the Department of Health Qualifiers, you do not have to change
anything in the right hand side of the form, however if these differ you would need to map the code based on
the list linked to the field Name and Addresss Qualifier.

Enforcement Type Mapping Maintenance

The Department of Health Enforcement Type Mapping Maintenance form enables Council to map
Enforcement Type records with Offence Type records that exist within the Pathway Infringements module.
This mapping capability enables those Councils that record Enforcement information within the Infringements
module to continue to do so. Upon entering the Enforcement Type Mappings form users will be presented
with the Infringement Type Selection form.

The mapping between Enforcement Types and Offence Types is used in the Food Safety reporting process.
Infringements linked to a Licence will have their information extracted, however the Offence information
extracted will be the mapped Enforcement Type, which is relevant to the Department of Health.

Where a site does not use Pathway Infringements Module, set up is not required in this area. Sites will
need to use the Enforcements Maintenance when this becomes available. If the option is clicked on in error,
sites will receive a warning advising that the Module is not active.

Where a site revisits this form the originally assigned Infringement Types is not displayed automatically, as
its purpose is purely to filter the Offence Types displayed in the subordinate forms.
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Infringement Type Selection E\@
Available Assigned
MCCBY MCCBY bylaws -
MCCP Melbourne City Parking
MCCPKA parking .one. : _.
MCPARK mc parking infringement test
NTPK northern territory parking infringements
NZANM MNew Zealand Animals 3 ‘_
NZAPP MNew Zealand Application Infringements
NZBL MNew Zealand By Laws
NZBY Bylaws New Zealand -
Continue Close

Infringement Type Selection form

Infringement Type Selection — Available

These fields show the Available Infringement Types and Descriptions which can be moved to the right hand
side (Assigned).

Once the relevant Types are assigned and the Continue button is selected users will be presented with the
form below.

Department of Health Enforcement Type Mapping Maintenance EI@

Infringement Type Offence Type Enforcement Type

|Licen5ing Infringements. | 10 Sect 19 W 10 ﬂ General Enforcement hi
11 Notice Section 19 (2) Order 10 ﬂ General Enforcement hi
12 Section 19 (3) Temporary Closure Order 10 ﬂ General Enforcement hi
20 Offence 516 (1) Contravention of FSC 3.2 1 ﬂ Penalty Infringement Notice hi
21 Offence 518 (1) Clause 5(2)(k) 11 ﬂ Penalty Infringement Notice b
62 Prosecution - Handling Food in an unsafe n| 12 ﬂ Prosecution hi
59 Prosecution - Knowingly seling unsafe foo| 12 ﬂ Prosecution hi
70 Prosecution - Knowingly falsely describing] 12 i2+1 Prosecution hi

oK | Cancel

Department of Health Enforcement Type Mapping Maintenance form

Department of Health Enforcement Type Mapping Maintenance — Infringement Type
This is the name of the selected Infringement Type.

Department of Health Enforcement Type Mapping Maintenance — Offence Type and Description
These fields contains the Offence Type and Description that are linked to the selected Infringement Type.

Department of Health Enforcement Type Mapping Maintenance — Enforcement Type
Using the pop up button select the relevant Department of Health Enforcement Type from the list displayed.

Department of Health Enforcement Type Mapping Maintenance — Department of Health Enforcement
Type Description
This field is populated with the description of the selected Department of Health Enforcement Type.

Complaint Category Type Mapping Maintenance

The Department of Health Complaint Category Type Mapping Maintenance enables Council to map
Complaint Category Types, defined by the Department of Health, with existing Pathway Customer Service
Request Types. Where a site does not use Pathway Customer Service this part does not have to be set up.
Sites will need to create Complaints via the Complaints Maintenance Section when this part is implemented.

This form enables Councils that utilise the Pathway Customer Service module to record complaints regarding
licensed premises, to continue to do so. The mapping between Request Types and Complaint Categories
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enables the Food Safety reporting process to extract the Complaint Category information that is mapped to a
Request Type.

The Search Profile may assist in finding all those that Request Types that match a particular Complaint
Category easier using the Type or Description field to search on. This will assist especially where a site may
have hundreds of Request Types. If this is started users can then come back at a later date and also filter by
those that have not been assigned a Complaint Category by using the Mapping Status filter.

Department of Health Complaint Category Type Mapping Maintenance E\@

Request Type Complaint Category
hATEST Test =kipping in ePathway 10 _* | Food Adulteration = [
1TST Test REquest Type 2] i
22892 Testing DRN 22892 i L
28501 DRNE501 Hansen's Interface 4 i
8903 DRNES03 TEST @ L
ADMIN amin- are safe and sound for all to use anc e ki
AGC Gails Reguest Type (Parent to AGC_C1) e .
AGC2 Gails Reguest Type (2) e .
AGC3 AGC - Test Status Codes 12 _% | Chemical Adulteration o b
Search Profile

Request Type

De=scription
Mapping Status  (All) -
Retrieve ‘ oK Cancel

Department of Health Complaint Category Type Mapping Maintenance form

Where a site does not use the Pathway Customer Service Module, set up is not required in this area. Sites
will need to use the Complaints Maintenance when this becomes available. If the option is clicked on in error,
sites will receive a warning advising that the Module is not active.

Department of Health Complaint Category Type Mapping Maintenance — Request Type

This field contains the Pathway Request Types and descriptions that may be used to link to the Department
of Health’s Complaint Category

Department of Health Complaint Category Type Mapping Maintenance — Complaint Category
Use the Pop up button to select the appropriate Department of Health Complaint Category.

Department of Health Complaint Category Type Mapping Maintenance — Description
This field displays the Description associated with the Department of Health’s Complaint category.

Department of Health Complaint Category Type Mapping Maintenance — Search Profile — Request
Type

To assist in selecting a particular request type it is possible to utilitse the standard Pathway search
functionality of entering all or part of the code to select the required Request Type.

Department of Health Complaint Category Type Mapping Maintenance — Search Profile — Description
To assist in selecting a particular request type it is possible to utilitse the standard Pathway search
functionality of entering all or part of the description to select the required Request Type.

Department of Health Complaint Category Type Mapping Maintenance — Search Profile — Mapping
Status

This fiel allows for further filtering of the selection criteria if required. The possible selections here are ALL,
ASSIGNED and UNASSIGNED.
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Letter Extracts

Letter Extract Maintenance Form

The Letter Extract Maintenance Form allows the selection of Licensing Letters.

ol

— Clas= Details
Drezcription |Li|:ensing information PACA, |

— Options

Licence Letters

Close |

Letter Extract Maintenance Form

Class Details — Description
The Description of the Licence Class being maintained is displayed in this field.

Options — Licence Letters
The Licence Letters Option button will display the search profile form to allow entry of a New Extract or
maintenance of an existing one.

Extract Code Lists

EXTRACT FILTER AVAILABLE FIELDS EXTRACTED ASSOCIATED
FROM EXTRACT
LISTS
AFFPROP N «Affected_Property» Affected
Affected Properties «Affected_Property_Descr» Property
«ldentity» Maintenance

«ldentity_Role»
«Mailing_Address»

APPFEE Y «Fee_Type» Licence Fee FEETRAN
Licence Fees «Fee_Description» Maintenance  COND

«Calculated_Fee»

«Accepted_Fee»

«Accepted_Fee_Tax»

«Paid»

«Paid_Tax»

«Balance»

«Refunded»

«Status»

«Paid_NC»

«Bank_Guarantee»
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COND
Licence Conditions
(Associated Extract to FEES)

CONSENTS
Licence Consents

DECISION

Licence Decisions
(Associated Extract to
RELAPPL)

DEVCDIMS
Development Category
Dimensions
(Associated Extract to
MAJMIN)

DEVCFEES

Development Category Fees
(Associated Extract to
MAJMIN)

DISABLE

«Transactions»
«Conditions»

«App_Cond_Code»
«App_Cond_Description»
«App_Cond_Apply_Date»
«App_Cond_Lapse_Date»
«App_Cond_Document»
«Document_TPK»
«User_Defined_Field_1»
«User_Defined_Field_2»
«User_Defined_Field_3»
«User_Defined_Field_4»

«Consent_Type»
«Consent_Type_Code»
«Consent_Nature»
«Consent_Nature_Code»
«Lodgement_Date»
«Application_Date»
«Expiry_Date»
«Consent_Comment»
«Consent_Required»
«Decision_Type»
«Decision_Type_Code»
«Decision_Date»
«Decision_Authority»
«Decision_Authority_Code»
«Rejection_Reason»
«Rejection_Reason_Code»
«Under_Appeal»
«Decision_Comment»
«Responsibility»
«Responsibility_Code»

«Approval_Number»
«Type»

«Date»
«Effective_Date»
«Authority»
«Rejection_Reason»
«Under_Appeal»
«Description»

«Dim_Description»
«Dim_Type»
«Dim_Value»

«Base_Feer»
«ET_Rate»
«ET_Factor»
«Area»
«Charge_Rate»
«Dim_Type»
«Dim_Description»
«Fee_Type»
«Fee_Description»

«Date»

Conditions
Maintenance

Consents
Maintenance

Decision
Maintenance

Development
Category
Maintenance

Development
Category
Maintenance
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Vehicle Disabiltiy Code History «Disability_Code»
«Narrative»
FAILED «Failed_Reasons» Inspection
Failed Inspection Result Maintenance
Reasons
(only to be used as an
Associated Extract to
INSPECT)
FEEDB «Fee_Code» Application
Application Fees where using «Fee_Description» Fee
Pathway Debtors as «Line_Number» Maintenance
Accounting Method or requiring «Total_Fee_Amount»
to Print Invoice from Fees «Fee_Tax_Amount»
Maintenance «Fee_Net_Amount»
(only to be used as an «Fee_Taxable Flag»
Associated Extract to «Fee_Balance»
INVOICE) «Fee_Paid»
«Payment_Reference»
«Total_Time»
FEETRAN «Fee_Type» Licence Fee
Licence Fee Transaction «Fee_Type_Code» Maintenance
(only to be used as an «Transaction_Type»
Associated Extract to FEES, «Transaction_Type_Code»
RECEIPTS) «Transaction_Date»
«Invoice_Number»
«Receipt_Number»
«Non_Cash_Number»
«Date»
«Amount»
«Tax»
«Comment»
FOODMODS «Module_Code»
Food Safety Modules «Module_Description»
INSPECT «Type» Inspection NOTES
Inspections «Area» Maintenance  FAILED
«Result»
«Date»
«Time»
«Duration»
«Number»
«Officer»
«Officer_ld»
«Requestor»
«Requestor_Name»
«Requestor_Address»
«Requestor_Address_1_Line»
«Requestor_Comm_1»
«Requestor_Comm_2»
«Requestor_Comm_3»
«Requestor_Info_1»
«Requestor_Info_2»
«Requestor_Info_3»
«Locations»
«Template_1»
«Template_2»
«Template_3»
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INSPQUES
Inspection Questionnaire
Answers

INVOICE

Application Fees where using
Pathway Debtors as
Accounting Method or requiring
to Print Invoice from Fees
Maintenance

LICDIMS
Licence Dimensions

LLC_ATT
Licence Attachments

LOCATION
Licence Locations

«Template_4»
«Template_5»
«Template_6»

«Notes»

«Failed»
«Questionnaire_Answers»

«Type»

«Area»

«Result»

«Date»

«Time»

«Duration»

«Number»

«Officer»

«Officer_ld»
«Requestor»
«Requestor_Name»
«Requestor_Address»
«Requestor_Address_1_Line»
«Requestor_Comm_1»
«Requestor_Comm_2»
«Requestor_Comm_3»
«Requestor_Info_1»
«Requestor_Info_2»
«Requestor_Info_3»
«Locations»
«Template_1»
«Template_2»
«Template_3»
«Template_4»
«Template_5»
«Template_6»

«Notes»

«Failed»

«Invoice_Number»
«Invoice_Date»
«Invoice_Total_Inc_Tax»
«Invoice_Total_Exc_Tax»
«Invoice_Tax_Total»
«Invoice_Fees»

«Dimension»
«Dimension_Code»
«Dimension_Value»

«Attachment_File»
«Attachment_Description»

«Location»
«Property_TPK»
«Assessment_Number»

Inspection NOTES
Maintenance FAILED

Application FEEDB
Fee
Maintenance

Dimension

Maintenance

Attachments

Location
Maintenance

MAJMIN «Major_Categories» Major & Minor DEVCDIMS
Major & Minor Categories «Minor_Categories» Development DEVCFEES
«Maj_Cat_Type» Categories
«Min_Cat_Type» Maintenance
«Dev_Cat_Dims»
«Dev_Cat_Fees»
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MISCDATA
Miscellaneous Data

NAMES
Licence Names/Roles

NOTES

Inspection Notes
(only to be used as an
Associated Extract to
INSPECT)

PREMISES
Premises

PURP
Purpose Code

RECEIPTS
Licence Receipts

REFERENC
Licence References

RELAPPL
Related Applications

RELLICN
Related Licences

«Misc_Data_Type»
«Date»
«Value»

«Role»

«ldentity»
«ld_Address_Formatted»
«ld_Address_1 Line»
«ld_Com_1»
«ld_Com_2»
«ld_Com_3»

«ld_Info_1»

«ld_Info_2»

«ld_Info_3»

«Date»
«Time»
«Officer»
«Officer_ld»
«Note»

«Premise_Code»
«Premise_Description»

«Purpose_Code»
«Purpose_Code_Desc»
«Lic_Purc_Document»
«Purpose_Comments»

«Receipt_Number»
«Receipt_Date»
«Receipt_ Amount»
«Receipt_Tax»
«Recipient_Name»
«Recipient_Addr»
«Fees»

«Reference_Type»
«Reference_Description»
«Reference_Number»
«Status»

«Status_Date»

«Application_Number»
«Class»

«Type»
«Application_Description»
«Lodgement_Date»
«Application_Status»
«Application_Decisions»

«Application_Date»
«Licence_lssue_Date»
«Licence_Expiry_Date»
«Licence_Number»
«Licence_Status»
«Licence_Type»
«Licence_Entry Date»
«Licence_Description»
«Licence_Decision_Date»

Miscellaneous
Data
Maintenance

Names
Maintenance

Inspection
Maintenance

FEETRAN

Licence
References

Related
Applications
Maintenance

Related
Licences
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«Licence_Decision_Number»
«Licence_Decision_Type»
«Licencee_Name»
«Licencee_Address»

VEHICLES Y «Registration_Number»
Vehicle Details «Date_Cancelled»

«Vehicle_Make»
«Vehicle_Module»
«State»

«Area»
«Disability_Code»
«Comments»
«Disable»

PROPOWNERS N «Owner_Name»
All Owners of the Affected «Owner_Address»
Property «Owner_Address_1_Line

Special instructions have been developed to satisfy Council which concatenates all Affected Property
Owners into one field. These instruction are for Word 2002 for setup information.

CoNoA~®WNE

Create a new Property Owner Extract

From the Tools menu in Word expand the Letters and Mailings option and select Mail Merge Wizard
Select Previous: Starting Documents to return to step 2

Select Previous: Select Document Type to return to step 1

Select a document type of Directory

Click on Next: Starting Document

Select Use Current Document

Click on Next: Select Recipients

The document should already be linked to a data source

. Click on Next: Arrange your Directory

. At this point abandon the Wizard and perform the following manual steps

. From the Insert menu select the Fields Option

. Scroll down the list and select the IF Field

. Do Not enter any values in the box just click on OK to insert the empty field

. Highlight “Error! Missing Test Condition. right click and select Toggle Field Codes
. Place the cursor in between the two spaces following the IF inside the field

. Go to the Insert menu and select the Field option

. Scroll down the list of fields and select the MERGEREC field

. Click on OK to insert the field (displays as a 1 after it is inserted)

. After the MERGEREC field (i.e. the 1) enter a [space] followed by an equals sign followed by another

[space] followed by a 1 and another [space]

. Insert the “Owner_Name” merge field

. Highlight everything, right click and select Toggle Field Codes

. After the merge field enter a [space]

. From the Insert menu slect the fields option

. Scroll down the list and find the QUOTE field

. In the Literal Text box type a [space] followed the word and

. Click on OK to inser the field

. Highlight the field, right click and select Toggle Field Codes

. You must type a [space] after the and before the last double quote (i.e. change “ and” to be “ and )
. After this last double quote type a [space] and inser the “Owner_Name” merge field
. When highlighted and toggled the end results look like this

{IF { MERGEREC \* MERGEFORMAT } =1 { MERGEFIELD "Owner_Name" } { QUOTE " and " {
MERGEFIELD "Owner_Name" } \* MERGEFORMAT }}
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List of Extract Fields

The following summarises the extract fields available for producing Letters.

Extract Fields
General Fields

Doc_Addressee_SalCon
Doc_Addressee_Salutation
Document_Applicant_Addres
Document_Applicant_Name
Document_Completion_Date

Document_Expiry_Date
Document_Fee_Amount
Document_Issue_Date

Document_Licence
Entry_Date
Document_Number

Document_Receipt_Date
Document_Receipt_Number
Document_Reference_Date

Document_Reference_Numbe
r
Document_Status

Merge_Class_Code
Merge_Class_Description
Merge_Type_Code
Merge_Type_Description

Affected_Property
All_Formatted_Titles
All_Locations
All_Prop_Addresses
All_Prop_Descr
Debtor_Address
Debtor_Chk_Digit
Debtor_Name
Debtor_Number
Invoice_Date
Invoice_Number
Invoice_Tax_Total
Invoice_Total _Exc_Tax
Invoice_Total_Inc_Tax
Payment_Reference
Licence_Date
Licence_Expiry_Date
Licence Issue Date
Licence_Number
Licence_Number_Ref

Data Extracted From

Personal Name Maintenance
Personal Name Maintenance
Default Address Maintenance
Default Address Maintenance
Document Request
Maintenance

Document Request
Maintenance

Document Request
Maintenance

Document Request
Maintenance

Document Request
Maintenance

Document Request
Maintenance

Document Request
Maintenance

Document Request
Maintenance

Document Request
Maintenance

Document Request
Maintenance

Document Request
Maintenance

Merge Class Maintenance
Merge Class Maintenance
Merge Class Maintenance
Merge Class Maintenance

Affected Property Maintenance
Personal Name Maintenance
Locations Maintenance
Locations Maintenance
Locations Maintenance
Debtor Maintenance

Debtor Maintenance

Debtor Maintenance

Debtor Maintenance

Licence Fee Maintenance
Licence Fee Maintenance
Licence Fee Maintenance
Licence Fee Maintenance
Licence Fee Maintenance
Licence TPK

Licence Data Maintenance
Licence Data Maintenance
Licence Data Maintenance
Licence Data Maintenance
Licence Data Maintenance
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Licence_Status

Licence Type

Licencee Address
Licencee Address 1 Line

Licence Data Maintenance
Licence Data Maintenance
Licence Data Maintenance
Licence Data Maintenance

Balance_Total Licence Summary
Decision_Appeal Decision Maintenance
Decision_Authority Decision Maintenance
Decision Comment Decision Maintenance
Decision_Date Decision Maintenance
Decision_Number Decision Maintenance
Decision_Rejection_Reason Decision Maintenance
Decision_Type Decision Maintenance
File_Completed_Date Licence Data Maintenance
File_Started_Date Licence Data Maintenance
Primary_Location Location Maintenance

Location Maintenance
Location Maintenance
Location Maintenance

Primary_Prop_Address
Primary_Prop_Descr
Primary_Prop_Ward

Processing_Group Licence Data Maintenance
Property_Summary Location Maintenance
Responsibility_Group Licence Data Maintenance
Site_Description Location Maintenance

Module Link fields via Registers

When a Register is defined with a Licensing link, an Extract List definition will be created automatically within
the Licensing module. This Extract List may then be used to create an Extract Type and Template document,
which in turn may be included on a Merge Type document.

The automatically generated Extract Lists will be available for selection from the usual Extract Lists Popup.
The "Extract Code" will consist of the constant 'CRG_" suffixed with a uniqgue number. The "Description” will
consist of the constant 'Register -' suffixed with the first 39 characters of the Register Description. (Example:
CRG_66 Register - Music Collection Register)

When defining an Extract Type Template document based on one of these Register Extract Lists, the list of
Merge Fields available will include three fixed fields providing information about the Register itself and the
related Register Reference number, along with all other data fields as defined on the Register, all of which
may be included as necessary on the document. When printed, the details of all Register Entries to which the
current License is related will be extracted.

Fee Filter Maintenance Form

This form is displayed from the Extract Type Maintenance Form when the Extract List Type is FEES — Fees
and the Additional Filter button selected.

The Fee Type dropdown list controls which Type of Fees can be extracted and what will be shown on the
Pop Up form. For example, selecting the Fee Type of ‘Inspection Fees’ will only allow an Inspection Fee to
be selected from the Fee Code Pop Up but if no Fee Code is selected then all Inspection Fees will be
extracted. Selecting the Fee Type of ‘All; will allow any Fee to be selected, regardless of Type and if no Fee
Code is selected, then all Fees, regardless of Type, will be extracted.

The Fee Code Pop Up is used to filter over a specific Fee Code. Selecting a Fee Code will only extract Fees
of that Fee Code.

The Fee Option controls which of the Fees, determined by the Fee Type and / or Fee Code Pop Up, will be
extracted. The Fee Option works independently to the other fields. If ‘All Fees’ has been selected, then all
the Fees meeting the first two criteria entered will be extracted. If the ‘Latest Fee; is selected, then the latest
Fee from the Fees meeting the first two criteria is extracted. If the ‘Outstanding Fees’ option is selected, then
only fees which are currently partly or currently unpaid will be extracted.
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For an example of the setup and results please refer to information after the screen capture.

] Foos Filioy slaintoices

Licence Fee Type
All Fees

Fees Filter Maintenance Form

Licence setup with the following fees

Ln1l Licence Fee A 5.00
Ln2 Licence Fee B 15.00
Ln3 Consent Fee 1 5.50
Ln4 Consent Fee 2 6.00
Ln5 Licence Fee A 9.00

Ln6 Inspection Fee 2 35.60
Ln7 Inspection Fee 1 10.00
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Fees Filter Settings and the results based on the above Application’s Fees

Fee Type Fee Option | Fee Details Result

All All Fees Blank Ln1 Licence Fee A 5.00
Ln2 Licence Fee B 15.00
Ln3 Consent Fee 1 5.50
Ln4 Consent Fee 2 6.00
Ln5 Licence Fee A 9.00
Ln6 Inspection Fee 2 35.60
Ln7 Inspection Fee1 10.00

All Latest Fee | Blank Ln7 Inspection Fee 1 10.00

Licence All Fees Blank Ln1 Licence Fee A 5.00
Ln2 Licence Fee B 15.00
Ln5 Licence Fee A 9.00

Licence Latest Fee Blank Ln5 Licence Fee A 9.00
Consent Latest Fee Blank Ln4 Consent Fee 2 6.00
All All Fees Licence Fee B & Ln2 Licence Fee B 15.00

Inspection Fee 2
Ln6 Inspection Fee 2 35.60

All Latest Fee | Licence Fee B & Lh 6 Inspection Fee 2 35.60
Inspection Fee 2

Options - Fee Type

Select a Fee Type from the drop down list. The Fee Types available for selection are;
e Al

Licence Fee Type

Consents Fee Type

Inspection Fee Type

The Fee Type dropdown list controls which Type of Fees can be extracted and what will be shown on the
Pop Up form. For example, selecting the Fee Type of ‘Inspection Fees’ will only allow an Inspection Fee to
be selected from the Fee Code Pop Up but if no Fee Code is selected then all Inspection Fees will be
extracted. Selecting the Fee Type of ‘All; will allow any Fee to be selected, regardless of Type and if no Fee
Code is selected, then all Fees, regardless of Type, will be extracted.

Options — Fee Option

Select which Fees are to be included in the filtering. The Fee Options available for selection are;
o All Fees

o Latest Fee

The Fee Option controls which of the Fees, determined by the Fee Type and / or Fee Code Pop Up, will be
extracted. The Fee Option works independently to the other fields. If ‘All Fees’ has been selected, then all
the Fees meeting the first two criteria entered will be extracted. If the ‘Latest Fee; is selected, then the latest
Fee from the Fees meeting the first two criteria is extracted.

Fee Details

The Fee Details are shown when the Insert Button has been selected and Fees have been selected to be
used in the Filter for the Extract.

Clear Button
This button will clear the filter, enabling you to select a new filter type or leave it blank.
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Licence Categories

Licence Categories Parameter

This parameter is used to establish various categories that may be applied to a Licence.

The Licence Categories are broken up into Major Categories to which are assigned Minor Categories.
Individual Minor Categories may also have Dimensions associated with them.

This function is optional.

Major Licence Category Maintenance Form

This form allows for the creation and maintenance of Major Licence Categories.

NOTE: - Conditions are also able to be assigned to the Major Licence Category. When these Major Licence
Categories are used in Licensing Maintenance, in Licence Entry, Change Licence Type or inserting a new
Fee, the assigned Condition will be loaded onto the Licence. The system will check for existing Standard
Conditions and these Major Licence Category Conditions will only be loaded once if Standard but will always
load if Non Standard. As the Conditions Option is a Secured Option it will only be available for use where
the Council is authorised to the function.

% Major Licence Category Maintenance = |I:I|£|

— Class Details
Description |PCTA Licensing Group |

— Type Description Active =
|EPATH |epathway cats v ;I
[FEE1 [ree 4
[FEE2 [ree2 3
|[FEECAT fee category Iv
fImPCAT finspection category Iv
[REBATE  |[Rebate Given v
|HEBATP |F!ehate Given for Pensioners v
|REST |I-'!estauralrt v
TAWAY | |Take Away Resturant ¥~

— Options
_I Minor Licence Category _I Guestion _I Conditions ‘

Insert | (04 Cancel |

Major Licence Category Maintenance Form

Class Details

This field contains the description of the Class of Licence to which you are assigning Major Licence
Categories.

This field is display only and may not be maintained.

Type
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This field contains the Major Licence Category type code. Up to six alphanumeric characters may be
entered.
This field is mandatory.

Description
This field contains the description of the Major Licence Category.
This field is mandatory.

Active
If this box is checked on then the Major Licence Category type is available to the system.

If this box is checked off then the Major Licence Category type is no longer available to the system. Any
existing Licences with this Major Licence Category type will remain as entered. The Major Licence Category
type will no longer be available for addition to Licences.

Options - Minor Licence Category Button
Pressing this button will display the Minor Licence Category Maintenance form.

Minor Licence Categories are assigned at the individual Major Category level.
Ensure focus is on the appropriate Major Licence Category type prior to pressing this button.

Options - Question
Pressing this button will display any Questions that have been setup for the Major Category. From the
Question Maintenance form the User is able to add or modify Questions.

Options - Conditions
Pressing this button will display any Conditions that have been setup for the Major Category

NOTE: - When these Major Licence Categories are used in Licensing Maintenance, in Licence Entry,
Change Licence Type or inserting a new Fee, the assigned Condition will be loaded onto the Licence. The
system will check for existing Standard Conditions and these Major Licence Category Conditions will only be
loaded once if Standard but will always load if Non Standard. As the Conditions Option is a Secured Option
it will only be available for use where the Council is authorised to the function.

Minor Licence Category Maintenance Form

This form allows for the creation and maintenance of Minor Licence Categories for a Major Licence
Category.
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E Minor Licence Category M aintenance =] B3

— Major Licence Category Details
Description [LICENCET |

— Tvpe Description Active —

[JITET [MIMOR LICENCE v

— Options

| Dimension

Insert Ok Cancel

Minor Licence Category Maintenance Form

Major Licence Category Description

This field contains the description of the Major Licence Category to which you are assigning Minor Licence
Categories.

This field is display only and may not be maintained.

Type

This field contains the Minor Licence Category type code. Up to six alphanumeric characters may be
entered.

This field is mandatory.

Description
This field contains the description of the Minor Licence Category.
This field is mandatory.

Active
If this box is checked on then the Minor Licence Category is available to the system.

If this box is checked off then the Minor Licence Category is no longer available to the system. Any existing
Licences with this Minor Licence Category will remain as entered. The Minor Licence Category will no longer
be available for addition to Licences.

Dimension Button
Pressing this button will present the Minor Licence Category Dimension Maintenance Form.

Minor Licence Category Dimensions are assigned at the individual minor category level. Ensure focus is on
the correct record prior to pressing this button.
This function is optional.

Minor Licence Category Dimension Maintenance Form

This form allows for the creation and maintenance of Minor Licence Category Dimensions.
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?; Minor Licence Category Dimension Maintenance
— Minor Licence Category Details
Description [CAT 1 MINOR 1 |
— Tvpe Description Active —
[Dinn [Dir 1 v
Insert 0k Cancel

Minor Licence Category Dimension Maintenance Form

Minor Licence Category Description
This field contains the description of the Minor Licence Category to which you assign to Major Licence
Categories.

Type

This field contains the Minor Licence Category type code. Up to six alphanumeric characters may be
entered.

This field is mandatory.

Description
This field contains the description of the Minor Licence Category.
This field is mandatory.

Question Maintenance Form

The Question Maintenance form allows the defining of Questions that can be displayed and updated from
within the Licensing Category maintenance within Licence Maintenance menu.

Questions can be set and the Answers defined as to the layout required for the Answer. There are six
possible Question Types that can be defined. These are:-
e Boolean — Yes/No check box type questions
Number — 0 to 9999999
Comment — unlimited text string
Single Line — 50 character text string
Date — select a date from the calendar
Value — user defined coded answer values
Date and Time — select a date and time from the calendar
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ol
— Major Licence Category Details
Desctiption  [Manufacturing Sector |
Ansvwer If Answwer Skip to
— Mumker Guestion Question Type Welues — Eguals Question — active —
Ig Does your business only manufacture low risk =] |Boolean ;[ Yes ;' 4 [v
2 Do all foods manufactured by your business have a=—| |Boolean ;l ;l v
3 Does your business mamfacture uncooked = |Boolean ;[ ;[ v
4 any further comments = |Comment ;[ [v
5 possible date of the completion of the = |Date ;l v
6 number allocated = |Humber ;[ [v
T Status = [values | i
& Finish date time =/ [pate and Time .| i

Insert | ok I Cancel

Question Maintenance Form

Major Licence Category Details - Description

This field contains the description of the Major Licence Category to which Minor Licence Categories can be
assigned.

This field is display only and may not be maintained.

Number

The Number field is used to enter in the Question Number. This is then used to sequence the display of the
Questions. This is a mandatory field.

Question
The Question field is where the actual Question is entered. This field is a multi lined entry field and therefore
is able to have many lines of text entered into it. This is a mandatory field.

Question Type
Upon creating a Question the Question Type field is blank. The User can use the Dropdown to display a list
of valid entries for this field. This is a mandatory field. The options available from the Dropdown are:-
e Boolean (for Yes /No type answers)
Comment (freeform text field for answer to be entered into)
Single Line (freefrom 50 character text field)
Date (entry of a Date is required as the answer)
Number (entry of a Number is required as the answer)
Value — (user defined coded answer values)
Date and Time — (entry of a Date and Time is required as the answer)

Boolean Type Questions

When using Boolean Type Questions it is possible to nominate a Question to Skip To depending on the
answer. To enter the scenario ‘If the Answer to Question 2 is YES skip to Question 5” the User would check
on the If Answer Equals “YES’ dropdown at Question 2 and then enter 5 in the skip to field.

NOTE: Itis not possible to Skip to a previous Question and hence loop through Questions again. The Skip
To Question Number must be greater than the current Question Number.

Value Type Questions
When using Value Type Questions it is necessary to define the Answers. This is done by selecting the Detail
Button that appears after the Question Type field has been set to Value.

Answer Values

When using Value Type Questions it is necessary to define the Answers. This is done by selecting this
Detail Button that appears after the Question Type Field has been set to Value.

If Answer Equals
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This field is used for Yes/No Answers and can also be used to incorporate the Skip To function.

When using Boolean Type Questions it is possible to nominate a Question to Skip To depending on the
answer. The dropdown has the options of ‘Yes’, ‘No’ or ‘Undecided’.

To enter the scenario ‘If the Answer to Question 2 is YES skip to Question 5” the User would check on the If
Answer Equals ‘YES’ dropdown at Question 2 and then enter 5 in the skip to field.

Skip To Question

When using Boolean Type Questions it is possible to nominate a Question to Skip To depending on the
answer. The Number of the Question to Skip To is entered into this field.

Active

The Active flag is automatically flagged on when a Question is entered into the form. This can be flagged off
is the Question is no longer relevant or required.

Answer Value Maintenance Form

The Answer Value Maintenance form is displayed when the Detail Option is taken for a Question that has
been defined as a Question Type of Values. This allows the user to enter in the values that are able to be
used when answering the question.

_Iojx

Development  |Manufacturing Sector

Guestion (7 | |Status
—— ANSYWer Description Active —
[0k v
2 |Pass v
3 |Poor v

Insert (04 Zancel

Answer Value Maintenance Form

Development Category Details - Description

This field contains the description of the Development Category to which the Question Values are being
defined for.

Question

The Question field displays the Question Number and the actual Question that the Answer Values are being
defined for.

Answer / Description

The Answer Code and Description for the Question can be entered into these fields. Once entered the
Answer Values are then available for use when the User is answering the Question withing Development
Category maintenance on the Application.
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The Active Flag is used to signify that the particular Answer Value is available for use. If no longer required
the Active flag can be flagged off thus stopping the further selection of the field.
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Licence Fees

Licence Fee Parameters are designed to allow the pre-entry of all fees that may be used when processing
Licensing.

Fee Type Selection Form

The Fee Type Selection Form allows the selection of the types of Fees that are to be used. The Options
available are Licence Fees, Consent Fees and Inspection Fees. As Fees are created in each Option the
Option will become bolded. If Consents and or Inspections have not been assigned for the Licence Type
then these Options will be available for entry of Consent Fees or Inspection Fees.

& Fee Type Selection =101 %]

— Clag=s Details

Description  |PCTA Licensing Group |

— Options
Licence Fees ! Deposit Fees
_| Consent Fees

_| Inspection Fees

Close

Fee Type Selection Form

Class Details — Description
This field displays the description of the particular Class selected. The Description field is display only and
may not be maintained.

Options — Fees
Selecting the Fees Button displays the Licence Fee Maintenance Form.

Options — Consent Fees
Selecting the Consent Fees Button displays the Consent Fee Maintenance Form. If Consents have not been
assigned for the Licence Type then this Option cannot be selected or maintained.

Options — Inspection Fees
Selecting the Inspection Fees Button displays the Inspection Fee Maintenance Form. If Inspections have not
been assigned for the Licence Type then this Option cannot be selected or maintained.

Licence Fee Maintenance Form

For a Fee flagged as pro-rata and discounted, the following steps are used to calculate the final Fee Amount:
1. Calculate Fee (using dimensions etc)

2. Apply Discount percentage

3. Apply Pro-rata percentage

For example,
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Parameters

If a Fee would normally total $100.00 and it is flagged as Discounted (by 25%) and pro-rata applied (at 50%),

then the final amount will be:

$100.00 at 25% discount
$75.00 at 50% prorata

=$37.50

=$75.00

This would then display the value of the Fee payable within the standard transaction fields and the Users

could then detail out to see how the fees were calculated as they are able to do so no.

If the Accounting Method in the Class Parameters has been set to use Pathway Debtors then the Licence
Fees will be updated into the Debtors Module as Debt Types. The Debt Type records within Debtors are non
maintainable and will show a Source of Pathway Licensing.

For details of how these Debtor Parameters are created refer to the documentation following the Form
Capture.

E Licence Fees Maintenance

=10l x|

— Class Details

Descrigtion [PCTA Licensing Grougp

— Type Deszcription Base Fee —Discount—Pro-rata —Deposit -L5L Fee — Active =
i base fee 200 [ I r r |
BASES base fee div 31 2850 [ I r r WV
BASEDI carpark area - undercover 0.00 |_ I_ I_ I_ |7
BASEDM carpark area - open 0.00 |_ I_ I_ I_ IF
BASEMC bas fee with dimensions - charge rate 0.00 [ r r r ¥
BASEMI base fee with dimensions - base with incre numl 0.00 |_ r r r 7
BASEN base fee free of tax 2650 [ r r r v
BASEX base fee exempt from tax x 27.50 'l r r r v
BH Boarding House Fee 0.00 [ [ [ I v :I'I

— Options
_I Dimension _I Licence Categary
_I Calculation Farmula _I Owerriding Accounts
_I Timesheet Genersted Fee

Insert | (0] 4 I Cancel

Fees Maintenance Form

Pathway Debtor Accounting Method

Where Pathway Debtors has been defined as either the Default of Override Option for the Accounting
Method a link has to be established between a Fee and A Debt Type.

When New Fees are added to this form and accepted the following are created within Debtors:

Debt Type
A Debt Type Code using the Fee Code will be created in Debtors Module This Debt Type Code

must be unique across Classes and Modules therefore the following validation is done on the creation of the
Debt Type

@)
@)

(@]
Code

Application Type is set to ‘Debtors’

Internal Creation Indicator is set ‘On’
Category Code is set to that in the Class Parameters
Internal Description is set to ‘Fee Code Description followed by Module and Class Code’
External Description is set ‘Fee Code Description’

The Module Code is appended to the Fee Code and re-validated
If still not unique then a numeric value of 1 thru to 9 will be appended
If still not unique then the TPK (internal primary key) of the Fee Code is appended to the Fee
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Calculation Method is set to Fixed Charge

Taxable Flag is set to that on the Fee code

Tax Code is set to that on the Fee code when Taxable = Y’

Non Taxable Type is set to that on the Fee code when Taxable = ‘N’
Inclusive/Exclusive is set to that on the Fee code

Debt Type/Transaction Type

o The Debt Type Code created above and the Invoice Transaction Type defined within the Class
Parameters are used and the Revenue, Bank and Control Accounts are applied

. The Debt Type Code created above and the Credit Note Transaction Type defined within the Class
Parameters are used and the Revenue and Debt Control Accounts only are applied

. No entries are created for Refunds

Rating Period / Debt Type Record
. The Debt Type Code created above and the current Rating Period as defined on the Rates System
Parameters are used

When Existing Fees are modified the update to the linked Debt Type within Debtors is applied for the
following Fee Changes:

. Fee Code

Fee Code Description

Any of the Tax Settings

Any of the Account Settings

Active Flag

Note that if the Fee code is modified and there is no existing Debt Type relationship the update to the Fee
Code will in fact create a Debt Type and link as per the ‘New” Fee process.

When Deleting Fees the following areas within Debtors are maintained:

. The Debt Type / Transaction Type is deleted
. The Rating Period / Debt Type is deleted
. The Debt Type is deleted

Class Details
This field displays the particular Class selected.

Type
This field displays the Code given to each Licence Fee.

Description
This field is a detailed Description of the Licence Type.

Base Fee

This field may display the dollar value that can be attached to a Licence as the very first value to be charged.
This may also be the only value charged, or the User may wish to add a dimension to a fee rather than
adding a Base Fee.

Discount
When this box is checked on for the appropriate fee then the discount amount set up at the Application Fee
Accounts Maintenance parameter level will be applied to the fee.

Pro-Rata
When this box is checked on for the appropriate fee then the Pro-Rata amount set up at the System
Parameter Maintenance level - Pro-Rata option - will be applied to the fee.

Under the Edit menu Option, there are two menu options called ‘All Pro Rata ON’ and ‘All Pro-Rata OFF’.
Using these menu options will either turn all the pro-rata flags on or off. Individual fees can then be
maintained by the User.

Deposit
Check this box if the Licence Fee is to be used as a Deposit Fee.
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LSL Fee

The LSL Fee check box is used to identify the Fee that is the Long Service Levy Fee to be used in the Long
Service Levy process.

Where a Fee is flagged on in the LSL Fee field then when the User adds this fee to the Licence a Pay Type
field is displayed on the form.

Note that the Long Service Levy Fee is not GST applicable and therefore the overriding account option
should be accessed and set those fees to GST Free.

Active

This field if check will allow this Licence Fee to be accessed. If this field is not checked, then this Licence
Fee cannot be selected.

Options

The Options section allows for further information to be added against each Licence Fee. Each of these
Options is detailed below.

Dimensions Button
This button accesses the Dimension Maintenance Form.

Overriding Accounts Button
This button accesses the Overriding Accounts Maintenance Form

Calculation Formula Button
This button accesses the Calculation Formula Maintenance Form.

Licence Category Button
This button accesses the Major Licence Category Search Profile Form.

Timesheet Generated Fee

Selecting the Timesheet Generated Fee Option Button displays the Timesheet Fee Maintenance form where
the User is able to define that the Fee currently in focus is to be used for Timesheet Entry and whether it has
Minimum Fee amount.

Licence Fees Dimension Maintenance Form

If Licence Fees are to be calculated based on Dimensions then this form allows for the creation of the
required calculation.
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E Licence Fees Dimension Maintenance

[eet &= =t
|=et a= ##8

000 99999395.00 1500 1500000 0000000 ©.00

Licence Fees Dimension Maintenance Form

Licence Fee Details - Description
This field describes the actual Licence Fee that details are to be added to.

Dimension Details

This field describes the Dimension Details that are to be used for the Calculations. More than one
Dimension Type can be used in this form. As the User focuses on each Dimension the Calculation
information will be displayed in the Dimension Calculation Ranges Details section of the form.

Dimension Calculation Ranges Details
As the User focuses on each Dimension Type the Calculation information will be displayed in this field.

Options — Dimension Calculation Ranges
Selectin the Dimension Calculation Ranges Option will display the Dimensions Calculation Ranges
Maintenance Form were the calculation information can be updated.

Dimensions Calculation Ranges Maintenance Form

This form is specific to each Licence Fee, as some may have Dimensions attached to the fee, whilst others
may only have a Base Fee. Each Field is detailed below.

Dimensions can be added in scales, each with its own ‘From’ and ‘To’ Fields. Base Fees can be added to
each Dimension and a Charge Rate by each scale will escalate the cost accordingly. Refer to the Example
text below this form for an idea of how the Base Fee and Charge Rate are used together or the Base Fee
and the Incremental Calculation fields are used together.
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B Dimension Calculation Ranges Maintenance

0.050000 0.000000
0.060000 0.000000 -
0.000000 0.070000 -
0000000 0.070000

Dimension Calculation Ranges Maintenance Form
Example using the data in the above form

Licensing Fees
Calculations can consist of the following criteria

. A base fee

Based on a dimension (eg floor area) in which case the following additional information be recorded
Nominated ranges for the dimension
A standard charge rate for each amount within a range
An incrementail charge rate for nominated increments within a range, rounded up or down

O O O e

Using the above information on the form the following examples the calculations

Floor Base Calculation Fee
Area Fee Amount
10 20.00 10 x 0.05 20.50
15 20.55 4 x 0.06 (where 4 is the difference between the 20.79

Nominated Floor Area ‘15" and the From value of
the Range the Area falls into “117)

25 21.15 2 x0.07 (where 2 is the number of increments 21.29
between the Nominated Floor Area ‘25’ and the
From value of the Range the Area falls into ‘20’,
rounded up)

36 21.50 | 3x0.07 (where 3 is the number of increments 21.71
between the Nominated Floor Area ‘36’ and the
From value of the Range the Area falls into ‘31’,
rounded up

eg: number of increments of 2 to get between 31 to
36 = 2.5 rounded up = 3)

Licence Fee Details - Description
This field describes the actual Licence Fee that details are to be added to.

Dimension Details - Description
This field details the actual Dimension that will be used to calculate the dollar value to be charged to the
Licence if this fee is used.
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The Dimension is then broken down further by the following fields.

Dimensions can be added in scales, each with its own From and To Fields. Base Fees can be added to each
dimension and a Charge rate by each scale will escalate the cost accordingly.

Calculation Details - From
The ‘From’ field is used to define the starting point for the range that is to be calculated. The value entered
in the ‘To’ field is also used in conjunction with the ‘From’ field.

An example of a ‘From’ value in conjunction with a ‘To’ value is:
0.000 10.00
11.00 20.00

Where ‘0.000’ and ‘“11.00’ represent ‘From’ starting points.

Calculation Details - To

The ‘To’ field is used to define the finishing point for the range that is to be calculated. The value entered in
the ‘From’ field is also used in conjunction with the ‘To’ field.

An example of a ‘From’ value in conjunction with a ‘To’ value is:
0.000 10.00
11.00 20.00

Where “10.00’ and ‘20.00’ represent ‘To’ finishing points.

Calculation Details — Base Fee

The Base Fee is the value that is to be charged for the nominated ‘From’ and ‘To’ range. The Base Fee can
be different for each range.

Calculation Details — Charge Rate
If there is an entry in the Charge Rate field then the Incremental Calculations field should not be used.

If there is a requirement to use the Incremental Calculations then this Charge Rate field is not used. The
process will use one or the other but not a combination of both within the same range.

Incremental Calculations — Charge Rate
Incremental Calculations may also be used to further define how Fees can be calculated by increments
within a range. These can be rounded up or down.

If the Incremental Calculaton fields are to be used then the Calculation Charge Rate field should not be
used. The process will use one or the other but not a combination of both within the same range.

Incremental Calculations - Increment
The Increment field is used in conjunction with the Incremental Charge Rate field to calculate the fee. Based
on the Increment value entered here determines the number of times to multiply the Charge Rate value.

Incremental Calculations - Rounding
The Rounding field is used in conjunction with the Incremental Charge Rate and Increment fields. This
determines whether the calculated amount is either Rounded Up or Down.

Test Fee Calculation Option
Selecting the Test Button will display the Test Fee Calculation Form where the User is able to enter in a
value and have the system calculate out the amount that will be changed for the fee.

Test Licence Fee Calculation Form

The Test Licence Fee Calculation Form may be used to actually Test a Fee Calculation.
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B Test Licence Fees Calculation

Test Licence Fees Calculation Form

Licence Fee Details - Description
The Licence Fee Details section shows the Licence Fee that is being Tested.

Dimension Details - Description
The Description of the Dimension is shown in this field.

Test Details - Value

The Value field is used to enter in a figure so that when the Test Option is selected the amount of the Fee
will be shown in the Fee field. This Fee amount has been calculated based on the Value that has been
entered here.

Test Details - Fee
Once a value has been entered and the Test Option has been selected then the calculated Fee amount is
displayed in this field.

Test Button

Once a value has been entered and this Option has been selected then the calculated Fee amount will be
displayed in the Fee field.

Overriding Accounts Maintenance Form

The Overriding Accounts Licence Maintenance Form is designed to allow Specific Accounts for a particular
Fee to be entered. These Accounts bypass the Standard Accounts Setup for Licence Fees.
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B Oveniding Fee Accounts Maintenance =] 3

— Class Details
Description [Licence - Accrual R209

— Licence Fees Details
Description  [Renewal Fee (Tax Inclugive)

— Account Details
Ledger
(/=Y ey (e WXL TNy ) | C-LIC FEE DEBT COHTROL ACCOUNT
Revenue Account |LLC-LIC FEE REVEHUE ACCOUNHT
Bank Accourt [LLC-LIC FEE BAHK ACCOUNT
Receipt Control Account  (LLC-LIC FEE RECEIPT CONTROL ACCOUNHT

LIC FEE DEBT COMTROL ACCOUNT
LIC FEE REVENUE ACCOUNT

LIC FEE BANK ACCOUNT

LIC FEE RECEIFT COMTROL ACCOUNT

Taxable v [ontacahle Tyoe I vl Tax Calculation  [Inclusive ;l

Tax Code [LLCFEE ;)l |Licersing Fee |

lelelvle

— Project Code
Description | ;)I

Overriding Accounts Maintenance Form

Class Details - Description
This field details the Licence Class selected.

Licence Fee Details
This field details the actual Fee that the Overriding Accounts are being Setup for.

Taxable
If this field is checked on then the Class will be Taxable. The Tax Code is entered in the next field.

Non-Taxable Type

If the Taxable field has not been flagged on, therefore making it Non Taxable, then a Non-taxable Type
needs to be defined. There are 3 options available in the dropdown list. These are as follows:

GST Free
GST Exempt
Division 81
Input Tax
Out of Scope
Export Sales
Undefined.

It is expected that Australian sites will use GST Free and Division 81 only. Financial systems can use these
values, as the applicable codes, below, are output in the Pathway Financial Transaction File in place of the
previous 'N' value.

N - GST Free

X - GST Exempt
8 - Division 8

| — Input Tax

O — Out of Scope
E — Export Sales
Z - Undefined

Tax Calculation
This field allows the following options:
e Inclusive
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e Exclusive

The selected option determines whether tax will be calculated using the inclusive or exclusive tax calculation
method.

Account Details - Ledger
This field will detail the Actual Ledger that is to store the relevant Account information for this Fee.

Bank Accounts

The Debt Control Account Field is used to enter the Account Number that the Fee will be debited to. The
Account code can be entered if known, or the Pop Up Button can be used to select from a predefined list.

The Revenue Account Field is used to enter the Account Number that the Fee will be credited to. The
Account code can be entered if known, or the Pop Up Button can be used to select from a predefined list.

The Bank Account Field is used to enter the Account Number that the Receipt will be debited to. The
Account code can be entered if known, or the Pop Up Button can be used to select from a predefined list.

The Receipt Control Account Field is used to enter the Account Number that the Receipt will be credited
against. The Account code can be entered if known, or the Pop Up Button can be used to select from a
predefined list.

The Refunds Clearing field contains the ledger account to which all Refund transactions will be posted. The

Field consists of 3 parts, an Account Number, Pop Up Button and the Account Description. The Pop Button
for this and other Accounts detail out to the Financial Account Pop Up Form for Account Selection.

Overriding Fee Accounts Maintenance Form

B Overiding Fee Accounts Maintenance =] E3

— Class Details
Descrigtion  |Licence - Accrual R209 |

— Licence Fees Details

Drescrigtion |DEpDSi‘t Fee (Tax Inclusive) |

— Options
| Deposit Accourts
| Deposit Retained Accounts

Cloze |

Overriding Fee Accounts Maintenance Form

Class Details — Description
This field displays the particular Class selected.

This field is display only and cannot be maintained.

Licence Fee Details — Description
This field displays the particular Licence Fee Description.

This field is display only and cannot be maintained.

Options — Deposit Accounts
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Selecting the Deposit Accounts Button displays the Overriding Fee Deposit Accounts Maintenance Form.

Options - Deposit Retained Accounts

Selecting the Deposit Retained Accounts Button displays the Overriding Fee Deposit Accounts Maintenance
Form.

Timesheet Fee Maintenance Form

Where a Fee has been inserted and the Timesheet Option selected the Timesheet Fee Maintenance Form is
displayed.

Once the Timesheet Generated option is flagged on then the Fee becomes available for selection within the
Workflow Action Parameters. When the Fee is linked to the Task, Timesheet entries can be generated
within the application/licence and then upon completion of the Task the Fee will be automatically added to
the Application/Licence balance.

NOTE: Timesheet Fees should not be used with Fees that have Dimensions or Development Categories
linked.

ol

— Licence Fees Details
Description |maintenanu:e fee for timesheet entry |

— Timesheet Generated Fee
Timezsheet Generated [v
Minimum Fee |

(04 Cancel

Timesheet Fee Maintenance Form

Licence Fee Details - Description
This field displays a description of the Licence Fee selected.

Timesheet Generated Fee — Timesheet Generated

Upon entry to this form the Timesheet Generated flag is ‘On’. This will then allow entry of a Minimum Fee if
required for the Timesheet Fee.

Timesheet Generated Fee — Minimum Fee

The Minimum Fee field is only available for entry if the Generated flag is ‘On’ otherwise the field is dimmed.
If a Minimum Fee amount is to be generated for the Timesheet entry then this is where the Minimum Amount
would be entered. When Timesheet entry is performed then the the calculated figure is compared to this
Minimum Amount and if the calculated amount is less then the Minimum Fee is applied.

Long Service Levy Fees Form

The ability to produce a Report and Extract Files to Planning New South Wales for Plan First Fees and to
The Building and Construction Long Service Levy Payments Corporation for Long Service Levy Fees can be
defined the following way.

Long Service Levy Fees
As GST is only applicable on the Agents Fee and not the original Levy Fee two separate fees are required to
be defined with the Long Service Levy Fee being ticked under the LSL Fee field.
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Where the Flag is checked on when the User actually adds this fee to the Application, a Pay Type is
displayed on the form.

E Application Fees Maintenance

’7 Accrual - Applications R209

Encroachment Fee Tax Inclusive

Fee 1 Bank Account 1- Main Accounts
Fee 2 - uging diff accs

HIH Levy Fee

Lodgement Fee Inclusive

Long Service Levy Commission
Certificate of Occupancy Exclusive
Pats Taxable

i N N N o o el
A<

Ul Ul
r r
r r
[ [
Ul v
Ul Ul
r r
r r
r r

A o o i

Each of the Fees require Dimensions to be defined for them. These Dimension should be set up as per the
following:

Long Service Levy Fee Dimension Setup

E Dimension Calculation Ranges Maintenance

’7 Long Service Levy Fee

’7 Long Service Levy

0.00 24,999.00 0.00 0.000000 0.000000 0.00  |Down -
25,000.00 99,999,999.00 30.20 0.000000 0.020000 10.00  [Down |

Long Service Levy Commission Dimension Setup

Infor Public Sector July 17 Page 114



Licensing User Guide Parameters

B pimension Calculation Ranges Maintenance =10l x|

— Application Fees Details
Deszcrigtian |Lu:ung Service Levy Commission |
— Dimension Details
Description |Long Service Lewy |
Incremental Calculstions
From Ta Baze Fee Charge Rate Charge Rate ———— Increment Rounding —
0.00 24,999.00 0.00 0.000000 0.000000 0.00  |Down ;[
25,000.00 999,999,9949.00 19.80 0.000000 0.000000 0.00  |Down ;[
Test Inserk | (0] 4 Cancel

Entry of Long Service Levy Fee

B New Application Fees Maintenance -10| x|

— Application
[PF-176/2000 | |3 Dew Street, Cooksvile SA4 5385 |
— Application Fees
Type |L5L ;}I |L|:|ng Service Lewvy Fee |
Calculated 45020
Acceptad 480.20 Tax [ | PaymentType |IENOCUNN - |
Commert ;I
[-

Conkinue ik |

A Long Service Levy fee with Exemption is added in the same manner as a normal fee however, after a
Dimension Value has been entered and the User is returned to the New Application Fee Maintenance form,
the ‘Accepted Value’ will need to be changed to 0.00 for a Full Exemption or to a new value to be paid for a
Partial Exemption (which is sent to the Corproration based on partial exemption given). Details of the
Exemption should be entered into the Comments field by the User.

A Fee with Instalment also has the “Accepted Value’ set to 0.00. Selecting the Instalment Option for Pay
Type will indicate that this fee is to be paid as Instalment. The User should enter details of the Instalment
into the Comments field.

Entry of Long Service Levy Commission Fee
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B New Application Fees Maintenance O] x|

— Application
[PF-176/2000 | |3 Dew Street, Cooksvile SA 5383 |

— Application Fees

Type m_il |L|:|ng Zervice Leyy COommission |

Calculated 19.80
Accepted 19.80 Tax 1.80
Comment :I

Continue ik |

Note that the Long Service Levy Commission fee does not display the Pay Type field as it has not been
defined as a LSL Fee. However the Dimension that has been defined for the Long Service Levy Fee is
displayed upon entering the Long Service Levy Commission fee as it uses the same Dimension to calculate
out the Commission applicable.

Long Service Levy Report
The Long Service Levy Report menu is then run to produce the documentation and Extract File to be sent to
the Corporation.

Plan First Fees

A Dimension to calcule the Levy must be setup against a Fee in Application Fee Parameters. This
Dimension should be linked to the Report Control form so as to establish the amount of Levy to be extracted
for each Application.

The Plan First Fee Dimension is to be defined with the following calculation ranges. The Name of the
Dimension can be what ever is decided, however the ranges must be set as shown below.
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E Dimension Calculation Ranges Maintenance

’7 Plan First Fee
’7 Plan First Fee

0.00 50,000.00 0.00 0.000000 0.000000 0.00  |Down -
50,000.01 999,999.00 32.00 0.000640 0.000000 0.00  |Down -

Plan First Summary Information

The Planning New South Wales require Summary Information to be forwarded to them as a File. To set up
what is required to be produced in the File a Template Document is required to be setup in the Merge Type
option with Application Parameters. When the Plan First Levy Report is run in ‘Update and Report’ mode,
the Summary Information Document will be created. This Document can then be accessed through Name
and Address Maintenance using the ‘Roles’ button and searching on a Role Type of ‘CWP’ or via the
Municipality Code Maintenance within Application Parameters.
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% Merge Type Maintenance = |EI|5|
Merge Type  [216PFF [v Hctive [~ Recurting

Description |26 Plan First Fee

v Adllcrwy Editing

¥ Retain After Final Print

Merge Class |LETTER | [Letter | I wstermark Drafts
Fee |
— Data Fields I — Extract Types
FF_ABH o |
PF_Admin_Fee
Fields. ..

PF_Amourt_Forvarded

PF_Consert_»Authority

PF_Contact_Email

PF_Contact_Mame

Types...

PF_Contact_Phone

— Template Documert Description

Created Last Updated —— Edit —

[216PFF Template

| [19-Fen-2004 15:51:57 | [19-Feb-2004 15:55:27 | .

— Options

I Communication Type
I User Authorities

I Information Type
I Copy Authotities

o] 4 Cancel

The following fields are available for the Summary Information Document:

Merge Field

Document Field Equivalent

PE_ABN

ABN

PF_Admin_Fee

B: Total amount retained by consent
authority

PF_Amount Forwarded

C: Net amount forwarded to PlanningNSW

PF_Consent_Authority

Consent authority:

PF Contact Email

Contact e-mail:

PF_Contact Name

Contact name:

PF_Contact Phone

Contact phone:

PF Contact Position

Contact position:

PE_EFT_Number

EFT receipt number (if received)

PF Fee Collected

A: Total additional fee collected:

PF_Month Month covered by this return:
PF_Return Is this a nil return?
PF_Year Year:

Major Licence Category Search Profile Form

This function allows the User to set up specific categories by Licence. This then allows each Application to
be categorised. Each Category can have different base fees and dimensions linked to them.

The Major Class Search Profile Form enables the User to Search for a particular Class.
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ﬁ Major Licence Category Search Profile

— Class Details
Dezcription |Licensing Test Class |

— Major Licence Category Details

Type |
Description

Search Close

Major Licence Category Search Profile Form

Class Details
The Class Details Field displays the Licence Class that these fees are assigned to.
This field details the dimensions and charges to be set against this particular Category.

Licence Category Fee Maintenance Form

This form details the Category Fee and any Minor Licensing Category Details.

E Licence Category Fee Maintenance

PCTA Licensing Group

Febate Fee for Pensioners

Febate Given for Penzioners

Licence Category Fee Maintenance Form

Class Details - Description
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This field details the Application Class that you are currently assigned to.

Licence Fees Details - Description
This field details the Licence Fee that is currently displayed.

Major Licence Category Details — Description
This field details the Major Licence Category that the Fee is assigned to.

Minor Licence Category Details

This field displays one or more Minor Licence Categories that dimensions can be added to. Each dimension
has a separate Factor, Area and Charge Rate against it.

Base Fee
A Base Fee may be attached to this Fee, by entering it in this field.

Amount/ET
An Estimated Total may be entered in this field.

Dimensions
Selecting the Dimension Option allows Dimensions to be defined for the Category.

Licence Category Fee Maintenance Form

E Licence Category Fee Dimension Maintenance

|Rebste Given for Pensioners

[Rebate Given for Pensioners

: gO0O0]5

‘|00 Discount
|70% Discount
[70% Discount
70% Digcourt
[70% Dizcourt
|50% Discourt
0% Discourt
(40% Discouri

Cancel

Licence Category Fee Dimension Maintenance Form

Class Details - Description
This field details the Application Class that you are currently assigned to.

Licence Fee Details - Description
This field details the Licence Fee that is currently displayed.
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Licence Category Details — Major
This field details the Major Licence Category that the Fee is assigned to.

Licence Category Details — Minor
This field details the Minor Licence Categories that the Fee is assigned to.

Licence Category Details — Base Fee
The Base Fee field displays any Base fee that has been assigned to the Fee.

Licence Category Details — Amount/ET
The Amount/ET field displays any Amount/ET that may have been assigned to the Fee.

Dimensions
This field details the dimensions and charges to be set against this particular Category.

ET/Factor

This field is used to calculate the Extra Tenement Factor. This may be used to calculate an extra fee based
upon how many rooms are in a house, and this fee is a levy for such items as sewerage. In this instance, the
more rooms a house has, then the ET factor would be higher for a 5 bedroom home than a 1 bedroom unit.

Area
This field may be used to enter a particular area for calculation of the fee.

Charge Rate
This field may be used to enter a specific Charge Rate for the Dimension.

Test Button
Selecting the Test Button will display the Test Fee Calculation Form where the User is able to enter in a
value and have the system calculate out the amount that will be charged for the fee.

Test Licence Category Fee Calculation Form

E Test Licence Category Fee Calculation

CTA Licensing Group

Febate Given for Pensioners -[70% Dizcount

-5, 300,00

-5,700.00

Test Licence Category Fee Calculation Form

Class Details - Description
This field details the Application Class that you are currently assigned to.

Licence Fees Details - Description
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This field details the Licence Fee that is currently displayed.

Major
This field details the Major Licence Category that the Fee is assigned to.

Minor
This field details the Minor Licence Categories that the Fee is assigned to.

Dimension
This field details the Dimension that the Fee is using for the Test function.

Value
The Value field is used to enter in the Dimension Value so that when the User tabs out of the field the Test
Details will display the results of the Test.

Test Details

The ET Field is used to calculate the Extra Tenement Factor. This may be used to calculate an extra fee
based upon how many room are in a house, and this fee is a levy for such items as sewerage. In this
instance, the more rooms a house has, then the ET factor would be higher for a 5 bedroom home than a 1
bedroom unit.

The Area Field may be used to enter a particular area for calculation of the fee.
The ET Rate Field may be used to enter a specific Charge Rate for the Dimension.
These fields are populated from the information that has been entered on the previous form. Once a Value

has been entered in and the User has tabbed out of the field then the values in these fields are calculated
out to give the result of the use of the Value entered.
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Deposits

Deposit Fees are always treated as Cash, even when operating under the Accrual mode, eg. they do not
ever generate debt transactions to the Ledger.

The following details the account entries that are generated when Fees are Refunded or Retained.

RECEIPT ENTRY
Debit Bank Account

Credit Deposit Account
Tax Cash Account (if applicable)

DEPOSIT RETAINED
Using the amount of the Deposit that has been Retained.

Reverse original Receipt Entry
Debit Deposit Account
Tax Cash Account (if applicable)

Credit Bank Account

New Allocations

Debit Retained Bank Account
Credit Retained Revenue Account

Tax Cash Account (if applicable)

NOTE: It is quite valid (where required) that the Deposit Accounts and Deposit Retained Accounts are from
different Ledgers. Therefore the Ledger allocation is relevant to each set of accounts.

This enables the Deposit Accounts to be held within a Trust Ledger.

Tax in Australia would not be applied to the Deposit, however it could be valid that Tax must be paid on the
‘Retained’ value as it may be considered goods and services.

The Taxable Flag is nominated at both the Deposit and the Retained account forms, thereby allowing them
to be separated.

Overriding Fee Deposit Accounts Maintenance Form

The Overriding Fee Deposit Accounts Maintenance Form is designed to allow specific accounts for a
particular fee to be entered. These Accounts are stored separately from licensing fees. If these accounts
are used they override the standard fee accounts.
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B Overiding Fee Deposit Accounts Maintenance

— Class Details
Description |Licence - Accrual R209 |

— Licence Fees Details

De=cription |Deposit Fee (Tax Inclusive) |

— Account Details

Lecger

(RI=hlatsd @ atela 0y A | | C-LIC DEPOSIT ACCOUNT ;}I LIC DEPOSIT ACCOUNT
Depost Bank Account |LLC-LIC DEPOSIT BANK ACCOUNT ;}I LIC DEPOSIT BANK ACCOUNT
Taxakle [ Taix Calculation |Inclusiue =]
Tax Code [LLCFEE | | [Licensing Fee | el

— Project Code

Description | 2 |

(1] 4 LCancel |

Overriding Fee Deposit Accounts Maintenance Form

Class Details - Description
This field details the Licence Class selected.

Licence Fee Details —Description
This field displays a description of the Licence Fee selected.

Ledger
This field will detail the Actual Ledger that is to store the relevant Account information for this Fee.
Account Details

Deposit Account

The Account Code can be entered if known, or the Pop Up Button can be used to select from a predefined
list

Deposit Bank Account

The Account Code can be entered if known, or the Pop Up Button can be used to select from a predefined
list.

To see how these Accounts are treated during transactions see the iii section.

Taxable
Check this flag on if tax is to apply to the fee.

Tax Calculation

This field allows a method of tax calculation to be selected from the dropdown. The options available are as
follows:

e Inclusive

e Exclusive

Tax Code
These fields are used to enter the Account Number that the Fee will have the Tax entered against. The
Account Code can be entered if known, or the Pop Up Button can be used to select from a predefined list.

Project Code

These fields are used to enter the Project Code and Description that will be applicable to the Fee. The
Project Code can be entered if known, or the Pop Up Button can be used to select from a predefined list.
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Overriding Fee Deposit Retained Accounts Maintenance Form

The Overriding Fee Deposit Retained Accounts Maintenance Form is designed to allow specific accounts for

a particular fee to be entered. These Accounts are stored separately from application fees. If these
accounts are used they override the standard fee accounts.

% Overniding Fee Deposit Retained Accounts Maintenance

=] E3

— Class Details
Description [Licehce - Accrual R209 |

— Licence Feegs Details
Description  [Deposit Fee [Tax Inclugive) |

— Account Details

Ledger |2l

Deposit Retained  |LLC-LIC DEPOSIT RETAIHED ACCOUNT ;}I LICEMCE DEPOSIT RETAIMED ACCOUNT
Deposit Retained Bank  JLLC-LIC DEPOSIT RETAINED BAHK ACCOUNT ;}I LIC DEPCSIT RETAINED ACCOUNT

Taxable [
Tex Code [LLCFEE | | [Licensing Fee |

— Project Code

De=ctiption | il [

kK LCancel |

Overriding Fee Deposit Retained Accounts Maintenance Form

Class Details — Description
This field details the Licence Class selected.

Licence Fee Details —Description
This field displays a description of the Licence Fee selected.

Ledger
This field will detail the Actual Ledger that is to store the relevant Account information for this Fee.

Account Details

Deposit Retained Account

The Account Code can be entered if known, or the Pop Up Button can be used to select from a predefined
list

Deposit Retained Bank Account

The Account Code can be entered if known, or the Pop Up Button can be used to select from a predefined
list.

To see how these Accounts are treated during transactions see the iii section.

Taxable

Check this flag on if tax is to apply to the fee.

Tax Code

These fields are used to enter the Account Number that the Fee will have the Tax entered against. The
Account Code can be entered if known, or the Pop Up Button can be used to select from a predefined list.
Project Code

These fields are used to enter the Project Code and Description that will be applicable to the Fee. The
Project Code can be entered if known, or the Pop Up Button can be used to select from a predefined list.
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Licence Type

Licence Types are created for every Licence Class. These Licence Type Parameters can be linked to
specific options to reduce processing time.

Licence Types can be linked to:

) Procedure Codes

One or more Fee Codes

One or more Consent Types
One or more Component Types
One or more Dimension Types

Licence Type Search Profile Form

The Licence Search Profile may be used to Search for a previously created Licence Type, or create a new
Licence Type by selecting the New Button.

?; Licence Type Search Profile

— Clag= Details
Description |Licensing Test Class |

— Licence Type Details
Type |
Description

MNew Search Close

Licence Type Search Profile Form

Class Details
This field contains the description of the Class of Licence to which you are assigning A Licence Type.
This field is display only and may not be maintained.

Licence Type Details
This field allows for Entry of a Licence Type prior to clicking on the Search Button.

Description

This field allows for the entry of a fuller description of the Licence Type. The Search button can then be
selected to produce a list of Matched Items.

Pressing the Select Button on the Search Profile Option moves to the Licence Type Selection Form.

Licence Type Selection Form

The Licence Type Selection provides a list of previously created Licence Types together with the options to
Modify or Create new ones.
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?; Licence Type Selection
Clas= Details
Description |Licensing Test Class |

Type Description Active

LT1 Licence Type 1 v

hL=T haster Test for Reneswal Cycle ~

PFH iy [

PPERM Fesidential Parking Permit [

Rl AL L Fundle Mall Permit [

FhdP Fundle Mall Permit [

SECT Sec 7 test [

T4 test I~

TE=T Testing All Azsigned LHilities I+
New Modify Close

Licence Type Selection Form

Class Details
This field contains the description of the Class of Licence to which you are assigning A Licence Type.
This field is display only and may not be maintained.

Licence Type Details
This field lists the coded entry for the Licence Type.

Description
This field holds the fuller description of the Licence Type.

Active Button
On this form the Button is in Display Mode only and cannot be maintained.
Clicking on the New Button from the Licence Selection Form will move to the Licence Maintenance Form.

Licence Type Maintenance Form

The Licence Type Maintenance Form allows for the entry of a new Licence Type, or modification for an
existing one. Default setting for the lodgement process and renewal processes can be defined.
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B Licence Type Maintenance

Class Details
Description  [Animal Licencing |

Licence Type Details
1 M ANIMAL] Active
Description | Animal Licence
No Animal limit
lzzue Licence Fsl [ ] Load Zero Feez [ |
e-newable [ | Transferable Automatically Renew [ |
Renewal Print ||
Summary Print | ANMLIC ﬂ |&nimal Licence |

Document Details

Renewal >3

Reminder ﬂ
Licence ANMLIC | = Animal Licence

Fee Enquiry 2|
Options
Lodgement Licence Fees Responzibility

Dimenzion Renewal Fee Mizcellaneous Data
Condition=s References

J Con=sent j Approval Fee j Renewal
| |
_| _|

Licence Category

oK Cancel

Licence Type Maintenance Form

Class Details - Description
This field contains the description of the Class of Licence to which you are assigning A Licence Type.
This field is display only and may not be maintained

Licence Type Details - Type
This Field details the actual code name given to the Licence Type this is a six figure alphanumeric field.

Licence Type Details - Active
The Active check box if checked on will allow this Licence Type to be used. If this is checked off, then the
Licence Type is inactive and cannot be selected when Lodging and Licence.

Licence Type Details - Description
This field allows for a fuller description of the Licence Type to be entered.

Licence Type Details — No Animal Limit

A new parameter called 'No Animal Limit' has been added to the Licence Type Maintenance form (as of
Release 3.06). Turning this parameter on will allow the maximum number of animals to be exceeded when
attaching related animals to a Licence of this type.

Licence Type Details - Summary
This fields details the name of the document to be used for printing the Licence Summary Sheet and its fuller
description

Licence Type Details — Issue Licence
This field if checked will allocate a new Licence Number to the Licence when the Renewal Process is run. If
left unchecked then the original Licence Number will be retained for the Renewal.

Licence Type Details — FSI
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All Licence Types which are to be included in the VICFIN update must have the FSI Tick Box checked on at
the License Type Maintenance Parameter Form. Where the FSI Flag is checked OFF then the Licensing
Summary form will not display the Check Box.

Licence Type Details - Load Zero Fees
The Load Zero Fees flag allows the setting of whether Zero Calculated Fees will be loaded at time of
Lodgement and Change of Licence Type.

When flagged On and fees are defined as being loaded with a zero amount, or are associated to a
dimension which has a zero value, these fees will be loaded during lodgement.

Where flagged Off then any fees that have a value of Zero will not be included at lodgement or Change of
Type processing.

Licence Type Details — e-newable

All Licence Types which will allow the issuing of Renewal Notices etc by Email need to have this flag set on.
Once set on when a Licence is entered for a Licencee, if that Licencee does not have Customer Profile set
up, the User will be prompted for the entry of this information. When the Renewal Process is run then
depending on how the Licencee has been defined will determine if the Renewal is printed or Emailed to the
Licencee.

Licence Type Details — Transferable
All Licence Types which can be transferred need to have this option Ticked On. If the Transferable field is
not flagged on then the Transfer option within Licensing Maintenance is not available for used.

Licence Type Details - Automatically Renew
This field if checked will update the Expiry Date and the Print Licence Flag on the Licence. At the time of
Renewal the original Licence Number will be retained.

Licence Type Details — Renewal Print
A new 'Renewal Print' flag was requested to be made available for a Licence Type.

When a Licence Type has the 'Renewal Print' flag checked ON and the Licence Renewal Report is run in
Update and Report Mode then each Licence meeting the standard renewal criteria will have the Licence Print
flag turned ON.

This mimics the "Automatically Renew" functionality however the "Renewal Print' flag will NOT update the
Licence Expiry Date.

The Standard Licence Renewal Workflow is now as follows:
The Licence Renewal Workflow is based on:

» Having an Approval on the latest Licence decision
» The Expiry Date falls within the Range selected on the control form and
» Status of the Licence is different from that of the Renewal Control.
When the Batch Renewal Process is run in Update and Report Mode the following occurs:
» The Status of the Licence will be updated
» Where the “Issue Licence Flag” is checked ON at the Licence Type Parameter:
o A new Licence Number will be created for each Licence
» Where the “Issue Licence Flag” is checked OFF at the Licence Type Parameter:
o Each Licence will keep their existing number
» Where the “Automatically Renew Flag” is checked ON at the Licence Type Parameter:

o Each Licence Expiry Date will be updated based on the Licence Parameter Renewal setting
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o Each Licence will have the Print Licence flag checked ON in Licence Data Maintenance
» Where the “Automatically Renew Flag” is checked OFF at the Licence Type Parameter:

o Each Licence’s Expiry Date will NOT be updated

o Each Licence Print Licence Flag will NOT be checked ON in Licence Data Maintenance
» Where the “Renewal Print Flag” is checked ON at the Licence Type Parameter:

o Each Licence’s Expiry Date will NOT be updated

o Each Licence Print Flag WILL be checked on in Licence Data Maintenance
» Where the “Renewal Print Flag” is checked OFF at the Licence Type Parameter:

o The system will check the other two Flags and update accordingly.
» Fees will be raised (if Renewal Fees selected at the Type Level)
» Notice will generated and or printed (If Renewal Merge Type has been created)
» Report will be generated

Please note users should not check ON both the Renewal Print Flag and the Automatically Renew Flag at
the same time.

Document Details - Renewal

This field allows the User to enter a particular Merge Type to assign to the Licence Type, for a Renewal
Document. The User may enter the Code of the Merge Type if know, or select from the Pop Up Button, a list
of predefined Merge Types. When the Renewal Process is run this Merge Type will be used to generate the
document if the Merge Type is not overridden during the Renewal Process.

Document Details - Reminder

This field allows the User to enter a particular Merge Type to assign to the Licence Type, for a Reminder
Document. The User may enter the Code of the Merge Type if know, or select from the Pop Up Button, a list
of predefined Merge Types. When the Reminder Process is run this Merge Type will be used to generate
the document if the Merge Type is not overridden during the Reminder Process.

Document Details - Licence

This field allows the User to enter a particular Merge Type to assign to the Licence Type, for a Licence
Document. The User may enter the Code of the Merge Type if know, or select from the Pop Up Button, a list
of predefined Merge Types. When the Licence Print Process is run this Merge Type will be used to generate
the document if the Merge Type is not overridden during the Licence Print Process.

Options - Lodgement Button
This button when selected details the User out to the Licence Entry Details Form.
This form is detailed further in this document.

Options - Licence Fees Button
This Licence Fees Button allows specific fees to be assigned to this Licence Type. This form is detailed
further in this document in the Assign Fee Maintenance Section.

Options - Responsibility Button
This Responsibility Button allows specific Responsible Officers to be assigned to this Licence Type.

Options - Consent Button
The Consents Button allows specific consents to be assigned to this Licence Type. This form is detailed
further in this document.

Options - Approval Fee Button
This button when selected details the User out to the Approval Fee Form. This is detailed further in this
document in the Assign Fee Maintenance Section.
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Options - Renewal Button
This button when selected details the User out to the Licence Renewal Maintenance Form. This is detailed
further in this document.

Options - Dimension Button
This button when selected details the User out to the Licence Dimensions Assignment Form. This is detailed
further in this document.

Options - Renewal Fee Button
This button when selected details the User out to the Renewal Fee Form. This is detailed further in this
document in the Assign Fees Maintenance Section.

Options — Miscellaneous Data Button
This button when selected details the User out to the Miscellaneous Data Maintenance Form. This is detailed
further in this document.

Options - Conditions Button
This button when selected details the User out to the Conditions Maintenance Form. This is detailed further
in this document.

Options — Licence Category Button
This button when selected details the User out to the Licence Category Maintenance Form. This is detailed
further in this document.

Options — References Button
This button when selected allows the user to select one or more Reference Types to be defaulted against the
Licence Type being created.

Entry Details Maintenance Form

The Licence Entry Options Maintenance allows for specific parameters to be entered that will speed up the
actual Licence Entry Process.

B Entry Details Maintenance -0 x|

— Licence Type Details
Descrigtion  [Food Safety |
— Procedure Details — Location Details
Cefautt ;}I ¥ Location Recuired
Fast Track ;}I
Im Default Location
— Details
kumbering Code  |PCTA il prta numbering system V' Include Property
Status L ;}I Locloed v Include Parcel
Ares Codes El ¥ Include Street
Cover Sheet El
[T Load Property Summary
— Calculated Using Options
[ Dimenszion _I Inspection Types — Licence Fees Details
[T Conzert [T Fees Mandstory
[T Licence Category

0 Cancel

Entry Details Maintenance Form
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Licence Type Details Description
This field details the description of the Licence Type.

Default Procedure Details and Description

This field may detail the specific Procedure Code that has been defined as being the Default Procedure
Code and a description of this Code. Enter the Code if known, or select the Pop Up Button to choose from a
predefined list of Procedures.

Fast Track Procedure Details and Description
These fields may detail the specific Procedure Code used to Fast Track a Licence and its description.

Details - Numbering Code

This field may detail the specific Numbering Code that has been defined as being the Numbering Code and
a description of this Code for this particular Licence Type. Enter the Code if known, or select the Pop Up
Button to choose from a predefined list of Numbering Codes

Details - Status

This field may detail the specific Status Code that has been defined to assign to this particular Licence Type.
Enter the Code if known, or select the Pop Up Button to choose from a predefined list of Status Codes.

Details - Area Code

This field may detail the specific Area Code that has been defined to assign to this Licence Type. Enter the
Code if known, or select the Pop Up Button to choose from a predefined list of Area Codes.

Details - Cover Sheet

This field may detail the specific Merge Type that has been defined as being required to Print for this Licence
Type. Enter the Code if known, or select the Pop Up Button to choose from a predefined list of Merge Types.

Calculated Using - Dimensions
If this Field is checked on when a Licence is lodged, its Fees will be calculated using Dimensions.
If unchecked, Dimensions will not be taken into consideration when a Licence is lodged.

Calculated Using - Consent

If this Field is checked on when a Licence is lodged, its Fees will be calculated using Consents.
If unchecked, Consents will not be taken into consideration when a Licence is lodged.

Calculate Using — Licence Category

If this Field is checked on when a Licence is lodged, its Fees will be calculated using Licence Category.
If unchecked, Categories will not be taken into consideration when a Licence is lodged.

Options — Inspection Types

This field allows the User to display the Inspection Type Maintenance Form. From this form the User is able
to enter in any Inspections Types that are required to be automatically loaded against a Licence when a
Licence is lodged for this Licence Type.

Location Details - Location Required
The Locations Required check box must be checked if a Location is required at the time of Licence Entry.
If this box is left unchecked then a Location will not be required at the time of Licence Entry.

Location Details - Include Property
This box if checked on will include the Property Details into the Licence at Licence Entry.
If unchecked the Property Details will not be included in the Licence.

Location Details - Include Parcel
This box if checked on will include the Parcel Details in the Licence.
If unchecked the Parcel Details will not be included in the Licence.

Location Details - Include Street

If checked on this Field will allow a Licence to be lodged against a Street in the Council rather than a
particular Property.
If unchecked then Licensing can only be lodged against Properties.

Location Details - Default Location
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This Drop Down Box allows for the Selection of either Street, Property or Parcel as the Default Location for a
Licence to be lodged against.

Licence Fees Details - Fees Mandatory

If checked on this Field will ensure that Fees must be entered when the Licence is Lodged.

If unchecked then Fees need not be entered at the time e of Licence Entry, but can be entered at a later
date.

Numbering Code Pop Up Form

The Numbering Code Pop Up form is used to display a list of valid Numbering Codes for the Licensing Class.

i Numbering Code Pop Up
Type Description
FP Food Premise Licence
LL Liguor Licence
LTEST Licenszing Test Class Mumbering Code
hL=T master Licence Test Numbering Code for Renevwals
A Mobile Food YVehicle Permit
PP Parking Permit
Rl Fundle Mall Permit
=IGH =ign Permit
Search Profile
Type |
Descrigtion |
Search ‘ Select ‘ Close ‘

Numbering Code Pop Up Form

Type / Description
The Numbering Codes and their Descriptions available for selection are displayed in this field.

Search Profile — Type
The Type Search Profile can be used to find a specific Numbering Code. Wildcard searching is available in
this field.

Search Profile — Description
The Description Search Profile can be used to find a specific Numbering Code. Wildcard searching is
available in this field.

Assign Licence Fees Maintenance Form

The Assign Licence Fees Maintenance Form allows specific Licence Fees to be assigned to this Licence
Type.

This form is the same form used for Licence Fees, Renewal Fees and Approval Fees
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?; Aszzign Licence Fees Maintenance

Claz=s Details
Description |Licensing Test Class |

Licence Type Details
Descrigtion [Licence Type 1 |

Available Aszigned
400 test

Mo of Beds in Hotelhatel
Food Premize Fee

laster Licence Fee -‘EI
Fenewal Mazter Fee hiove
Parking Permit Fee *_ ﬂ
Fundle Mall Permit Fee

Mo of storeys
TEZT

0K Cancel

Assign Licence Fees Maintenance Form

Class Details Description
The Class Description Detail Field describes the name of the actual Class currently being used.

Licence Type Details Description
This field contains the description of the Class of Licence to which you are assigning A Licence Type.

Available
This field lists the available Fee Types that can be Assigned to this Licence Type.

Assigned
This field lists the Fee Types that have been assigned to this Licence Type.

Fee Types can be assigned or unassigned by highlighting the particular Fee Type and clicking on either the
Select or Remove buttons located in the centre of the form.

The Select Button has an arrow facing to the right hand side of the form and has a green stripe in the middle
of it.

The Remove Button has an arrow facing to the left hand side of the form and has a red stripe in the middle of
it.

Fee Types that are available or Assigned may be repositioned using the up and down Move arrows located

to the very right hand side of the form. The Fee should be highlighted and then the appropriate up or down
arrow selected to change the position of the Fee Type in the list.

Assign Responsibility Maintenance Form

The Assign Responsibility Maintenance form is designed to allow Responsible Officers to be linked to
particular Area Codes for the Licence Type.
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B Assign Responsibility Maintenance O] x|

— Clag= Details

Drescription |F‘CT.-'3-. Licensing Grougp |

— Licence Type Details
Dezcription |loading of conserts |

— Area Codes Details

E E=izt

1] Morth

= SoLth
et

— Responsible Officer
Pat Cook .

— Options
| Responsible Officer

' ok, I Cancel |

Assign Responsibility Maintenance Form

Class Details Description
The Class Description Detail Field describes the name of the actual Class currently being used.

Licence Type Details Description
This field contains the description of the Class of Licence to which you are assigning A Licence Type.

Area Codes Details
This field lists the Area Codes previously defined in the system.

Responsible Officer

The Responsible Officer field displays a list of the Responsible Officers that have been assigned to the Area
Code that currently has focus. This list is updated with the appropriate Officers as the focus is moved from
one Area to the next.

Options - Responsible Officer

The Responsible Officer Option is used to display the Responsible Officer Maintenance form. From this form
the user is able to maintain the Responsible Officers that are applicable for the Area Code.

Responsible Officer Maintenance Form

The Responsible Officer Maintenance Form is used to assign the Responsible Officers for a particular Area.
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B Responsible Officer Maintenance - O] x|
— Class Details
Drezcription |F‘CT.-'3-. Licensing Group
— Uszert dertifier Lzer Mame Pritmary —
BROOKSD David Brooks v
B TOND Diavicd Bidon [
CHEAT Chriz Bath I
CHICCOE Eddi Chicco [
COCKP Pat Cook [
Inserk QI Cancel

Responsible Officer Maintenance Form

Class Details Description

The Class Description Detail Field describes the name of the actual Class currently being used.

User Identifier

The User Identifier of the Responsible Officer is displayed in this field.

User Name

The Name of the Responsible Officer is displayed in this field.

Primary

The Primary Flag is used to identifier the Responsible Officer who is the primary officer for the Group. At
least one Officer has to be made the Primary Officer. This can be changed within the Licence itself.

Assign Consent Maintenance Form

The Assign Consents Form allows specific consents to be assigned to this Licence Type.
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?; Aszzign Consent Maintenance

Claz=s Details
Description |Licensing Test Class |

Licence Type Details
Descrigtion [Licence Type 1 |

Available Aszigned
Biuilding Awning over Sideswalk
Consent For Restaurant Opening

0K Cancel

Assign Consent Maintenance Form

Class Details Description
The Class Description Detail Field describes the name of the actual Class currently being used.

Licence Type Details Description
This field contains the description of the Class of Licence to which you are assigning A Licence Type.

Available
This field lists the available Consent Types that can be Assigned to this Licence Type.

Assigned
This field lists the Consent Types that have been assigned to this Licence Type.

Consent Types can be assigned or unassigned by highlighting the particular Consent Type and clicking on
either the Select or Remove buttons located in the centre of the form.

The Select Button has an arrow facing to the right hand side of the form and has a green stripe in the middle
of it.

The Remove Button has an arrow facing to the left hand side of the form and has a red stripe in the middle of
it.

Consent Types that are available or Assigned may be repositioned using the up and down Move arrows

located to the very right hand side of the form. The Consent Type should be highlighted and then the
appropriate up or down arrow selected to change the position of the Consent Type in the list.

Licence Renewal Maintenance Form

The Licence Renewal Maintenance Form is used to define the parameters that are to be used in determining
when the Renewal Process is to be performed.

Infor Public Sector July 17 Page 137



Licensing User Guide Parameters

E Licence Renewal Maintenance

Cancel

Licence Renewal Maintenance Form

Class Details - Description
This field details the Current Class and Description of the Licence.

Licence Type Details - Description
This field details the description of the Licence Type Selected.

Renewal Procedure Details — Renewal

This field allows the User to enter a Procedure Type for the Renewal of the Licence. A Procedure may be
keyed directly if the code is known, or use the Pop Up Button to select a list of predefined Procedure Codes.

New Licence Number Reference Details - Reference Type

This field allows the User to enter a Reference Type for the Renewal of the Licence. If a reference type is
included in this field when a licence is renewed and a new licence number given, this reference type will also
be added.

Renewal Period Details - Expiry from Issue and Fixed Date

The Renewal Period Details has two check buttons - Expiry from Issue and Fixed Date. Depending on which
of these check boxes is selected a series of options may be chosen. These are detailed below.

If the Expiry from Issue button is checked, three fields require input; these are Duration, Period and Calendar
Format.

If Fixed Date is checked, three different fields require input; these being Period, Day of Month and Month.

Duration

Enter a Duration time in this box, which is further, determined by the Period below: This duration is a number
field that will consist of Days, Months or Years.

Period

The Period of the duration may be Days, Months or Years.
Select the Required Period by either keying the first letter of each or using the drop down button and
selected the Period.

Calendar Format
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The Calendar Format allows the User to select either Calendar Days or Working Days for the Expiry to be
calculated on.

Period

The Period of the duration may be Days, Months or Years.

Select the Required Period by either keying the first letter of each or using the drop down button and
selected the Period.

Day of Month
This field allows the User to enter the specific day of the Month that this Licence may be renewed on.

Month
The Month field is only displayed when a Fixed Date has been nominated to use a Period of either Yearly or
Quarterly.

For Yearly the full 12 months are displayed to allow selection of the required Month the Renewal is due.

For Quarterly only January, February and March are displayed to allow selection of the Month that the
Quarter starts in.

Assign Licence Type Dimension Maintenance Form

The Assign Licence Type Dimension Maintenance form is designed to allow Licence Type Dimensions to be
linked to the particular Licence Type.

ﬁ Azzign Licence Type Dimenzion Maintenance

Class Details
Description  |Licansing Test Class |

Licence Type Details
Drescription |Li|:en|:e Type 1 |

Available Assigned
Mo of Beds
Ditnenzian 1
Ditnenzion 2

Dimenzion 3 -'EI
Mo of Storeys hioe:
Mo of Tables 1_ ﬂ
TEST

TEST2

0K Cancel

Assign Licence Type Dimension Maintenance Form

Class Details Description
The Class Description Detail Field describes the name of the actual Class currently being used.

Licence Type Details Description
This field contains the description of the Class of Licence to which you are assigning A Licence Type.

Available
This field lists the available Dimension Types that can be Assigned to this Licence Type.
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Assigned

This field lists the Dimension Types that have been assigned to this Licence Type.

Dimension Types can be assigned or unassigned by highlighting the particular Dimension Type and clicking
on either the Select or Remove buttons located in the centre of the form.

The Select Button has an arrow facing to the right hand side of the form and has a green stripe in the middle
of it.

The Remove Button has an arrow facing to the left hand side of the form and has a red stripe in the middle of
it.

Dimension Types that are available or Assigned may be repositioned using the up and down Move arrows

located to the very right hand side of the form. The Dimension Type should be highlighted and then the
appropriate up or down arrow selected to change the position of the Dimension Type in the list.

Miscellaneous Data Maintenance Form

The Miscellaneous Data Maintenance Form is designed to allow Miscellaneous Data to be linked to the
particular Licence Type.

B Miscellaneous Data Maintenance

iz Data 10
“|mizc Data 2

Cancel

Miscellaneous Data Maintenance Form

Class Details Description
The Class Description Detail Field describes the name of the actual Class currently being used.

Licence Type Details - Description
This field contains the description of the Class of Licence to which you are assigning A Licence Type.

Available
This field lists the available Miscellaneous Data Types that can be Assigned to this Licence Type.

Assigned

This field lists the Miscellaneous Data Types that have been assigned to this Licence Type.

Miscellaneous Data Types can be assigned or unassigned by highlighting the particular Miscellaneous Data
Type and clicking on either the Select or Remove buttons located in the centre of the form.

The Select Button has an arrow facing to the right hand side of the form and has a green stripe in the middle
of it.
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The Remove Button has an arrow facing to the left hand side of the form and has a red stripe in the middle of
it.

Miscellaneous Data Types that are available or Assigned may be repositioned using the up and down Move
arrows located to the very right hand side of the form. The Miscellaneous Data Type should be highlighted
and then the appropriate up or down arrow selected to change the position of the Miscellaneous Data Type
in the list.

Assign Major Licence Category Maintenance Form

The Assign Major Licence Category Maintenance Form is designed to allow Major Licence Categories to be
linked to the particular Licence Type.

E Assign Major Licence Category Maintenance

Assign Major Licence Category Maintenance Form

Class Details - Description
The Class Description Detail Field describes the name of the actual Class currently being used.

Licence Type Details - Description
This field contains the description of the Class of Licence to which you are assigning A Licence Type.

Available
This field lists the available Major Licence Categories that can be Assigned to this Licence Type.

Assigned

This field lists the Major Licence Categories that have been assigned to this Licence Type.

Major Licence Categories can be assigned or unassigned by highlighting the particular Major Category and
clicking on either the Select or Remove buttons located in the centre of the form.

The Select Button has an arrow facing to the right hand side of the form and has a green stripe in the middle
of it.

The Remove Button has an arrow facing to the left hand side of the form and has a red stripe in the middle of
it.

Minor Category Detail Button
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If only certain Minor Categories for the Major Category are required then selecting this Detail allows the User
to assign the Minor Categories that are to be used.

Assign Minor Licence Category Maintenance Form

The Assign Minor Licence Category Maintenance Form is designed to allow Minor Licence Categories to be
assigned for the Major Category that has been linked to the particular Licence Type.

E Assign Minor Licence Category Mainkenance

Sakery goods, bread, pastries | cake

Cereal and flour products

Cooked & uncooked fermerted mea
Dairy Products

=oft drinks § non alcoholic drinks 7j
Egd or eqq products

Fawe fruit andior vegetables

Edible cilz and oil products

Cther including mixed foods (specif

Assign Minor Licence Category Maintenance Form

Major Licence Category Details - Description

This field contains the description of the Major Licence Category to which you are assigning Minor
Categories.

Available
This field lists the available Minor Licence Categories that can be Assigned to this Major Licence Category.

Assigned

This field lists the Minor Licence Categories that have been assigned to this Major Licence Category. Minor
Licence Categories can be assigned or unassigned by highlighting the particular Minor Category and clicking
on either the Select or Remove buttons located in the centre of the form.

The Select Button has an arrow facing to the right hand side of the form and has a green stripe in the middle
of it.

The Remove Button has an arrow facing to the left hand side of the form and has a red stripe in the middle of
it.

Minor Licence Category Dimension Detail Button

If only certain Minor Licence Category Dimensions for the Minor Licence Category are required then
selecting this Detail allows the User to assign the Minor Categories Dimensions that are to be used.

Assign Minor Licence Category Dimension Maintenance Form

The Assign Minor Licence Category Dimension Maintenance Form is designed to allow Minor Licence
Category Dimensions to be assigned for the Minor Category that has been linked to the particular Licence
Type.

Infor Public Sector July 17 Page 142



Licensing User Guide Parameters

E Assign Minor Licence Category Dimension Maintenance

-[00% Discourt
[70% Discount
0% Digcourt

Cancel

Assign Minor Licence Category Dimension Maintenance Form

Minor Licence Category Details - Description

This field contains the description of the Minor Licence Category to which you are assigning Minor Category
Dimensions.

Available

This field lists the available Minor Licence Category Dimensions that can be Assigned to this Minor Licence
Category.

Assigned

This field lists the Minor Licence Category Dimensions that have been assigned to this Minor Licence
Category. Minor Licence Category Dimensions can be assigned or unassigned by highlighting the particular
Minor Category Dimension and clicking on either the Select or Remove buttons located in the centre of the
form.

The Select Button has an arrow facing to the right hand side of the form and has a green stripe in the middle
of it.

The Remove Button has an arrow facing to the left hand side of the form and has a red stripe in the middle of
it.
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Memos

Memo Creation and Maintenance

The Memo System is available throughout the Licence System.
For details on how to establish Memos add and Maintain memos, refer to the Memo Manual.
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Merge Types

Merge Type Maintenance Form

Merge Type Maintenance for each class enables the creation and maintenance of Letters.

o

— Class Details
Drezcription |Li|:ensing information PACA |

— Options

Licensing Letters

Close |

Merge Type Maintenance Form

Class Details
This field is the Class Details Description.

Options

The option details out to a Merge Type Search Profile. The form is used to search on previously created
Merge Types or for the creation of New Merge Types. The Creation and Maintenance of Merge Types is
documented further in the Word Processing Guide.
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Miscellaneous Data

This parameter allows you to nominate free format text fields to be available to the Licence Class. This
feature is provided to cater for data that you may require that has not been included in the system.

Miscellaneous Data Maintenance Form

This form enables the creation and maintenance of Miscellaneous Data fields. The fields may be sequenced
to display in a nominated order by using the move up/down buttons located on the right hand side of the
form.

The same sequencing is used within the Miscellaneous Data Maintenance form. If an entry is entered into
the Miscellaneous Data Maintenance form then when the User reselects the option the data will be
sequenced as per this form.

B Miscellaneous Data Maintenance =10l x|
— Clag=s Details
Description  |Licansing information PACA |
— Description Active —
|misc information v
an informative data field v
additional numbers v
]
hiove
+* I
Insett (0] 4 Cancel

Miscellaneous Data Maintenance Form

Class Details

This field contains the description of the Class of Licence to which you are assigning Miscellaneous Data
types.

This field is display only and may not be maintained.

Description
This field contains the label text for the Miscellaneous Data field.

This field is mandatory.

Active

If this box is checked on then the Miscellaneous Data type is available to the system.

If this box is checked off then the Miscellaneous Data type is no longer available to the system. Any existing
Licensing with this Miscellaneous Data type will remain as entered. The Miscellaneous Data type will no
longer be available for addition to Licensing.

Move Up/Down
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Pressing these buttons will move the Miscellaneous Data Type that currently has focus either up or down the
list. The order in which the Miscellaneous Data Types are presented on this form is the order in which they
will be available for selection via the Pop Up during Licence Maintenance.
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Name Roles

Assigning Name Roles

This function allows for the nomination of those name roles that will be made available to the Licence Class.

Standard Name roles have been assigned, however the facility exists to create other Name Roles for use
within the Licence system.

Assign Name Role Maintenance Form

This form allows for the assigning of Name Roles to be available to the Licence Class.
The Applicant Name Role is mandatory.

= o =
#] Aszign Mame Rolez Maintenance

Clas=s Details
Descrigtion  |Licensing Test Class

Available Aszigned

an
-icences
Proprietar

-‘EI Cortact

Caretaker +

ey fove

*_ Trading Mame ﬂ

|_tility Marme

0K Cancel

Assign Name Role Maintenance Form

Class Details

This field contains the description of the Class of Licence to which you are assigning Name Roles.
This field is display only and may not be maintained.

Available

This list contains all available Licensing Name Roles.

To make a Name Role available to the Class click on the Name role and press the Select Button.
When selected the Name Role will be removed from this list and presented in the Assigned list.

Assigned

This list contains all Name Roles that have been made available to the Licence Class.

To remove a Name Role from the Class click on the Name role and press the Remove Button.
When removed the Name role will be removed from this list and presented in the Available list.
The Applicant Name Role must be assigned.
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Move Up/Down
When pressed the Assigned Named Roles may be moved up or down the list to present in a logical order.
The order nominated here will be presented to the User in Licence Maintenance.
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Numbering Codes

Numbering Code Search Profile Form

The Numbering Code Search Profile allows the addition of a new Numbering Code to be used for the Class
Selected.

E’; LC Humbering Code Search Profile

— Clag=s Details
Description  |Licansing Class 1 |

— LC Humbering Code Details
Type |
Description

New Search Close

Numbering Code Search Profile Form

Class Details
The Class Details field is a full Description of the Particular Class Name that is currently being accessed.

Numbering Code Details

The Numbering Code Details Fields consist of a Type and Description. These fields may be used to enter
data, either a Type or Description. The Search Button should then be click to proceed with the Search.

If more that one Numbering Code is available by Class the Numbering Code Selection Form will be
displayed

Numbering Code Selection Form

The Numbering Code Selection Form Consists of the following fields:
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B numbering Code Selection

’7 Licenszing information PACA

. V
Food Safety Information v

Numbering Code Selection Form

Class Details
This field describes the Class selected.

Type
This field shows the Code give to the Numbering Scheme

Description
This field details the full description given to the Numbering Code.

Active
This field if checked allows this Numbering Code to be used. If unchecked, this Numbering Code will not be
available to Lodge Licensing against.

Numbering Code Maintenance Form

The Numbering Code Maintenance Form Detail the options to be set to use for the particular Class being
accessed.
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B Numbering Code Maintenance

. [pcTa

peta numbering

Mumber ! Year ! Type

Cancel

Numbering Code Maintenance Form

Class Details - Description
The Class Details Field is a full description of the Class currently being accessed.

Numbering Code Details — Type & Description
The Numbering Code and its Description are entered into these fields.

Numbering Code Details — Active
If the Active Box is checked on then this Numbering Code may be used. If the Active box is checked off, this
Numbering Code may not be accessed.

Numbering Code Details — Next Number
The Next Number Field details the very next number a Licence will be allocated when it is lodged.

Numbering Code Details — Year
The Year Field details the year a Licence will be allocated when it is lodged. Note the Apply button for year
must be selected for year to appear in the numbering code details.

Numbering Code Details — Council Code
The Council Code Field holds the actual number allocated to the Council

Numbering Code Details — Reset Number

The Reset Number Box if check on allows this particular Numbering Code to be Re-number when the
Renumbering Function is run. This allows for a new numbering range usually at the end of each Calendar
Year.

Numbering Code Details — Always Display Stage
This field is not used by Licensing.

Apply, Component and Delimiter — Number

These fields affect the way the Numbering Code is displayed.

If the Apply Field is checked on then each of the particular fields will display. If it is not checked on this will
not be part of the Numbering Code.

The Components are made up of Number, Year, Type and Council Code.

The Delimiter Field describes how the Components will be separated.
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Move Buttons are also available to Move the Sequence of the Components to how the Council wish the
Numbering Code to appear.

Apply, Component and Delimiter — Year

These fields affect the way the Numbering Code is displayed.

If the Apply Field is checked on then each of the particular fields will display. If it is not checked on this will
not be part of the Numbering Code.

The Components are made up of Number, Year, Type and Council Code.

The Delimiter Field describes how the Components will be separated.

Move Buttons are also available to Move the Sequence of the Components to how the Council wish the
Numbering Code to appear.

Apply, Component and Delimiter - Type

These fields affect the way the Numbering Code is displayed.

If the Apply Field is checked on then each of the particular fields will display. If it is not checked on this will
not be part of the Numbering Code.

The Components are made up of Number, Year, Type and Council Code.

The Delimiter Field describes how the Components will be separated.

Move Buttons are also available to Move the Sequence of the Components to how the Council wish the
Numbering Code to appear.

Apply, Component and Delimiter — Council Code

These fields affect the way the Numbering Code is displayed.

If the Apply Field is checked on then each of the particular fields will display. If it is not checked on this will
not be part of the Numbering Code.

The Components are made up of Number, Year, Type and Council Code.

The Delimiter Field describes how the Components will be separated.

Move Buttons are also available to Move the Sequence of the Components to how the Council wish the
Numbering Code to appear.

Preview
A Preview Box is displayed to show how the selected Numbering Codes will display.
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Purpose Codes

Purpose Codes may be assigned to a particular Licence to designate a particular kind of Licence.
A Purpose Code may have a document with information attached to it. The User creates a code and

description for the Purpose Code, and clicks on the document button. The Word Processor used by the
Council will automatically open for the User to add the required details.

Purpose Codes Maintenance Form

A Purpose Code may have a document with information attached to it. The User creates a code and
description for the Purpose Code, and clicks on the document button. The Word Processor used by the
Council will automatically open for the User to add the required details.

E’; Purpoze Codez Maintenance Hi=]

Clas=s Details
Descrigtion  |Licensing Test Class |

Type Description Active
LL [Liquor Licence v
Options

J Document

Insert 0k Cancel

Purpose Codes Maintenance Form

Class Details - Description
This field details the name of the Licence Class chosen.

Type
This field allows the User to enter a specific Code that will be used to associated this Purpose Code.

Description
This field allows the User to enter a fuller description to associate to the Purpose Code.

Active
If this field is checked on, then the Purpose Code may be used. If unchecked it is classed as Inactive and
therefore cannot be selected to add to a Licence.

Options - Document
This button when clicked will automatically start up the word processor and allow the User to enter particular
details to assign to the Purpose Code.
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References

Reference Type Maintenance Form

This form is designed to allow the addition of References that may be linked to a Licence. These References
can be used as a further means of identification and another Search Criteria for finding a Licence.

References should actually be created via the references option, but will be displayed in the Licensing
System as follows;

E’; Reference Type Maintenance M= E3
—Class
Dezcription  |Licensing Test Class |

— Reference Type — Description Shiaring Active

234 456 one |

OLD LIC 0Old Licence Humber one .|

OLD RMP 0ld Rundle Mall Permit Ho one .|

Insert Ok Cancel

Reference Type Maintenance Form

Class -Description
This field details the name of the Class chosen to add References to.

Reference Type
This field is the Code given to each Reference Type that is to be used within Licensing.

Description
This field is a full description of each Code.

Sharing

This field displays the value that will decide if a Reference may be shared with only one Licence or Many
Licensing. If the option is set to One, then this Reference may only be added against one Licence. If the
option is set to Many, then this Reference may be added against multiple Licensing.

Active
This field when checked allows the Reference to selected. If it is checked off, then the Reference Type will
not be available for selection.
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Rejection Reason

Rejection Reason Maintenance Form

This form is used to create and maintain rejection reason descriptions. This parameter is used to assign
Rejection Reason descriptions to a Decision record that is of a “Rejected” type.

1 Rejection Reason Maintenance M=l E3
— Clag= Details
Description |Licensing Test Class |
— Tvpe Description Active —
[HOHCOM  [Hon Compliance of Conditions v
[SPACES  [Site to Small for Requested Licence v
Insert DK Cancel

Rejection Reason Maintenance Form

Class Details
This field contains the description of the Class of Licence to which you are assigning Rejection Reasons.
This field is display only and may not be maintained.

Type
This field contains the Rejection Reason type code. Up to six alphanumeric characters may be entered.
This field is mandatory.

Description
This field contains the Rejection Reason description.
This field is mandatory.

Active
If this box is checked on then the Rejection Reason is available to the system.

If this box is checked off then the Rejection Reason is no longer available to the system. Any existing
decisions with this Rejection Reason will remain as entered. The Rejection Reason will no longer be
available for addition to decisions.
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Status

This parameter is used to reflect the current status of a Licence. The status code on a Licence may be
maintained manually or assigned automatically via task processing.

Status Parameter Maintenance Form

This form is used to create and maintain the Status Parameters.

1 Status Maintenance M=l E3
— Clag= Details
Description |Licensing Test Class |

— Type Description Active —
|app |Licence Approved v
[LoDGE |Licence Lodged v
[PROCES  |Licence in Process v
[REJ [Licence Rejected v
|REH |Lit:em:e Renewed v

Insert DK Cancel

- Status Maintenance

Class Details
This field contains the description of the Class of Licence to which you are assigning Status Codes.

This field is display only and may not be maintained.

Type
This field contains the type code you wish to assign to the Status Code. It may be up to six alphanumeric
characters long.

This field is mandatory.

Description
This field contains the description for the Status Code.

This field is mandatory.

Active
If this box is checked on, the Status Code will be available for use within the Licensing System.

If this box is checked off the Status Code will no longer be available for assigning to other parameters or
Licensing. Any existing records that use this Status Code will remain accessible.

Note: If you make a Status Code inactive it is recommended that you change all other parameters that use
this Status Code. Eg. Utility parameter.
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System Parameter

This parameter controls certain aspects of the system at its highest level. Settings assigned here affect the
Licence Class as a whole.

System Parameter Maintenance Form

This form is used to set system wide Class attributes.

NOTE: - The Bulk Generation Parameters Options is controlled by Authorised Functions and will only display
if the appropriate Authorisation Code is active.

Approval Decizion Number
Default Calendar

Default License Entry Form.

Default Licensing Summary Form

System Parameter Maintenance Form

Class Details
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This field contains the description of the Class of Licence to which you are assigning system settings.

This field is display only and may not be maintained.

Approval Details - Next Number

This field contains the next approval number that will be assigned for a Licence approval decision. This field
is used in conjunction with the Year.

Approval Details - Year
This field contains the year that will be assigned for a Licence approval decision. This field is used in
conjunction with the Next Number.

When the reset number batch process is run this field will be incremented by one (1). Eg. 1998 becomes
1999.

Approval Details - Reset Number
If this field is checked on then when the reset number batch process is run the Next Number field will be
reset to one (1).

If this field is checked off then when the reset number batch process is run the Next Number field will not be
reset to one (1).

The reset number batch process will always increment the Year field by one (1).

Approval Details - Reference Type

If the Licence approval decision number is required to be updated as a Reference this field should contain
the Reference Type established for the approval decision number. Select a valid Reference Type from the
Pop Up form.

Establishing the Approval Number as a Reference Type provides the ability to search for a Licence with the
given number.

The Reference Type nominated here will automatically be updated with the approval number when the
Licence approval decision is entered.

Approval Details — Calendar

A differenct Calendar is able to be used for each Licensing Class if required. Where this field is left blank
then the Default Calendar defined for Licensing within the System Application Code Maintenance area will
be used. By entering in a Calendar, all Dates in the Licensing Class will display and calculate their dates

based on this Calendar.

Additionally if Workflow is being used within the Licensing Class then this Calendar is used for any date
processing of Licensing Tasks instead of the default Calendar defined for Workflow.

Approval Details — Display Order By

The Display Order By field is used to set the default Display Order to be used when searching for a Licence.
This default will then be displayed on the Licensing Search Profile Form but then can be changed by the
User to another sequence if required. The Options available from the dropdown are:-

. Default (current display)

Lodgement Date, Year, Number and Type

Expiry Date, Year, Number and Type

Number, Year, Lodgement Date and Type

Number, Year, Expiry Date and Type

Year, Number, Lodgement Date and Type

Year, Number, Expiry Date and Type

Approval Details — Sequenced By

The Sequnced By field is used to nominate whether the Licences are displayed in Ascending or Descending
Sequence. This default will then be displayed on the Licensing Search Profile Form but then can be
changed by the User to another sequence if required. The Options available from the dropdown are:-

. Ascending

. Descending
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ABS Details - State Code / Council

The State Code field contains the numeric code assigned to each State by the Australian Bureau of Statistics
(ABS). The contents of this field are required for ABS returns.

The Council field contains the number assigned to your Council by the Australian Bureau of Statistics (ABS).
The contents of this field are required for ABS returns. As ABS returns are not completed for Licences this
field does not have to be entered.

Dimension Fee Adjustment

These checkboxes allow the the ability to amend fees based on changes to a dimension where the intital
fees that were linked to the dimension have been partially or fully paid. Set ON they allow for the fees to be
amended, Set OFF only dimensions will be amended.

Expired Licence Status

The new ‘Expired Licence Status’ parameter has been added to the System Parameter Maintenance form.
This allows the user to nominate the Licence Status that will be loaded to the Licence when a Licence for the
Class is to be expired automatically due to a change in an Animal’s Status or Owner or Location.

Check Existing Numbers On History Take Up

This check box controls the checking of Existing Numbers when entering in Licences via the History Take Up
Menu.

If this is set on, when Licences of the Same Number exist as that being entered in History Take Up, the User
will be presented with a summary form where there is only one match or a selection form if there are multiple
matches. The User is then able to use the display button to view the Licence if required. When the Quit
button is selected they are returned back to the History Take Up Option and can either continue with the
process or cancel out if the entry is not required.

Single Development Category Preferred

If the Single Development Category Preferred parameter is set on then a quick, single Development
Category can be entered. This process is also applied for Minor and Dimension maintenance.

An additional Options Button allows Users to go directly to the Dimension Entry so that where they may have
a single Major Category but possibly several Minor Categories and therefore multiple Dimension values,
rather than having to access each Minor Category to add the details, the User can select the Dimension
Option button and display all Dimensions that have been assigned for quick entry of them.

If the ‘Single Development Category Preferred’ flag is not set then the User can select multiple Majors,
Minors aznd Dimensions during Development Category Maintenance.

Validate Check Digit/Bank User ID

The Application / Licence Key (Technical Primary Key) is used as the External Reference. The Key is
displayed on the Applications and Licensing data screens.

A Check Digit can be used with the External Reference, which is validated by Pathway Receipting, ePathway
Payments and External Receipt Processing.

The Validate Check Digit function is Class based. Two new options are available via the Class System
Parameters option, this enables the setup for Check Digit validation and the ability to specify the Bank User
Code. If the Check Digit Validation is ON, then you are required to run the Update Check Digit Batch process
for the selected Class(s). The Check Digit will then be displayed next to the Technical Primary key for the
Application/License on the Applications/Licensing Data screen.

The numeric Bank User Id is optional, but can be used in the check digit calculation, if no number is entered
zero is used.

Mandatory Fee Adjustment Comment
If this checkbox is ON then the Comment on a Fee Adjustment is mandatory.

If this checkbox is OFF then the Comment on a Fee Adjustment is optional.
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Automatically Adjust Fee for Refund
If this checkbox is ON then when a paid fee is Refunded Pathway will write a corresponding transaction to
the fee to ensure that the fee balance remains at zero.

If this checkbox is OFF then when a paid fee is Refunded Pathway will write the Refund transaction only,
resulting in the Fee becoming outstanding.

Lodgement Details - Licence Entry Form
This field contains the name of the form you wish to use for the Licence Entry process.

Lodgement Details — Summary Form

This field contains the name of the form you wish to use as the Licence Summary. As this is a Standard
form at present the “DFLT’ form must be selected.

Property reference

If your council stores the link to other properties by recording a Primary key (TPK) of the property on a
Reference (for ownership retrieval in Entry and Affected Property entry), then you can specify that reference
type here. This way it will be checked when the ‘Retrieve Owners’ flag is checked on. The TPK specified
against this reference type on the property will then be used to ascertain which property, and therefore which
ownership should be used.

Retrieve owners

If there is no Owner on the property when entering a Licence, setting this flag will determine if the owner is to
be retrieved from within the Parent/Grand-parent structure for the property. It can also be used in conjunction
with the Property reference to also retrieve owners from different properties.

Automatic Owner Name Update

When the ‘Automatic Owner Name Update’ is set ‘On’ property owner names will be updated to the current
owner(s) of the property. The update process is triggered when the User enters the Licensing Names
Maintenance form.

If there are no Owners listed against a Property then no updates are performed. This allows for the addition
of Owner Names to Licences in cases where the Property Owner information has not yet been entered as in
‘Out of Council’ properties.

When the ‘Automatic Owner Name Update’ check box is ‘Off’ then no updates of Owner Names are
performed.

Display Licences for Licencee

When the ‘Display Licences for Licencee’ is set ‘On’ all previous Licences for this Licencee will be displayed
when entering a Licencee Name in Licence Entry. If set ‘Off then Licences for the Licencee for this Class
will not be displayed.

At Licence Entry if all Classes have this flag set ‘Off’ Users will not be notified of other Licences for the same
name. Where some Classes are set ‘On’ then only Licences for those Classes with the same Licencee will
be displayed.

When creating a new Licence Class then this parameter is automatically set ‘On’. If this is not required then
the User will need to set the parameter ‘Off’.

System Accounts Button
Selecting this button will present the System Accounts Maintenance Form.

Licence Accounts Button
Selecting this button will present the Licence Accounts Maintenance Form.

Pro-rata Button
Selecting this button will present the Pro-Rata Maintenance Form.

Options — Affected Properties Parameter
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Selecting this option will display the Parameter settings for Affect Properties allowing the setting of default
information for this process if required.

Options — Bulk Generation Parameters

Selecting the Bulk Generation Parameters option allows for the setting of the Merge Document to be used in
the generation of the Invoices and the selection of the Application Types and Status that are to be processed
as part of Bulk Update processing.

NOTE: - This function is an authorised function and therefore will not display if the authorisation is not active.

System Accounts Maintenance Form

This form defines the default General Ledger Accounts for the Licence Class. These accounts may be
overridden at the individual fee code level.
Where no overrides at the fee code exist then the General Ledger Accounts nominated here will be used.

Please discuss the setting up of these Accounts with someone in the Finance Department to ensure correct
accounts are used.

E System Accounts Maintenance = |EI|5|

— Class Details

Description |P.B-.TH.-"-.I'AY DERTORS fCASH S TAK NS

— fBecount Details

Ledger |l
Pre-Payment Account |[LLC-LIC SYS PREPAYMENT ACCOUNT L}I LIC =4S PREPAYMENT ACCOUNT
ower-Payment Account |LLC-LIC S¥YS OWERPAYMENHT ACCOUNT il LIC =4S OWERPAYMERNT ACCOUNT
Bank Account LLC-LIC SYS BAHK ACCOUNT il LIC =4S BARNK ACCOUNT
Refunds Clearing Account [LLC-LIC SYS REFUHDS CLEARIHNG ACCOUNT ;}I LIC =S REFUMDS CLEARING ACCOUNT
Overpayment Fee Code [OVER |overpayment Fee Code
— Tax Details
Taxahle [+ Pre-PaymertsiOverpayments Taxable [
Mon-taxakle Type - I IUze Receipt a5 Tax Invoice [
Tax Code [LLCSYS | [LICENSING SYSTEM |

— Accounting Details
Defaut [Pathway Debtors  ~ | Dektor Detaills
Override [Cash =]

Invaice Mumber I

QK Cancel

System Accounts Maintenance Form

Class Details - Description
This field contains the description of the Class of Licence to which you are assigning General Ledger
Accounts

This field is display only and may not be maintained.

Account Details - Ledger

The Ledger assocated to the Accounts that have been entered into the Account fields is displayed in this
field.

Account Details —Accounts
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These fields contain the ledger accounts to which all pre-payment and over-payment financial transactions
will be posted.

Overpayment Fee Code

The Overpayment Fee Code is used when a payment is allocated to a Licence and the amount that has
been allocated is greater than what is outstanding. The remaining money is put against the Overpayment
Fee Code until it is possible for the Overpayment to be allocated to new fees for the Licence.

Taxable
If this field is checked on then the Class will be Taxable. The Tax Code is entered in the next field.

Pre-Payments/Overpayments Taxable
If this field is checked on then any Pre-payments or Overpayments will be classed as Taxable and therefore
the appropriate general ledger tax transaction will take place.

If checked off then Pre-payments or Overpayments will be classed as Non-Taxable and no posting to Tax
accounts will occur.

Tax Code

This field contains the Tax Code that is applicable to the Application Class. Enter a valid code or select from
the Tax Code Pop Up form.

Tax Code Maintenance Detail Button

Once a Tax Code has been entered then the Detail Button can be selected to display the Accounts that will
be used for processing of Tax.

Accounting Details - Default

The Default Accounting Method is a Mandatory field. The Default is used as the default for each License
record, however the Override Accounting Method (if defined) will allow an override to this value on any
License.

The Default Options available are :-

. Accrual

. Cash

. Pathway Debtors
. COM Debtors

Where the Default is set to Pathway Debtors then the financial transactions for the License will be generated
and passed into the Pathway Debtors Module for processing of payments.

NOTE:- When the Account Method for a Licence has been set to Pathway Debtors then it is necessary for
any Receipts to be raised against the Debtor Invoice and not against the Licence. These Receipts will need
to be created as DLC type Receipts with the Payment Reference being nominated in the Qualifier field. It will
not be possible to receipt directly to the Licence.

When the Account Method for a Licence has been set to COM Debtors then no Receipting should occur for
the Licence within Pathway.

Accounting Details — Debtor Details

When the Accounting Method has been defined as using Pathway Debtors then the Debtor Details Button is
displayed for additional information to be entered to assist with the interfacing of transactions from Licensing
into Debtors.

Accounting Details - Override

The Override Accounting Method is an Optional field. The Override (if defined) can be used as an override
for an Licence record.

The Override Options available are :-

° None

° Accrual

° Cash

. Pathway Debtors
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. COM Debtors

Whatever value has been set for the Default Method will not be available in this dropdown option. If the
Override Method is the same as the Default then this field should be set to None.

NOTE:- When the Account Method for a Licence has been set to Pathway Debtors then it is necessary for
any Receipts to be raised against the Debtor Invoice and not against the Licence. These Receipts will need
to be created as DLC type Receipts with the Payment Reference being nominated in the Qualifier field. It will
not be possible to receipt directly to the Licence.

When the Account Method for a Licence has been set to COM Debtors then no Receipting should occur for
the Licence within Pathway.

Module Name

Where the Account Method has been defined as COM Debtors then the Module Name field is displayed to
allow entry of the Name of the interfacing Module that is being used for the COM Debtors.

Invoice Number

The Invoice Number field is use to allocate an Invoice Number to an Invoice when generated for a non
Pathway Debtor. This is incremented whenever an Invoice is generated for a none Pathway Debtor Fee.
Pathway Debtor Invoice numbers are allocated from the Pathway Debtors module.

Debtor Details Maintenance Form

The Debtor Details Maintenance form allows the selection and defining of the Transaction Types to be used
for Invoices and Credit Notes when transactions are interfaced into the Pathway Debtors Module.

_Iojx

— Clag=s Details
Dezcription |F‘.ﬂ-.T|-|'l.-"'-.l'.-'3-.‘r" DEBRTORS FCASH FTAM M

— Transaction Type Details

Dektor Invaice |IH'1.F il Invoice
Debtor Credit Mote |CR HOTE il Credit Mote
Refund [RFHD | [Retund

— Other Debtor Details

Dekt Category ILICEHSIHG L}I Licenszing Patheevay Debtors

Debtor Type |PATHOPEH E Pathvweay Interface Debtor - Open tem
Batch Header |Licensing Debtors Interface Batches

(04 Cancel

Debtor Details Maintenance Form

Class Details - Description
This field contains the description of the Class selected.

Transaction Type Details — Debtor Invoice

The Debtor Transaction Type to be used for the Invoice is to be entered into this field. If the Type is not
known then the Pop Up can be selected to display a list of valid Debtor Transaction Types.
Transaction Type Details — Debtor Credit Note

The Debtor Transaction Type to be used for the Credit Note is to be entered into this field. If the Type is not
known then the Pop Up can be selected to display a list of valid Debtor Transaction Types.
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Transaction Type Details - Refund

The Debtor Transaction Type to be used for the Refund is to be entered into this field. If the Type is not
known then the Pop Up can be selected to display a list of valid Debtor Transaction Types.

Other Debtor Details — Debt Category

The Debt Category to be used for the Debtor Details is defined in this field. If the Debt Category Code is not
known then the Pop Up can be selected to display a list of valid Debt Categories.

Other Debtor Details — Debtor Type

The Debtor Type is to be used for the automatic creation of a Debtor. This Debtor Type will be used to
create the Debtor. If this field is left blank then the User will have to manual create the Debtor and select the
Debtor Number to be used.

Other Debtor Details — Batch Header
Enter in the information that is to be included in the Batch Header of the batch that is created to generate the
transactions in Debtors from Licensing.

Licence Accounts Maintenance Form

B Licence Accounts Maintenance =]

— Clag=s Details
Description  |Licance - Accrual R209 |

— Options
Fee Accounts
_| Deposit Accounts
_| Deposit Retained Accounts

Cloze |

Licence Accounts Maintenance Form

Class Details — Description
This field contains the description of the Class of Licence to which you are assigning Licence Accounts

This field is display only and may not be maintained.

Options — Fee Accounts
Selecting the Fee Accounts Option Button will display the Deposit Accounts Maintenance Form.

Options — Deposit Accounts
Selecting the Deposit Accounts Option Button will display the Deposit Accounts Maintenance Form.

Options — Deposit Retained Accounts
Selecting the Deposit Retained Accounts Option Button will display the Deposit Retained Accounts
Maintenance Form.

Licence Accounts Maintenance Form

This form defines the Licence General Ledger Accounts for the Licence Class. These accounts may be
overridden at the individual fee code level. These Accounts would normally be set up after liaison with your
Accounts Department.

Infor Public Sector July 17 Page 166



Licensing User Guide Parameters

Where no overrides at the fee code exist then the General Ledger Accounts nominated here will be used.

B Licence Fee Accounts Maintenance =] E
— Class Details
Description [Licence - Accrusl R203 |
— Account Details
Ledger |l
Debt Contral Account  |LLC-LIC FEE DEBT CONTROL ACCOUNT il LI FEE DEBT CONTROL ACCOUNT
Revenue Account |LLC-LIC FEE REVEHUE ACCOUNT ;}I LI FEE REVEMUE ACCOURNT
Bank Account |LLC-LIC FEE BAHK ACCOUNT ;}I LIC FEE BAMK ACCOUNT
Receipt Contral Account |LLC-LIC FEE RECEIPT CONTROL ACCOUHT ;}I LI FEE RECEIPT COMTROL ACCOUNT
Dizcount I 33.33 Percent
Rounding Method  [Hone - I
PTG et ' 0.00
Taxablz W
WentaxatieTyEe |GST Exempt =
Tax Code [LLCFEE | ® | [Licensing Fee
LCancel

Licence Fee Accounts Maintenance Form

Class Details
This field contains the description of the Class of Licence to which you are assigning Licence Accounts

This field is display only and may not be maintained.

Ledger

This field contains the ledger code to which all financial transactions will be posted. Only one ledger code
per Licence class may be used.

Accounts

Debt Control Account

This field contains the ledger account to which all debit financial transactions will be posted. The Field
consists of 3 parts, an Account Number, Pop Up Button and the Account Description. The Pop Button for this
and other Accounts listed below detail out to the Financial Account Pop Up Form for Account Selection.

Revenue Account

This field contains the ledger account to which all credit financial transactions will be posted. The Field
consists of 3 parts, an Account Number, Pop Up Button and the Account Description. The Pop Button for this
and other Accounts listed below detail out to the Financial Account Pop Up Form for Account Selection.

Bank Account
This is normally the standard bank account for the Council.

Receipt Control Account

This field contains the ledger account to which all Receipt Debit transactions will be posted. The Field
consists of 3 parts, an Account Number, Pop Up Button and the Account Description. The Pop Button for this
and other Accounts listed below detail out to the Financial Account Pop Up Form for Account Selection.

Refunds Clearing Account

This field contains the ledger account to which all Refund transactions will be posted. The Field consists of 3
parts, an Account Number, Pop Up Button and the Account Description. The Pop Button for this and other
Accounts listed below detail out to the Financial Account Pop Up Form for Account Selection.

If this field is checked on then the Class will be Taxable. The Tax Code is entered in the next field.

Discount
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The Discount allows the User to enter a Discount amount to be applied to all Fees flagged as Discountable
(see Fee Parameter Maintenance).

The default Discount percentage will be 0%.

Rounding Method
The Rounding Method allows the User to select from the options of Up, Down, None and Closest. The Drop
down box can be clicked and a Method chosen.

Rounding Amount
The dollar or cents value needs to be entered in this field for the Rounding Method to be effective.

Taxable
If this field is checked on then the Class will be Taxable. The Tax Code is entered in the next field.

Non Taxable Type

The Non Taxable Type allows the User to select from the options of GST Free, GST Exempt, Division 81,
Input Taxed, Out of Scope, Export Sales and Undefined. The Drop down box can be clicked and a Non
Taxable Type selected.

Tax Code

This field contains the Tax Code that is applicable to the Application Class. Enter a valid code or select from
the Tax Code Pop Up form.

NOTE: - If the Licence Class is interfaced to Debtors and this field is changed then the following message
will be displayed informing the User that this change will update all Debt Types for Fee Codes that do not
have overriding accounts/tax codes.

‘Changing the Systen Tax Code may require changes to the Tax Codes on each Debt Type linked to a
Licence Fee. This may take some time. Do you wish to continue? Yes,No.’

Replying No will return the previous Account / Tax Code to the form and no updates will occur.

Replying Yes will check all existing Fee Codes Debt Types to see if their Accounts or Tax Codes need
updating and update them where appropriate.

User should sign off their Pathway Sessions and sign back onto Pathway to make sure that the changed
Parameters are used.

Tax Code Maintenance Detail Button

Once a Tax Code has been entered then the Detail Button can be selected to display the Accounts that will
be used for processing of Tax.

Deposit Accounts Maintenance Form

This form defines the Deposit Ledger Accounts for the Licence Class. These accounts may be overridden at
the individual fee code level. These Accounts would normally be set up after liaison with your Accounts
Department.
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B Deposit Accounts Maintenance [_ [O] =]
Class Details
Description [Licence - Accrual R209 |
Account Details
Ledger [aL |
Deposit Account [LLC-LIC DEPOSIT ACCOUNT | [LIc DEPOSIT ACCOUNT
Deposit Bank Account [LLC-LIC DEPOSIT BAHK ACCOUNT | [LIC DEPOSIT BANK ACCOUNT
1] LCancel
Deposit Accounts Maintenance Form
Class Details — Description
This field contains the description of the Class of application to which you are assigning Licence Accounts
This field is display only and may not be maintained.
Account Details — Ledger
This field contains the ledger code to which all financial transactions will be posted. Only one ledger code
per Licence class may be used.
Account Details
Deposit Account
This field contains the ledger account to which all Bank transactions will be posted. The Field consists of 3
parts, an Account Number, Pop Up Button and the Account Description. The Pop Button for this and other
Accounts listed below detail out to the Financial Account Pop Up Form for Account Selection.
Deposit Bank Account
This field contains the ledger account to which all Bank transactions will be posted. The Field consists of 3
parts, an Account Number, Pop Up Button and the Account Description. The Pop Button for this and other
Accounts listed below detail out to the Financial Account Pop Up Form for Account Selection.
Deposit Retained Accounts Maintenance Form
This form defines the Deposit Retained Ledger Accounts for the Licence Class. These accounts may be
overridden at the individual fee code level. These Accounts would normally be set up after liaison with your
Accounts Department.
E' Deposit Hetained Accounts Maintenance =] =
Class Details
Description [Licence - Accrual R209 |
Account Details
Ledger
Deposit Retained [ | [LICENCE DEPOSIT RETAINED ACCOUNT
Deposit Retained Bank  [LLC-LIC DEPOSIT RETAINED BAHK ACCOUNT [ | [LIC DEPOSIT RETAINED ACCOUNT
Taxahle v
Tax Code [LLCFEE | | [Licensing Fee | L
1] Cancel
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Deposit Retained Accounts Maintenance Form

Class Details — Description
This field contains the description of the Class of Licence to which you are assigning Licence Accounts

This field is display only and may not be maintained.

Account Details — Ledger
This field contains the ledger code to which all financial transactions will be posted. Only one ledger code
per Licence class may be used.

Account Details

Deposit Retained Account

This field contains the ledger account to which all Bank transactions will be posted. The Field consists of 3
parts, an Account Number, Pop Up Button and the Account Description. The Pop Button for this and other
Accounts listed below detail out to the Financial Account Pop Up Form for Account Selection.

Deposit Retained Bank Account

This field contains the ledger account to which all Bank transactions will be posted. The Field consists of 3
parts, an Account Number, Pop Up Button and the Account Description. The Pop Button for this and other
Accounts listed below detail out to the Financial Account Pop Up Form for Account Selection.

Taxable
If this field is checked on then the Class will be Taxable. The Tax Code is entered in the next field.

Tax Code

This field contains the Tax Code that is applicable to the Licence Class. Enter a valid code or select from the
Tax Code Pop Up form.

Tax Code Maintenance Detail Button
Once a Tax Code has been entered then the Detail Button can be selected to display the Accounts that will
be used for processing of Tax.

Pro-Rata Maintenance Form

The Pro-Rata Maintenance Form allows Users to set up in advance, when the pro-rata percentages become
applicable and what those percentages are.

Users are provided with the following fields:

e Description

e Percentage

e Date Effective
e Active

The Fee calculation process will only look at the Active records, then determine which records has the
earliest effective date to the current date and apply the percentage given.
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B Pro-Rata Maintenance =] E3

— Clag= Details
Drescription |Li|:en|:e - Accrual R209 |

— Description Percertage —Effective —— Active —
[Full Year 100.00  [01-Jul-2001 [V
[December Bonus 75.00  [01-Dec-2001 [V
[Half Year 50.00  [01-Jan-2002 [V
[Quarter Year 2500 [M-Apr-2002 [V

[nzert | Ok, i Cancel |

Pro-Rata Maintenance Form

Class Details — Description
This field contains the description of the Class of Licence to which you are assigning Licence Accounts

This field is display only and may not be maintained.

Description
This field displays the description of the Pro-rata.

Percentage
This field contains the value of the Pro-Rata Percentage.

Date Effective
This field contains the effective date that the Pro-Rata Percentage will be applied to the relevant fees.

Active

If this box is checked on then the Pro-Rata Percentage will be available to be used by the System. If this box
is not checked on then the Pro-Rata Percentage will not be available to be used.

Affected Properties Parameter Maintenance Form

The Affected Properties Parameter Maintenance form allows the entry of default information to assist with
the creation of Affected properties.
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Affected Properties Parameter Maintenance EI@

Class Details
Description [Food Premises] |

Exclude Property Types
Exclude Vacant Land

Default Perzon Type Owner and Occupier -
Concatenate Owner
Concatenate Occupier
Add "The Occupier”
Concatenate Names and
Dizplay All Mailing Addrezses

oK Cancel

Affected Properties Parameter Maintenance Form

Class Details - Description
This field displays the Class that the default information is being defined for within Licensing Parameters.

Exclude Property Types

If certain Property Types are to be excluded from the Affected Properties selection then this checkbox should
be checked on by the User. Once flagged on then a Detail Option appears allowing the User to select the
Property Types that are to be excluded from “The Occuper” letters within the Affected Properties.

Exclude Vacant Land

Selecting the Exclude Vacant Land check box will result in the exclusion of properties with Vacant Land as
the primary Land Use from “The Occupier” letters. Vacant Land is determined via a Land Use code that has
been set up in Property Parameters with a ‘Vacant land’ type setting.

Default Person Type
If a Default Person Type is chosen then the process will by-pass the Affected Properties Selection form when
inserting Affected Properties on a Licence. The selected Person Type will be automatically applied to any
new Properties linked to the Licence of this Class. Only select a default Person Type if all Affected
Properties for the Licence Class will require the same record types to be created. Only select a default
Person Type if all Affected Properties for the Application Class will require the same record type to be
created. Option available are : -

e (none)
Owner and “The Occupier”
Occupier
Owner and Occupier
“The Occupier”
Owner Only
Owner

Note that Default Person Type of ‘Other’ is not available in the dropdown. If Default Person Type is selected
then the Other Interested Parties Option will become available on the Affected Properties form.

Concatenate Owner

Setting the Concatenate Owner flag will default this value onto the Affected Property Select form for new
Affected Properties. Note the Affected Property Selection form will only display if the Default Person Type
has been set to ‘None’ or no Affected Properties Parameters have been defined.

Concatentate Occupier

Setting the Concatenate Occupioer flag will default this value onto the Affected Property Select form for new
Affected Properties. Note the Affected Property Selection form will only display if the Default Person Type
has been set to ‘None’ or no Affected Properties Parameters have been defined.

Add “The Occupier”

Setting the Add “The Occupier” flag will default this value onto the Affected Property Select form for new
Affected Properties. Note the Affected Property Selection form will only display if the Default Person Type
has been set to ‘None’ or no Affected Properties Parameters have been defined.
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Concatenate Names

Setting the Concatenate Names flag will default this value onto the Affected Property Select form for new
Affected Properties. Note the Affected Property Selection form will only display if the Default Person Type
has been set to ‘None’ or no Affected Properties Parameters have been defined.

Note that this option is only available if the Secured Function is set to allow the Concatenation of same
Names.

Display All Mailing Addresses
Checking this flag on will display all Mailing Addresses on the Affected Properties Maintenance Form.

Excluded Occupier Property Type Maintenance Form

This form allows the setting of those Property Types that are required to be excluded from generating ‘The
Occupier” records on the Affected Properties form. For example a Park would not required to have ‘The
Occupier” letter sent to it.

E Excluded Occupier Property Types Maintenance - | Ellil

Description |PC Building &pplication - T4 |

—— Property Type
FATIMGUMIT Feating Unit

|

Insert (04 Cancel

Excluded Occupier Property Types Maintenance Form

Description
This field is a detailed Description of the Application Class.

Property Type

Enter in the Property Types that are to be excluded from having a ‘The Occupier” entry created for them. If
the Type is not know then the Pop Up can be used to display a list of valid Property Types to select from.

Debtor Bulk Generation Parameters Form

The Debtor Bulk Generation Parameters form enables the setting of the Merge Type to be used for the
Invoice Print function and the setting of the License Types and Status that are to be included in the bulk
update process.
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Dzt Bl Gapiaraiing Faramizrs ] ]d

Claz=s Details
Dezcription |p,u.,'|'|-|‘.,m,u.,y DEBTORS FCASH T TAX NS |

Invaice Merge Type | ﬂ ficense invaice |

Optiong

J Types
J Status

(04 Cancel

Debtor Bulk Generation Parameters Form

Class Details - Description

This field contains the description of the Class of License to which you are assigning the Debtor Bulk
Generation Parameters for.

This field is display only and may not be maintained.

Invoice Merge Type

This field contains the Merge Type that will be used when the Print Invoice option is selected for the Bulk
Generation processes. If a Merge Type is not entered then the License Class will not display within the Bulk
Update function. The Merge Type can be entered directly or the Pop Up displayed to show a list of
availabler Merge Types.

Options - Types
Selecting the Types Option will display the Licence Type Selection form where the user is able to nominate
the Types that are able to be processed via the Debtor Bulk Generation function.

Options - Status
Selecting the Status Option will display the Status Selection form where the user is able to nominate the
Statuses that are able to be processed via the Debtor Bulk Generation function.

Licence Type Selection Form

This form allows the selection of the Licence Types that can be used within the Debtor Bulk Generation
process. Only those Licence Types selected will be included in the Bulk process.
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Lieajea Tyug Salasiiug _J_Jd

Claz=s Details
Dezcription |p,u._T|-pN,a,\( DEBTORS FCASH I TAX NS |

Available Types Selected Types

BASE baszic license renewal - b BASIC bazic licenze type with or
DEBT cebtor checking TEF lest number

IM=P Iosding inspection and fe _._ EDEBT epathvvay licensing dektc

LODiE lodge test
REREWY reneweal testing
ZERO zeto fees attached

|
LEROQOF zeta fees off - et same:

(04 Cancel

Licence Type Selection Form

Class Details - Description

This field contains the description of the Class of Licence to which you are selecting Licence Types. This
field is display only and may not be maintained.

Available Types

The Licence Types for the Class are displayed in the Available Types area. Highlight the required Licence
Type and use Move Option to move the required Licence Type to the Selected Types List. Once a Licence
Type has been moved to the Selected Types list is not displayed in the Available Types list.

Selected Types

The Licence Types that have been selected for the Bulk Generation process are displayed in this list. If a
Licnence Type is required to be removed from the list then highlight the required Licence Type and use Move
Option to move the Licence Type to the Available Types List. Once a Licence Type has been moved to the
Available Types list is not displayed in the Selected Types list.

Licence Status Selection Form

This form allows the selection of the Licence Statuses that can be used within the Debtor Bulk Generation
process. Only those Licnece Statuses selected will be included in the Bulk process.
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Staiis Salaeiingg _JJJ

Claz=s Details
Dezcription |p,u._T|-pN,a,\( DEBTORS FCASH I TAX NS |

Available Status Selected Status
a, It e L Lodged
AP Under Appeal E Epathyeay lodged
H Heldl
—
J Rejected

Paid - licence issued

i o
EMEVVE ‘_

Rl Feminder

(04 Cancel

Status Selection Form

Class Details - Description
This field contains the description of the Class of Licence to which you are selecting Licence Statuses. This
field is display only and may not be maintained.

Available Status

The Licence Status for the Class are displayed in the Available Status area. Highlight the required Licence
Status and use Move Option to move the required Licence Status to the Selected Status List. Once a
Licence Status has been moved to the Selected Status list is not displayed in the Available Status list.

Selected Status

The Licence Status that have been selected for the Bulk Generation process are displayed in this list. If a
Licence Status is required to be removed from the list then highlight the required Licence Status and use
Move Option to move the Licence Status to the Available Status List. Once a Licence Status has been
moved to the Available Status list is not displayed in the Selected Status list.
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Workflow

This option is used to set up Workflow Parameters. Please refer to the Workflow User Guide for more
information on this option.

A new function has been added to the Workflow process, whereby if a Task is suspended it is possible that
the Licence is suspended as a result. Please refer to the Workflow User Guide for more information on this
option.

As some of the Workflow System Actions are related to Licensing the following Action Forms are available
within the Licensing Workflow System Actions.

Change Status Action Parameter Maintenance Form

The Change Status Action Parameter Maintenance form is displayed when the Action Parameter Option is
selected from the User Maintenance Form and the System Action of ‘STAT’ has been entered. This form
allows the selection of the Status Type that is to be used when the Task is started within a Licence. If this
form is left blank and the Task is used then an error message is displayed informing the user that no Status
Type has been defined in the parameters.

Cancel

Change Status Action Parameter Maintenance Form

Class Detail — Description
This field displays the Class Description.

User Action Details - Description
This field displays the decription of the User Action that has been selected and for which the Status Details is

to be displayed for.
Status Detail - Type

The Status Type that the Licence is to be changed to is hominated in this field. The Pop Up button can be
used to display a list of valid Status to be used. This field must contain a Status Type otherwise the Task will
not work within Licensing Maintenance and the User will be displayed with an error.

Inspection Parameters Action Parameter Maintenance Form

The Inspection Parameters Action Parameter Maintenance form is displayed when the Action Parameter
Option is selected from the User Maintenance Form and the System Action of INSPSE’ has been entered.
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This form allows the selection of the Inspection Type that is to be used when the Task is started within a
Licence.

E Inspection Parameters Action Parameter Maintenance

Rtion - PCTA Licensing Group

et
inzpections start and end

= initial inspection

Inspection Parameters Action Parameter Maintenance Form

Class Detail — Description
This field displays the Class Description.

User Action Details - Description
This field displays the decription of the User Action that has been selected and for which the Inspection Type
is to be displayed for.

Inspection Parameters Detail — Inspection Types

The Inspection Type that the Inspection is to be created for is nominated in this field. The Pop Up button can
be used to display a list of valid Inspection Types to be used. This field must contain an Inspection Type
otherwise the Task will not work within Licensing Maintenance and the User will be displayed with an error.

Letter Action Parameter Maintenance Form

The Letter Action Parameter Maintenance form is displayed when the Action Parameter Option is selected
from the User Maintenance Form and the System Action of ‘LETRSEND’ has been entered. This form
allows the selection of the Letter Type that is to be used when the Task is started within a Licence.
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Paiizps Leilngg _J_Jd

Class Details
Description [PCTC - Licensing Group |

User Action Details
Description |basic11 user |

Letter Details
Merge Type BASICLLC ﬂ basic: Il letter |

[atne
Rale Type

R
[v [t

Run Time Options

[ ] Edit Lettersmotices

[ ] zenerate Letter az Final
[] Display Mames

[ ] Display Affected Properties

(0] 4 Cancel

Letters Action Maintenance Form

Class Detail — Description
This field displays the Class Description.

User Action Details - Description
This field displays the decription of the User Action that has been selected and for which Letter Meter Type is
to be displayed for.

Letter Details — Merge Type

The Merge Type that is to be created is nominated in this field. The Pop Up button can be used to display a
list of valid Merge Types to be used.

Letter Details — Name

If the Letter is to be sent to a particular person or company then the name can be entered into this field. If
the Letter is to be sent to numerous role types or people then this field can be left blank. Upon entering in a
Name the Role Type, Display Names and Display Affected Properties fields become dimmed and cannot be
entered into.

Letter Details — Role Type

If the Letter is to be sent to a particular Role Type then the Role Type can be entered or selected in this field.
If the Letter is to be sent to numerous people then this field can be left blank. Upon entering in a Role Type
the Name, Display Names and Display Affected Properties fields become dimmed and cannot be entered
into.

Run Time Options — Edit Letters/Notices

If the Editing of a letter is not required then this field can be flagged off. If Editing of a letter is required than
this field should be flagged on.

If the Edit Letters check box is flagged on then the Generate Letter as Final field is dimmed.

Run Time Options — Generate Letter as Final
If the Generate Letter as Final check box is off then Letters will be created as Drafts.

If Final prints are required, then the Generate Letter as Final check box should be selected. This will
produce the Final Document and set the document as Final Printed.
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If the Generate Letter as Final is checked on then the Edit Letters option is dimmed.

Run Time Options — Display Names

If the Name and the Role Type fields within the Letter Details section are blank then the Display Names
option is available for selection. Flagging this field on will mean that the Name Maintenance Form will be
displayed when this Task is activated to allow the User to nominate from the Name Maintenance form the
Names that are required to receive the Letter nominated on this form. Upon flagging the Display Names field
on the Name, Role Type and Display Affected Properties fields become dimmed and cannot be entered into.

Run Time Options — Display Affected Properties

If the Name and the Role Type fields within the Letter Details section are blank then the Display Affected
Properties option is available for selection. Flagging this field on will mean that the Affected Properties
Maintenance Form will be displayed when this Task is activated to allow the User to nominate from the
Affected Properties Maintenance form the Names that are required to receive the Letter nominated on this
form. Upon flagging the Display Affected Properties field on the Name, Role Type and Display Names fields
become dimmed and cannot be entered into.

ADDDECN Action Parameter Maintenance Form

The ADDDECN Action Parameter Maintenance form is displayed when the Action Parameter Option is
selected from the User Maintenance Form and the System Action of ‘/ADDDECN’ has been entered. This
form allows the selection of the Decision Type that is to be used when the Task is started within a Licence.

E ADDDECN Action Parameter Maintenance

Cancel

ADDDECN Action Parameter Maintenance Form

Class Detail — Description
This field displays the Class Description.

User Action Details - Description

This field displays the decription of the User Action that has been selected and for which the Decision is to
be displayed for.

Decision Details - Type

The Decision Type that is to be used is nominated in this field. The Pop Up button can be used to display a
list of valid Decision Types to be used.

Add Condition Action Parameter Maintenance Form
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A new action has been added to Pathway Workflow (as of Release 3.04) called ‘Add Conditions’. This Action
enables Conditions to be created for an Application or Licence record when the Action is executed. This new
Action provides Council with the ability to nominate multiple Condition Types for which the newly created
Condition records will be based upon through its Add Condition Action Parameter Maintenance form, as
shown below.

B Add Condition Action Parameter Maintenance

Class Details
Deseription [Accrual - Applications R209 |

User Action Details
Description [Add Conditions |

Condition Type
Description ﬂ | |
Available Assigned
DCP Development Contribution Plan Condit
HEALTH Health and Safety
HERITAGE Heritage Conditions
= -3
SAFETY Safety Conditions

oK Cancel

Add Condition Action Parameter Maintenance form

The Add Condition Action Parameter Maintenance form allows Council to nominate a single Condition Type
or multiple Condition Groups. The nominated values will be used in creating Conditions against an
Application or Licence when the Workflow Action is executed. When a Condition Group is nominated,
Council can detail out to a sub-ordinate parameter form to nominate the specific Condition Types for a
Condition Group to be used in creating Condition records.

B Add Condition Action Parameter Maintenance

Condition Group
Description [Heritage Conditions |

Available Assigned
H1 Mative Fauna
HZ General Heritage
PAINT Heritage Paint
—
TEST test no doc
TREE Significant Tree

oK Cancel

Add Condition Action Parameter Maintenance form
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In the scenario where a Condition Group is nominated and no Condition Types have been selected for that
Group, Condition records will be created for every Condition Type linked to that Group.

Add Consent Decision Workflow Action Maintenance Form

An enhancement has been made to Pathway Workflow (Release 3.04), where a new Workflow Action, Add
Consent Decision, has been introduced. This Action enables Decision records to be created for Consents, of
a specific Consent Type, linked to an Application or Licence. This new Action provides Council with the
ability to nominate Consent Type and Decision Type parameters, which are used in creating Decision
records (of the nominated Decision Type) for Consents (of the nominated Consent Type).

B Add Consent Decision Workflow Action Maintenance Y [m]

— Clas= Detailz
Description  [Developmert Applications |

— User Action Details
Description [Add Consert Decision |

—Consent Details
Consert IAM L}I |Amalgamatiu:un |
Allowy Consent Crestion [

—Decizion Details
Decizion |[APPI L}I |Ir|terim Approval
Authority  |ADM L}I |Administratiu:un Board
Comments  [Decision created as a result of Workflow Action ;I

Under &ppeal [v
m

Allowy Muttiple Decizions Fecteste DEizEm ||

(] 4 Zancel |

Add Consent Decision Workflow Action Maintenance form

Allow Consent Creation

The Allow Consent Creation parameter governs whether a new Consent record should be created when the
Workflow Action is executed. This parameter is only applicable when a Consent, of the nominated Consent
Type, is not linked to the Application or Licence the Workflow Action is executed for.

Allow Multiple Decisions

The Allow Multiple Decisions parameter enables Council to specify whether a Decision should be created for
a Consent where Decisions already exist. When this parameter is de-activated, Decisions will not be created
for Consents that have linked Decisions.

Recreate Decision

The Recreate Decision parameter enables Council to specify whether a Decision, of the nominated Decision
Type, should be created if an existing Decision, of the same Type, is already linked to a Consent. This field is

only available when the Allow Multiple Decisions parameter is activated.

Authority Type
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The default Authority Type that will be assigned to newly created Decision records as a result of executing
the Add Consent Decision Workflow Action.

Comments

The default Comments that will be assigned to newly created Decision records as a result of executing the
Add Consent Decision Workflow Action.

Under Appeal

The default value that will be assigned to newly created Decision records as a result of executing the Add
Consent Decision Workflow Action.

MAJMIN Action Parameter Maintenance Form

The MAJMIN Action Parameter Maintenance form is displayed when the Action Parameter Option is selected
from the User Maintenance Form and the System Action of ‘MAJMIN’ has been entered. This form allows
the selection of the Licence Category that is to be used when the Task is started within a Licence and
whether the Workflow is to display the Minor Classification Type or the Questions for the nominated Licence
Category. Note that it is not necessary to nominate a display option or enter in a licence category.

B MAIMIN Action Parameter Maintenance =10 x|

— Class Details
Description [PCTC - Licensing Group |

—User Action Details
Descrigtion |icence categories |

— Parameters

Licence Category [REBATE | [|rebates |
Display Option [Minor Classification Type |

Minor Classification Type |HEBATE E |ret:uate given |

o Cancel |

MAJMIN Action Parameter Maintenance Form — display option of Minor Classification Type
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E MAJIMIN Action Parameter Maintenance = |EI|5|

— Class Details
Description [PCTC - Licensing Group |

— User Action Details
Description |icence categories |

— Parameters

Licence Category |REBATE | [rebates |
Display Option A LT -

Ik Cancel |

MAJMIN Action Parameter Maintenance Form — display option of Question

Class Detail — Description
This field displays the Class Description.

User Action Details - Description

This field displays the decription of the User Action that has been selected and for which the Licence
Categorye Type is to be displayed for.

Parameters — LicenceCategory

If a particular Licence Category is to be used for the Workflow then it can be entered into this field.. The Pop
Up button can be used to display a list of valid Licence Categories to be used.

Parameters — Display Option
Upon entry to this form the Display Option is blank. A dropdown provides for the selection of either ‘Minor
Classification Type’ or ‘Questions’.

If the Display Option is set to ‘Minor Classification Type’ then when the workflow action is performed the
action will proceed directly to the Minor Classification Dimension Maintenance form for the nominated Minor
Development Category. This will allow the User to enter in the required Dimension information for the
nominated Minor Classification.. If the User leaves the Minor Classification Type field blank then the User
will be taken to the Minor Development Categories Maintenanc form and allows the User to insert the
required Minor Classifications / Dimensions.

If the Display Option is set to ‘Questions’ then when the workflow action is performed the action will proceed
directly to the Questions Maintenance form for the nominated Licence Category. This will allow the User to
enter in the answers to the Questions for the Licence Category.

This field can be left blank if required.

Parameters — Minor Classification Type

If the display Option has been set to ‘Minor Classification Type’ then the Minor Classification Type Parameter
is displayed to allow the User to nominate the required Minor Classification Type to be automatically
defaulted in by the workflow action and will take the User to the Minor Classification Dimension Maintenance
form.. If the User is to select the required Minor Classifications then this field can be left blank. If left blank
then the action will take the User to the Minor Classification Maintenance form where the User will have to
select the required Minor Classification.
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Conditions

Conditions Creation & Maintenance

Conditions can be added against a Licence Fee and also against the actual Licence

Condition Parameters in Licensing consist of Condition Groups and Condition Types.

Both Condition Groups and Types are added by using the Insert button to add a code and description.
Further details on Conditions are found in the Conditions Manual.
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Response Maintenance

Response Maintenance is a Word Processing Document Form and is fully detailed in the Word Processing
User Guide.

However, a general outline of Response Maintenance is as follows.

Responses allow a User to enter a specific Response to a Licence. There are two ways that a Response
may be entered in the Licensing Module.

The first type of Response is if an actual Letter has been sent to a Property Owner or Occupier as part of an
Affected Property Notice Run. These people may then contact the Council and either agree or reject the
proposed Licence. Their Response to the Licence is entered against the Letter Request sent.

The Second type of Response could be from a person who does not live near the proposed Licence
Location, or may have just walked past a Property where changes may be taking place. These people are
able to contact the Council and have their Response entered against the Licence Summary Form.

These Response then may be a deciding factor as to whether the Licence is finally approved.
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Licence Entry

Infor Public Sector July 17 Page 187



Licensing User Guide Licence Entry

The following topics are covered in this section:

Licence Type Selection
Licence Entry
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Licence Type Selection

Class/Licence Type Selection Form

The Licence Type Selection form allows the User to Select from a predefined list of Classes and Licence
Types. The User will only see Classes that they have Authority to Access.
The Form consists of the following fields:

ﬁ Class/Licence Type Selection

Class Description

:Z'ERM Fesidential Parking Permits
PHTE=T Licensing Test Class

Type Description

[RE= | [Residertisl parking permit - Free

Licence Type Search Profile
Type |
Description |

Search ‘ Select ‘ Close ‘

Class/Licence Type Selection Form

Class
This field will detail the Class Code selected.

Description
This field will detail the full Description of the Class Code selected.

Type
This field lists all the available Licence Types that may be selected for Licence Entry.

Description
This field is a detailed Description of the Licence Types that may be selected for Licence Entry.

Licence Type Search Profile - Type
This field allows the User to enter in a full or partial Licence Type and then click the Search Button to find any
Types with the matching criteria.
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Licence Type Search Profile - Description
This field allows the User to enter in a full or partial Licence Type and then click the Search Button to find any
Types with the matching criteria.
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Licence Entry

Licence Entry Form

The Licence Entry Form is designed to allow the processing of a Licence. Procedures set up through
parameters are used to lodge the Licence.

_lojx

—Licence Type
Description |lodge test

— Licence Details

Particulars ;I
]
Locstion Type [Property =
Primary Location T ;}I aua
Licensee(s) ;)I dia
Lodgement Date |15-Apr-2lll]4 Application Date |15-Apr_2|]n4

Area Codes | E1l |

Accournt Method Crverride |Pathwa].r Debtors . |
Licence Fees | 1000.00] .|

— Options

| Enter this Licence
| Enter and Maintain thiz Licence

Close |

Licence Entry Form

Licence Type

A Licence Type is a predefined Code that can have linked pre-defined parameters for a specific type of
Licence. Any number of Licence Types can be set up according to the Councils requirements.

Licence Types are shown and may be selected from the list provided.

Once selected the field will show the selected code and the description.

Description
The description fully details the Code of the Licence Type.

Location Type
The Location Type describes if the Licence is to be Lodged against a Property a Parcel or Street.

Primary Location

The Primary Location is the main location that a Licence is lodged against. A Licence may have more than
one location, but this field details the location that will be used as the main basis for the Licence.
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A Location may be keyed directly into the field, or the detail button used to Search for an existing Location.

Licencee

The Licencee field will detail the name of the Person applying for the Licence. This may be the Owner of the
Property or any other person such as a Builder, Architect etc.

Lodgement Date
The Licence Entry Date is the date that the actual Licence is entered into the Computer System.

Application Date
The Licence Date is the date that the person actually applied to the Council to have the Licence processed.

Area Codes

The Area Codes Details which Group within the Council will process the Licence Type. The Council may be
split into several different Offices or may have particular groups of people to deal with different types of
Licensing.

Area Codes Code may be keyed directly into the field, or selecting the Pop Up Button will produce a list of
predefined Groups for selection.
Once selected the Field will display the name of the Area Code and its Description.

Fast Track

The Fast Track option is designed to allow Council Officers to process simple Licensing “on the spot” and
have the Consent letter produced immediately. Selecting this check box will allow for this processing to
occur. If the check box is not selected the Licence will proceed with normal Licence Entry procedures.

Print Cover Sheet

The Option of Printing a Cover Sheet allows Council Staff to have a written summary of the Licence. This is
usually attached to the front of the particular Licence Folder for handy reference. This Cover Sheet may be
as detailed or summarised as required.

Account Method Override

The Account Method Override field is displayed on the Lodgement Form to enable the User to change the
Accounting Method that has been defined as the Default to the Override if required. Where no Override has
been defined then this field is displayed and cannot be changed.

Upon entering the Lodgement Form this field is ‘greyed’ to inform the User that this is the Default Account
Method for the Class. If the User selects another available Account Method then the field is shown as
normal.

NOTE: Once the Account Method has been set and fees added to the Licence then the Account Method
field will become non-editable and will not be able to be changed.

NOTE: When the Account Method for a Licence has been set to Pathway Debtors then it is necessary for
any Receipts to be raised against the Debtor Invoice and not against the Licence. These Receipts will need
to be created as DLC type Receipts with the Payment Reference being nominated in the Qualifier field. It will
not be possible to receipt directly to the Licence.

When the Account Method for a Licence has been set to COM Debtors then no Receipts should be raised
via Pathway.

Licence Fees

The Licence Fee Field details the dollar value set against the Licence Type. This amount will be added to the
Licence as it is lodged. You are able to detail out to the actual Licence Fee screen and insert any other fees
that may be required and have not been set as a default.

Enter this Licence

This button actually begins the Licence Entry process once selected. The Licence Entry will proceed to
select any options set for the Licence Type for data entry. A number for the Licence will be produced on the
screen Once Licence Entry is complete, a Licence Entry form will be presented with the last Licence Type
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defaulting you may either Lodge another Licence of this type or you can Exit from this option, select another
Type and begin the process again. Or simply exit from Licence Entry.

Enter and Maintain this Licence
Selecting this button allows for the Licence to be Lodged and then Proceed to the Licence Summary Screen
to select any options required to be maintained.

Licence Type Pop Up Form

The Licence Type Pop Up Form is used to Display all available Licence Types.

i Licence Type Pop Up
Type Description
LT1 Licence Type 1
hL=T haster Test for Reneswal Cycle
PFH btk
FPERM Residertial Parking Permit
Rl ALL Fundle Mall Permit
Rl Fundle Mall Permit
SECY =ec 7 test
T1 test
TE=T Testing &l Azsigned Liities
Search Profile
Type |
Descrigtion |
Search ‘ Select ‘ Close ‘

Licence Type Pop Up Form

Type
The Licence Type is a Coded Field particular to each Licence Type Created.

Description
The Licence Type Description is more detailed enabling easier selection.

Search Profile - Type
Enter a Licence Type (or part thereof) on which to base your search and use the Search button to initiate the
search. Wildcard searching is available on this field.

Search Profile - Description
A Description may be entered and then use the Search button to initiate the search. Wildcard searching is
available on this field.

Area Codes Pop Up Form

The Area Codes Pop Up Form is used to Display all available Area Codes.
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£} Area Codes Pop Up M[=] E3
— Type Dezcription
E Eastern Lrea
Il Morthern Area
= Southern Area
U Mestern Area

— Search Profile

Type
Description

Search

Select | Quit |

Area Codes Pop Up Form

Type
The Area Codes Type is a Coded Field particular to each Area Codes Created.

Description
The Area Codes Description is more detailed enabling easier selection.

Search Profile - Type

Enter a Area Codes Type (or part thereof) on which to base your search and use the Search button to initiate
the search. Wild card searching is available on this field.

Search Profile - Description

A Description may be entered and then use the Search button to initiate the search. Wild card searching is
available on this field.

Licence Selection by Licencee

When the ‘Display Licences for Licencee’ is set ‘On’ within a Licence Class then all previous Licences for this
Licencee will be displayed when entering a Licencee Name in Licence Entry. If set ‘Off then Licences for the
Licencee for this Class will not be displayed.

At Licence Entry if all Classes have this flag set ‘Off’ Users will not be notified of other Licences for the same
name. Where some Classes are set ‘On’ then only Licences for those Classes with the same Licencee will
be displayed.

Note that if the Expiry Date is in the past then the Licence is not shown on this form. Only Licences without
an Expiry Date or an Expiry Date in the future are shown.
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B Licence Selection by Licencee i [m] B
— Hame Details
Licenzee |r-.-13 vy Greensleeves |
— Licence Type Expiry Date
11/20000HEALTHAI  [Health Inspections
BAKE-11/2004 Bakery - property only
BAKE-1252004 Bakery - property only
Display Quik

Licence Selection by Licencee Form

Name Details - Licencee
The Name of the Licencee is displayed in this form.

Licence
The Licence Number that the Name is the Licencee for is displayed in this field.

Type
The Licence Type Description for the Licence Number is shown in this field.

Expiry Date

If there is an Expiry Date against the Licence then it is displayed in this field. Note that if the Expiry Date is in
the past then the Licence is not shown on this form. Only Licences without an Expiry Date or an Expiry Date
in the future are shown.
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Licensing Maintenance
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The following topics are covered in this section:

Licensing Search Profile
Additional Licence Filters
Licence Selection
Licence GIS Filter
Maintenance Summary
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Licensing Search Profile

Licensing Search Profile Form

On entry to the Licensing Maintenance (or enquiry) function the first form that is displayed is the Class
Selection form. Focus on the required Class and click on the Select Button and the Licensing Search Profile
form is displayed.

This form allows you to enter a search profile on which to base your search. Advanced Search Profile
Techniques may be used on this form. For more information on Advanced Search Profile Techniques please
refer to the How to Use User Guide.

The Licensing Search Profile Form is used to enter specific criteria to allow a previously lodged licence to be
displayed. If all Licences for the particular class are required, clicking on the Search button will then display
all Licences. One or more of these may then be selected for modification or enquiry.

The Licensing Search Profile is broken up into three distinct components. Each of these components has a
check box in the top left-hand corner. Only one of these check boxes may be selected at any one time ie.
they cannot be used in conjunction with each other. As you type into a Search Profile field the
corresponding check box will be enabled for that component. The various fields within each component may
be used in conjunction with each other.

Licence Details can be used in conjunction with the Filter by Options. The Additional Licence Filters Option
displays a Filter form where Consents, Categories, Decisions, Purpose Codes and or Responsible Officer
information can be added to the Search Criteria. Selecting the Property Button will display the Property
Search Profile form. For more information on the Property Search Profile form please refer to the Property
User Guide. If Inspections are available, selecting the Inspections Option will display the Inspections Search
form.
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B Licensing Search Profile

Class Detals
Descrigtion [PCTA Licensing Group

Licence Details

[urmber -

Year -

Expiry Date -
Licence Type ﬂ
Status ﬂ
Ares Codes ﬂ

Dizplay Order By  Default W Seguenced By Ascending W
Licence Source  [{All) R

[ | Wehicle Details

Registration Mumber
[ ] Hame Details [ ] Reference Details
Role Type [Licences | = | Type 1
SuUrname Desctiption |
Given Mames Murnker

Filter by Options
Additional Licence Fiters | Property Inzpections Conditions

ArcElS Search Close

Licensing Search Profile Form

Class Details - Description
This field displays the Class Description and cannot be maintained.

Licence Details

The Licence Details Selection Box is automatically checked on by default, to allow a Licence to be found via
a Licence Search. The Licence Details section can be used in conjunction with the Property Filter. The
Search criteria’s are as follows:

Licence Details - Number

As each Licence is lodged, it is allocated a number. These fields can be used to enter the number range
required for modification or enquiry.

Entering a number in the first field and tabbing to the next field will default the number entered in the first field
into the second field. This will result in a direct search.

However if a range of licences are required then the following example explains how this is done;

Entering 6 in the first field and 10 in the second field will result in all Licences within the number range
entered inclusive of the entered numbers.

Entering 6 in the first field and deleting the defaulted number in the second field will return Licence 6 and
greater.

Licence Details - Year

Licences generally have a year allocated as part of their number. Entering the year in these fields will also
help to narrow the length of search.
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Entering a year in the first field and tabbing to the next field will default the year entered in the first field into
the second field. This will result in all Licences lodged within the entered year and meeting any other search
criteria.

However if a range of licences are required then the following example explains how this is done;

Entering a year in the first field and a different year in the second field will result in all Licences within the
year range entered inclusive of the entered years and meeting any other search criteria.

Licence Details — Expiry Date

This field allows the User to search on a Licence based on an Expiry Date Range. The User may enter a
‘To’ and ‘From’ range of dates to search upon. Once entered, select the Search Button to proceed.

Licence Details - Licence Type

Each Licence has a predefined type. A Type can be keyed into this field, or the Pop Up Button clicked to
choose from the Licence Type Pop Up form.

Licence Details - Status

Each Licence is assigned a Status. The Status may be keyed into the field if known, or use the Pop Up
Button to choose from the Status Pop Up form.

Licence Details — Area Codes

Each Licence may have an Area Code assigned. The Area Code may be keyed into the field if known, or
use the Pop Up Button to choose from the Area Codes Pop Up form.

Licence Details — Display Order By

The Display Order By is defaulted to the Order that has been defined in the System Parameter Form. This
can be changed to another Sequence Order by the User. The Options available from the dropdown are:-
. Default (current display)

Lodgement Date, Year, Number and Type

Expiry Date, Year, Number and Type

Number, Year, Lodgement Date and Type

Number, Year, Expiry Date and Type

Year, Number, Lodgement Date and Type

Year, Number, Expiry Date and Type

The Order By function only applies for search selections using “Licence Details” and “Additional Licence
Filters”.

Licence Details — Sequenced By

The Sequenced By is defaulted to the Sequence that has been defined in the System Parameter Form. This
can be changed to another Sequence by the User. The Options available from the dropdown are:-

. Ascending

. Descending

The Sequenced By function only applies for search selections using “Licence Details” and “Additional
Licence Filters”.

Licence Details — Application Source

The Licence Source can be used to filter out Licenses that have been either created via ePathway or
Pathway. The following options are available:-

o All (default)
. ePathway
. Pathway

Vehicle Details
Click on the Vehicle Selection Box to allow a Licence to be found via a Vehicle Search. When this box is
checked on the search is exclusive of any other data entered in any other section in the Search Profile Form.

Vehicle Details — Vehicle Registration Number
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This field allows the User to enter a known Vehicle Registration Number and Search. If only a partial
Registration Number is known, the use of wild cards will allow the User to produce a list of Registration
Numbers that fall into the criteria selection.

Name Details

Click on the Name Details Selection Box, to allow a Licence to be found via a Name. When this box is
checked on the search is exclusive of any other data entered in any other section in the Search Profile form.
The Search criteria’s are as follows:

Name Details - Role Type

Every Person entered against a Licence is assigned a particular Role Type. This may be an Licensee,
Proprietor, Trading Name etc. Keying a Role Type will select Licences that have that particular Role Type
attached to them. Clicking on the Pop Up Button will display a list of Role Types for Selection.

Name Details - Surname
Enter a Surname (or part thereof) on which to base your search. Advanced profile techniques are available
on this field.

Name Details - Given Names
Enter a Given name (or part thereof) on which to base your search. Advanced profile techniques are
available on this field.

Reference Details

Click on the Reference Details Selection Box, to allow a Licence to be found via a Reference. When this box
is checked on the search is exclusive of any other data entered in any other section in the Search Profile
form. The Search criteria’s are as follows:

Reference Details - Reference Type

Enter a Reference Type if known. Use the Pop Up button to display the Reference Type Pop Up form and
select the required Reference Type.

Reference Details - Reference Description
This field displays the Reference Description and is not maintainable.

Reference Details - Reference Number
Enter a Reference Number to narrow the search criteria.

Filter by Options — Additional Licence Filters

Selecting the Additional Licence Filters button will display the Filter form to allow additional search criteria to
be entered. This additional information could be for Consents, Categories, Decisions, Purpose Codes and or
Responsible Officer.

Filter by Options - Property
Selecting this button will display the Property Search Profile form. The Property Search Profile Form will
further filter the Licence Details on the Licence Search Profile Form.

The Property Search Profile Form can also be used without entering any details on the Licence Search
Profile.

Enter a Street and/or Suburb and select Search. The Licence Selection Form will display all Licences lodged
that meet the Search criteria.

For more information on the Property Search profile Form please refer to the Property User Guide.

Filter by Options - Conditions

Select this button to enable searching by specific Conditions — this will narrow the search criteria.

Filter by Options - Inspections

Selecting this button will display the Inspections Search Profile form. The Inspections Search Profile Form
will further filter the Licence Details on the Licence Search Profile Form.

Infor Public Sector July 17 Page 201



Licensing User Guide Licensing Maintenance

The Inspection Search Profile Form can also be used without entering any details on the Licence Search
Profile.

Name Role Pop Up Form

The Name Role Pop Up Form provides the User with a list of predefined Roles assigned to the Application
System. Highlight one of the Role Types and Press the Select button to return to the Search Profile Form.
Your Selected Role Type will appear in the Role Type field.

B Name Roles Pop U

Escription

JLicences

Jorwemer

Food Safety Supervizar
|Recall Cortact

Trading Mame
':_ Landzcaping Company

Name Roles Pop Up Form

Description
This field displays the Name Role Types that are available for selection.
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Additional Licence Filters

Additional Licence Filters Form

The Licence module now has the ability to combine the Licence Search Profile details with Consents,
Decisions, Development Categories, Purpose Codes and Responsible Officer Search Profile Details.

Selecting the Search button on either the Additional Licence Filters for, or any of the other Additional Filter
Options, will initiate the process of finding all Licences that match the criteria used on ALL the Additional
Filter Options AND the Licence Search Profile form.

Selecting the OK button on one of the Additial Filter Options forms, saves the Search Criteria entered for that
form and returns to the Additional Licence Filters form to allow the User to select another Additional Filter
Option.

Where search criteria has been entered against an Additional Filter that Option will become Bolded to let the
User know that there is information contained in that Option that will affect the Searching process.

The Standard Pathway features such as Filter Favourites are available on all the Additional Filter Options
Forms.

B Additional Licensing Filters

Additional Licensing Filters Form

Class Details - Description
This field displays the Class Description and cannot be maintained.

Additional Licence Details - Consents

Selecting the Consents Button will display the Consents Filter. On the Consents Filter form the User is able
to enter in additional search criteria related to Consents information. The options available are Consent,
Nature, Lodgement Date range, Application Date range, Expiry Date range. One or all of these options can
be used.

Selecting the OK button on the Consent Filter form will save the selection information and return the User to
the Additional Filter Options form. Once returned to this form the User is able to select another additional
filter option if required.

Selecting the Search button will initiate the process of finding all Licences that match the criteria that has
been entered on this form ALONG with any criteria that has been entered on any of the other Additional Filter
Options AND the Licence Search Profile.
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Additional Licence Details — Licence Categories

Selecting the Licence Categories Button will display the Licence Categories Filter. On the Licence
Categories Filter form the User is able to enter in additional search criteria related Licence Categories.

Selecting the OK button on the Licence Categories Filter form will save the selection information and return
the User to the Additional Filter Options form. Once returned to this form the User is able to select another
additional filter option if required.

Selecting the Search button will initiate the process of finding all Licences that match the criteria that has
been entered on this form ALONG with any criteria that has been entered on any of the other Additional Filter
Options AND the Licence Search Profile.

Additional Licence Details — Decisions

Selecting the Decisions Button will display the Decisions Filter. On the Decisions Filter form the User is able
to enter in additional search criteria related to Decisions information. The options available are Decision,
Authority, Rejection Reason, Decision Date range, Effective Date range. One or all of these options can be
used.

Selecting the OK button on the Decisions Filter form will save the selection information and return the User to
the Additional Filter Options form. Once returned to this form the User is able to select another additional
filter option if required.

Selecting the Search button will initiate the process of finding all Licences that match the criteria that has
been entered on this form ALONG with any criteria that has been entered on any of the other Additional Filter
Options AND the Licence Search Profile.

Additional Licence Details — Responsible Officer

Selecting the Responsible Officer Button will display the Responsible Officer Filter. On the Responsible
Officer Filter form the User is able to enter in the required Responsible Officer or use the Pop Up to select
the Officer.

Selecting the OK button on the Responsible Officer Filter form will save the selection information and return
the User to the Additional Filter Options form. Once returned to this form the User is able to select another
additional filter option if required.

Selecting the Search button will initiate the process of finding all Licences that match the criteria that has
been entered on this form ALONG with any criteria that has been entered on any of the other Additional Filter
Options AND the Licence Search Profile.

Additional Licence Details — Purpose Codes

Selecting the Purpose Codes button will display the screen which will enable the user to search for the
relevant purpose code, either by entering the purpose code or using the pop up selection to choose from a
list.

Additional Consents Filter Form

The Additional Consents Filter form allows additional search criteria to be nominated using Consents. The
options available for searching over are Consent, Nature, a Lodgement Date Range, Application Date
Range, and or an Expiry Date Range. Any of these fields or a combination of them can be used as
additional information for the search.

Selecting the Search button on this form will initiate the process of finding all Licences that match the criteria
used on ALL the Additional Filter Options AND the Licence Search Profile form.

Selecting the OK button on this form saves the Search Criteria entered on this form and returns to the
Additional Licensing Filters form to allow the User to select another Additional Filter Option.
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B additional Consents Filter -|0O] x|

Search ] Cancel

Additional Consents Filter Form

Class Details - Description
This field displays the Class Description and cannot be maintained.

Consents Details - Consent

If a particular Consent is required for the Search then the Consent Code can be entered into this field or the
Pop Up button can be used to display a list of valid Consent Codes. Only One Consent can be selected for
the Search.

This field can be used on its own or in conjunction with the other fields on this form. This field is not a
mandatory field and can therefore be left blank.

Consents Details - Nature

If a particular Nature is required for the Search then the Nature Code can be entered into this field or the Pop
Up button can be used to display a list of valid Nature Codes. Only One Nature Code can be selected for the
Search.

This field can be used on its own or in conjunction with the other fields on this form. This field is not a
mandatory field and can therefore be left blank.

Consents Details — Lodgement Date

If Consents with a particular Lodgement Date are required for the Search then a range of Lodgement Dates
can be entered. As the Lodgement Date search consists of two fields the User is required to enter in a Start
and End Date. This range is then used to determine if the Lodgement Date on the Consent falls within the
range that has been nominated.

This field can be used on its own or in conjunction with the other fields on this form. This field is not a
mandatory field and can therefore be left blank.

Consents Details — Application Date

If Consents with a particular Application Date are required for the Search then a range of Application Dates
can be entered. As the Application Date search consists of two fields the User is required to enter in a Start
and End Date. This range is then used to determine if the Application Date on the Consent falls within the
range that has been nominated.

This field can be used on its own or in conjunction with the other fields on this form. This field is not a
mandatory field and can therefore be left blank.

Consents Details — Expiry Date

If Consents with a particular Expiry Date are required for the Search then a range of Expiry Dates can be
entered. As the Expiry Date search consists of two fields the User is required to enter in a Start and End
Date. This range is then used to determine if the Expiry Date on the Consent falls within the range that has
been nominated.
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This field can be used on its own or in conjunction with the other fields on this form. This field is not a
mandatory field and can therefore be left blank.

Additional Licence Categories Filter Form

The Additional Licence Categories Filter form allows additional search criteria to be nominated using a
Licence Category. The User has the ability to nominate the Major and or Minor Licence Category that is to
be used for the search.

Within this function only the selection of a single Major Category with a single Minor Category is permitted.
This is due to technical limitations.

Selecting the Search button on this form will initiate the process of finding all Licences that match the criteria
used on ALL the Additional Filter Options AND the Licence Search Profile form.

Selecting the OK button on this form saves the Search Criteria entered on this form and returns to the
Additional Licensing Filters form to allow the User to select another Additional Filter Option.

B Additional Licence Categories Filter

Additional Licence Categories Filter Form

Class Details - Description
This field displays the Class Description and cannot be maintained.

Licence Categories Details — Major Category

Enter in the required Major Category that is to be included in the search. If the Major Category Code is not
known then the Pop Up button can be used to display a list of the Major Categories. Once the Major
Category has been selected then the Minor Category field becomes available for entry of a Minor Category
Code. Note that entry of a Minor Category is not required for the search to be conducted.

Licence Categories Details — Minor Category

Upon entry to this form the Minor Category field is not input capable. For a Minor Category to be nominated
for a search the Major Category must be selected first. Once the Major Category has been selected then the
Minor Category field becomes available for entry of the Minor Category Code. If the Minor Category Code is
not known then the Pop Up button can be used to display a list of the Minor Categories for the nominated
Major Category.

Note that entry of a Minor Category is not required for the search to be conducted.

Additional Decisions Filter Form

The Additional Decisions Filter form allows additional search criteria to be nominated using Decisions. The
options available for searching over are Decision, Authority, Rejection Reason, a Decision Date Range, and
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or an Effective Date Range. Any of these fields or a combination of them can be used as additional
information for the search.

Selecting the Search button on this form will initiate the process of finding all Licences that match the criteria
used on ALL the Additional Filter Options AND the Licence Search Profile form.

Selecting the OK button on this form saves the Search Criteria entered on this form and returns to the
Additional Licensing Filters form to allow the User to select another Additional Filter Option.

B Additional Decisions Filter

Search ] Cancel

Additional Decisions Filter Form

Class Details - Description
This field displays the Class Description and cannot be maintained.

Decisions Details - Decision

If a particular Decision is required for the Search then the Decision Code can be entered into this field or the
Pop Up button can be used to display a list of valid Decision Codes. Only One Decision can be selected for
the Search.

This field can be used on its own or in conjunction with the other fields on this form. This field is not a
mandatory field and can therefore be left blank.

Decisions Details - Authority

If a particular Authority is required for the Search then the Authority Code can be entered into this field or the
Pop Up button can be used to display a list of valid Authority Codes. Only One Authority can be selected for
the Search.

This field can be used on its own or in conjunction with the other fields on this form. This field is not a
mandatory field and can therefore be left blank.

Decisions Details — Rejection Reason

If a particular Rejection Reason is required for the Search then the Rejection Reason Code can be entered
into this field or the Pop Up button can be used to display a list of valid Rejection Reason Codes. Only One
Rejection Reason can be selected for the Search.

This field can be used on its own or in conjunction with the other fields on this form. This field is not a
mandatory field and can therefore be left blank.

Decisions Details — Decision Date

If Decisions with a particular Decision Date are required for the Search then a range of Decision Dates can
be entered. As the Decision Date search consists of two fields the User is required to enter in a Start and

End Date. This range is then used to determine if the Decision Date on the Decision falls within the range
that has been nominated.
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This field can be used on its own or in conjunction with the other fields on this form. This field is not a
mandatory field and can therefore be left blank.

Decisions Details — Effective Date

If Decisions with a particular Effective Date are required for the Search then a range of Effective Dates can
be entered. As the Effective Date search consists of two fields the User is required to enter in a Start and

End Date. This range is then used to determine if the Effective Date on the Decision falls within the range
that has been nominated.

This field can be used on its own or in conjunction with the other fields on this form. This field is not a
mandatory field and can therefore be left blank.

Additional Responsible Officer Filter Form

The Additional Responsible Officer Filter form allows additional search criteria to be hominated using a
Responsible Officer. The User is able to enter in the required Responsible Officer or use the Pop Up button
to display a list of valid Responsible Officers.

The Responsible Officer nominated on this Filter form will be used to find those Licences that have this
Responsbile Officer as a Responsible Officer for the actual Licence.

Selecting the Search button on this form will initiate the process of finding all Licences that match the criteria
used on ALL the Additional Filter Options AND the Licence Search Profile form.

Selecting the OK button on this form saves the Search Criteria entered on this form and returns to the
Additional Licensing Filters form to allow the User to select another Additional Filter Option.

B additional Responsible Dfficer Filter

Search ] Zancel

Additional Responsible Officer Filter Form

Class Details - Description
This field displays the Class Description and cannot be maintained.

Responsible Officer Details — User Identifier

Enter in the required Responsible Officer Identifier that is to be included in the search. If the Responsible
Officer Identifier Code is not known then the Pop Up button can be used to display a list of the Responsible
Officers.

This Responsible Officer will be used to find Licences that have the Officer nominated within the Responsible
Officers listed on the Summary Form for the Licence.

Additional Purpose Code Filter Form

The Additional Purpose Code Filter form allows additional search criteria to be nominated using Purpose
Codes.
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Selecting the Search button on this form will initiate the process of finding all Licences that match the criteria
used on ALL the Additional Filter Options AND the Licence Search Profile form.

Selecting the OK button on this form saves the Search Criteria entered on this form and returns to the
Additional Licensing Filters form to allow the User to select another Additional Filter Option.

B Additional Purpose Code Filter

Search ] Cancel

Additional Purpose Code Filter Form

Class Details - Description
This field displays the Class Description and cannot be maintained.

Purpose Code Details — Purpose Code

If a particular Purpose Code is required for the Search then the Purpose Code can be entered into this field
or the Pop Up button can be used to display a list of valid Purpose Codes. Only One Purpose Code can be
selected for the Search.
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Licence Selection

Licence Selection Form

The Licence Selection form gives details of the Licences that have met the particular Criteria selected in the
Search Profile. The Licences may then be selected and modified.

B Licence selection

EAT-172000 CMEAT |- Above 1-Gameau Close, ADELAIDE 54,5000 5 N US-May'-ZEIDS C|&pproved -1 2345675
[BaKE-E2002 [BakE ]:[2-14 Marting Drive, ADELAIDE SA 5000 g [02-May-2003 ] [Rejected

[20020\CF IR “[cFN ] {2bave 1 Gameau Close, ADELAIDE 54, 5000 3 [12-Mov-2002 | [2pproved - 12345678
[BarE-21 2002 [pakE | |2 ameau Close, ADELAIDE 52 5000 . Jo1-dun-2002 |:[approved - 12345678
BakE-12002 ‘BakE | Gameau Close, ADELAIDE 54 5000 : [28May-2002 | [Renewed
|MELT-Zr2002 [MEAT | [1 Martin Drive, ADELAIDE S2 5000 [27-Mtay-2002 | [Renewed
[BAKE-1452002 BAKE Above 1 Gamesuy Close, ADELAIDE 524, 5000 |25-tay-2002 | [Renewed
[BarE-22004 JBarE |:[6a Gameau Close, ADELAIDE S 5000 - - [Renewed
[BAKE-1/2004 ‘[B2kE | [sbove 1 Gameau Cloze, ADELAIDE S& 5000 : Japproved

icencee - hMr Horace Hippo
|Creemer - Wir Roger Burrows
(Cmeener - M Horace Hippo
JLicence Key - 175661

Licence Selection Form

Number
This field shows the actual number allocated to each Licence.

Type
This field shows the Code given to each Licence Type.

Description
The Description field details the information entered against each Licence

Location
This field details the actual Location that the Licence has been lodged against.

Issue Date
This field details the date that the Licence has been lodged on.

Expiry Date
This field details the date that the Licence has or will expire on.

Status
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This field displays the actual Status of each Licence. For Example, it may be “Lodged”, “Under Assessment”,

“Completed” etc.

Licensing Details

This box displays Licence information such as the Licence Location, for the highlighted Licence from above.
The last line of the Details section displays the internal TPK number on the entity LAPAPPL for this Licence.
This is referenced as the ‘Licence Key'.

Options — Multi Licence Maintenance
Selection of the Multi Licence Maintenance button will display the Multi Licence Options form. From here the
User is able to nominate the Options that are to be maintained for the Licences that have been highlighted
on the Selection Form. The User will only have to enter the detail for each Option selected once and it will
update all the selected Licences with this information.

Licence Selection Form - Selected By Reference

The Licence Selection form gives details of the Licensing that have met the particular Criteria selected in the

Search Profile. The Licensing may then be selected and modified.

B Licence Selection by Reference

— Reference Type —Reference Number —— Number Description Location Lodged ———————
il & 10101 20/FEE fees checked G WWarwick &venue, COORSYILLE 5 [30-Jul-2004 rrr |
2 14478 1/BASE load thiz licence 1 Ceorgian &venue, ADELAIDE 54, | [24-Mow-2003 | w.

Licences - Mr Fred Bear
Crovnier - bir Fred Bear

- B Wiarvwick Avenue, COOKSYILLE 5S4 5005

— Qptions

| lutti-Licence Mairtenance

MapInfo | Madify I Close

Licence Selection By Reference Form

Reference Type

This field shows the actual Reference Type allocated to each Licence.

Reference Number
This field shows the Number given to each Reference.

Number

The Number field details the actual number of each Licence

Description

This field details the actual Description of the Licence.
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Location
This field details the Location that the Licence has been lodged on.

Lodged
This field displays the actual Date the Licence was Lodged.

Detail Option

The Detail Button allows the User to detail out onto the Reference being displayed. This is only available
when the Reference has been linked to many and is not a single entry. The Select Licences by Reference
form will be displayed allowing selection of the applicable Licence.

Licence Details
This box will display Licence information on the highlighted Licence from above.

Location Details
This box will display Licence Location information on the highlighted Licence from above.

Options — Multi Licence Maintenance

Selection of the Multi Licence Maintenance button will display the Multi Licence Options form. From here the
User is able to nominate the Options that are to be maintained for the Licences that have been highlighted
on the Selection Form. The User will only have to enter the detail for each Option selected once and it will
update all the selected Licences with this information.

Licence Selection Form - Select Licences By Reference

The Licence Selection by Reference form gives details of the Licences that have been assigned to the same
Reference Type and Number. The Licences may then be selected and modified.

B select Licences by Reference 1ol =|

— Reference Type —Reference Mumber —MNumber ——— Description ———— Location Lodged

[E ' 14478 1/BASE load this icence 1 Geargian Avenue, ADELAIDE 5£ [24-Movy-2003 -
20 14475 2BASE robuston again Above 1 Gameau Cloze, ADELAID| [15-Dec-2003
[LEN R 14478 SEMBYY try this 2 Gameau Close, ADELAIDE 54 5| [15-Dec-2003
[LERY 14475 4 EMEWY again 2 Gameau Cloze, ADELAIDE S4 5| [15-Dec-2003
[FA i 14475 SBAZE load this in for warkflow 1 Warwick Avenue, COOKSWVILLE| [15-Mov-20035
[FA i 14475 6BAZE newy licensze for testing S Warwick Avenue, COOKSYILLE| [09-Jun-2004
MY 14473 FBASE another for greensleeves 7 Warwick Avenue, COOKSYILLE| [10-Jun-2004
LY 14475 SBASE another for greensleeves S Warwick Avenue, COOKEWVILLE| [10-Jun-2004
20 14475 SENESY try thiz on G Warwick Avenue, COOKSWVILLE| [10-Jun-2004 _vrl
Licences - My Simon Mevwberry - 1 Geargian Avenue, ADELAIDE S8 5000 -~
Cravnier - Mr Brenton Stanley John Willizm Fred Abbott

w o

— Options
| mutti-Licence Maintenance

MapInfo | Madify I Close

Select Licencess by Reference Form

Reference Type
This field shows the actual Reference Type allocated to each Licence.
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Reference Number
This field shows the Number given to each Reference.

Number
The Number field details the actual number of each Licence.

Description
This field details the actual Description of the Licence.

Location
This field details the Location that the Licence has been lodged on.

Lodged
This field displays the actual Date the Licence was Entered.

Licence Details
This box will display Licence information on the highlighted Licence from above.

Location Details
This box will display Licence Location information on the highlighted Licence from above.

Options — Multi Licence Maintenance

Selection of the Multi Licence Maintenance button will display the Multi Licence Options form. From here the
User is able to nominate the Options that are to be maintained for the Licences that have been highlighted
on the Selection Form. The User will only have to enter the detail for each Option selected once and it will
update all the selected Licences with this information.

Licence Selection Form - Selected By Additional Filter

The Licence Selection form gives details of the Licences that have met the particular Criteria selected in the
Search Profile and the Additional Filters. The Licences may then be selected and modified.

H Licence Selection

BAKE-21/2002" : ][z Gameau Close, ADELAIDE S 5000 i: [1=dun-2002 | - 1234567
12002 /ICFIN [WICFIN ] [Ebove 1 Gameau Close, ADELAIDE S, 5000 | [12Mov-2002 | [Approved - 12345676t
WEAT-2/2002 [MEAT ][ Martins Drive, ADELAIDE 54, 5000 § [27 May-2002 | [Renewed
BltkE-1 4/2002 |BaKE | |2hove 1 Gameau Close, ADELAIDE S8 5000 - [25-May-2002 | [Renewed
BsHE-1 /2004 [BaKE | [2bove 1 Gameau Close, ADELAIDE 54, 5000 |- | - 12345678
B E-5/2002 [BakE | [2-14 martins Drive, ADELAIDE 4, 5000 ] [o2may-zo03 ]

Licence Selection by Additional Filters Form
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Number
The Number field details the actual number of each Licence

Type
This field details the actual Type of Licence.

Location
This box will display Licence Location information on the highlighted Licence from above.

Issue Date
This field displays the actual Date the Licence was issued.

Expiry Date
This field displays the Date the Licence will expire or the date the Licence has expired on.

Last Inspection
This field displays the Last Inspection Date of the Licence. This date will only appear if an Inspection has
been carried out.

Status
This field displays the actual Status of each Licence. For Example, it may be “Lodged”, Under Assessment,
“Completed” etc.

Licensing Details
This box will display the Licencee names for the highlighted Licence above.

Options — Multi Licence Maintenance

Selection of the Multi Licence Maintenance button will display the Multi Licence Options form. From here the
User is able to nominate the Options that are to be maintained for the Licences that have been highlighted
on the Selection Form. The User will only have to enter the detail for each Option selected once and it will
update all the selected Licences with this information.

Licence Selection Form - Vehicle Details

The Licence Selection form gives details of the Licences that have met the particular Criteria selected in the
Search Profile. The Licence may then be selected and modified.
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H Licence Selection By ¥ehicle o ] 4|

— Rediztration Mumber

[sEED1S
— Mumber Type Location Lodged Expiry Date —— Status

BAKE-G/2002 BAKE 2-14 Martins Drive, ADELAIDE S& 5000 02-May-2003 | |Approved

BAKE-1472002 BAKE Above 1 Gameau Close, ADELAIDE S4 5000 25-May-2002 | |Lodged
— Application Detail=s

Licencee - Mr Peter Johnson Y

Cvner - EASTWOOD COUNCIL WARD

o
— Cptions
| hutti-Licence Maintenance
Madify Close

Licence Selection by Vehicle Form

Registration Number
This field details the Street previously selected in the Search Profile.

Number

The Number field details the actual number of each Licence

Type

This field displays the code of the Licence Type displayed.

Location

This field details the Location of the Licences selected.

Lodged

This field details the Lodged date of the Licence.

Expiry Date

This field details the Expiry Date that has been calculated for each Licence.

Status

This field displays the current status of each Licence.

Licence Details

This Summary details box displays information about each Licence. Further information may be seen by

using the scroll bar on the right hand side of the form.

Options — Multi Licence Maintenance

Selection of the Multi Licence Maintenance button will display the Multi Licence Options form. From here the
User is able to nominate the Options that are to be maintained for the Licences that have been highlighted
on the Selection Form. The User will only have to enter the detail for each Option selected once and it will

update all the selected Licences with this information.
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Selected Licences Form

The Selected Licence form gives details of the Licences that have been multi selected from a Selection Form
and are to be updated using the Multi-Licence Maintenance Option. This form is displayed when the Detall
Button has been selected on an Option that has been selected via the Multi-Licence Maintenance Option.

B selected Licences . -10| x|
— Mumber Location
:EIAHE-21 £2002 2 Gameau Close, ADELAIDE 52, 5000
BAKE-32/2002 2 Gameau Close, ADELAIDE 2, 5000

Close |

Selected Licences Form

Number

This field displays the Licence Number that has been selected to be updated by the Multi-Maintenance
Option.

Location

This field details the Primary Location of the Licences that have been selected to be updated by the Multi-
Maintenance Option.
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Licence GIS Filter

Licence GIS Filter Form

The Licence GIS Filter Form is displayed when properties have been highlighted on the GIS map and the
User has requested to display Licensing Information for the selected properties.

o

B Licence GIS Filter

PCTA Licensing Group

Cancel

Licence GIS Filter Form

Licence Details - Class

The Licence Class defaults to that of the last Licence Class used by the User. This can be changed to the
required Class by entering in the Class Code or using the Pop Up to select the required Class.

Licence Details - Number

If a particular Licence Number is required or a range of Numbers, then enter in the Number criteria in these
fields. These fields can be left blank.

Licence Details - Year

If a particular Year is required or a range of Years then enter in the Year criteria in these fields. These fields
can be left blank.

Licence Details — Expiry Date

If a particular Expiry Date is required or a range of Expiry Dates, then enter in the Expiry Date criteria in
these fields. These fields can be left blank.

Licence Details — Licence Type

If a particular Licence Type is required then enter in the required Type or use the Pop Up to display a list of
available Licence Types. This field can be left blank.

Licence Details - Status

If only particular Licences with a certain Status are required, then enter in the required Status or use the Pop
Up to display a list of available Licence Status. This field can be left blank.

Licence Details — Area Codes

If particular Licences with a certain Area Code are required, then enter in the required Area Code or use the
Pop Up to display a list of available Licence Areas. This field can be left blank.
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Maintenance Summary

Licensing Summary Form

The Licence Summary Form display relevant information pertaining to the Licence that has been selected.
This form enables the Licence to modified via a series of options buttons, located both on the main form
itself, or by selecting the Options Button at the bottom of the form and then detail out further to each of the
options available. The options are detailed below.

The Summary Form also provides a Workflow Menu at the top of the screen. The Workflow displays the
following options;

Workflow -

Task Detail
Continue Task
Complete Task
Repeat Task
Insert Task
Insert Procedure
Timesheet

Please note that when focus is placed on each task the options displayed will vary. In particular when a task
has been started the options will not display the ‘delete task’, as a User cannot delete a task once it has
been started.

For more information please refer to the Workflow User Guide.
If the Application is related to another Application or has had Amended, Staged or Related Applications
against it then a Glyph is displayed on the summary form informing the User of this situation. The User

needs only to click on the Glyph and the Related Applications form is displayed.

A Glyph is also displayed for Related Licences for the Licence and the User needs only to click on the Glyph
and the Related Licence form is displayed.
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RI=k
g:lLii.n;maing Details a — Status
Licence [j67/BASE | Lodged [10-Mar-2005 [Lodged |
Description  (try this [ —Locations
- [ Williams Road, Cooksville S8 5555 -
Licence Type |basic licence
Decision | |
RFesponzible Officer |Graham Bartel
Ares Codes  |south i
Paicl 0.00 lssue Date —Hames
Balance 000 E:xpiry Date Licences - F Bear -
Depost Refunds 000 Print Licence | (Owvner - H Bear
Fee Refunds 0.00 Licence Categaries [
LettersMotices [ Correspondence [ Purpose Codes [
Conzerts [ Conditionz | Inspections [
Affected Properties [ i
— Task Started Cue Completed Responsibility
check outstanding fees 02-har-2005 15:27:36 | [03-Mar-2005 152736 | |[10-Mar-2005 1525833 | [Pat Cook
chknames - 3 days [10-har-2005 00:00:00 | [13-Mar-2005 00:00:00| |14-Mar-2005 10:33:50| (Pat Coak
references 10-Mar-2005 115225 [11-Mar-2005 11:22:25 | [10-Mar-2005 11:352:42 | |Pat Cook
check data - 6 days [10-har-2005 15:28:33 | [14-Mar-2005 15:27.36| |[10-Mar-2005 15:30:09 | (Pat Coak
testing of drns 14-har-2005 10:34:02 | [15-Mar-2005 10:33:37 | |[14-Mar-2005 10:534:23 | [Pat Coak
Brimt Cipkinns | (0] Cancel

Licensing Summary Form

Licence
The Licence field displays the Licence Number and a Detailed Description on what the Licence is actually
for.

Lodged
The Lodged field details the date that the Licence was actually lodged.

Description
The Description field details the type of Licence it is. For example this may be “Sidewalk Cafe”, “Residential
Parking Permits” etc.

Licence Type
This field displays the actual Licence Type that has been assigned to the Licence.

Decision
This field shows the details of the Decision that has been given to this Licence. For example it may be

“Approved”, “ Interim Approval” etc.

Rejected”,

If the ‘Under Appeal’ checkbox has been flagged on within the Decision then the words ‘Under Appeal’ will
display in bold next to this field.

Responsible Officer
This field details the Responsible Officer (s) assigned to this Licence. The Primary Responsible Officer is
displayed first, followed by any other Responsible Officers that have also been assigned to the Licence.

Area Codes

This field details the Area Codes allocated to the Licence.

Paid

This field will display the dollar value of any payments made against the Licence.

Issue Date
This field displays the date that this particular Licence was issued.

Balance
This field displays the balance of money owed after any payments have been made against the Licence.
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Where the Account Method for the Licence has been set to Pathway Debtors then this field will only reflect
the Balance of Fees that have been Transferred to Debtors. Any Adjustments or new Fees that have been
added but not transferred will not show in this Balance field.

Expiry Date
This field will display a date that the Licence expires on. An expiry date will only be shown once a Consent
has been added to the Licence.

Deposit Refunds

This field will display the dollar value of any money that has been Refunded against a Deposit Fee on this
particular Licence.

Print Licence
If this box is clicked on you will be taken to the Licence Data Maintenance form.

Licence Categories

If this has been checked it indicates that this particular Licence has had Licence Categories entered against
it. Clicking on this field will detail out to the Major Licence Categories Maintenance Form.

Fee Refunds

This field will display the dollar value of any money that has been Refunded against a Licence Fee on this
particular Licence.

Letters/Notices

If this has been checked it indicates that this particular Licence has had Letters entered against it. Double
clicking on this field will detail out to the Letters Selection Form.

Correspondence
If this has been checked it indicates that this particular Licence has had Responses entered against it.
Double clicking on this field will detail out to the Responses Selection Form.

Purpose Codes

If this has been checked it indicates that this particular Licence has had Purpose codes entered against it.
Clicking on this field will detail out to the Purpose Codes Maintenance Form

Consents

If this has been checked it indicates that this particular Licence has had Consents entered against it. Double
clicking on this field will detail out to the Consent Selection Form.

Conditions

If this has been checked it indicates that this particular Licence has had Conditions entered against it.
Double clicking on this field will detail out to the Conditions Selection Form.

Inspections

If this has been checked it indicates that this particular Licence has had Inspections entered against it.
Double clicking on this field will detail out to the Inspections Selection Form.

Affected Properties
If this has been checked it indicates that this particular Licence has had Affected Properties entered against
it. Double clicking on this field will detail out to the Affected Properties Form.

Food Safety Information

If this has been checked it indicates that this particular Licence has had Food Safety Information entered
against it. Double clicking on this field will detail out to the Food Safety Information Maintenance Form. This
option is only displayed when the FSI parameter has been flagged on in the Licence Type parameters.

Additionally the Premises Risk Level Code is displayed against this field.

Status

This field displays the current Status of this Licence. As detailed previously this may be “Completed”, “Under
Assessment” etc

Locations
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The Locations box details all Locations associated with this particular Licence. Double clicking on this box
will detail out to the Locations Maintenance Form.

Names

The Names box details all Names that are associated with this particular Licence. Double clicking on this box
will detail out to the Names Maintenance Form.

Task Details

This box details any Tasks that may have been assigned to the Licence at Licence Entry. Task may also be
added manually.

NOTE: Where Timesheet Entry has been setup for Workflow, the User is able to focus on the Task requiring
Timesheet Entry and select the Workflow / Timesheet Dropdown Option to continue entering in Timesheets
or view any existing Timesheet Entries for the Task.

Started
This field will display a date in it, if the Task has actually been started.

Due
This field will display a date in it, of when the Task is due.

Completed
This field will display a date in it, if the Task has been completed.

Responsibility
This field will display the Responsible Group or Officer who is Responsible for the particular Task assigned to
this Licence.

Print Button

Selecting the Print Button will print Licence details as per the Summary details attached at the Parameter
level.
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Licensing Options Forms
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The following topics are covered in this section:

Licensing Maintenance
Licensing Data
Locations

Affected Properties
Names

Decisions

Consents

Fees

Deposits Retained
Refunds

Letters
Correspondence Received
References

Conditions

Licence Cateqgories
Food Safety Information
Applications
Inspections

Set Cashier Warning
Change Licence Type
Delete Licence
Transfers

Vehicle Maintenance
Purpose Codes
Miscellaneous Data Maintenance
Receipting Licences
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Licensing Maintenance

Multi-Licence Options Form

The Multi-Licence Options Form is displayed when the Multi-Licence Maintenance Option Button has been
selected from one of the Licence Selection Forms. It allows the User to nominate which Options are to be
maintained and updated on the Licences that have been Multi-Selected on the Selection Form.

Once the User has selected the required Options the Accept Button will then take the User through the
Options selected to allow maintenance to be performed.

B Multi-Licence Options

— Available Options

Change Licence Type

Conditions

Decizions

— Selected Options

Licence Fees

Set Cashier VWarning

Lettersotices

=10l x|

Inspections _-_
Licensing Data

Licencing Dimenszion hove

hlizcell Dt +
izcelaneous Data .._ _I

Purpoze Codes

Accept i Close

Multi-Licence Options Form

Available Options

The Available Options are displayed under this Heading. Highlight the Option that is required to be carried
out and move it to the Selected Options field. More than one Option can be selected for Maintenance.
However the Options can only be moved to the Selected Heading one at a time.

Selected Options
The Selected Options are displayed under this Heading. More than one Option can be selected for
Maintenance

Licence Maintenance Options Form

Licensing Maintenance Options may be selected from the Licence Summary screen, either via the drop
down menu, or the Options button.
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E=9 - -
&1 Maintenance Options

— Available Options

Licensing Data __| Locations __| names

_I Consents _I Decisions _I Fees

_I Inspections _I Letters/Hotices _I Correspondence Received
_| References _I Conditions _I Licence Categories

_| Applications _I et Cashier Warning _I Change Licence Type
_I Delete Licence _| Tranzfers _| Purpoze Codes

| wehicle Details __ | customer Requests

Close |

Maintenance Options Form
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Licensing Data

Licence Data Maintenance Form

% Licence Data Maintenance = |I:I|l|
— Licence Licence Key ——
[432004RENEYY | ["cont 47, 8 Warwick &venue, Cooksvile S& 5855 | 150754 |

— Particulars — Date Detailz
this is it | Application [02-Apr-2004
Entry |02-Apr-2004
File Started
=l File Finished
Izzue Date
— Processing Details Expiry
Status L | [Lodged
Area Codes il — Responsible Officer
Print Licence [ Dot Method Eyerite |Pi|th'|m.|'a_\,|r Debtors | a
— Options
I Dimension I Mizcellaneous Data
| Rezponzible Officer i
(8] Cancel

Licence Data Maintenance Form

Licence

The Licence Fields are made up of two sections. The First being the actual Licence Number selected and the
second being the location of the Licence.

Licence Key
The Licence Key is the internal TPK number on the entity LAPAPPL for this Licence.

Particulars
The Description Field is a multi-line field detailing information about the Licence. This may be what Type of
Licence it is, or description that may help in the Processing of this Licence.

Date Details
The Date Details Fields Consist of Various Fields detailed below:-

Licence
This Field details the Actual Date that the Licence was received.

Licence Entry
This Field details the Date that the Licence was Lodged onto the Computer.

File Started
This Field details the Date that the Physical File was started for the Licence.

File Finished
This Field details the Date that the Physical File was finished for the Licence.

Infor Public Sector July 17 Page 226



Licensing User Guide Licensing Options Forms

Issue Date
This field details the date the Licence was issued.

Expiry
This Field details the actual Expiry Date for this Licence.

Status

The Status Field details exactly at what stage the Licence is currently at. This may be any Status Type. For
Example, it may be Under Assessment, Lodged, Awaiting Further Information, etc. Status Codes are set up
as part of the Parameter Section.

If the Status Code is known, it may be keyed into this field automatically, or the Pop Up Button selected to
choose from the Pre-defined list.

Area Codes

The Area Codes may contain the details of the Particular Group that will be responsible for Processing this
Licence. Some Councils may have several different locations, such as a Depot, or Branch Office. By Setting
up Area Codes particular Licensing may be Processed at each group.

If the Group is known, it may keyed directly into the field, or the Pop Up Button can be clicked to choose from
a Pre-defined List.

Print Licence

This field will only be displayed on the maintenance form, if a Merge Type for a Licence Print has been set
up at parameter level. If checked on then the User is able to automatically print a Licence once an Approval
Decision has been entered.

Processing Details — Account Method Override
The Account Method Override field is displayed on the Licence Data Maintenance Form to enable the User
to see the Accounting Method that has been defined as the Account Method at the time of Lodgement.

Where no Fee has been added to the Licence then upon entering the Data Maintenance Form this field is
‘greyed’ to inform the User that this is the Default Account Method for the Class. If the User selects another
available Account Method then the field is shown as normal.

NOTE: Once the Account Method has been set and fees added to the Licence then the Account Method
field will become non-editable and will not be able to be changed.

NOTE: When the Account Method for a Licence has been set to Pathway Debtors then it is necessary for
any Receipts to be raised against the Debtor Invoice and not against the Licence. These Receipts will need
to be created as DLC type Receipts with the Payment Reference being nominated in the Qualifier field. It will
not be possible to receipt directly to the Licence.

When the Account Method for a Licence has been set to COM Debtors then no Receipts for the Licence
should be raised in Pathway.

Options — Dimension, Miscellaneous Data and Responsible Officer

The Options section consists of three Buttons, the Dimensions Button, the Miscellaneous Data button and
the Responsible Officer button.

When either of these buttons are selected it will detail to the particular Maintenance Form selected.

The Dimensions Form represents numeric data to be stored and is used for Calculations. Dimensions are
assigned to a type of data, such as Licence, Building, Development or Subdivision. This determines which
form will be accessed to record the detail.

Miscellaneous Data is additional general information that can be printed on letters.

The Responsible Officer form is used to identify the Officer (s) responsible for the Licence.

Infor Public Sector July 17 Page 227



Licensing User Guide Licensing Options Forms

Status Pop Up Form

The Status Pop Up Form allows the User to select from a list of Predefined Status Codes. The Form consists
of the following fields.

T4 Status Pop Up _ O] x|
Type Description
APP Licence Approved
LODiE Licence Lodged
FROCES Licence in Process
REJ Licence Rejected
FEM Licence Renewed
Search Profile
Type |
Description |
Search ‘ Select ‘ Close ‘

Status Pop Up Form

Type
This field lists the Code given to the Status.

Description
This field details the full Description of the Status.

Search Profile - Type
This field allows the User to Search on a particular Status Type. The User may enter in a full or part Code,
the select the Search Button to proceed with the Search.

Search Profile - Description
This field allows the User to Search on a particular Status Description. The User may enter in a full or part
Description, the select the Search Button to proceed with the Search.

Licensing Data Maintenance Form — Multi-Maintenance Option

The Licensing Data Maintenance form allows the User to enter in the required Status or Area Codes (or
Both) that the multi selected Licences are to be changed to.
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E Licensing Data Maintenance = |EI|5|
— Licence
[BAKE-21/2002 | |2 Gameau Close, ADELAIDE 54 5000 |

— Processing Details

Stetus o
Area Codes L}I

I Cancel

Licensing Data Maintenance Form - Multi-Maintenance Option

Licence

The Licence Fields are made up of two sections. The First being the Licence Number selected and the
second being the location of the Licence. A Detail Button is available for the User to display a list of the
Licences that have been selected to be updated with this information.

Processing Details - Status

The Status Field allows the selection of the Status that is required for the Licences selected to be updated to.
This may be any Status Type. For Example, it may be Under Assessment, Lodged, Awaiting Further
Information, etc. Status Codes are set up as part of the Parameter Section.

If the Status Code is known, it may be keyed into this field automatically, or the Pop Up Button selected to
choose from the Pre-defined list.

Area Codes

The Area Codes may contain the details of the Particular Group that will be responsible for Processing this
Licence. Some Councils may have several different locations, such as a Depot, or Branch Office. By Setting
up Area Codes particular Licensing may be Processed at each group.

If the Group is known, it may be keyed directly into the field, or the Pop Up Button can be clicked to choose
from a Pre-defined List.

Dimension Maintenance Form

The Dimension Maintenance form enables the entry, or maintenance of Dimensions for the Licence. If the
Dimension is associated to a Fee and is used in the calculation of that fee then changing the Dimension
Value will prompt the uer to nominate whether the associated Fee is to be changed due to the new Value
entered.

Refer to the Value field Help Text for further information on this process.
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o

—Licence
[65mENE | [7-13 Georgian Averue, ADELAIDE S& 5000 |
— Dimension “alue
CANP MUMBER OF CAMP SITES 100000000
LOMG MUWMBER OF LONG TERM SITES 1000000
SHORT MUMBER OF SHORT TERM SITES 250.000000

Inserk I QI Cancel

Dimension Maintenance Form

Licence

The Application Fields are made up of two sections. The First being the actual Licence Number selected and
the second being the location of the Licence

Dimension

The Dimension field is the actual Code used to calculate the Fee. This field allows the direct keying of the
dimension code if known, or select the Pop Up Button to choose from a list of Pre-defined Codes. Once the
Dimension is selected, its full description will be placed in the box to the right of it.

Value
The Value field is used to actually key the Value of the Dimensions, whether it be a ‘Dollar Value’, ‘number of
floors to a building’, ‘number of car parks’ etc.

If the Value of the Dimension is changed and this value is used in the calculation of a Licence Fee then the
User is prompted with a message asking if the Fee is to be adjusted by the amount of the change (either up
or down). The User can then either respond Yes to have the Fee adjusted or No and the Fee will not be
changed.

NOTE: Only Fees that have not been Paid will be adjusted by the change of the Value and the User will only
be prompted by the Message for the number of times that the affected Unpaid Fee appears on the Licence.
For example if FEEA of 15.00 appears on the Licence 4 times, but 3 of these have been Paid then the User
would only be prompted once to adjust the One outstanding FEEA entry. The remaining 3 Paid FEEAs
would not be affected by the change of value.

NOTE: - When the Dimensions are associated to Fees that are interfaced to the Pathway Debtors Module
the changing of the Value requires additional steps to be performed.

A change to a Dimension will not update a fee in debtors automatically. The following message is displayed
when the Value is changed and outlines the process of correctly changing the dimension value —

"This Dimension cannot be changed as the Fee is a Debtors Fee. The original Dimension Fee has to be
reduced down to zero and the Fee added again. When the Dimension form is displayed, update the
dimension to the new value."

If Formats have been defined within the Parameters then the value entered in this field must conform to the
Format.

Infor Public Sector July 17 Page 230



Licensing User Guide

Licensing Options Forms

If the value entered during Dimension Maintenance does not match the format defined at the Parameter level

then an error message is displayed. The error message displays the correct format for the specified

Dimension Type.

The characters Hash (#), Asterisk (*), and Decimal Point (.) can be used in the formatting. In conjunction
with the Hash characters, Brackets can be used. The use of Brackets allows the format to be defined so that
if numerics are entered they can be upto a certain value. Refer to the Table following for example of the

characters and how they are applied to the Format field.

Hash
Asterisk
Decimal Po
Brackets

int

#

*

0

entered.

Specifies a digit must be entered for every # in the format

Any number of digits may be entered

A decimal point must be entered as part of the number entered
Signifies that if a digit is entered then the number of digits that can be

The entry for the field can therefore be optional instead of mandatory.

Examples of this are:

Format ##
Format ###

Format ##.#
Format *.##

Format (#)(#)(#)

Format *.(#)(#)

Valid Input/Output
Valid Input/Output
Valid Input/Output
Valid Input/Output
Valid Input/Output
Valid Input/Output

Dimension Pop Up Form

B Dimension Pop Up

— Type

12 but NOT 1

123 but NOT 12

12.1 but NOT 12.12

3233.99, or 1.50 but NOT 3233.1
1,0r 12, or 123 but NOT 1234
1.0r123.1 or 1234.55 but NOT
1234.123

=10l x|

Description

ARER

arca

LODGE

Iodgement dimenzian

TR

[ranzfer ares

— Search Profile

Type

Description

Search

Select ik

Dimension Pop Up Form

Type

The Dimension Type field displays the list of Coded Dimensions for selection.

Description
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The Description field give the full details of the Coded Dimension. This may help in the Selection Process.

Search Profile - Type

The Search Profile Type field enables the User to key in a Dimension Type in full or with the use of Search
Characters. The Search button should then be clicked to produce a list of Dimensions matching the
requested Search.

Search Profile - Description

The Search Profile Description field enables the User to key in a Dimension Description in full or with the use
of Search Characters. The Search button should then be clicked to produce a list of Dimensions matching
the requested Search.

Dimension Maintenance Form — Multi-Maintenance Option

B Dimension Maintenance =10 x|
— Licence

[BAKE-21/2002 | |2 Gameau Close, ADELAIDE 54 5000 |
— Dimension Value

— |

Dimension Maintenance Form - Multi-Maintenance Option

Licence

The Licence fields are made up of two sections. The First being the Licence Number selected and the
second being the location of the Licence. A Detail Button is displayed when the Multi-Maintenance Option
has been selected from a Selection Form. This allows the User to display the Licences that have been
selected to be updated with the Dimension information.

Dimension

The Dimension field is the actual Code used to calculate the Fee. This field allows the direct keying of the
dimension code if known, or select the Pop Up Button to choose from a list of Pre-defined Codes. Once the
Dimension is selected, its full description will be placed in the box to the right of it.

Value
The Value field is used to actually key the Value of the Dimensions, whether it be a dollar value, number of
storeys to a building, number of car parks etc.

Responsible Officer Maintenance Form

The Responsible Officer Maintenance Form is used to define the Officer(s) that are responsible for the
Licence.
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B Responsible Officer Maintenance - O] x|
— Licence
[43i2002/F ) |6 williams Road, Cooksville 54 5833 |
— Uszert dertifier Lzer Mame Pritmary —
DHaYD Diavid Havvdon I
COOKP Pat Cook v
B TOND Davidl Blidon [
Insert Conkinue ik

Responsible Officer Maintenance Form

Licence

The Licence fields are made up of two sections. The First being the Licence Number selected and the
second being the location of the Licence.

User Identifier

The User Identifier field displays the identifier code for the Responsible Officer.

User Name

The User Name field displays the name of the Responsible Officer.

Primary

The Primary Flag is used to identify the Responsible Officer who is the Primary Responsible Officer for the
Licence. The first entered Responsible Officer will have this flag set. If the First Officer is not the Primary
Officer for the Licence then the User needs to select the correct Officer and update this field for them.
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Locations

Locations Maintenance Form

The Locations Maintenance Form details the Licence Number and specific details of the Location.

E Locations Maintenance

v

=10l x|

—Licence Location Type
[BaKE-g/2002 | [2-14 marting Drive, ADELAIDE S4 5000 | [Property |

— Locations Status Primary
[2-14 Marting Drive, ADELAIDE 54 5000 | [currert | ¥ L.

— Site Description

S

verride Location swith Ster [T

— SUMImanny

2-14 Martinz Drive, ADELAIDE =4 5000 (Baze, Occupancy, Land)
ard: ELECZ - Electoral Ward Twwo
Land Area; O m®
Land Use Type:
500 - Parks & Gardens

— Options

Insert

Conkinue

it

Locations Maintenance Form

Licence

The Licence Fields are made up of three sections. The First being the actual Licence Number selected, the

Second being the primary location of the Licence and the Third being the Type of Location.

Locations
This field details the Locations assigned to the current Licence.

Status
This field details the actual Status of the Location.

Primary

If this box is checked against a Location, this determines that this is the Primary Location for the Licence.
Each Licence can have only one Primary Location, but may also have numerous other Locations attached to

it.

If the Primary Flag is changed and there are Inspections against the Licence then a message is displayed
asking the User if they would like to update the Inspections with the new Primary Location. The message
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that is displayed is “Inspection records are associated to this location, do you want to update them with the
new location - select 'Yes' to update all inspections, 'Incomplete’ to update incomplete inspections only and
'‘No' to cancel."

Answering 'Yes' will result in the Addition of the new location onto the Inspection(s) and the deletion of the
old inspection location.

Selecting the 'Incomplete’ option will only update location information on Inspections without a Result.
Selecting 'No' will not update Inspection location information on any Inspections.

Note: When location updates occur, not all old Inspection locations are removed. Only the old Primary
location is removed from the Inspection(s).

Location Detail Button
The Detail Button allows the User to Detail out on the Location and display the property information within
the Property Maintenance function.

Site Description
This field details any description that may be entered against a Location.

Overwrite Location with Site
If this field is checked, then the Location details will be over-written with the Site Description details.

Summary
This field is a Summary of the Location. It details information such as Lots, Parcels, Wards and Conditions.

Refresh Button

This Refresh Button may be used to update the details that are assigned to the Licence with details assigned
to the Property. These details include Zones and Land Uses and Consents etc. A warning message will be
shown to allow the User the option to change their mind if they do not wish to proceed with the Refresh
Option.
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Affected Properties

Affected Properties Selection Form

Note: This is an authorised function. This means that the functionality will only be available if you are
authorised to use it. If customers do not have this option and require the functionality then it is advisable that
they contact their account manager to organise the purchase of this function.

The Affected Property Selection form displays when the Affected Property option is selected. Properties are
grouped on this form into sets of Affected Properties for easy identification. Each group has a creation date
and a modified date as well as a total number of records in the group.

When the ‘New’ button is selected a blank Affected Property Maintenance form displays and all records
added will be included in a group.

If the ‘Modify’ button is selected while focus is on one of the groups, then the Affected Property Maintenance
form displays a list of all the records previously created in that group. Other properties may be inserted into
the group and the Total Number of Records will be updated.

The Allocation/Creation date of an Affected Property is able to be included in the Register Report and a new

Extract field (Affected Allocated Date) has been made available within the AFFPROP Extract List to be
extracted into documents.

B Affected Property Selection =10 x|

— Licence
[31/2005845E4 | [2/99 Bre Ave, ADELAIDE S 5000 |

— Date Entered Last Modified Mumbet of Records
[31-Jan-2006 | [31-Jan-2oDE | |2 |

= Iadify Close

Affected Property Selection form

Affected Property Maintenance Form

The Affected Properties form is designed to allow for the selection of Properties that may be affected by the
Licence and the ability to create Letters and receive Responses for these properties.
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Note that when this form is displayed via the Enquiry Menu the Name Status field is set to Current & Historic
and the User is not able to change this setting. Therefore to enable to User to distinquish the difference
between the Historic and Current Names the Current Names are bolded and the Historic Names are not
bolded.

NOTE:- “The Occupier” records are only created where required. If the Property has a Vacant Land primary
land use and the Exclude Vacant Land parameter has been checked on then no “The Occupier” records will
be created. Similarly if the Property Type on the selected property is one that has been noted as one to be
Excluded then no ‘The Occupier” record will be created.

§ affected Properties Maintenance -0l x|

— Licence Mame Statuz
[E5RENEW | [F-13 Gecrgian &venue, ADELAIDE S& 5000 [Current =1
— Affected Property Affected Persan Responzes & Letters
1 Warvwick Avenue, COOKSYILLE 54 = deI Occupier ["The Ocoupier” | ' ...l
2 Warvwick Avenue, COOKEYVILLE 54, = deI Occupier ["The Ocoupier” e | ' ...l
3 Warvvick Avenue, COOKEYVILLE 54, = deI Occupier ["The Ocoupier” e | ' ...l
— Ciher Interested Parties Responses-Letters
Mr Fred Bear, B Warwick Ave, COOKSYILLE SA& 5006 ‘| I I ...|
hir Stanley Bear, 77 Warwick Ave, COOKSVILLE SA 5006 ..,l I ' ...|
Betty Bear, 7 Warwick Ave, COOKSYILLE S2& S006 ‘| I I ...|
— Options
| Check for Responses | Select Al | Deselect Al | Update Mames | Cther Interested Parties
MapInfo | Sork | Send | Insert | (8] Cancel

Affected Properties Maintenance Form

Licence
These fields detail the current Licence and details of its Location.

Name Status
The Name Status field defaults to Current upon entry into the Affected Properties Maintenance Form. The
Dropdown can be changed to show only Historic or a combination of Current and Historic Names.

Note that when this form is displayed via the Enquiry Menu the Name Status field is set to Current & Historic
and the User is not able to change this setting. Therefore to enable to User to distinquish the difference
between the Historic and Current Names the Current Names are bolded and the Historic Names are not
bolded.

Affected Property

This field details the actual Property Affected by this Licence. Multiple Properties can be selected by using
the insert button. Clicking the Detail button to the right of the Affected Property will detail out to the Property
Summary Form.

Affected Person - Name

This field details the name of the Affected Person associated with the Affected Property. The detail button to
the right of this field allows the User to detail to the name and address information for the People.

Affected Person — Mailing Address

Infor Public Sector July 17 Page 237



Licensing User Guide Licensing Options Forms

To determine whether the Owner/Occupier lives at the Affected Property matching of the Street and Suburb
of the Mailing Address with the Property Address is done. The Identifier section of the address is not
included in the matching process.

If the Owner/Occupier’s Mailing Address matches the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address will be displayed to enable the user to determin
whether they are truly the same address or different.

If the Owner/Occupier’s Mailing Address does not match the Affected Property Address, then the Affected
Person’s Mailing Address is not displayed in this field.

Responses
This field if checked will show that Responses have been received regarding this Licence. Responses may
be added by detailing out to the Letter Summary and adding the particular Response.

Letter Sent

This field if check will show that a Letter has been sent to this particular Affected Property. The detail button
to the right of the field allows the User to detail out to the particular Letter Request sent. The User may then
add a Response, view the Letter, or re-generate a Letter.

Other Interested Parties

This field details the name and address of Other Interested Parties associated with the Affected Property.
The detail button to the right of this form allows the User to detail to the list of Other Interested Parties.

Responses
This field if checked will show that Responses have been received regarding this Licence. Responses may
be added by detailing out to the Letter Summary and adding the particular Response.

Letter Sent

This field if check will show that a Letter has been sent to this particular Interested Party. The detail button to
the right of the field allows the User to detail out to the particular Letter Request sent. The User may then
add a Response, view the Letter, or re-generate a Letter.

Check for Responses

When selecting the Check for Responses Button will place a check tick in the Responses box against those
letters that have received any responses.

Select All

Selecting this button will select all the Affected Properties and Affected Person. However, the Other
Interested Parties need to be manually selected.

Deselect All

Selecting this button will deselect all the Affected Properties and Affected Person. However, the Other
Interested Parties need to be manually deselected.

Update Names

The Update Names Button when selected will update the Property Owner Name information for Affected
Properties. If the Property Owner had changed then the new Owner will be added as an Affected Person
and the old Owner will be made Historic. Any letters that have been created against the old Owner are still
retained and able to be reviewed by changing the Name Status to Historic and selecting the Letters detalil
button.

Other Interested Parties

Selecting the ‘Other Interested Parties’ option button enables the User to link Other Interested Parties to the
Application.

Note this Option Button only appears when a Default Person Type has been defined within the Affected
Properties Parameters within the System Parameters for the Application Class.

Sort Button
The Sort Button may be selected to “Sort” Affected People by Property order or Person order.
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Affected Property Selection Form

The Affected Property Selection Form consists of a series of buttons, to select the particular Affected Person
associated with that Property. This form is displayed when the Insert Button has been selected from the
Affected Properties Maintenance Form.

If Affected Properties Default Parameters have been defined within the Licence Parameters then the values
from the parameter will be defaulted into this form.

Note that if a Default Person Type has been defined within the Affected Properties Parameters then this form
will not display and the Default Person Type will be selected aznd the User will be prompted to search form
the affected property.

Refer to the text below this Form for screen capture examples of the various combinations available.

The selections available are:-

B Affected Properties

Affected Properties Selection Form

EXAMPLE
The selected properties have the following names and roles assigned to them.

1 WILLIAMS ROAD
OWNER WALLACE GROMIT 156 MOONLIGHT BAY

2 WILLIAMS ROAD

OWNER G TURNER 2 WILLIAMS ROAD
OWNER J TURNER 2 WILLIAMS ROAD
OWNER JOYFUL TOY COMP 2 WILLIAMS ROAD
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3 WILLIAMS ROAD

OWNER P TREBILCOCK 3, 26 SAMUAL ROAD
OCCUPIER P TREBILCOCK 3, 26 SAMUAL ROAD
OCCUPIER V C GABB 248/49 BUXTON ST, NTH ADELAIDE

OCCUPIER T J TREBILCOCK 45 VICTORIA SQ ARC, ADELAIDE
OCCUPIER W J TREBILCOCK 45 VICTORIA SQ ARC, ADELAIDE

23 WILLIAMS ROAD
OCCUPIER J YELTEN 8 WILLIAMS ROAD

1/34 WILLIAMS ROAD
NO OWNERS OR OCCUPIERS

OWNER
B Affected Properties Maintenance

SSSEDDEIAEISPCCID 995 Dewy Street, Cookaville SA& 55585

2Williams Road, Cooksville S4& 5555 l_ 2 Williams Rd, COOKSVILLY ..

2'Williams Rd, COOKEWVILLI ..
Joyfull Toy Company 2 Williams Rd, COOREVILL| ...

3 Wiliams Road, Cooksville 54 5555 ass P Trebilcock

i e

OWNER - ADD “THE OCCUPIER”
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B Affected Properties Maintenance =10 x|
Jd®

— Application Mame Status
[533/2002/8B5PCCM | [|999 Dew Street, Cooksvile SA Sa85 |Current =
— Affected Property Affected Perzon Responses & Letters
[ iliams Road, Cooksvile 4 5888 | ...|  Owner fitf Gromi | T L
Occupier |"The Occupiet” LI u u ;l
|2 Wiliams Road, Cooksville SA 5888 | il Dwvner |G Turmer 2 10lliams Rd, COOKSWILL il =T il
Crener | Turner 2 illiams R, COOKRSVILL] | T T
Owvner [Joyfull Toy Company 2 williams R, CODRSYILL] Lo | T T i
[3wiliams Road, Cooksvile S& 5888 | ] Owener [P Trehilcock | T T L]
Occupier |"The Occupier” LI L
23 Williams Road, Cookavile S8 55388 | .| Qcoupier ['The Qocupier” | BT L]
Level 1 34 Wiliams Road, Cooksville & Occupiet |"The Occupier" ll o m [
— Other Interested Parties Responses-Letters
— Options
_I Check for Responses _I Select Al _I Deselect All _I Updsate Mames

MapInfo | Sork | Send | Inserk | [o]4 I Cancel

OWNER and “THE OCCUPIER”

B Affected Properties Maintenance -0l x|

— Application Mame Status
[53ziz002i2BPCC0 | 999 Deve Street, Cooksvile 54 5833 |Current =
— Affected Property Affected Person Responzes & Letters
1 Wiliams Road, Cooksville 54 5558 e Crvymer Gromit ...l m m [
2 Williams Road, Cooksville S& 5888 e Owyner |3 Turner 2 Williams R, COOKSVILLI ‘“I = 4as
Cravnier |J Turner 2 'Williams Rd, COCKSVILLI .MI m m ...l
Owyner  [Joyfull Toy Company 2 Williams Rd, COOKSYILL “‘I o m 4t
3 williams Road, Cooksvile 54 5888 | e Cwvner [P Trebilcock | o m [
— Cther Interested Parties Responses-Lefters
— Options
| Check for Responses | Select All | Deselect Al | Updste Mames

MapInfao | Sork | Send | Inserk | Ok I Cancel

OWNER and “THE OCCUPIER” — ADD “THE OCCUPIER”
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B Affected Properties Maintenance -0l x|
— Application MName Status
[533r2002/8B3PCCA | |999 Dew Street, Cooksville 54 5335 |Current =
— Affected Propetty Affected Person Responzes & Lefters =
Ccoupier ["The Occupist” o
|2 Williams Road, Cooksvile 54 5555 | “‘I Qwvner |G Turner 2 Williams Rd, COOKSWILLI

|3 Williams Road, Cooksvile 54 5555

23 Williamns Road, Cooksville 54 5858
Lewvel 1 34 Wiliams Rosd, Cooksvile 54

Owvner
ovener
Occupier
Crvner
Occupier
QOccupier
Occupier

J Turner

2 Williams Rd, COOKSWVILLI

&
£

JoyTull Toy Company

2 Williams Rd, COOKSYILLI

"The Occupier”

P Trehilcock

"The Ccoupier"

"The Occupier”

"The Occupier”

|l. Fo |; s
o 3
Y v

v

rer I
uaI
u;I
“4|
rer I
uaI
Frr I
rer I
rer

SN
o o o

[

— Cther Interested Parties

Responses - Letters

— Options
| Check for Responses

| Setect &N

| Deszelect Al

| Update Mames

MapInfo | Sark | Send | Insert | QI I Cancel |
OWNER ONLY
B Affected Properties Maintenance o | m] |
— Application Mame Status
5336200212 B5PCCD | 999 Dewe Street, Cooksville 54 5335 |Current -

— Affected Propery

Aftected Person

Responses & Letters

L
&
©

&

s
&
s

s
I
s

1 Wiliams Road, Cooksville 54 5885 aia Owmer Gromit

2 Wiliams Road, Cooksville 54 5885 pss Cwyvner |G Turner 2 Williams Rd, COOKSVILL
Crvner [J Turner 2 Willisms Rd, COOWRSYILLY
Cwvner  [Joyfull Toy Company 2 Williams Rd, COOKSWILL

3 Williams Road, Cooksville 54 5885 aia Onvner [P Trebilcock

23 Williams Foad, Cooksville 54 5555 pss Crwvner  ['The Owner”

Lewvel 1 34 Williams Road, Cooksville S8 ... Crwvner  ['The Owner”

s | fo e
I B
= e Jc = jc J=

'l

&
s

rre

s
I
s

o o |
o o o o o
NNAS

— Cther Interested Parties

Responzes-Letters

— Options
_I Check for Responzes

| Select &l

__| Deselect 21

_I Update Mames

MapInfo | Sork |

Send

| Insert | Cancel

OWNER ONLY — ADD “THE OCCUPIER”
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B Affected Properties Maintenance -0l x|
— Application MName Status
[533r2002/8B3PCCA | |999 Dew Street, Cooksville 54 5335 |Current =
— Affected Propetty Affected Person Responzes & Lefters ———
1 Wiliams Road, Cooksville 54 5555 Cryner Gromit | w i
2 Wiliams Foad, Cooksville 24 5555 “‘I Cowyner |G Turner 2 Williams Rd, COOKEVILL “‘I I ais
Cwener ) Turner 2williams R, cooksvILL] .| T T ]
Cwvner  |Joyfull Toy Company 2 WMilliams Rd, COoOKSVILLY ...l . i
3 Wiliams Road, Cooksville 54 5555 Crwvner |P Trehilcock | w i
23 'Williams Road, Cooksville 54 5853 pss Cowvner  |"The Ouwener” e | T ‘“I
Level 134 Wiliams Road, Cooksville 54| s emer |"The Cravner” e | m m [
— Other Interested Parties Responses - Letters
— Options
| Check for Responses | Select All | Deselect Al | Update Mames
MapInfo | Sark | Send | Insert | QI I Cancel |
OCCUPIER
B Affected Properties Maintenance o ]
— Application Mame Status
|533/2002/4B5PCCD | |999 Dew Street, Cooksvile S& 5858 |Current =
— Affected Property Atftected Person Responszes & Letters
[ wiliams Road, Cocksvile 54 5888 | ...| Occupier [P Trebicock | (ol m P
Occupier [ C Gabh | o m [
Occupier [T J Trebilcock | I ..,|
Qccupier J Trehilcock _I“‘ rr _I‘“
[23 wiliams Road, Cooksvile 545858 | .| Ocoupier [J veten [viliams Rel, cooksvILL] o] 0 0
— Other Interested Parties Responses - Letters
— Options
| Check for Responses | Select &l | Deselect Al | Updlate Mames
Maplnfo | Sork | Send | Insert | oK I Cancel

OCCUPIER — ADD “THE OCCUPIER”
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B affected Properties Maintenance -0 x|

?M?;Iicatinn Mame Status
[53320020485RCC0 | 299 Dew Street, Cooksville 54 5353 [Current -
— Affected Property Affected Perzon Responses & Letters 1
2 Williams Road, Cooksville 54 5585 4as Occupier |"The Ocoupier” LI m uaa :l
3 wiliams Road, Cooksvile S8 5885 woo|  Cocupier [P Trebilcock _| m om [
Qceupist [ C Gabb | T ]
Occupier [T Trehilcock | T
Oceupier [t J Trebilcock B o = B
Qccupier |"The Ocoupier” ’_l = _I
|23 Williatng Road, Cooksville 54 5555 | _‘I Qocupier | Yeten |8 Williams Rd, COOHS‘V’ILLH _| o
Ccocupier |'The Ocoupier” ’_I (A _I
[Level 1 34 wWillams Road, Cooksvile S4 | _‘I Qccupier |'The Gocupier” '_l I P
— Cther Interested Parties Responses -Letters
— Options
__| check for Responses | Select 2 | Deselect &l __| Upndste Mames

MaplInfo | Sork | Send | Insert | QK I Cancel |

OWNER and OCCUPIER

B Affected Properties Maintenance o ] [

— Application Mame Status
[s332002/2B5PCCO | [|999 Dew Street, Cooksvile SA 5833 |Current =
— Affected Propetty Affected Person Responzes & Letters =
|2 WWilliatns Road, Cooksville SA 5588 | ml Cener |G Turner 2 Williams Rd, COOKEWILLI ml m m [ :l
Owener | Turner 2 Williams Fd, COOKSWILLI ... .
Owener [Joyiull Toy Company 2williams R, COOKSVILL] | T T .
[3wiilliams Road, Cooksvile 54 5888 | ...|  Owner [P Trekilcock 7 o = B
Qccupier |P Trehilcock | B o [P
Occupier [V © Gabh ™ e ml
Occupier [T J Trebilcock S T m|
Ocoupier it J Trekilcock 2 e m P
[23 williams Road, Cooksvile S& 5558 | |  Occupier [ veten [ williams R, cooksviL] ] 0 T _vrl
— Other Interested Parties Responses-Letters
— Options
| Check for Responses | Select All | Deselect All | Update Mames
MapInfo | Sork | Send | Insert | QK Cancel
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OWNER and OCCUPIER — ADD “THE OCCUPIER”

JRI=TEY
E].m|%::.|:@uvlirt:atiu:m Mame Status
[s33i200208B5PCCD | 299 Dew Street, Cooksvills 52 5853 [Current =
— Affected Property Aftected Perszon Responses & Letters —
[ Willisms Road, Cooksvile 545888 | .|  Owner W Gromt PP [
Cccupier |'The Ocoupier” ’_I U _I
|2 Williams Road, Cooksvile 54 5355 | il Owener [ Turner 2 Wiliams Rd, CcOOWSYILL] | 70 T
Cooenier [J Turner 2 Williams Fd, COOKSVILLY ... o w add
Crvner [Joyfull Toy Compary 2 Willams R, COOKSYILLY o] = T ]
Cccupier |'The Ocoupier” e I i
[3 wilisms Road, Cooksvile 54 5388 | L Cwvner [P Trebilcock | BT
Qccupisr P Trebilcock _I = _I
Occupier [V C Gabh M m m [ _vrl
— Othet Interested Parties Responses Letters

— Options

| Check for Rezponses

| select 2

| Dezelect &1

| Update Mames

MapInfo | Sork | Send | Insert | K I Cancel |
-loix
§ﬂ|§.|;|itﬂtiﬂn Mame Status
[5332002/8B5PCCO | |999 Dew Street, Cooksvile 54 5838 |Current =l ‘
— Affected Property Affected Persan Responzes & Lefters —
[3 wiliams Road, Cooksvile SA 5888 | | Ownet [P Trebilcock L TR =
Occugier [P Trehilcack B o =
Qccupier |v C Gakb _I rr LI
Qccupier [T J Trehilcock _I rr LI
Occupier ) Trehilcock = e m
Occupier ['The Occupier e TF L]
|23 Williatns Road, Cooksyille SA 5555 | _I Qccupier | Yeten |8 Williams R, COOKSVILLH _I I
Occupier ["The Occupier” il m m [
| ml (m P

|Level 1 34 Williams Road, Cooksvile S.E\.| ...l

Qocupier

"The Ocoupier"

[aee

4

— Cither Interested Parties

Fesponzes-Letters

— Options
| Check for Responzes

| select 2

| Deszelect Al

| Update Mames

MapInfo |

Sork |

Send |

Inserk | 64 I

Cancel
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B affected Properties Maintenance

SSSQDDEIAEISPCCID 338 Dew Street, Cooksvyille S& 5355

2 Williams Rosd, Cooksvile SA S532 Py "The Occupier"
3 Williams Road, Cooksvile =4, 5838 4a "The Ocoupier"
23 Williams Road, Cooksvile SA 5885 4a "The Ocoupier"
Level 1 34 Wiliams Road, Cooksville 54| .. "The Ocoupiet"

11

= — —

veoio [ sor [N wnd [§ o |

“THE OCCUPIER” — ADD “THE OCCUPIER”
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B Affected Properties Maintenance o | m] |
De

— Application Mame Status
5336200212 B5PCCD | 993 Dewe Street, Cooksville 54 5835 |Current =
— Affected Property Affected Person Responses & Letters
I williaims Foad, Cooksvile 54 5605 woa|  Ocoupier [The Occupier” P
2 Williams Road, Cooksvile SA 5885 wo|  Occupiet |'The Ocoupier | o u |
3 Williams Road, Cooksvile 54 5585 ‘“I Occupier ["The Ooccupier” ree | r r MI
23 Wiliams Road, Cooksville 54 5555 wes | Occupier ['The Cocupier” e | o m =
Level 1 54 Williains Road, Cooksville S& | . Ccoupier 'The Occupier” rre | o m =
— Other Interested Parties Responzes-Letters
— Dptions
| Check for Responses | Select Al | Deselect Al | Update Mames

MapInfo | Sork | Send | Insert | Ok I Cancel

OWNER and OCCUPIER with
CONCATENATE OWNER / CONCATENATE OCCUPIER flagged ON

B Affected Properties Maintenance i m] 1
VR

— Application Mame Status
[533r2002/8B5PCCA | |999 Dew Street, Cooksville 54 5838 |Current =l
— Affected Property Affected Persan Responzes & Letters
1 Wiliams Road, Cooksville S8 5553 wo|  Owmer i Gromit Cr L
2 Wiliams Road, Cooksville 58 5555 ddd Cwyner |G Turner and J Turner and Joyfu |2 Williams Rd, COOKSVILLI| ml I_ I_ ml
3 Wiliams Road, Cooksville 54 5555 Crwvner |P Trehilcock | w i
Oceupier P Trebilcock and ¥ © Gabb and T | B o [P
— Cither Interested Parties Fesponzes-Letters
— Options
| Check for Responses | Select &l | Deszelect Al | Update Mames
MapInfo | Sork | Send | Insert | o4 Cancel
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OWNER and OCCUPIER with
CONCATENATE SAME NAME/ADDRESS flagged ON

B Affected Properties Maintenance

— Application Mame Status
[5332002/2BSPCCN | [999 Dew Street, Cooksvile T4 5558 {Current
— Affected Propery Affected Person Responzes & Le
1 Williams Road, Cooksvile 54, 5558 pas Crivner Gromit ST
2 Williams Road, Cooksvile SA 5555 Cravner [Joyfull Toy Company 2 Williams Rd, COOKSWILLI I I
Crvner |G Turner and J Turner 2williams Rd, CooksvILL] .. T
3 williams Road, Cooksvile 52 5885 | ...l Crener (P Trebilcock ...l m w
Ocoupier v C Gabh w1 T
Docupier (T J Trebilcock and W J Trebilcoc) E -
Cccupier P Trehicock E =
— Cther Interested Paries Responses-Lette
— Options
| Check far Responses | Select Al | Deselect Al | Update Mames
MapInfo | Sork | Send | Insert: | (0] 4
Owner

Owner — No Options
Selecting the ‘Owner’ Button without any of the Options available will perform the selection of the Affected
Properties in the following way.

Selecting this button allows the Owner of the Property to be selected as the Affected Person. No occurrence
of ‘The Occupier’ will be included in the selection process.

To determine whether the Owner lives at the Affected Property matching of the Street and Suburb of the
Mailing Address with the Property Address is done. The Identifier section of the address is not included in
the matching process.

If the Owner’s Mailing Address matches the Affected Property Address, matching on Street and Suburb only,
then the Affected Person’s Mailing Address will be displayed to enable the user to determine whether they
are truly the same address or different and whether an occurrence of ‘The Occupier’ will be required.

If the Owner’s Mailing Address does NOT match the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address is NOT displayed.

Example

. Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac.

o William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood.
o Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.
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If the above properties were selected as Affected Properties using the ‘Owner’ option only they would appear
as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
14 Smith St, Geac Owner William Bird

17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac

Owner — Add “The Occupier”
Selecting the ‘Owner’ Button with the Add “The Occupier” Option performs the selection of the Affected
Properties in the following way.

Selecting these buttons allows the Owner of the Property to be selected as the Affected Person.
Occurrences of ‘The Occupier’ will be included in the selection process. Where the Owner’s Mailing Address
does NOT match the Affected Property Address an occurrence of “The Occupier” will be included for the
Affect Property selected.

To determine whether the Owner lives at the Affected Property matching of the Street and Suburb of the
Mailing Address with the Property Address is done. The Identifier section of the address is not included in
the matching process.

If the Owner’s Mailing Address matches the Affected Property Address, matching on Street and Suburb only,
then the Affected Person’s Mailing Address will be displayed to enable the user to determine whether they
are truly the same address or different and whether an occurrence of ‘The Occupier’ will be required.

If the Owner’s Mailing Address does NOT match the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address is NOT displayed.

Example

. Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac.

o William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood.
. Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

If the above properties were selected as Affected Properties using the ‘Owner’ and the Add “The Occupier”
Option they would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address
13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
14 Smith St, Geac Owner William Bird
Occupier “The Occupier”
17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac

Owner and “The Occupier”
Owner and “The Occupier” — No Options

Selecting the ‘Owner and “The Occupier” Button without any of the Options available will perform the
selection of the Affected Properties in the following way.

Selecting this button allows the Owner of the Property to be selected as the Affected Person. No occurrence
of ‘The Occupier’ will be included in the selection process.

To determine whether the Owner lives at the Affected Property matching of the Street and Suburb of the
Mailing Address with the Property Address is done. The Identifier section of the address is not included in
the matching process.

If the Owner’s Mailing Address matches the Affected Property Address, matching on Street and Suburb only,
then the Affected Person’s Mailing Address will be displayed to enable the user to determine whether they
are truly the same address or different and whether an occurrence of ‘The Occupier’ will be required.

Infor Public Sector July 17 Page 249



Licensing User Guide Licensing Options Forms

If the Owner’s Mailing Address does NOT match the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address is NOT displayed.

Example

o Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac.

o William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood.
. Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

o Greg Wood occupies Property 17 Smith St. Geac

. Tom Herd occupies Property 19 Smith St. Geac

If the above properties were selected as Affected Properties using the ‘Owner and “The Occupier” Option
only they would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
14 Smith St, Geac Owner William Bird

17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac

Owner and “The Occupier” — Add “The Occupier”
Selecting the ‘Owner and “The Occupier” Button with the Add “The Occupier” Option performs the selection
of the Affected Properties in the following way.

Selecting these buttons allows the Owner of the Property to be selected as the Affected Person.
Occurrences of ‘The Occupier’ will be included in the selection process. “The Occupier” will be included for
ALL Affected Properties selected.

To determine whether the Owner lives at the Affected Property matching of the Street and Suburb of the
Mailing Address with the Property Address is done. The Identifier section of the address is not included in
the matching process.

If the Owner’s Mailing Address matches the Affected Property Address, matching on Street and Suburb only,
then the Affected Person’s Mailing Address will be displayed to enable the user to determine whether they
are truly the same address or different and whether an occurrence of ‘The Occupier’ will be required.

If the Owner’s Mailing Address does NOT match the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address is NOT displayed.

Example

. Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac.

o William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood.
o Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

. Greg Wood occupies Property 17 Smith St. Geac

. Tom Herd occupies Property 19 Smith St. Geac

If the above properties were selected as Affected Properties using the ‘Owner and “The Occupier” and the
Add “The Occupier” Option they would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
Occupier “The Occupier”

14 Smith St, Geac Owner William Bird
Occupier “The Occupier”

17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac
Occupier “The Occupier”

19 Smith St, Geac Occupier “The Occupier”

Infor Public Sector July 17 Page 250



Licensing User Guide Licensing Options Forms

Owner Only

Owner Only — No Options

Selecting the ‘Owner Only’ Button without any of the Options available will perform the selection of the
Affected Properties in the following way.

Selecting this button allows the Owner of the Property to be selected as the Affected Person. No occurrence
of ‘The Occupier’ will be included in the selection process. Where the Affected Property that has been
selected does not have an Owner record an occurrence of “The Owner” will be generated for the Affected
Property.

To determine whether the Owner lives at the Affected Property matching of the Street and Suburb of the
Mailing Address with the Property Address is done. The Identifier section of the address is not included in
the matching process.

If the Owner’s Mailing Address matches the Affected Property Address, matching on Street and Suburb only,
then the Affected Person’s Mailing Address will be displayed to enable the user to determine whether they
are truly the same address or different and whether an occurrence of ‘The Occupier’ will be required.

If the Owner’s Mailing Address does NOT match the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address is NOT displayed.

Example

. Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac.

o William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood.
o Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

. Greg Wood occupies Property 17 Smith St. Geac

. Tom Herd occupies Property 19 Smith St. Geac

If the above properties were selected as Affected Properties using the ‘Owner Only’ option only they would
appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
14 Smith St, Geac Owner William Bird

17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac
19 Smith St, Geac Owner “The Owner”

Owner Only — Add “The Occupier”
Selecting the ‘Owner Only’ Button with the Add “The Occupier” Option performs the selection of the Affected
Properties as the option above where the Add “The Occupier’ Option was not selected.

Selecting these buttons allows the Owner of the Property to be selected as the Affected Person. No
occurrences of “‘The Occupier’ will be included in the selection process.

To determine whether the Owner lives at the Affected Property matching of the Street and Suburb of the
Mailing Address with the Property Address is done. The Identifier section of the address is not included in
the matching process.

If the Owner’s Mailing Address matches the Affected Property Address, matching on Street and Suburb only,
then the Affected Person’s Mailing Address will be displayed to enable the user to determine whether they
are truly the same address or different and whether an occurrence of ‘The Occupier’ will be required.

If the Owner’s Mailing Address does NOT match the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address is NOT displayed.

Example
o Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac.
o William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood.
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. Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

o Greg Wood occupies Property 17 Smith St. Geac

. Tom Herd occupies Property 19 Smith St. Geac

If the above properties were selected as Affected Properties using the ‘Owner Only’ and the Add “The
Occupier” Option they would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address

13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
14 Smith St, Geac Owner William Bird

17 Smith St, Geac Owner Robyn White 6/129 Smith St, Geac
19 Smith St, Geac Owner “The Owner”

Occupier

Occupier — No Options
Selecting the ‘Occupier’ Button without any of the Options available will perform the selection of the Affected
Properties in the following way.

Selecting this button allows the Occupier of the Property to be selected as the Affected Person. No
occurrence of ‘The Occupier’ will be included in the selection process. Where the Affected Property that has
been selected does not have an Occupier record an occurrence of “The Occupier” is NOT generated for the
Affected Property.

To determine whether the Occupier lives at the Affected Property matching of the Street and Suburb of the
Mailing Address with the Property Address is done. The Identifier section of the address is not included in
the matching process.

If the Occupier’'s Mailing Address matches the Affected Property Address, matching on Street and Suburb
only, then the Affected Person’s Mailing Address will be displayed to enable the user to determine whether
they are truly the same address or different and whether an occurrence of “The Occupier’ will be required.

If the Occupier’s Mailing Address does NOT match the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address is NOT displayed.

Example

o Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac and
Martin occupies the Property.

. William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood
and William does not occupy the Property.

o Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

. Greg Wood occupies Property 17 Smith St. Geac

. Tom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as the
Property

If the above properties were selected as Affected Properties using the ‘Occupier’ Option only they would
appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address
13 Smith St, Geac Occupier Martin Smith 13 Smith St, Geac
17 Smith St, Geac Occupier Greg Wood

19 Smith St, Geac Occupier Tom Herd 19 Smith St, Geac

Occupier — Add “The Occupier”
Selecting the ‘Owner’ Button with the Add “The Occupier” Option performs the selection of the Affected
Properties in the following way.
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Selecting these buttons allows the Occupier of the Property to be selected as the Affected Person.
Occurrences of ‘The Occupier’ will be included on all Properties that have been included in selection process
whether or not there is an Occupier Role record already on the Property.

To determine whether the Occupier lives at the Affected Property matching of the Street and Suburb of the
Mailing Address with the Property Address is done. The Identifier section of the address is not included in
the matching process.

If the Occupier’s Mailing Address matches the Affected Property Address, matching on Street and Suburb
only, then the Affected Person’s Mailing Address will be displayed to enable the user to determine whether
they are truly the same address or different and whether an occurrence of “The Occupier’ will be required.

If the Occupier’s Mailing Address does NOT match the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address is NOT displayed.

Example

o Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac and
Martin occupies the Property.

. William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood
and William does not occupy the Property.

. Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

o Greg Wood occupies Property 17 Smith St. Geac

. Tom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as the
Property

If the above properties were selected as Affected Properties using the ‘Occupier and the Add “The Occupier”
Option they would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address

13 Smith St, Geac Occupier Martin Smith 13 Smith St, Geac
Occupier “The Occupier”

14 Smith St, Geac Occupier “The Occupier”

17 Smith St, Geac Occupier Greg Wood
Occupier “The Occupier”

19 Smith St, Geac Occupier Tom Herd 19 Smith St, Geac
Occupier “The Occupier”

Owner and Occupier

Owner and Occupier — No Options

Selecting the ‘Owner and Occupier’ Button without any of the Options available will perform the selection of
the Affected Properties in the following way.

Selecting this button allows the Owner and or Occupier of the Property to be selected as the Affected
Person. No occurrence of ‘The Occupier’ will be included in the selection process. Where the Affected
Property that has been selected does not have an Owner or an Occupier record the Property will not be
included in the selected Affected Properties.

To determine whether the Owner/Occupier lives at the Affected Property matching of the Street and Suburb
of the Mailing Address with the Property Address is done. The Identifier section of the address is not
included in the matching process.

If the Owner/Occupier's Mailing Address matches the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address will be displayed to enable the user to determine
whether they are truly the same address or different.

If the Owner/Occupier’'s Mailing Address does NOT match the Affected Property Address, matching on
Street and Suburb only, then the Affected Person’s Mailing Address is NOT displayed.
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Example

. Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac and
Martin occupies the Property.

) William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood
and William does not occupy the Property.

. Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

. Greg Wood occupies Property 17 Smith St. Geac

. Tom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as the
Property

If the above properties were selected as Affected Properties using the ‘Owner and Occupier’ option only they
would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address
13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
Occupier Martin Smith 13 Smith St, Geac
14 Smith St, Geac Owner William Bird
17 Smith St, Geac Owner Robyn White
Occupier Greg Wood
19 Smith St, Geac Occupier Tom Herd 19 Smith St, Geac

Owner and Occupier — Add “The Occupier”
Selecting the ‘Owner and Occupier’ Button with the Add “The Occupier” Option performs the selection of the
Affected Properties in the following way.

Selecting these buttons allows the Owner and or the Occupier of the Property to be selected as the Affected
Person. Occurrences of ‘The Occupier’ will be included in the selection process for each Affected Property
that has been selected.

To determine whether the Owner/Occupier lives at the Affected Property matching of the Street and Suburb
of the Mailing Address with the Property Address is done. The Identifier section of the address is not
included in the matching process.

If the Owner/Occupier’s Mailing Address matches the Affected Property Address, matching on Street and
Suburb only, then the Affected Person’s Mailing Address will be displayed to enable the user to determine
whether they are truly the same address or different and whether an occurrence of “The Occupier’ will be

required.

If the Owner/Occupier's Mailing Address does NOT match the Affected Property Address, matching on
Street and Suburb only, then the Affected Person’s Mailing Address is NOT displayed.

Example

o Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac and
Martin occupies the Property.

. William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood
and William does not occupy the Property.

o Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

. Greg Wood occupies Property 17 Smith St. Geac

. Tom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as the
Property

If the above properties were selected as Affected Properties using the ‘Owner and Occupier’ and the Add
“The Occupier” Option they would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address
13 Smith St, Geac Owner Martin Smith 13 Smith St, Geac
Occupier Martin Smith 13 Smith St, Geac

Infor Public Sector July 17 Page 254



Licensing User Guide Licensing Options Forms

Occupier “The Occupier”
14 Smith St, Geac Owner William Bird
Occupier “The Occupier”
17 Smith St, Geac Owner Robyn White
Occupier Greg Wood
Occupier “The Occupier”
19 Smith St, Geac Occupier Tom Herd 19 Smith St, Geac
Occupier “The Occupier”

“The Occupier”

“The Occupier” — No Options

Selecting the ‘The Occupier’ Button without any of the Options available will perform the selection of the
Affected Properties in the following way.

Selecting this button allows an occurrence of “The Occupier” to be included against the Affected Properties
that have been selected. Where the Affected Property that has been selected may have Occupier Role
records associated to it these Occupier Role records are not included in the selection.

Example

. Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac and
Martin occupies the Property.

o William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood
and William does not occupy the Property.

o Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

. Greg Wood occupies Property 17 Smith St. Geac

. Tom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as the
Property

If the above properties were selected as Affected Properties using the “The Occupier” option only they would
appear as follows on the Affected Properties Maintenance form.

Affected Property Name Mailing Address
13 Smith St, Geac Occupier “The Occupier”

14 Smith St, Geac Occupier “The Occupier”

17 Smith St, Geac Occupier “The Occupier”

19 Smith St, Geac Occupier “The Occupier

“The Occupier” — Add “The Occupier”
Selecting the ‘The Occupier’ Button with the Add “The Occupier” Options will perform the selection of the
Affected Properties in the same way as if the “The Occupier” had been selected by itself.

Selecting these buttons allows an occurrence of “The Occupier” to be included against the Affected
Properties that have been selected. Where the Affected Property that has been selected may have Occupier
Role records associated to it these Occupier Role records are not included in the selection.

Example

o Martin Smith owns Property 13 Smith St, Geac and his Mailing Address is 13 Smith St, Geac and
Martin occupies the Property.

. William Bird owns Property 14 Smith St, Geac and his Mailing Address is 96 Young St, Goodwood
and William does not occupy the Property.

. Robyn White owns Property 17 Smith St, Geac and her Mailing Address is Unit 6, 129 Smith St,
Geac.

o Greg Wood occupies Property 17 Smith St. Geac

. Tom Herd occupies Property 19 Smith St. Geac and Tom’s Mailing Address is the same as the
Property
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If the above properties were selected as Affected Properties using the “The Occupier” and the Add “The
Occupier” Options they would appear as follows on the Affected Properties Maintenance form.

Affected Property Name Mailing Address
13 Smith St, Geac Occupier “The Occupier”

14 Smith St, Geac Occupier “The Occupier”

17 Smith St, Geac Occupier “The Occupier”

19 Smith St, Geac Occupier “The Occupier

Other

Selecting this field allows for a person other than the Role’s above being selected as the Affected Person.
This may be a person that may not even live in the Council, but has an interest in what happens to the
Application, so they can be added as an Affected Person.

When selecting this Option the Names Search Profile form is displayed to allow the person or company to be
selected or if they are not already in the Names database they can be added.

Options — Concatenate Owner
When the Concatenate Owner Option is flagged on then all Owners Names will be concatenated when
added as an Affected Property.

The first Owner listed will be selected as the identity nominated as the Owner and it will their mailing address
that will be used for any documentation that will be issued to them.

If the Owners consist of a mixture of persons and companies then the above will still apply. The first Owner
listed will be selected.

Example

. Property 13 Smith St, Geac has owners of Martin Smith (mailing address of 13 Smith St, Geac),
Nora Smith (mailing address of 13 Smith St, Geac) and Garland Cards Pty Ltd (mailing address of 154 Port
Rd, Geac)

If the above property was selected as an Affected Property nominating the Option “Concatenate Owner” they
would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address
13 Smith St, Geac Owner Martin Smith & Others 13 Smith St, Geac

Options — Concatenate Occupier
When the Concatenate Occupier Option is flagged on then Occupier Names will be concatenated when
added as an Affected Property.

The first Occupier listed will be selected as the identity nominated as the Occupier and it will their mailing
address that will be used for any documentation that will be issued to them.

If the Occupiers consist of a mixture of persons and companies then the above will still apply. The first
Occupier listed will be selected.

Example

. Property 13 Smith St, Geac has Occupiers of Martin Smith (mailing address of 13 Smith St, Geac),
Nora Smith (mailing address of 13 Smith St, Geac) and Garland Cards Pty Ltd (mailing address of 154 Port
Rd, Geac)

If the above property was selected as an Affected Property nominating the Option “Concatenate Occupier”
they would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address
13 Smith St, Geac Occupier Martin Smith & Others 13 Smith St, Geac
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Options — Add “The Occupier”

When the Add “The Occupier” Option has been flagged on then an occurrence of “The Occupier” is
generated for Properties that have been selected as an Affected Property. Please refer to the individual
Selection Options for details of the use of this option.

Options — Concatenate Same Name/Address

NOTE:- This Option only displays if the Authorised Function ‘Automatic Concatenation of Affected Properties’
has been flagged on within the System Parameters.

When the Concatenate Same Name/Address Option is flagged on then Owner/Occupier Names will be
concatenated when added as an Affected Property.

However the Concatenation process checks the Names and Addresses of Roles records and where the
Surname and the Mailing address is the same for a number of people then they will be concatenated. If the
surname and or mailing address are different then it is not concatenated.

This applies to Owner and Occupier Role records.

Example

. Property 13 Smith St, Geac has Owners of Martin Smith (mailing address of 13 Smith St, Geac),
Nora Smith (mailing address of 13 Smith St, Geac) and Garland Cards Pty Ltd (mailing address of 154 Port
Rd, Geac)

If the above property was selected as an Affected Property nominating the Option “Concatenate on
Name/Address” they would appear as follows on the Affected Properties Maintenance form

Affected Property Name Mailing Address
13 Smith St, Geac Owner M & N Smith 13 Smith St, Geac
Owner Garland Cards Pty Ltd
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Names

Names Maintenance Form

The Name Maintenance Form provides the User with a selection of Role Types that may be associated with
the Licence. This form allows for the addition or deletion of names, with the ability to send acknowledgment
letters and accept responses to these letters.

A Name Status Drop down list is available on the top right section of the Names Maintenance form. The
Name Status drop down list has three choices:

e Current

e Historic

e Current & Historic

The default Name Status is set to Current, this will display all current Name roles.

NOTE: When Pathway Debtors / COM Debtors has been defined as one of the Accounting Methods then
the Names Maintenance form will show the Debtor ID field and also the Customer Profile Button will be
available for selection.

B Names Maintenance g@@

L
Licence Name Status
[2005/1/244 | |98 Adams Lane, ADELAIDE SA 5004 | |current w
Role Type Formatted Name and Address Responzes Letters
J Licencee WMr B Francis aaa aud s
16 Hannaford Rd, Blackwood SA 5051 |=| [current as of 12-Apr-2010
B Chicco - 333333333 (Mobile Phone Number) aaa aua
28 Hannaford Rd, Blackwood S4 5031 |E |Current as of 12-Apr-2010
P Stilgoe - john.stilgoe@infor.com (e-mail address) aas
1 Cole St, Clapham S& 5068 |=| [current as of 09-Feb-2010
J Proprietor
&=
| owner G & A PIAZZA
11 Mewenham Rd, Springfield SA S062 |E |Current as of 09-Feb-2010 ﬂ
| Paby asi o |
183 North Tce, Adelaide S5A 5000 |=]| [current as of 09-Feb-2010
Wr R F Dabinett - 33354759 (After Hours Phone Number) aaa i
72125 Montacute Rd, Campbeltown S5A 5074 |=]| [current as of 09-Feb-2010
WMr N Pachnik aaa

32 Gloucester 5T, Prospect 5A 5082 |Current as of 09-Feb-2010

Trading Name

Histaric Send ‘ Insert ‘ oK | Cancel

Name Maintenance Form

Licence

The Licence is made up of two fields one being the Licence Numbering Code and the other the full
description of the Licence Location.

Name Status
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As of Release 2.12 this form allows names to be made Historic. A Name Status Drop down list has been
added to the top right section of the Names Maintenance form. A Historic button now appears on the bottom
of the form. The Name Status drop down list has three choices:

e Current

e Historic

e Current & Historic

The default Name Status is set to Current, this will display all current Name roles.

Making a Name Historic.
Highlight the names to be made historic and press the “Historic” button. The selected names will be made
historic and will be removed from the “Current” name list

Selecting a Name Status of “Historic” will display all the historic names against the licence.

Selecting “Current & Historic” will display all the names against the Licence. “Historic names will have an
added description of (Hist) after the name.

NOTE: The Licencee and Trading Name Roles should only be changed via the Transfers Option and not by
the ‘Historic’ button.

Role Type

The Role Types are displayed down the left hand side of the screen and may be selected by pressing the
button alongside each Role Type. These may be used to place the focus on the particular Role Type, or copy
a Name from one Role Type to another.

Debtor ID

The Debtor Id field is only displayed when the Licensing Class has been defined as using Pathway Debtors /
COM Debtors as one of the Accounting Methods. This field allows the User to see if a Debtor Number has
been assigned to the Role Type that is to be used for the Debtor processing and if blank allows the linking of
the Debtor to the Role Type via the Customer Profile Button.

Debtor Enquiry

The Debtor Id field is only displayed when the Licensing Class has been defined as using Pathway Debtors
as one of the Accounting Methods. In conjunction with the Debtor Id field it is possible to detail out to the
Debtor Enquiry menu for the Debtor Id using this option. The Detail Option is controlled by User Security
within the Licensing Class and therefore access to this function needs to be given to the User to enable the
display and selection of this Detail Option.

Formatted Name and Address

The Formatted Name and Address Field details the full Name and Address that has been created as a new
address or selected from the Name and Address Register.

Clicking the ‘envelope’ button displays the Mailing Address Enquiry form.

Detail Button
A detail button is located at the end of each Name and Address. Selecting this button will display the
Personal Name and Address Maintenance Form.

Letters
Highlighting a Role Type will then enable a Letter to be created and if required a Response.

Customer Profile Button

The Customer Profile Button is only displayed when the Licensing Class has been defined as using Pathway
Debtors / COM Debtors as one of the Accounting Methods. This field allows the User to maintain the linking
of the Debtor to the Role Type via this Button.

Historic Button

The Historic Button allows the changing of a Role Record to being Historic. By placing focus (highlighting)
on the Role Record that is required to become Historic and selecting this Button the Role Record is then
changed to a Status of Historic.

Send Button
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The Send Button allows for the generation of Letters for those Role Records that have been highlighted as
requiring to receive the Document. Selection of this Button displays the Licensing Document Generation
Form for processing of the documentation.

Name Role Type Selection Form

The Name Role Type Selection form allows the User to select from a list of predefined Role Types that may
be added to the system.

B Mames Role Type Selection

=10

Names Role Type Selection Form

Role Type

When adding a Name to the Licence it must be created as one of the Role Types that have been defined for
the Licence Class. This form displays when the Name Role Type has not been defined and the Insert Option
has been used on the names form. The User needs to select the required Role Type before the Names
Search Profile Form will be displayed.
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Decisions

Decisions Search Profile Form

The Decision Search Profile Form may be used to Search for Decisions that can be placed against the
Licence itself. This form allows the User to Search for existing Decisions or create new Decisions.

B Decisions Search Profile

Search

Decisions Search Profile Form
Decision Expiry - The Expiry Date on Decisions is calculated depending on how and when dates are entered
in this field.

The Rules are as follows:

Adding New Approval Decisions:

e Leaving the Expiry Date Field blank and clicking OK will calculate the Expiry date from how it is set up in
Parameters.

e If an existing Expiry Date is on the Licence, it adds that Period to the Expiry Date

e On an Existing Decision if there is no Expiry Date on a Licence, and it is left blank at entry, the Expiry
Date will be based on the Decision Date.

e When a new Approval Decision is added to the Licence, and the User enters a date in the Expiry Field,
the Expiry Date will be calculated from that.

¢ Any Rejected Decisions on a Licence date cannot have their Expiry Date maintained.

Licence
The Licence Field details the actual Licence that you wish to assign a Decision to and its Primary Location.

Decision Details - Type

This field may be used to enter a decision Code, or use the Pop Up Button to select from a list of predefined
Decisions.

Decision Details - Date

This field may be used to key a date that a Decision may have been entered and click the Search button to
begin the Search Process.

Or a the New button may be selected to add a new Decision to the Licence.

Decision Selection Form
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The Decision Selection Form lists any previous Decisions that have been entered on an Licence.

B Decisions Selection M=l E3
— Licence
[102/1399-P2RKIN | |unit 3/99 School Drive, CALLINGTON S& 5254 |
— Date Decizion Avuthority Under &ppeal —
19-har-1999 LICEMCE C¥CLE COMPLETE r
19-Mar-1999 APRROMAL GIVEN ,cdministration r
New | Modify | Close

Decision Selection Form

Licence

The Licence Field details the actual Licence that you wish to assign a Decision to and its Primary Location.

Date

This field issued to key a date that a Decision is granted on this Licence.

Decision

This field details the actual Decision assigned to the Licence.

Authority

This field details the Authority Code/Name of the person or body that assigned the Decision to the Licence.

The User may also click the New Button to add a New Decision from here.

Decisions Maintenance Form

The Decision Maintenance Form allows the User to maintain an existing Decision, either adding addition
information to an existing Decision or modifying it.
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= - =
1] Decizions Maintenance

Licence
5411 99@FPH 01 | |1 Cherryweond Drive, Greerewith S8, 5125 |

Decizion Details

Decizion Date Im
Expiry Date
Decision [APPR1 & | [spproval 1
LC Authority [AT4 2] [muthority Type 1

Commerit

Under Sppeal [ Mewy Licence Mo, [ Prirt Licence [ Generate Fees v

0K ‘ Cancel ‘

Decisions Maintenance form

Licence

This field details the Licence and its Primary Location. When in Multi-Maintenance a Detail Button will
display to allow the User to see which Licences will be affected by the entry of the Decision.

Decision Details - Date
This field details the date a Decision can be entered on. The system will default to the system date, but can
be changed by double clicking in the field and select a specific date.

Approval Number

This field will only be displayed on the maintenance form, once an Approval Decision has been entered and
the Data saved. Upon re-entry to the form, for viewing or modification, the Approval Number will be
displayed.

Expiry Date
This field will be displayed once a decision has been entered and expiry date calculated.

Decision

This field is used to enter a Decision Code. The User may either enter the Decision Code if know, or use the
Pop Up Button to select from a list of predefined Decision Codes.

Authority

This field may be used to enter an Authority who has granted the Decision. The User may enter the Authority
Code if know, or use the Pop Up Button to select from a list of predefined Authority Codes.

Comment
This field is a free text field allowing the User to enter any comments required regarding the Decision.

Under Appeal

If this flag is checked, the Decision on the Licence is Under Appeal. This may then hold any further
proceedings on the Licence until results of the Appeal are known. If the flag is unchecked, the Decision is
deemed as current.

If a Under Appeal Status has been defined for the Decision within the Decision Parameters, when the Under
Appeal checkbox is checked on then the Licence will take on the Status that has been defined for the Under
Appeal. If no Under Appeal Status has been defined for the Decision within the Decision Parameters then
the Licence will take on the Status of the Decision.

NOTE — The Under Appeal Status and its functionality is only applicable to Licence Decisions. This Status
will not be used when the Under Appeal checkbox is checked on for a Consent Decision.
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New Licence No
This check box will only be displayed if the Decision entered is an Approval Decision. This then allows the
User to allow a new Licence number to be assigned to the Licence upon renewal.

Generate Fees
This field will only be displayed if there are Approval Fees entered at the parameter level, and an Approval
Decision has been entered. Checking this box on will add the particular fee to the Licence.

Print Licence

This field will only be displayed on the maintenance form, if a Merge Type for a Licence Print has been set
up at parameter level. If checked on then the User is able to automatically print a Licence once an Approval
Decision has been entered.

Decision Pop Up Form

The Decision Pop Details all occurrences of predefined Decision Codes and their full description.

T Decision Pop Up
Type Description
[2PP Licence Approved
IMT Interim Licence lzsued
L&PP Licence Accepted
REJ Licence Rejected
Search Profile
Type |
Description |
Search ‘ Select ‘ Quit ‘

Decision Pop Up Form

Type
This field details the Decision Code.

Description
This field details the full Description of the Decision Code.

Search Profile - Type
This field enables the User to enter a Type, click on the Search Button and search for their specified Criteria.

Search Profile - Description
This field enables the User to enter a Description, click on the Search Button and search for their specified
Criteria.

Authority Type Pop Ups and Rejection Type Pop Ups are described in the previous section of this document.
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cConsents

A Consent may be added to a Licence to allow a certain sections of the Licence to proceed prior to final
Approval on the whole Licence.

Consents Search Profile Form

The Consents Search Profile enables the User to either search on existing Consent Codes, or click the New
Button to create a new Consent Code.

B Consents Search Profile

Search

Consents Search Profile Form

Licence
This field details the Licence Number and actual Location of the Licence.

Consents Details - Type

This field allows the User to enter a known Code for a Consent, or select the Pop Up Button to choose from
an existing Consent Code.

Consents Details - Lodgement Date
This field allows the User to enter a known Lodgement Date to search on Consents.

Consent Pop Up Form
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i Conzent Pop Up _ O]
— Type Description
AU Building Awning over Sidevvalk
RES Conzent For Restaurant Spening
— Search Profile
Type
Description
Search Select | Close

Consent Pop Up Form

Type

The Consent Pop Up Button consist of the predefined Types.

Description

The Consent Pop Up Button consists of the Type and this field which gives a full Description of the Type.

Search Profile - Type
The Search Profile form enables data to be entered into this field - the Type option and click the Search
Button to find the selected criteria.

Search Profile - Description
The Search Profile also enable the User to enter a Description in this field. Click the Search button after
entering a Description to being the Search.

Consents

Selection Form
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B Consents Selection

620021 B0OTH

jcongf3 ~categories onhy
“lconsf1 dims &n cats

Consents Selection Form

Licence
This field details the Licence Number and actual Location of the Licence.

Consent
This field details the Consent Code Type.

Lodged
This field details the date that the Licence was lodged.

Decision
This field details the actual Decision placed on the Consent.

Expiry Date
This field details the Expiry Date of the Consent.

The Required field may be selected and checked if the User wishes to ensure that a particular Consent Type
is required on a Licence before it may proceed.

Options - Decision
Selecting the Decision Options Button will allow the entry or maintenance of Decisions against the Consent
currently in focus.

Options — Consent Sequence
Selecting the Consent Sequence Options Button allows the User to re-sequence the order of the Consents.

Consents Maintenance Form
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_lojx

— Licence
|COND.|‘294.|‘2EIEIE | "cont 1", Flat 2280 Warwick Avenue, Cooksvile 58 3553 |

— Consents Details
Conzent |(COHD L}I conzent with condition

Mature L}I

Loclgement Date  [041-Apr-2005 Application Date |1]|1-A|:-r-2m]|5 Required; [v

Expiry Date

Responsible Officer |
Commert ;I

— Options

I Decision I Responzible Officer I Conditions:

(04 Cancel

Consents Maintenance Form

Licence
This field details the Licence Number and actual Location of the Licence.

Consent Details - Consent
This field details the Consent Type. The Pop Up Button may be selected if the Code is not known.

Consent Details - Nature

This field details the Nature of the Consent. The Pop Up Button may be selected if the Nature Code is not
known.

Consent Details - Lodgement Date
This field details the Lodgement Date of the Licence.

Consent Details - Application Date
This field details the actual date of the Licence received.

Consent Details - Required
This field if checked decides if the Consent Details is required on this Licence.

Consent Details - Expiry Date
This field details the Expiry Date of the Consent.

Consent Details — Responsible Officer
This field details the Names of the Responsible Officers. The responsible Officers can be maintained by
using the Responsible Officer Options Button.

Consent Details - Comment
This field allows the User to enter a comment on this particular Consent.

Options — Decision
This button allows the User to detail out to the Decision form. This allows the User to enter Decisions against
Consents.

Options — Responsible Officer
This button allows the User to detail out to the Responsible Officer form. This allows the User to enter or
change the Responsible Officers assigned to the Consent.
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Options - Conditions
Pressing this button will display any Conditions that have been loaded for the Consent. If this Option is not
shown then there are no Conditions associated to the Consent.

NOTE: - When these Consents are used in Licensing Maintenance, in Licence Entry, Change Licence Type
or inserting a new Fee, the assigned Condition will be loaded onto the Licence. The system will check for
existing Standard Conditions and these Consent Conditions will only be loaded once if Standard but will
always load if Non Standard. As the Conditions Option is a Secured Option it will only be available for use
where the Council is authorised to the function.

Consents Sequence Form

The Consents Sequence Form may be selected from the Consents Selection Form. Consents may be
selected and their position shifted.

E Consents Sequence Maintenance

137 Childers Street, MORTH ADELAIDE S& 5008

g-Jan-2003

consfl dims &n cats

Consents Sequence Maintenance Form

Licence
This field details the Licence Number and actual Location of the Licence.

Consent
This field details the actual Consent Type.

Lodged
This field details the date the Licence was lodged.

Decision
This field details the Decision assigned to the Consent.

Consent Nature Pop Up Form

The Consent Nature Pop Up Form details pre-defined Consent Natures.
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i Conzent Nature Pop Up _ (O] x|
— Mature Description
[BLD | [Building Consert |
— Search Profile
Mature
Description
Search Select | Quit |

Consent Nature Pop Up Form

Nature
Consent Natures may be assigned to a Consent to define specific groups of Consents. For Example it may
be a Commercial Consent, a Rural Consent etc.

Description
This field give a full Description of the Consent Nature.

Search Profile - Nature
The Search Profile allows the User to enter a Nature and click on the Search Button. A list of matching
Natures will be provided.

Search Profile - Description
A Description may be keyed as other Search criteria to enable the User to find a Consent Nature.

Consent Decisions Search Profile Form

Consent Decisions may be added to the Consent to verify if the Consent is Granted or Denied.

B Decisions Search Profile

Search

Decisions Search Profile Form

Infor Public Sector July 17 Page 270



Licensing User Guide Licensing Options Forms

Consent
This field details the Consent that the Decision will be based upon.

Decision - Type
This field may be used to enter a Decision Type to Search for.

Decision - Date
This field may be used to enter a Date that a Decision may have been entered on. Key a date, and then click
the Search Button to perform the Search

Decisions Maintenance Form

E Decisions Maintenance

Decisions Maintenance Form

Consent Details
This field details the Consent that the Decision will be based upon.

Decision Details - Date
This field will hold a valid date. Today’s date will default, but may be changed by double clicking in the field.

Decision
This field allows the User to enter a Decision Code, or click the Pop Up Button to select a pre-defined Code.

Authority
This field allows the User to enter a Authority Code, or click the Pop Up Button to select a pre-defined Code.

Rejection Reason
This field allows the User to enter a Rejection Code, or click the Pop Up Button to select a pre-defined Code.

Comment
This free format field allows the User to enter a comment on the Specific Decision being entered.

Under Appeal

If this field is checked, then the Decisions is being Appealed. If the field is unchecked no Appeal is pending.
This form has three Pop Up Buttons: Decision, Authority and Rejection Reason. Decision Pop Up is
described previously.
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Authority Pop Up Form

T Authority Pop Up

— Type Description
A0 Lclminiztration
B Branch Office
HiZ Head Office

— Search Profile

Type
Description

Search

Select | Quit |

Authority Pop Up Form

Type
This field details the Code given to the Authority Type.

Description
This field gives a full Description of the Code.

Search Profile - Type
The Type field may be used to enter a Type then click the Search Button to produce the result.

Search Profile - Description

The Description Field may be used to enter a full or part Description, then clicking on the Search button to
produce the results based on your entered criteria.

Rejection Reason Pop Up Form
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i Rejection Reason Pop Up M=l

— Type Description
MR OM Mon Compliance of Conditions
SPACES Site to Small for Reguested Licence

— Search Profile
Type
Description

Search Select | Quit |

Rejection Reason Pop Up Form

Type
This field details the Code given to the Decision Type.

Description
This field gives a full Description of the Code.

Search Profile - Type
The Type field may be used to enter a Type then click the Search Button to produce the result.

Search Profile - Description

The Description Field may be used to enter a full or part Description, then clicking on the Search button to
produce the results based on your entered criteria.

This field details the Code given to the Decision Rejection Type.
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Fees

Fees Maintenance Form

The Licence Fee Maintenance Form allows the User to Enquires, Insert and Modify Fees on a Licence. The
Form consists of the following fields.

NOTE: Where the user has focused on a Timesheet Fee and selected the Ajustment Option the following
message will be displayed:

“Do you want to adjust the Timesheet?
(Otherwise the Normal Adjustment is performed) °
Yes,No,Cancel’

If the user selects ‘Yes’ then the Time Adjustment form is displayed allowing the changing of the actual
recorded times that have been used to calculate the fee.

If the user selects ‘No’ then the standard Licensing Fees Maintenance form is displayed and the user is able
to enter in the New Accepted Fee.

It should be noted that the standard Debtor Interface function in that fees cannot be increased once they
have been transferred to debtors is applied to these Adjustments. Timesheet Generated fees can only be
reduced once they have been transferred to Debtors.

Conversely, were the Application is not using the Debtor Interface function then fees can be adjusted up or
down at any time but once the fee has been Receipted then the Fee can only be increased. The user will
not be allowed to decrease the dollar value of the fee below the Receipted amount.
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E Licence Fees Maintenance = |EI|£|
— Licence
[45/2004/RENEY | |'cont 4 3warwick Avenue, Cooksvile SA 5585 |
—Licence Fees Calculated Accepted Paid Balance — Status
125 55 125 55 0.00 0.00] [Transferred to Dektars
newfee test change - desc 1.00 20.00 0.o0 5.00] |Transferred to Debtors
Lewy >$19999 2891415 28991415 0.o0 0.00] |Transferred to Dektors
Est - Processing Fee 1000.00 1000.00 .00 1000.00] [Transferred to Dekbtors
Processing Charges 1081.38 1499.35 .00 1499.35| [Transferred to Debtors
— Totals Calculsted Accepted Paid Balance
| a2122.08] | 32559.08] | 0.00] | 2504.36]  Overpaid 0.00
Fee Refunds 0.00
Deposit Refunds o.on
— Options
| Prepayment Alocation | Tran=zactions | Exemmt | Eaid | EEtaiEd
| yErEEy et Al st | Adjustment | Mot Arplicatle | oz
| TranEier: | FEset
| Ladgement Fee
Qiebtcurs '_rxn | Invoice Print | Insert | 84 I Cancel

Fees Maintenance Form

Licence

This field consists of two boxes. The first field details the actual Licence Number and Type, and the second

the Primary Location of the Licence.

Licence Fee

This field will detail any fees that have been added to the Licence.

Calculated

This field details the amount of fee that has been calculated from predefined parameters.

Accepted

This field details the amount of fee that has been Accepted for payment. The User may modify this field for

each particular fee.

Paid

This field details the actual dollar value paid against each individual fee.

Balance

This field details the balance owing against each individual fee.

Refunded

This field will show the dollar value of any fee that may have been refunded.

Status

This field details the status of the particular fee involved. Once one of the buttons described below are
activated against the fee, its status will be reflected in this field.

NOTE: When using Pathway Debtors as the Accounting Method the Status Field will display the Status of

the Fee as to whether the fee is awaiting transfer to Debtors or has been transferred to Debtors.

Totals - Calculated

This field details the actual Total of all the fees Calculated that are attached to this Licence.
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Totals - Accepted
This field details the actual Total of all the fees Accepted that are attached to this Licence.

Totals - Paid
This field details the actual Total of all the fees Paid that are attached to this Licence.

Totals - Balance
This field details the actual Total of all the fees Balance that are attached to this Licence.

Totals - Refunded
This field details the actual Total of all the fees Refunded that are attached to this Licence.

Options

The Options buttons allow further maintenance to be carried out. Refer to the individual forms activated by
selecting each button.

Options — Lodgement Fees
The Lodgement Fees button can be used to load all Fees assigned in a Lodgement Option.

When this option is used, all Fees that are assigned to the Licence Type are collected and displayed in a
selection window. Each of the fees has a check box next to it and users are able to check OFF any that they
feel are not required.

When the OK button is then selected all fees that are still checked ON will be added to the Licence.

Where the selected fees require Dimensions or Categories for calculation the relevant screens are displayed
for values to be entered.

The insertion of other fees can still be handled via the Insert Button.

Debtors Txn Generation

The Debtors Txn Generation Button is used to transfer the Fee Transactions to the Pathway Debtors
Module. Only those Fees where the Status is showing as Awaiting Trans to Debtors will be processed.
When the User selects this Button the Names Maintenance form is displayed to allow the selection of the
Name / Debtor that the transactions are to be transferred to.

NOTE: The Debtors Txn Generation Button is only displayed when using Pathway Debtors as the
Accounting Method for the Licence.

Invoice Print

The Invoice Print Button allows the generation of an Invoice from the Fees on the Licence. Selecting this
Button displays the Invoice Print Form enabling the User to nominate the Merge Type and Invoice to be
printed.

Allocation Enquiry Form

The Allocation Enquiry Form allows the User to detail out and see any Receipts that have been
paid and to allocate the money against a fee.

Infor Public Sector July 17 Page 276




Licensing User Guide Licensing Options Forms

B allocation Enguiry - O] x|
— Licence
[40i2002/PL AN | 6 wiliams Road, Cooksvill: 54 5333 |
—Date ——— Description Reference Amount Tax
[16-Zep-2002 | [Receigt | | 401424| | -o00a) | -1 60|
— Options
Reference Details
| Licence Fees Detsils

Gt |

Allocation Enquiry Form

Licence
This field details the actual Total of all the fees calculated that are attached to this Licence.

Date
This field will show the date that Allocation has been entered in the System.

Description
This field gives a full description of the actual Allocation.

Reference
This field details any Reference that may have been placed against the Allocation.

Amount
This field details the actual dollar value that has been entered against for Allocation.

Tax
The Tax Amount applicable for the Fee is displayed in this field if the Fee has been defined as Taxable.

Options — Reference Details
If the Reference Detail Button is selected then the Receipt information is displayed.

Options — Licence Fees Details
If the Licence Fees Detail Button is selected then the Allocation Enquiry Form is displayed.

Allocation Details Enquiry Form

The Allocation Enquiry allows the User to view Allocations made against a Licence Fee. The Form consists
of the following form.
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B allocation Engquiry O] x|
—Licence
[402002/PL AN | |6 williams Road, Cooksville 54 5358 |
— Date ———— Description Reference Amournt
[16-2ep-2002 | [Receigt | | ama24] | -100.00]
—Fee Amourt Tax
base fee div 51 -25.50
hase fee free of tax -26.50
baze fee exempt from tax x -2 a0
base fee -17.50 -1.60

Cluit

Allocation Enquiry Form

Licence
This field details the actual Total of all the fees calculated that are attached to this Licence.

Date
This field will show the date that Allocation has been entered in the System.

Description
This field gives a full description of the actual Allocation.

Reference
This field details any Reference that may have been placed against the Allocation.

Amount
This field details the actual dollar value that has been entered against for Allocation.

Fee
This field will display the Fee that can be Allocated.

Amount
This field will detail the actual dollar amount for Allocation.

Prepayment Allocation Form

The Pre-Payment Allocation Form allows the User to enter a Receipt/Reference number or detail out to the
Pre-Payment detail form.
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E Prepayment Allocation

[aac -

Continue

Prepayment Allocation Form

Licence
This field details the actual Licence currently being accessed along with the Location for the Licence.

Balance
This field details the balance of the Fee for Allocation.

Prepayment Details - Receipt/Reference Number

This field allows the User to enter a Receipt or Reference Number to search on. If the Number is not known
then the Pop Up can be used to display a list of Prepayments to select from.

Prepayment Details — Balance
The Prepayment Balance field displays the balance remaining on the Receipt prior to it being allocated to the
current fee.

Receipt Details — Receipt
The Receipt Number is displayed in this field.

Receipt Details — Date
The Date of the Receipt is displayed in this field.

Receipt Details — Amount
The full amount of the Receipt Line is displayed in this field.

Receipt Details — Narrative
Information entered into the Narrative field during Receipting is displayed in this field.

To be Allocated — Amount
The Amount to be Allocated defaults to the outstanding amount of the Licence Fees. This can be changed
to another amount if required. The Allocated Amount cannot be greater than the Balance of the Licence.

Prepayment Details Filter Form

The User may key information into these fields if known, or use the Search button to produce a list of Pre-
payments already entered into the system.
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B Prepayments Search Profile -0 x|

Search

Prepayments Search Profile Form

Class Details - Description
This field describes the Class that is currently active.

Prepayments Details - Reference Number
This field allows the User to enter a Receipt or Reference Number to search on.
Once details are entered, click the Search Button to proceed with the Search.

Prepayment Details - Receipt Date
This field details the date that may be entered to search for a Pre-payment.

Prepayment Details - Unallocated Only
This box if checked will display unallocated amounts only. If unchecked will find provide details of all pre-
payments.

Prepayments Selection Form

T Prepayments Selection _ O] x|
— Clas= Details
Drezcription |Li|:ensing Test Class |
Receipt Date Amaunt —— Reference Balance — Rewersed ——
| 703] [04-2ugissE | | 100.00] | 1] | fooon] [
Select Display Quit

Prepayments Selection Form

Class Details - Description
This field details the current Class and Description of the Licence.
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Pre-Payment Date
This field details the date that the Pre-payment was made.

Receipt
This field details the actual Receipt Number entered.

Receipt/Reference Number
This field details any Receipt/Reference Number that has been assigned to the Pre-payment.

Amount
This field details the actual dollar value of the Pre-payment.

Balance
This field details the dollar value left against the Licence after the Pre-payment has been added.

Reversed
This field if checked on will show that this particular Pre-payment has been reversed.
Clicking the Display Button will detail the User out to the Pre-Payments Maintenance Form.

Prepayments Maintenance / Enquiry Form

The Prepayments Maintenance / Enquiry form allows the User to view and modify Prepayments.

% Prepayments Maintenance = |I:I|5|
— Class Details
Description PCTA Licensing Group |
— Receipt Details
Receipt 401517 Date  [27-Sep-2002 Amourt 58.50 Reversed [
Mame [&lexander Jeffrey Cook [=]
259 Sturt St =
— Prepayments Details
Reference Mumber 4 Allocated 0.0a
Descrigtion |prepayment ;I Refunded 0.00
Balance 53.50
=
— Allocation Date Armaourit Tax
— Options
Receipt Details | Refunds
1] 4 Cancel

Prepayments Maintenance / Enquiry Form

Class Details - Description
This field details the current Class and Description of the Licence.
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Receipt Details — Receipt
This field details the actual Receipt Number entered.

Receipt Details - Date
This field details the date that the Pre-payment was made.

Receipt Details - Amount
This field details the Receipt Amount of the Prepayment.

Receipt Details - Reversed
If the Reversed field is ticked then the Receipt Prepayment has been reversed via Receipting.

Receipt Details - Name
This field details the Name appearing on the Receipt for the Prepayment.

Prepayments Details — Reference Number
The Reference Number is the number that is automatically allocated to the Prepayment at the time of
Receipting.

Prepayments Details - Description
The Description that was entered at Receipting is displayed in this field.

Prepayments Details - Allocated
The Allocated field displays the accumulated amount of the Prepayment that has been allocated to Fees.

Prepayments Details - Refunded
If an amount has been Refunded then this will appear in this field.

Prepayment Details - Balance
The remaining Balance of the Prepayment is displayed in this field.

Allocation Details

Any Licenses that have had allocations made against them from this Prepayment will be displayed in the
Allocation Details section. This shows the Licence Number and Location that the Licence is for.

Allocation Details - Date
The Date field represents the Date that the allocation occurred against the Licence.

Allocation Details - Amount
The Amount field represents the amount that was allocated to the Licence from the Prepayment Receipt.

Allocation Details — Detail Button
Selecting the Allocation Details Button will take the User to the Summary Form for the Licence that has been
allocated with the Prepayment.

Options — Receipt Details
Selection of the Options Receipt Details Button will display Receipt Enquiry for the Prepayment Receipt.

Options - Refunds

Selection of the Options Refunds Button will display any Refunds that have been entered against the
Prepayment, or allow entry of a Refund.

Transaction Enquiry Form

The Transaction Enquiry Form is displayed when the User has selected the Transactions Option Button from
the Fees Maintenance form.

NOTE:- If the Fee Amount when entered had been changed from the Calculated amount then the Detail
Button at the end of the Transaction Line will not be available. The Detail Button will only be available when
the Accepted Amount is the same value as the Calculated Amount on the Fee.
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E Tranzaction Enquiry

I [=] E3

— Application

[1021999-PARKIN | [Unit 389 School Drive, CALLIMGTON SA 5254

— Licence Fees Details

Type [RUMDLE | [Rundle Mall Permit Fes

Belance

— Transactions Diate Amount — Comment
Additional Fee 15-har-1999 +0.00
Adjustment - Accepted Fee 18-har-19939 +50.00
Paid - Debtors 19-hdar-1999 -50.00
Paid - Debtors Reversal 19-Mar-1999 +50.00
Paid - Debtors 19-hdar-1999 -50.00

Quit |

Transaction Enquiry Form

Transaction Enquiry - Licence

This field details the current Licence number and Location of the Licence.

Licence Fee Details - Type

These two fields detail the Fee Type Code and its full description.

Balance
This field details the Balance of the Licence Fee

Transactions
This field details the Licence Fee by each Transaction.

Date
This field details the date of the Fee Transaction.

Amount
This field details the Amount of the Fee Transaction.

Comment

This fee details any comment that may have been put against the fee Transaction.

Comment field is mandatory if Mandatory Fee Adjustment Comment is checked on in the Class System

parameters.

Licence Fees Maintenance/Adjustment Form

This form allows the User to make an adjustment to the particular fee selected.

NOTE: - When the Fee has been Transferred to Debtors then it is not possible to Increase the Fee Amount.

The Adjustment can only be a Negative Adjustment. If the Fee is to be increased then it will need to be

added as another fee entry to the Licence.

Infor Public Sector July 17

Page 283




Licensing User Guide Licensing Options Forms

o

—Licence
[43/2004/RENE | |'cort 47, 9wiarwick Avenue, Cooksvile S2 5555 |

— Licence Fees Details
Type |Lewvy =519939

Accepted 2991415 | Paid 0.0 Balance 0.0

—Hew Accepted Fee
Amourit
Comment ;I

Continue ik |

Fees Maintenance Form

Licence
The two fields detail the actual Licence selected and its Primary Location.

Type
This field details the Fee type selected and it’s full description.

Accepted

This field details the actual dollar value that has been accepted for the fee.
Paid

This field details the dollar value paid against the fee.

Balance
This field details the dollar value of the balance of the fee.

New Accepted Fee - Amount
This field details the dollar value to be entered to adjust to the new Accepted Fee.

Where the Fee has been transferred to Debtors the Adjustment will create a Credit Note when the Debtor
Txn Generation process is run.

NOTE: - When the Fee has been Transferred to Debtors then it is not possible to Increase the Fee Amount.
The Adjustment can only be a Negative Adjustment. If the Fee is to be increased then it will need to be
added as another fee entry to the Licence.

Comment
This field allows the User to enter a comment regarding the fee being adjusted. This is a free text field.

Comment field is mandatory if Mandatory Fee Adjustment Comment is checked on in the Class System
parameters.

Allocation Selection Form

This form allows the User to select an Allocation to be applied to a fee.
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T Allocation Selection _ O]
Application Ot =tanding
[17M938LT1 | | 0.00]

Licence Fees Details

[Over payment fee |

Diate Reference Amount
[04-2ug-1995| | yoz| | 10.00 |

To Be Allocated
Aot 0.00

Continue Quit

Allocation Selection Form

Licence
This field details the current Licence.

Outstanding
This field details the Outstanding amount of the Fee.

Licence Fee Details
This field details the actual name of the field being modified.

Date
This field details the date of the Allocation.

Reference
This field details the Reference Number assigned to the Allocation.

Amount
This field details the dollar value assigned to the Allocation.

To Be Allocated
This field details the amount to be allocated.

Exempt Button

This button when clicked will Exempt the fee that has been highlighted. The Exempt Status will be shown in
the Status Field.

Not Applicable Button

This button when clicked will assign a Not Applicable Status to the fee that has been highlighted. The Not
Applicable Status will be show in the Status Field

Reset Button
This button when clicked will Reset the fee that has been highlighted. The Status will then be cleared.
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Paid Button
This button when clicked will mark the fee that has been highlighted as Paid. The Status will be shown in the
Status Field as Paid.

Reset Button
This button when clicked will Reset the fee that has been highlighted. The Status will then be cleared.

Kept Button
This button when clicked will ensure the fee that has been highlighted is Kept. The Status will then be shown
as Kept.

Reset Button
This button when clicked will Reset the fee that has been highlighted. The Status will then be cleared.

New Licence Fee Maintenance Form

The New Licence Fee Maintenance Form may be accessed by clicking on the Insert Button from the Licence
Fee Maintenance Form or using the Multi-Maintenance Option from a Selection Form. The Form consists of
the following fields.

B Mew Licence Fees Maintenance : =10 x|
—Licence
[BaKE-ar2002 | [2-14 martins Drive, ADELAIDE 54 5000 || ]

—Licence Fees

Type [DEP E [Deposit Fee |
Calculsted 27.50
Accepted 27.50 Tax [ ]
Comment ﬂ

[/

(04 | Zancel |

New Licence Fees Maintenance Form

Licence

These two fields detail the number of the Licence and its Primary Location. A Detail Button is displayed
when the Multi-Maintenance Function has been used. This allows the User to detail out and display the
Licences that will be updated with the Fees Maintenance Function.

Licence Fee Details - Type

This field enable User to enter a Licence Type if known, or click on the Pop Up Button to select from pre-
defined Fee Codes.

Calculated
This field details the dollar value that has been calculated against the fee.

Accepted
This field allows the User to modify the Calculated Fee to that of a fee that the Council is willing to accept
against this particular fee.
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Tax
This field displays the Tax value that has been calculated against the fee if the fee is taxable.

Comment
This field is free format and allows the User to enter a comment on the particular fee that is being added.

Licence Fees Pop Up Form

The Licence Fee Pop Up Form allows the User to see the list of predefined Fees. Depending on where the
Pop Up form is selected will depend on the Fees that are shown to the User for Selection. As the User
places focus on the Fees in the Display so the description of the Type of Fee it is will display on the Top
Right Hand Side of the Form. For example Consent Fees will only appear in the Fee Pop Up form if there
are Consents on the License.

B Licence Fees Pop Up =10 x|
Description Inzpection Fee Type

— Type
DIMF OR ditnenzion fee using format (RLEE ar = (F0%) ;I
DiltASIN dimension test
MCOTaM Mon Taxable Base Fee
FEMEW AL, Fenewal Fee
BASE hase fee no calcs
CATS category fee
Db dimenzion only fee
DIkCAT ditnenzion and category fees
PALILColbA dimensionz with calculstion formula _vrl
— Search Profile
Type
Description

Search Select ik

Licence Fees Pop Up Form

Type
This field displays the Code that has been assigned to the Fee Type.

Description
This field gives a detailed description of the Licence Fee Type.

Search Profile - Type

This field allows the User to enter an Licence Fee and click the Search button to begin a Search on entered
Criteria.

Search Profile - Description

This field allows the User to enter a Description, click on the Search button to being a Search on the entered
Criteria.

Name Maintenance Form

The Name Maintenance Form is displayed under the following circumstances
e when the Debtor Txn Generation Button has been selected from the Fee Maintenance Form and the
Licence is for a Debtor
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e when the Invoice Print Button has been selected from the Fee Maintenance Form and the Licence is
not linked to Debtors.

Debtor Txn Generation Button

When selected via the above option then the Names Maintenance form allows for the selection of the Debtor
that the transaction is to be applied to. Additionally the User is also able to maintain the Customer Profile
information for the Role Type. This Role Type is then used as the Document Addressee when an Invoice is
printed.

Invoice Print Button

When selected via the Invoice Print Button then the Names Maintenance form allows for the selection of the
Name Role that is to be used as the Document Addressee for the Printing of the Invoice.

M=

—Licence
[131 2004/ DEBT | |'cort 3, 7 wiarwick Avenue, Cookavile S8 5385 |
—Role Type ———— Formatted Mame and Address Debtor 10
Licences T & 5 BUILDIMNG
52-55 King Wiliam St, ADELAIDE S& 5000
Ouvner ' vurts 25536 s
Cant 3 7 Wiarwick Ave, COOKSYILLE S&  S883

Cuskomer . .
Prafile Continue ik

Name Maintenance Form

Linked to Debtors
The following validation is performed when the Continue Button is selected on this form:-

. Validate that a ‘valid’ Debtor exists linked to the selected Name. (valid infers that it has not been
suspended)
. Validate that a Debt Type is linked to the relevant Fees that are being processed.

If the above validation is correct and the Account Method is Pathway Debtors, a Message appears and the
User is required to answer it.
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Pathway

A Debtors Invoice will be generated. Do wou wish bo continue?

Yes I Yes and Prink | Mo

If the User replies ‘Yes’ then the Transaction only is generated into the Debtors Module.

If the User replies ‘Yes and Print’ then the Transaction is generated into the Debtors Module and also the
Document Print form is displayed to allow the printing of the Invoice.

If the User replies ‘No’ then they are returned to the Fee Maintenance Form and no transactions are
generated in Debtors.

Upon answering either ‘Yes’ or ‘Yes and Print’ the following process occurs:-

. An Invoice Number is allocated (from the next sequential invoice number parameter in Licensing
when Accounting Method is NOT Pathway Debtors)

. A Debtors Batch Invoice is generated (multi lined if multi Fees are being transferred) using the linked
Debtor and the Debt Type linked to each Fee Code and the System Parameter Transaction Type for Invoice
. The Licence Number will be passed and displayed in the External Source field.

. The Module Code of LLC will be passed and displayed in the External Reference field.

. The Payment Reference (the TPK of the Licence) will be passed and displayed in the Payment
Reference field.

. The TPK of the Licence and the Fee Description will be passed and displayed in the Transaction
Ref. field separated by a semi colon.

. The Amount of the Fee (Gross) is passed and Debtors calculate the Tax component where the Debt
Type is Taxable.

. The Batch passed is processed and updated immediately making the Transactions available for

viewing within the Debtor Maintenance menu straight away.

Once Debtors has finished processing the above information it returns back to Licensing the following:-

. The Debtor generated Invoice Number is returned and displayed in the Reference Field on the
Transaction Maintenance Form

. The Invoiced field is updated with an ‘I’ to indicate that the transaction has been invoiced to Debtors
. The Fee Status is set to ‘Transferred to Debtors’ for Pathway Debtors only.

Licence
These two fields detail the number of the current Licence and its Primary Location.

Role Type
The Role Type of the Name is shown next to the Name. This informs the User of the Role Type the Name
has within the Licence.

Formatted Name and Address
The Formatted Name and Address of the Name is displayed in this field.

Debtor Id

The Debtor Id that is associated to the Name Role Record is shown in this field. If this field is blank then no
Debtor Id has been linked to the Name Role Record. If the Name Record with the blank Debtor Id field is to
be used for the Debtor update then the Customer Profile Button will need to be selected and the link to
Debtors created for the Name Role.

If the form has been selected via the Print Invoice Option Button then the Debtor Id is not shown.
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Debtor Enquiry

The Debtor Id field is only displayed when the Licensing Class has been defined as using Pathway Debtors
as one of the Accounting Methods. In conjunction with the Debtor Id field it is possible to detail out to the
Debtor Enquiry menu for the Debtor Id using this option. The Detail Option is controlled by User Security
within the Licensing Class and therefore access to this function needs to be given to the User to enable the
display and selection of this Detail Option.

Customer Profile Button

The Customer Profile Button is displayed to allow the maintenance of the Debtor link for the Name Records
displayed on the form. Selecting this Button will allow the User to update or create the Debtor link for the
Name Record currently in focus.

If the form has been selecdted via the Print Invoice Option Button then the Customer Profile Button is not
shown.

Invoice Print Function Form

The Invoice Print Function Form is displayed when the Invoice Print Button has been selected from the Fee
Maintenance form or the User has nominated to Print the Invoice during the Debtor Txn Generation Process.

The Merge Type to be used within this form is to be defined within the Class Parameters using the Extract
and Merge options. If Pathway Debtors is being used for the Accounting Method then the extract FEEDB
can be used when setting up the Merge Type for this function.

When an Invoice is printed then it can be accessed via the Letters option on the Licence. The Debtor will be
used as the Document Addressee or if not a Debtors Licence the name that had been selected at the time
the request to print the Invoice was done will be shown.

NOTE : - The Invoice will not shown using the Letter option against the Name Role record within the Names
Maintenance form within the Licence. The Invoice is only available via the Letter Option.

-ioix

—Licence
350200400 GE | |16 cChilders Street, MORTH ADELAIDE 34 5006 |
—Merge Type
[FeeDB | [fesdb for invoices etc |
— Invoice Mumber Date Type Aot
[1754 | [5-spr-2ong4 | |EST 1000.00
PCHG 2755
l1aa2 | [e-spr-2004 | [BOND 1000.00
LEYY 14.80
EST 100000
Prink Continue ik

Invoice Print Function Form

Licence
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These two fields detail the number of the current Licence and its Primary Location.

Merge Type

The Merge Type to be used for the printing of the Invoice / Credit Note needs to be entered into this field. If
the Merge Type is not known then the Pop Up can be used to display a list of valid Merge Types that can be
used.

Invoice Number
The Invoice Number associated to the Fee is displayed in this field.

Date
The Date of the Fee Transaction is displayed in this field.

Type
The Fee Code is displayed in this field. This also is the Debt Type within the Pathway Debtor Module.

Amount
The Amount of the Fee is displayed in this field. This Amount represents the amount that has been
processed for the Fee for the Invoice.

Print
The Print Option is selected to produce the actual Invoice / Credit Note.

Lodgement Fees Maintenance Form

The Lodgement Fees Maintenance Form is displayed when the Load Lodgement Fees Options has been
taken from the Fees Maintenance form.

The Lodgement Fees Maintenance form can be used to load all Fees assigned in a Lodgement Option.
When this option is used, all Fees that are assigned to the Licence Type are collected and displayed in a
selection window. Each of the fees has a check box next to it and users are able to check OFF any that they
feel are not required.

When the OK button is then selected all fees that are still checked ON will be added to the Licence.

Where the selected fees require Dimensions or Categories for calculation the relevant screens are displayed
for values to be entered.

The insertion of other fees can still be handled via the Insert Button.
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% Lodgement Fees Maintenance

CLE.&.N.QEEIEDDE "cont 1", 4 VWarwick Avenue, Cooksville 54 2558

BAZE baze fee
BH Boarding Houze Fee

Lodgement Fees Maintenance Form

Licence
These two fields detail the number of the current Licence and its Location.

Fee Code
The Fee Code that has been defined as being loaded at Lodgement is displayed in this field.

Description
The Fee Description that has been defined as being loaded at Lodgement is displayed in this field.

Required
The Required field allows the User to determine the Fee is required to be loaded or not. This field is
defaulted to ON but can be flagged Off by the User if the Fee is not required to be loaded onto the Licence.
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Deposits Retained

Retained Deposits Selection Form

The Retained Deposits Selection Form displays a list of existing Retained/Reversed Deposits with the option
to add a new Retained record or display/modify an existing record.

B Retained Deposits Selection M=l E3

—Licence

35020000 A H0T 0 | Lot 1234 Section Street |, Davwe Park S8 5041 |
— Licence Fees

[Help Fee |3
— Date ———— Marrative Retained — Reversed

[24-pov-2000 | [Incorrect transaction | | 3.00| [24-Mov-2000

Hew adify it

Retained Deposits Selection Form

Licence
These fields display the number of the current Licence and its Primary Location.

Licence Fee
This field displays the Deposit Fee description

Date
This field displays the date the Retained record was created.

Narrative
Any additional comments required on the Deposit Retained can be entered in this field. The field is unlimited
in size and is optional.

Retained
This field displays the amount retained.

Reversed
This field displays the date that the Retained record was reversed.
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Retained Deposit Maintenance Form

The Retained Deposit Maintenance Form enables Council to retain the monies received for the Deposit. The
funds are transferred from the Deposit Account, which can be a Trust type account in some situations, and
placed in general funds.

The Deposit Amount will default into the Retainable field, however it can be reduced by keying this reduced
amount if the amount field, where only a partial Deposit amount is to be retained.

% Retained Deposit Maintenance M= E3
—Licence
[35/2000M A HLIDT D | Lot 1234 Section Street |, Davwe Park S8, S04 |
—Licence Fees Retainakle —
[Help Fee |y | 5 00|

— Deposit Retained Details

51 (0 1 Mow- 2000

Amount
Marrative

— Reversal Details

Cantinue it

Retained Deposit Maintenance Form
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B Retained Deposit Maintenance _ O] =]
—Licence
35020000 A H0T 0 | Lot 1234 Section Street |, Davwe Park S8, 5041 |
— Licence Fees Retainakle —
[Help Fee |8 | 3.00]

— Deposit Retained Details

Date |24-Mow-2000
Amount 3.00
Marrative [Incorrect transaction

— Reversal Details

Date  [24-povw-2000

Harrative Wrong fee

Continue Quit

Retained Deposit Maintenance Form with Reversal

Licence
These fields display the number of the current Licence and its Primary Location.

Licence Fee
This field displays the Deposit Fee description.

Retainable
This field displays the amount of the fee that is available to be retained.

Deposit Retained Details — Date
This field displays the date that the Deposit Retained record was created.

Deposit Retained Details — Amount

Enter the Amount of the fee that is to be Retained. This amount can be less than but not greater than the

amount Retained.

Deposit Retained Details — Narrative

Any additional comments required on the Deposit Retained can be entered in this field. The field is unlimited

in size and is optional.

Reversal Details — Date and Narrative

These fields are displayed once a Retained Deposit record has been reversed. The date and narrative of
the reversal are displayed once a record has been created. If the record was maintained by the User the

Reverse Button will not be displayed.
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Refunds

The Refunds Function is designed to allow the User to Refund Licence Fees and/or Deposit Fees receipted
to a Licence.

The Refunds Option is selected from within the actual Licence.

The first form presented is the Fess Refund Selection form allowing the User to create a new Refund or
Select a previously created Refund for Modification.

Selecting the New Button on the Selection form presents the User with the Fees Refund Maintenance form.

Refunds are always relative to a Receipt or Receipts, as opposed to Fees. However the operator will be
shown the Fees that will be affected by the Refund or the Receipt.

The Process is as follows:

. Select a Receipt(s)

. Allocate the Refund to the Fees for the selected Receipts
o Select the Name of the Payee based on the Receipt Name
. Add the other Refund data

Fees Refund Selection Form

% Fees Refund 5election M= E3
— Date Marme Refund — Reverszal
10-Moee-2000 | |J Kertesz 10.00|  [24-Mov-2000 |
1 0-Moee-2000 J Kertesz 25.00
Hew b adify Cloze

Fees Refund Selection Form

Date
This field displays the Date the Refund was created.

Name
This field displays the Name the Refund was created for.

Amount
This field displays the Amount of the Refund

Reversal
This field displays the Date the Refund was Reversed.
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Fees Refund Maintenance Form

The Fees Refund Maintenance Form can be accessed by selection the Options menu or clicking on the
Options Button from the Licence Summary Form. The Form consists of the following fields.

% Fees Refund Maintenance Mi=] E3

— Licence
[362000MANLLTT 0 | [Lat 1234 Section Street | Daw Park S8 5041 |

— Fees Refund Details

B 0 How-2000 Refunded
Marme L}I

Address

Marrative

—Date —————Receipt Refund

— Options
| Allocation Details

ok Cancel

Fees Refund Maintenance Form
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B Fee: Refund Maintenance M=l E3
—Licence
3502000/ A HI0T 10 | Lot 1234 Section Street |, Dave Park S8 5041 |
— Fees Refund Details
Date  |24-How-2000 Refunded 500
Mame | Kertesz d

Address |95 Ferguson Ave
hRTLE BARNK S8 S064

Marretive  [Partial Fee Refund

— Date ———Receipt ———Licence Feesz Refund
[24-Mov-2000 | | 394907 | §]Help Fee | | 5 00|
— Options

Allocation Details

[\,@ Ok, Cancel

Fees Refund Maintenance Form after Refund
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B Fee: Refund Maintenance M=l E3

—Licence
3502000/ A HI0T 10 | Lot 1234 Section Street |, Dave Park S8 5041 |

— Fees Refund Details

Date  [24-Poyw-2000 Refunded 500
Mame [JKertesz | E

Address |95 Ferguson Ave
hRTLE BARNK S8 S064

Marretive  [Partial Fee Refund

— Date ——— Receipt Licence Feez Refund
[24-Mov-2000 | | 394907 | §]Help Fee | | 5 00|
— Options
Beverse Ok, Cancel

I,

Fees Refund Maintenance Form with Reverse Button

Licence
These fields detail the number of the current Licence and its Primary Location.

Date
This field displays the date of the Refund and will default to the System Date but can be overridden. This
field is mandatory.

Refunded
This field displays the amount of the Refund once it has been allocated on the Refunds Receipt Selection
Form. This field cannot be maintained and is display only.

Name

Upon entry into a new Refund the Name field will default to that of the first Applicant. If this name is not
correct then the User can use the Pop Up button to commence a search over the Name and Address system
or create a new Name.

Address
This field displays the Address for the selected hame and cannot be maintained.

Narrative
Any additional comments required on the Refund can be entered in this field. The field is unlimited in size
and is optional.

Date
This field displays the Date of the Receipt and cannot be maintained.

Receipt
This field displays the Receipt Number and cannot be maintained.

Licence Fees
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This field displays the Fee Refunded and cannot be maintained.

Refund
This field displays the Amount of the Receipt available for Refund. This field cannot be maintained.

Options - Allocation Details
Selection of this button displays the Refunds Receipt Selection Form.

Reverse

The Reverse function enables a Refund that has previously been accepted, to be totally reversed. This will
cause the following to occur:

Any Fee affected by the Refund to be re-instated with ‘paid’ details as before the Refund

An Overpayment that was Refunded will be re-instated as before the Refund

The Receipt Refund Amount or Deposit Refund Amount will be reduced accordingly

The Status on a Deposit Fee will be reset

Transactions will show original Refund and Refund Reversal to retain history

Ledger entries will be generated for the Refund Reversal and re-allocation of the Receipt

Debit Refund Clearing Account

Credit System Bank Account

Debit Fee or Pre-Payment/Overpayments Bank Account
Credit Fee Revenue or Pre-Payments/Overpayment Account

The processing of a Reversal will require ‘Additional Narrative’ i.e. Reason for the Reversal.

The Reverse Button is hidden once a Refund has been reverse.

Note: Reversal or Refund will reverse the Ledger entries as above, however, if a Cheque has been drawn, it
is the responsibility of the Finance Department to manage the cancellation of the cheque.

Refunds Receipt Selection Form
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% Refundz Receipt Selection [_ O]
—Licence
[35/2000M A HLIDT D | Lot 1234 Section Street | Davwe Park S8 5041 |
—Date —————Receipt Licence Fees Amourt ——— Refund ——
[24-rove-2000 | | 394907 | [Base Fee (Tax Inclusive) 25000
g Deposit Fee (Tax Inclusive) 7500
5] [Hedp Fee 5.00
— Recipient Hame
J Kertesz
95 Ferguson Ave
h%RTLE BARNK 5S4 5064

Continue Cluit

Refunds Receipt Selection Form

Application
These fields detail the number of the current Licence and its Primary Location.

Date
This field displays the date of the Refund. This field cannot be maintained.

Receipt
This field displays the Receipt Number. This field cannot be maintained.

Application Fee
This field displays the Fee Description. This field cannot be maintained.

Amount
This field displays the balance available for refund. This field cannot be maintained.

Refund
Enter the amount of refund required.

Recipient Name
This field displays the Recipients Name and Address details. This field cannot be maintained.

Automatically Adjust Fee for Refund

Functionality has been provided that allows a Fee adjustment transaction to be automatically created when a
Refund is entered for a Fee. This ability means that users will no longer have to manually adjust a Fee after
having entered a Refund for that Fee. This functionality is available in the Smart Client and the Thick Client
for when refunds are entered via Licensing Maintenance (via the Fees Refund option) or the Refunds
module (Refunds >> Refund Transaction Entry).

The new ‘Automatically adjust Fee for Refund’ parameter has been provided in the Class System Parameter
Maintenance form (access from Licensing >> Licensing Parameters and select the System Parameter option
for the Class).
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When this parameter is checked and a Refund is entered for a Licence Fee it will result in an Adjustment
(Refund) transaction being created reflecting the amount of the refund. The following is an example on how
the transactions appear after having performed a refund in full:

Home Transaction Maint "
O Quose | Save | Undo Edt
| 4) Detaks for this extsting tem have not been modfed yet. |
LEryr
Mumber 1037200801777
(LR —
Cescrpton Fee 1 Eaance 0,00 Fer Status
Fee Group N Depost |
 Appkcation Fee Transactons (A & recordts - () sekected) »|
|© Catndaton Enqury © Hecept © Refund © Retained
Date Transactions Reference Amount Tax Comment Invoiced
IDSIZDIZ Adavond Fee 0000 27.27
(1/05/2012 Recept 1234562741 30000 -27.27
(1/05/2012 Recept Refund 1234562741 300,00 27.27
»  ESEEE Adwstment (Refund) -300.00 -27.27 Automatic Refund adjustment
|

If the parameter is not checked on entering a refund will result in the fee being left outstanding (original
behaviour).
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Letters

The Letters Function is designed to allow the User with the aid of the Word Processing Module, select and
send Letters to any Role Type associated with the Licence.

Letters are originally created as part of the Parameter Setup, and may be selected as an Option within the
actual Licence.

The first form present is a Search Profile form allowing the User to create a new Letter of the Licence, or
Select a previously created Letter for Modification.

Selecting the New Button on the Search Profile presents the User with the Letters Maintenance Form. This
consists of the following fields:

Letters/Notices Maintenance Form

1 LC Letters/Notices Maintenance

Licence
5411 99@FPH 01 | |1 Cherryweond Drive, Gresrwith S8, 5125 |

Formatted Hame
[ B Akkott |

0K ‘ Cancel ‘

Licence Letters/Notices Maintenance Form

Licence
These two fields detail the actual Licence Number and the description of its Location.

Formatted name

This field details the name of the person who will receive the selected letter. A Name may be entered into
this field, by selecting the Insert Button. The User will be presented with the Name Selection Form to either
select an existing name, or insert a new name.

More than one name may be sent a letter by selecting the Insert Button and repeating the previous steps.
Once the Names required are selected. Press the OK button. A Document Request Screen will be
presented. The User may then select a Merge Type to produce the required Letters.

These forms are Word Processing form and the Selection and Maintenance of these forms is detailed in the
Word Processing Manuals.

Letter/Notice Maintenance Form — Multi-Maintenance Option
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B Letter/Motice Maintenance =10l x|
— Licence
[BAKE-21/2002 | |2 Gameau Close, ADELAIDE 54 5000 [ [aa

— Letter/Hotice Details

Sddress to |Lit:em:ee -

I | Cancel |

Letter/Notice Maintenance Form - Multi-Maintenance Option

Licence

These two fields detail the Licence Number and its Location. A Detail Button is available to allow the User to
display the Licences that have been selected to be updated by the Letter/Notice function.

Letter/Notice Details - Merge Type

Enter the Merge Type that is required to be generated. If the Merge Type is not known then the Pop Up can
be used to display the available Merge Types.

Letter/Notice Details — Address To
The Address To field defaults to the Licencee. However if the Letter/Notice is to be sent to someone other
than the Licencee, then the dropdown can be used to select the relevant Addressee.
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Correspondence Received

The Correspondence Received Option allows Users to enter specific information that has been received by
the organisation and requires records to be kept. Correspondence Types may be any Type the User may
wish to add, but would general be such things as Faxes, E-mail, Letters etc.

The User will firstly be presented with a Correspondence Received Names Maintenance Form. This form
consists of the following fields:

Correspondence Received Names Maintenance Form

= o o
i) Comezpondence Received Hames Maintenance

Licence
[11193980.T1 | ["The Castle”, 1 Farmer Drive, ADELAIDE S8 S000 |

Formatted Hame
[ Jamie AEBOTT

Insert Continue Quit

Correspondence Received Names Maintenance Form

Licence
These fields detail the actual Licence currently selected and its detailed Location.

Formatted Name

This field is used to display the name that is selected to assign the Correspondence Types to.

The User must select the Insert Key to be presented with the Name selection form. Once a name is selected,
this field will be populated with the name. If more than one name is required, select the Insert Key again and
select a further name.

Once the Name(s) have been selected, press the Continue key to be presented with the Correspondence
Received Maintenance Form.

Correspondence Received Applicant
This field details the name of the Person that the Correspondence has been received from.

Letter Details
This field if populated, will display the details of any Letter that has been sent to this particular person.

Request

This button will only be available for selection if the particular person has had a letter sent to them. Details of
this letter will be displayed in the Letter Details field. This Request Button may then be select to view the
Document Request form and if necessary regenerate or print the letter.
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Response
This field allows the User to enter a predefined code Setup for the Correspondence Received code.

Response Pop Up

This Pop Up Button may be selected if the User is unsure of codes previously entered. The Pop Up Button
will display the list of predefined codes. Once a required code is selected and the Select Button is pressed,
the User will be returned to the Correspondence Received Maintenance Form with the Code populating the
field.

Response Date

This field displays the date that the Correspondence is received on. It will default to the current date, the
User may modify this if required. The User may also double click in the field to be presented with the
Calendar. This will allow the User to select from a previous date or forward date if necessary.

Summary of Response
This field allows the User to enter any details that may be required at a later date regarding the
Correspondence Received. This is a multi-lined field.
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References

Reference Maintenance allows the creation of new references or linkage to previously created references set
up as “Sharing”.

The Maintenance and Linking of References is detailed separately in the References Manual.
When a new Licence is entered, it will now check to see if any default References have been assigned for

the Licence Type of the Licence being entered. If so, it will create one new Reference against the Licence
for each Reference Type found.

% Reference Maintenance !E[
— Reference Type Description Reterence Mumber ———— Reference Status — Status Date ——Links ——
OHTAM | [cortaminated Site | | DEFAULT *- 0000000036 |Current .| [13-Mar-2008
Link Status [Current .| Link Status Date [13-Mar-2008
|saFE | [uo polution o concern | | DEFAULT * oooooo0037 |Current .| [13.Mar-2008

Link Stetus [Current . | Link Status Date [13-Mar-2008

Link To Insert | o4 I Cancel

Reference Maintenance

NOTE When these References are created by the system, they will be created with the Reference Number
set to a unigue default value comprising the following:-
The literal “** DEFAULT **”
plus a 10 digit zero-filled, right aligned number
This should then be changed to a valid value by the user — or the Reference can be deleted if it is
not required.

When the [OK] button is pressed, if any References exist with a default Reference Number, then the following
error will be issued.

Pathway |

o8 The Reference Mumber Figld for this Reference contains the default walue assigned by the systemn.
This must be changed to a valid value - or the Reference can be deleted if it is nok required.

NOTE If, for any reason, you don’t wish to change the Reference Number — or delete the Reference just
now, then the [Cancel] button can be pressed but you will not be able to maintain any References for
the Application until this problem is addressed.
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Conditions

Conditions may be added to a Licence to alert the User to a particular situation that may be peculiar to that
Licence. The Conditions may be added as Notifiable Conditions. These Notifiable Conditions will be
displayed on the screen as soon as the Licence is accessed.

For full details on adding and modifying Conditions, please refer to the Conditions Manual.

Conditions Maintenance — Multi-Licence Option Form

This form enables the addition of standard condition types to Licences.

B Condition Maintenance =10l x|
— Licence
[BAKE-21/2002 | |2 Gameau Cloze, ADELAIDE 54 5000 [ e

— Condition Details

Condition Type E | |
Cwerriding Descrigtion

Apply Date Lapse Date I

(0] 4 Cancel

Condition Maintenance Form - Multi Maintenance

Licence

These fields detail the actual Licence currently selected and its detailed Location. The Detail Button can be
selected to display a list of all the Licences that have been selected to be updated by the function.

Condition Type
This field contains the Condition Type code that is linked to the Type of Condition nominated above. New

Condition Types may be selected using the pop-up button. The description associated with the selected
Condition Type will also be displayed.

Overriding Description

This field enables an overriding description of the condition to be entered. This description may be
subsequently utilised on word processing documentation that contains condition details. If no overriding
description is entered, the description relating to the selected Condition Type will display.

Apply Date
This field is the date from which a condition will apply to a Licence. This information is available for printing
on Word Processing Certificate and Notice documents.

Lapse Date
This field is the date that a condition is no longer applicable to a Licence. This information is available for
printing on Word Processing Certificate and Notice documents.
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Licence Categories

Major Development Categories
Major Development Categories may be used to further describe a Licence. The Categories may be used for
reporting and statistical purposes. These categories are User Definable.

Minor Development Categories

For each Major Development Category, an unlimited number of minor categories may be established. This
parameter is used to establish various categories, which may be applied to a Licence. Individual Minor
Categories may also have Dimensions associated with them.

Major Licence Category Maintenance Form

The Major Licence Category Maintenance allows large types of Licences to be grouped together with Minor
Categories attached to it. This can be used for Reporting as well as particular fees against each of these

types.

B Major Licence Categories Maintenance =10 x|
—Licence
|COND.|‘294.|‘2EIEIE | "cont 1", Flat 280 YWarwick Svenue, Cooksville 54 5535 |

— Major Licence Categories Details
[caFe  »| [cafe - with conditon |

— Minor Licence Categories Details

— Options
| Minor Licence Categories Details | Guestion

I Dimension I Conditions

Insert | Continue ik

Major Licence Categories Maintenance Form

Licence

The Licence field details the current Licence Number and type in the left hand side box, and the right hand
side box details the actual location of the Licence.

Major Licence Categories Details
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The Type field allows for the keying of the predefined code for the Licence Category. If it is not known, the
pop up button may be selected to display the list. Once selected, the Licence Category Maintenance form
will be returned.

Minor Licence Categories Details

Details of the Minor Categories that have been assigned to the Major Category currently in focus are
displayed in this field. As the focus is moved from one Major Category to the next so the detail displayed in
this field will be changed to reflect the Minor detail for the Major.

Options — Minor Licence Categories
The Minor Licence Categories Option is available to allow the display of the details of the Minor Categories
that are associated to the Major Category currently in focus.

Options - Question

Where a Question or Questions have been defined within the Licensing Categories parameters for the Major
Category currently in focus then the Question Option button becomes available for selection. Where no
Questions have been defined in the parameter for the Major Category then the Question Button is not
displayed.

Options - Dimension
Where Dimensions have been defined for the Major Category then the Dimension Button can be selected to
display all the Dimensions for all Major / Minor Categories that have been assigned to the Licence.

Options - Conditions
Pressing this button will display any Conditions that have been loaded for the Major Licence Category. If
this Option is not shown then there are no Conditions associated to the Major Licence Category.

If the Major Licence Category is being ‘Added’, then the Condition Option is not shown. The Option is only
available when viewing a Major Licence Category in maintenance mode.

NOTE: - When these Major Licence Categories are used in Licensing Maintenance, in Licence Entry,
Change Licence Type or inserting a new Fee, the assigned Condition will be loaded onto the Licence. The
system will check for existing Standard Conditions and these Major Licence Category Conditions will only be
loaded once if Standard but will always load if Non Standard. As the Conditions Option is a Secured Option
it will only be available for use where the Council is authorised to the function.

Major Licence Category Pop Up Form

The Major Licence Category Pop Up allows for the selection of pre-defined Major Categories.
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ﬁ Major Licence Category Pop Up

— Type Description

cAT CAT 1

CATZ cat 2
— Search Profile

Type |
Description
Search Select | Quit |

Major Licence Category Pop Up Form

Type
This field details the code assigned to the Major Category Type.

Description
This field fully details the Major Category Code.

Type
The Type field is used to enter a code or part of the code for a Category. A Description may also be entered,
or the Search button clicked to begin the Search.

Search Profile
The Search Profile may be used to “narrow” the list of Major Categories.

Description

This field may be used alone or in conjunction with the Type field as an aid to search for the Code required.
Enter a description into this field and then select the Search button to begin the search. Matching
Descriptions will be displayed for selection.

Options

Once a Major Licence Category has been selected, the Options field now displays a further button. This
Button being ‘Minor Licence Category’. Clicking on this button displays the Minor Licence Category
Maintenance form.

Minor Licence Categories Maintenance Form
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T Minor LC Licence Categories Maintenance _ O] x|

’7

I Minor Catecory 1

= |
_tsen | camnee | qun_|

Minor Licence Categories Maintenance Form

Major Licence Category

The Licence field details the current Licence Number and type in the left hand side box, and the right hand
side box details the actual location of the Licence.

Type
The Type field allows for the keying of the predefined code for the Licence Category. If it is not known, the

pop up button may be selected to display the list. Once selected, the Licence Category Maintenance form
will be returned.

Minor Licence Category Pop Up Form

The Minor Licence Category Pop Up allows for the selection of pre-defined Major Categories.
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ﬁ Minor Licence Category Pop Up

Type Description
11 | |caT 1 MinoR 1 |

Search Profile

Type |
Description |

Search ‘ Select ‘ Quit ‘

Minor Licence Category Pop Up Form

Type
This field details the code assigned to the Minor Category Type.

Description
This field fully details the Minor Category Code.

Search Profile
The Search Profile may be used to “narrow” the list of Minor Categories.

Type
The Type field is used to enter a code or part of the code for a Category. A Description may also be entered,
or the Search button clicked to begin the Search.

Description

This field may be used alone or in conjunction with the Type field as an aid to search for the Code required.
Enter a description into this field and then select the Search button to being the search. Matching
Descriptions will be displayed for selection.

Options - Dimensions

Once a Minor Licence Category has been selected, the Options field now displays a further button. This
Button being the Dimensions Maintenance Form. Clicking on this button Displays the Dimensions
Maintenance Form.

Minor Licence Categories Dimensions Maintenance Form

The Minor Licence Categories Dimension form allows for the addition of a Dimension type and an associated
value. The form consists of the following fields:-
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?; Minor LC Licence Categories Dimenszion Maintenance
— Minor LC Licence Categories
Drescription |r-.-1in|:|r Category 1 |
— Type ———— Descrigtion Yalue
[catz 4| [pimension 3 | | 1).00
Insert | Continue Quit |

Minor Licence Categories Dimension Maintenance Form

Minor Licence Categories - Description
The Description Field is the detailed Description given to the predefined code.

Type
The Type may be keyed in if know, or the Pop Up Button selected to choose from a predefined list of
Dimension Types.

Description
Once the Type is selected its full description will be displayed in this field.

Value
The Value field is used to enter a specific Value according to the Type selected. For example it may be the
Number of Floors in a Carpark, or the Number of Storeys in a Building, or it could be an actual dollar value.

Minor Licence Category Dimension Pop Up Form

The Minor Dimensions Category Pop Up allows for the selection of pre-defined Minor Dimension.
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ﬁ Minor Licence Category Dimension Pop Up

— Type Description
(Dt K |

— Search Profile

Type
Description

Search

Select | Quit |

Minor Licence Category Dimension Pop Up Form

Type
This field details the code assigned to the Minor Dimension Type.

Description
This field fully details the Minor Dimension Code.

Search Profile
The Search Profile may be used to “narrow” the list of Minor Dimensions.

Type
The Type field is used to enter a code or part of the code for a Category. A Description may also be entered,
or the Search button clicked to begin the Search.

Description

This field may be used alone or in conjunction with the Type field as an aid to search for the Code required.
Enter a description into this field and then select the Search button to being the search. Matching
Descriptions will be displayed for selection.

Question Maintenance Form

The Question Maintenance form is used to display the Questions that have been associated to the Major
Licence Category and allow the entry or display of the Answers to these Questions.
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E Question Maintenance

-ALegory
:'|r-.-1anufa-:1uring Sector

(Do all foods manufactured by your buginess
-. nes your husiness manufacture uncooked
any further comments - pleaze refer to the Proprietor for further de
-~ [po=sible date of the completion of the =] [15-5ep-2003

|pumber sllocsted =

Continue

Question Maintenance Form

Major Licence Category
The Major Licence Category Type and Description the Questions belong to is displayed in this area.

Number
The Number of the Question is displayed in this field.

Question
The Question as detailed in the parameters is displayed in this field. The scroll bars or zoom function can be
used to display the Question in full.

Answer

If an Answer has been entered for the Question then it is displayed in this field. If the field is blank or the
Answer is to be altered then the Detail Button can be selected to display the Answer Maintenance form.

Boolean Answer Maintenance Form

The Boolean Answer Maintenance Form is displayed when the Answer has been defined as a Boolean
Question Type. It allows the answer of Yes, No or Undecided.

% Boolean Answer Maintenance

Conkinue

Boolean Answer Maintenance Form

Number
The Number of the Question is displayed in this field.

Question
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The Question is displayed in full in this field.

Answer
The Answer field allows the selection of Yes, No or Undecided from the Dropdown. These are the only valid
Answers allowed for the Boolean Answer Type.

Comment Answer Maintenance Form

The Comment Answer Maintenance Form is displayed when the Answer has been defined as a Comment
Question Type. It allows the answer in a freeform layout.

E Comment Answer Maintenance

plzase refer to the Proprietor
thiz

Continue

Comment Answer Maintenance Form

Number
The Number of the Question is displayed in this field.

Question
The Question is displayed in full in this field.

Comments
The Answer field allows the entry of Comments. This field is freeform and allows the entry of free form text.

Date Answer Maintenance Form

The Date Answer Maintenance Form is displayed when the Answer has been defined as a Date Question
Type. It allows the entry of Date. The Calendar function can be used to select the required Date or the User
can enter the Date in directly.

E Date Answer Maintenance

pozsible date of the completion of the reguirement

Conkinue

Date Answer Maintenance Form

Number
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The Number of the Question is displayed in this field.

Question
The Question is displayed in full in this field.

Answer
The Answer field allows the selection of a Date. The Date can be entered directly into the field or the
Calendar function used to select the required Date.

Number Answer Maintenance Form

The Number Answer Maintenance Form is displayed when the Answer has been defined as a Number
Question Type. It allows the entry of a Number into the Answer field.

i

% Mumber Answer Maintenance

number allocatecd

Continue

Number Answer Maintenance Form

Number
The Number of the Question is displayed in this field.

Question
The Question is displayed in full in this field.

Answer
The Answer field allows the entry of a Number. This is a numeric field and therefore no other characters
other than numbers can be entered.

Date Time Answer Maintenance Form

The Date Time Answer Maintenance Form is displayed when the Answer has been defined as a Date Time
Question Type. It allows the entry of a Date and Time. The Calendar function can be used to select the
required Date or the User can enter the Date/Time in directly.

B Date Time Answer Maintenance O] x|

Mumber Guestion

B Finizh date time B

-

Date Time  |09-Mar-2005 13:45:28

Continue ik |
e

Date Time Answer Maintenance Form
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Number
The Number of the Question is displayed in this field.

Question
The Question is displayed in full in this field.

Date Time
The Answer field allows the selection of a Date/Time. The Date/Time can be entered directly into the field or
the Calendar function used to select the required Date/Time.

Value Answer Maintenance Form

The Value Answer Maintenance Form is displayed when the Answer has been defined as a Value Question
Type. It allows the selection of a user defined Code for the Question. The Code can be keyed directly in or
the pop up used to display a list of valid Value Codes for the Question

_lojx

Mumber Guestion
7 | |status —
&nswver Code 1 E [ok ]

Continue ik

Value Answer Maintenance Form

Number
The Number of the Question is displayed in this field.

Question
The Question is displayed in full in this field.

Answer Code

The Answer Code field allows the selection of a user defined Vaule Code. The Code can be entered directly
or the Pop Up used to display a list of valid Answer Codes for the Question.

Answer Value Pop Up Form

The Answer Value Pop Up Form displays a list of user defined Values that are available for selection. These
Values have been defined within the Parameters against the Question being answered.
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_loix

— ANSywer Description
1 Ck
2 Pazs
3 Paor

— Search Profile
Answer Code |
Description

Search Select ik

Answer Value Pop Up Form

Answer / Description
The Answer Code and its Description are displayed for selection.

Search Profile = Answer Code

If a particular Answer Code is required then it can be searched upon using this field. The Answer Code can
be entered and the Search Option selected to display the required Code. Wildcard searching is available in
this field.

Search Profile - Description

If a particular Answer Description is required then it can be searched upon using this field. The Answer
Description can be entered (or part thereof) and the Search Option selected to display the required Value.
Wildcard searching is available in this field.
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Food Safety Information

Food Safety Information Maintenance Form

The Food Safety Information Maintenance form allows the documenting of information required for the
various Food Safety requirements for SA and Victoria.

Within a Licence itself the following enhancements have been made to cater for the required information to
be stored and then extracted to the Department of Health.

Food Safety Information Maintenance E\@
Licence
[8 | [Cole Street, Pasadena

Food Safety Information Details

Premise Risk Level 200 ﬂ Class 1 Bus - Haz food 6 or more persons MNumber of Staff 59
Premise Compliance Type 1 ﬂ Food Safety Program Number of F/T 10
Food Safety Program  3PA ﬂ 3rd Party Audit FSS Trained Date  05-Mar-2011
Water Supply 10 ﬂ Food premises is served by public water supply -
Compliant |v
Primary Language Spoken English -
Business Location Address Garaged Premise for Mobile Vending -
Comments - Premise Closed

Registration 01-Jan-2011
Premise Registered 01-Jan-2011
Compliance  01-Feb-2011

Tobacco Retailers Details

v| Premise Sells Tobacco V| Via Vending Machine Only Sit in Dining Available 7| L
Options
Names Food Safety Modules Licence Categories
Inspections Premise Codes Performance Assessment System
Complaints Enforcements Prosecutions

oK Cancel

Food Safety Information Maintenance Form

Licence
This field details the number of the Licence currently selected and its full description.

Food Safety Information Details — Premise Risk Level

The Premise Risk Level is used to determine the level of risk from a Food Safety point. The Risks are set up
in the Licensing Food Safety Parameters. The Risk Level can be entered directly or the Pop Up used to
display a list of valid Premise Risk Levels to be used.

Food Safety Information Details — Number of Staff
The Number of Staff field is used to record the number of employees including part time and full time staff.

Food Safety Information Details — Premise Compliance Type

The Premise Compliance Type allows for the recording of the type of compliance that has been put in place.
Whether is by a 3™ Party or using the Standard Compliance Types. The Premise Compliance Types are
defined in the Food Safety Parameters. The Type can be keyed in directly or the Pop Up used to display a
list of Types available.
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Food Safety Information Details — Number of F/T
The Number of Full Time Equivalent Employees handling food is required in this field.

Food Safety Information Details — Food Safety Program

The Food Safety Program that is being used by the Premise is displayed in this field. The Program can be
keyed in directly or the Pop Up used to display a list of Programs available. The Food Safety Programs are
defined in the Food Safety Parameters.

Food Safety Information Details — Water Supply
Use the pop up button to select how the water supply for this licence is accessed.

Food Safety Information Details — FSS Trained Date
The FSS Trained Date field is used to record the date that the Food Safetyp Staff were trained.

Food Safety Information Details — Compliant
The Compliant flag is used to indicate whether the Premise is compliant or not with the Food Safety
Program.

Food Safety Information Details — Primary Language Spoken

The Primary Language Spoken records the language that is spoken at the Premise. Languages are defined
in the Food Safety Parameters with the ability to nominate a default language. The dropdown can be used
to select the required Primary Language.

Food Safety Information Details — Business Location
The Business Location has three options available for selection. These are:-

o Address of Premise Location
. Permanent Station for Mobile Vending
. Garaged Premise for Mobile Vending

Food Safety Information Details — Comments
The Comments field can be used to record further information such as a short description of the business
and its operation.

Food Safety Information Details — Extract Date
The Extract Date only displays when the Premises is Closed and the information has been extract for the last
time within the FSI Extract process. This is the date of the Extract an is non maintainable by the user.

Food Safety Information Details — Premise Closed
The Date the Business closed can be recorded in the Premise Closed field.

Food Safety Information Details — Registration
If the Registration has been suspended then the date of suspension can be recorded in the Registration
field.

Food Safety Information Details — Premise Registered
The date that the Business commenced can be recorded in the Premise Registered field.

Food Safety Information Details — Compliance
The date that the Business became compliant can be recorded in the Compliance field.

Tobacco Retailers Details — Premise Sells Tobacco
If the Premise sells Tobacco then this field can be flagged on. Otherwise the field can be flagged off.

Tobacco Retailers Details — Via Vending Machine Only
If the Premise sells Tobacco via a vending machine then this field can be flagged on to indicate this.
Otherwise the field can be flagged off.

Tobacco Retailers Details — Sit in Dining Available
If the Premise allows sit in dining then this field can be flagged on to indicate this. Otherwise the field can be
flagged off.

Tobacco Retailers Details — Licensed to Sell Liquor
If the Premise is licensed to sell liquor then this field can be flagged on to indicate this. Otherwise the field
can be flagged off.
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Options - Names
Selecting the Names Option button takes the User out to the Names Maintenance form where the names
can be maintained, added or updated. If the Option button is bolded then there are names already on the
maintenance form.

Options — Food Safety Modules

Selecting the Food Safety Modules button takes the User out to the Food Safety Modules maintenance form
where Food Modules can be added or removed. If the Option button is bolded then there are already Food
Modules on the maintenance form.

Options — Licence Categories

Selecting the Licence Categories button takes the User out to the Major Licence Categories Maintenance
form. From this form the User can add or maintain Major/Minor Categories and any Questions that have
been setup for the selected Major Category.

Options - Inspections

Selecting the Inspections button takes the User out to the Inspection selection form (if there are already
Inspections on the Licence) or to the Inspection maintenance form if there are no Inspections linked to the
Licence.

Options — Premise Codes

Selecting the Premise Codes button takes the User out to the Premise Codes maintenance form where
Premise Codes can be added or removed. If the Option button is bolded then there are already Premise
Codes on the maintenance form.

Options — Complaints

Selecting the Complaints button takes the User out to the Complaints Maintenance Form where complaints
can be added or removed. If the option button is bolded then there are already Complaints on the
maintenance form.

Options - Enforcements

Selecting the Enforcements button takes the User out to the Enforcement Maintenance Form where
complaints can be added or removed. If the option button is bolded then there are already Enforcements on
the maintenance form.

Options — Prosecutions

Selecting the Prosecutions button takes the User out to the Prosecutions Maintenance Form where
complaints can be added or removed. If the option button is bolded then there are already Prosecutions on
the maintenance form.

Food Safety Modules Maintenance Form

The Food Safety Modules Maintenance form allows the selection of the Modules for the Business and to be
included in the recording of the information for the Food Safety Information. The Food Safety Modules are
defined in the Food Safety Parameters.
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B Food Safety Modules Maintenance O] =]

S.QI:II:IENICFIN 3 Marting Drive, ADELAIDE 54 S000

Food Safety Modules Maintenance Form

Licence
This field details the number of the Licence currently selected and its full description.

Code
The Module Code is displayed in this field.

Description
The Description of the Food Safety Module is displayed in this field.

Premise Codes Maintenance Form

The Premise Codes Maintenance form allows the selection of the codes to define the type of Premise the
Business is. The Premise Codes are defined in the Food Safety Parameters.

B Premise Codes Maintenance O] =]

S.QI:II:IENICFIN 3 Marting Drive, ADELAIDE 54 S000

[t | [ ox |
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Premise Codes Maintenance Form

Licence
This field details the number of the Licence currently selected and its full description.

Code
The selected Premise Code is displayed in this field.

Description
The Description of the selected Premise Codes is displayed in this field.

Complaint Maintenance Form

Where a site uses the Pathway Customer Service Module to handle complaints, the Batch Process extract
process will have a flag available to be checked ON. Where a site checks this ON, the system will then check
for a record of a Customer Request linked to the Licence record and then check the mapping codes to
assign the correct DoH Complaint value to the XML extract.

Where a site does not use the Pathway Customer Service module, then the following functionality is
available to manage Complaints that may need to be logged against a Licence record.
Upon the selection of the Complaints option the user will be presented with the following form.

Complaint Maintenance e ]
Licence
la | [Cole Street. Pasadena |
Code Description Received Date
| _» | [Food Adulteration =] 15-Mar-2011

Insert ‘ Continue | Quit

Complaint Maintenance form

Complaint Maintenance — Licence Code and Description
This is the Licence code and description of the licence that was initially selected.

Complaint Maintenance — Received Date
This is the date that the complaint was received.

Enforcement Maintenance
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Enforcernent Maintenance EI@
Licence
[1/1888/LI0/001 | |2 Acacia Boulevard, EASTWOOD SA 5063 |
Infringement ﬂ J
Enforcement Type ﬂ | =]
Action Date
A ction - [ q
Inspection ﬂ J
Continue Quit |

Enforcement Maintenance form
Upon selection of the Enforcements option from the Food Safety Maintenance form, users will be presented
with the form above.

Where a Pathway Site does not use the Pathway Infringements Module, ignore the Infringement field and
proceed to select an Enforcement Type either by keying the code directly into the field or selecting from the
pop up.

pnce a code has been selected the Infringement field will dim as shown below.

Enforcement Maintenance EI@

Licence
[1/1888/LI0/001 | |2 Acacia Boulevard, EASTWOOD SA 5063 |
Infringement J J
Enforcement Type 10 o -]
Action Date
Action -
Inspection ﬂ J

Continue ‘ Quit |

Enforcement Maintenance form

Enforcement Maintenance - Infringement
The user can use the pop up button to allow the system to display an infringement(s) that is linked to the
licence. Once displayed the user can select the relevant infringement.

Enforcement Maintenance — Enforcement Type
The enforcement type will be defaulted from the infringement if one has been selected otherwise the user
can use the pop up button to allow the display of of Enforcement Types from which to choose.

Enforcement Maintenance — Action Date
This date will be populated from the Infringement selected, if no Infringement was selected and an
enforcement type only was selected the action date for the enforcement type will be required to be entered.

Enforcement Maintenance — Action
Use the pop up button to select the relevant enforcement action that is to be linked to this enforcement. This
field is mandatory.

Enforcement Maintenance — Inspection
The Inspection that instigates this Enforcement should be selected by the pop-up button.
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Prosecution Maintenance

Upon selection of the Prosecution option, users will be presented with the Prosecution Maintenance form.
The form allows for the entry of the Initial Court Date, Prosecution Type, the Enforcement Type, Enforcement
or the Inspection that instigated the Prosecution.

Additionally a Verdict Option is available to enter the required Verdict Details.

[ )

Prosecution Maintenance E@

Licence
[111888/LI0/001 | |2 Acacia Boulevard, EASTWOOD SA5063 |

Initial Court Date |

Prosecution Type ﬂ | -
Enforcement Bl B
Inspection ﬂ J
Options
| werdict
Continue Quit

Prosecution Maintenance form

Prosecution Maintenance — Initial Court Date
Users are able to key a date directly into the Court Date field, or double click into the field and select a date
from the calendar.

Prosecution Maintenance — Prosecution Type
If the Prosecution Type is known users will be able to key directly into the field or use the pop-up to select
from previously created parameters.

Prosecution Maintenance — Enforcement
Users would then select the detail button on the Enforcement field or the Inspection field to select the record
that instigated the Prosecution.

Prosecution Maintenance — Inspection
Use the pop up button to select the Inspection that is linked to this prosecution.

Where an Enforcement Type of “12” has been created but the user does not create a Prosecution record,
then the batch process will extract an Exception so the user is forced to come back and create the required
record.

Verdict Maintenance

This form allows for the entering of the verdict of an enforcement.
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-

[8) Verdict Maintenance el =2
Prosecution Type Initial Court Date
5] | [Prosecution - Handing food in an unsafe manner | joFes-201 |
Verdet Date Verdict Type Rature of Sentence
15.Mar.2011 1 _» | [Not Guity ] hone

Insect I Continue | Que

=5

Verdict Maintenance form

Verdict Maintenance — Prosecution Type, Description and Initial Court Date
These fields display the details of the selected Prosecution Type.

Verdict Maintenance — Verdict Date
Enter in the date of the verdict.

Verdict Maintenance — Verdict Type
Use the pop up button to select the required Verdict Type.

Verdict Maintenance — Nature of Sentence
This is a free form comment box — it can contain up to 100 characters.

Food Safety Information Maintenance Form — Multi-Maintenance Option

The Food Safety Information Maintenance form allows the User to update fields on the Licences that have

been multi selected on the Selection Form.

Note that the Checkbox fields will only be updated if they are checked ‘On’ and the date fields changed if a

‘Date’ has been entered. Only those licences already with some FSI details setup will be updated. Any

other selected licences will be ignored unless the ‘Create Food Safety Information Details’ option has been

flagged on.

Where this field is flagged on then the information will be updated on those Licences with FSI information

and a FSI record created for those Licences that do not have one.
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Fuurl Safziy [nfuriaiion slainiznaiss J Jd

Food Safety Information Details

Compliance Checked
Premize Closed

Tobacco Retailers Details
[] Premize Selz Tobacco [] Sitin Dining Awvailskle
[] wiavending Machine Crily [ ] Licenzed to Sell Liguar

[ ] Create Food Safety Information Details

Options
Selected Licences

o Cancel

Food Safety Information Maintenance Form

Food Safety Information Details — Compliant
The Compliant flag is used to indicate whether the Premise is compliant or not with the Food Safety
Program.

Food Safety Information Details — Compliance Checked
The date that the Business became compliant can be recorded in the Compliance field.

Food Safety Information Details — Premise Closed
The Date the Business closed can be recorded in the Premise Closed field.

Tobacco Retailers Details — Premise Sells Tobacco
If the Premise sells Tobacco then this field can be flagged on. Otherwise the field can be flagged off.

Tobacco Retailers Details — Sit in Dining Available
If the Premise allows sit in dining then this field can be flagged on to indicate this. Otherwise the field can be
flagged off.

Tobacco Retailers Details — Via Vending Machine Only
If the Premise sells Tobacco via a vending machine then this field can be flagged on to indicate this.
Otherwise the field can be flagged off.

Tobacco Retailers Details — Licensed to Sell Liquor
If the Premise is licensed to sell liquor then this field can be flagged on to indicate this. Otherwise the field
can be flagged off.

Create Food Safety Information Details

If the Create Food Safety Information Details opion is flagged on then any multi-selected Licences that do
not currently have any FSI records against them will have then created using the detail selected on this form.
Otherwise the field can remain flagged off so that only existing FSI records are updated on the multi-selected
Licences.

Options — Selected Licences

Selection of the Options button will display a list of the Licences that have been multi selected for update of
the Food Safety Information.
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Applications

Application Maintenance Form

This Application Maintenance Form allows the User to view or insert any Applications that may be connected

to this particular Licence. Please note that the same form (although with a different heading) is used for
related application.

E Applications Maintenance =] E3
—Licence
[102/1999-PARKIN | [Urit 399 School Drive, CALLINGTOM 58, 5254 |
— Numkber Type Deszcription Location Lodged Status Wiewy ——
[1zz4s7z-2003i8FF | [aFF ] [est | [urit 389 Schoal Drive, calLNG]  [24-Fep-199a ] [aPPROYV | [=
Insert | 0K Cancel

Application Maintenance Form

B Related Licence Maintenance

Licence

[2raTS246/2002 | [Frrowarwick Avenue, Cooksvile S4 5853 |

Mumber Type Description Location Status

[2B0rarIMAL | [1PcTC i ArimaL] [Ed - 2uckiand wiek Service - | [Site Description License Data Entr] [N HOLD

ey Insert | w8 | Cancel

Related Application Form

Licence
This field details the number of the Licence currently selected and its full description.

Number
This field when populated is the Application Number that is to be associated with this Licence.
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Type
This field when populated details the Type of the Application that is to be associated with this Licence.

Description
This field when populated details the Description of the Application that is to be associated with this Licence.

Location
This field details the actual Location of the Application selected to associate with this Licence.

Lodged
This field details the date that the Application selected was Lodged.

Status
This field details the Status assigned to the Application.

View

Selecting the view button on an Application that is detailed allows the User to detail out and see the actual
Application Summary Form. If the User has the appropriate Authority, they may also modify details on the
Application.

This Applications form as mentioned before allows the User to view any existing Applications that may have
been associated by another User, or click the Insert button to search for an Application. Once this Application
is selected the detail will be displayed in the appropriate fields.
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Inspections

Inspection Maintenance Form — Multi-Maintenance Option

The Inspection Maintenance Form is displayed when the Multi-Maintenance Option has been selected from
the Selection Form. This allows the entry of an Inspection to be put against the selected Licences.

When using this option the Date field can be left blank and the Inspection Report run at a later date to show
those Inspections that have not been scheduled. Additionally, when using the Inspection Maintenance Form
via the Multi Maintenance Option there is no checking done regarding double bookings etc.

NOTE: When using this Option that any Fees that might be assigned to an Inspection will not get loaded at
this point. It will be necessary to visit each created Inspection and nhominate for the Fees to be generated.

E Inspection Maintenance = |EI|5|
— Licence
[Earz00zPLAIN | [The parcel south of the city The parcel south of the city Sec T| .|

— Inspection Details
Drate
Type ]| |

I Cancel

Inspection Maintenance Form - Multi-Maintenance Option

Licence

These two fields detail the Licence and its Primary Location. A Detail Button is displayed to allow the User to
display all the Licences that have been selected to be updated by the entry of an Inspection.

Inspection Details - Date
This field allows the User to enter a Date that the Inspection is to be carried out. This field can be left blank if
the Inspections are to be added with no date and will be scheduled later.

To pick up those Inspections that have been added with a blank date it will be necessary to run the
Inspection Report nominating ‘Unscheduled’ to produce a report of those Inspections that have not been
scheduled (no Date entered).

Inspection Details - Type

This field allows the User to enter an Inspection Code, if known or click the Pop Up Button to select from a
predefined list.
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Set Cashier Warning

Cashier Warning Codes are predefined in the Licence Parameters. Once defined, they may be selected and
placed against the Licence that the User is currently working on.

Warning Codes Pop Up Form

E Warming Codes Pop Up =] B3
—Code ——————Description
ERRCF ERROR
SLISP DO MOT ISSUERECEIPT. REFER T MARL
AR VWARMNING
— Search Profile
Code
Dezcription
Search Select | Close

Warning Codes Pop Up Form

Code
This field displays the Code Assigned to a Cashier Warning.

Description
This field displays the Description assigned to the Cashier Warning Code.

Search Profile - Code
This field allows the User to enter a Code that may be Searched upon. Once a Code is entered, click the
Search button to begin the Process.

Search Profile - Description
This field allows the User to enter a Description that may be Searched upon. Once a Description is entered,
click the Search button to begin the Process.

Set Cashier Warning Code — Multi-Maintenance Option

The Set Warning Flag form allows the User to set the Cashier Warning Flag on the Licences that have been
multi selected on the Selection Form.
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B set Warning Flag O] x|
—Licence
[BAKE-21/2002 | |2 Gameau Close, ADELAIDE 54 5000 [ [aa
—Warning Flag
| A | |

(0] 4 | Cancel |

Set Cashier Warning Code - Multi-Maintenance Option

Warning Flag

Enter in the Cashier Warning Code that is required to be placed on the selected Licences. If the Code is not
known then the Pop Up can be used to display a list of valid Cashier Warning Codes that can be used.
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Change Licence Type

Change Licence Type Maintenance Form

The Change Licence Type Form is designed to allow the User to make changes to a Licence.Type. A new
Type may be selected, and specific functions can be loaded to alter the Licence totally. The form is also
displayed when the Multi-Licence Option has been selected.:

B Change Licence Type Maintenance =10 x|
—Licence
[BAKE-21 /2002 | |2 zamesu Cloze, ADELAIDE SA 5000 | |]

~Current Licence Type

— Propo=sed Licence Type
Type | B |

Load Mewy Dimension
Load Mewy Consents
Load Mewy Licence Fees

i

Load Mewy Procedure

(04 Cancel

Change Licence Type Maintenance Form

Licence
These two fields detail the Licence Number and its Location.

Licence Detail Button

The Licence Detail Button is only displayed when the function has been selected via the Multi-Licence
Option form. Selecting this Button will display all the Licences that have been multi-selected to have their
Licence Type changed.

Current Licence Type
This field details the Current Licence Type and is full Description.

When maintain this function using the Multi-Licence Options form these two fields are not displayed as the
Licence Type may be different on each of the Licences that have been selected to be updated.

Proposed Licence Type

This field allows the User to select a Licence Type that the Licence(s) will be changed to. The field will detail
the new Type and its full Description. If the Licence Type is not known then the Pop Up button can be used
to display a list of valid Types.

Load New Dimensions

Selecting this Option will Load any new Dimensions associated with the Proposed Licence Type. New
Dimensions will be loaded, but any existing Dimensions remain against the Licence.
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Load New Consents
Selecting this Option will Load any new Consents associated with the Proposed Licence Type.
New Consents will be loaded, but any existing Consents remain against the Licence.

Load New Licence Fees
Selecting this Option will Load any new Licence Fees associated with the Proposed Licence Type.
New Licence Fees will be loaded, but any existing Licence Fees remain against the Licence.

Load New Procedure
Selecting this Option will Load any new Procedures associated with the Proposed Licence Type.
New Procedures will be loaded, but any existing Procedures remain against the Licence.
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Delete Licence

A Licence may only be deleted if it has no Fees, Decisions or Consents against it.

If the User wishes to proceed with Deleting the Licence, and these Options are registered against the
Licence they must be removed first. Any Fees must be reversed from the Licence and the appropriate action
taken with any money received. Consents and Decisions need to be removed from the Licence.

Once the Options are no longer on the Licence, the User may then take the Delete Licence Option from the
Licence Summary Screen.

The User will be presented with a Warning Message asking if the User is sure they wish to remove the
specific Licence Number.

Answering Yes to this question will result in the Licence being removed. Answering No to this question will
return the User to the Option Form.
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Transfers

Transfer Maintenance Form

The Transfers Option allows the User to Transfer a Licence from one particular person to the other and
modify such things as Trading Name and any other details required.

The Form consists of a Filter form, Selection Form if more than one transfer has been made and the
Maintenance Form where the actual details are stored.

E’; Tranzfer Maintenance M= E3

Licence
[11193980.T1 | ["The Castle”, 1 Farmer Drive, ADELAIDE S8 S000 |

Tran=fer Details

Transfer Date  [D2-Jun-1998
Licence Fees ﬂ |

Amount |
Details
Trading Mame  [Lcme Garbage Collection Service = ad
Licencee(=) bl

Previous Licence Details

Previous Trading Mame | Acme Garbage Collection Service st
Previous Licencee(s) |Wr Johnny ABBOTT et
oK Cancel

Transfer Maintenance Form

Transfers Search Profile Form

The Transfers Search Profile is designed to allow the User to Search for an existing Transfer. A Transfer
date may be entered if known, or the Search button selected to make a full search. If a new Transfer is
required, simply select the New button to have a new Maintenance Form presented for data entry.
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T Transfers Search Profile Pi=] B3

— Licence
[1/1998LT1 | |'The Castle”, 1 Farmer Drive, ADELAIDE SA 5000 |

— Transfer Details

Tranzfer Date I

New Search Close |

Transfers Search Profile Form

Licence
This field details the current Licence Number and the Location associated with the Licence.

Transfer Details - Transfer Date

This field allows the User to enter a Transfer date if known, followed by selecting the Search Button to begin
the Search. Otherwise leave the date blank and select the Search Button to begin a full Search.

Transfers Selection Form

The Transfers Selection Form allow the User to either modify an existing Transfer, or select the New Button
to add a new Transfer to this Licence.

3 Transfers Selection = 10] %]
— Licence
11998011 | |"The Castle”, 1 Farmer Drive, ADELAIDE 52 S000 |
— Transfer Date —— Previous Licencee(s) —— Previous Trading Mame Amourt
03-Jun-1995 Mt Jack ABBOTT A% Jennings & Brothers 100,00
02-Jun-1995 Father Fred Martin James ABBC 20.00
New | Modify | Close

Transfers Selection Form

Licence
The Licence Field details the Licence currently being accessed, and it's Location.

Transfer Date
This field details the date that the Transfer of the Licence was made.

Previous Licensee(s)
This field details the name of the Previous Licensee or Licensees.
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Previous Trading Name
This field detail the name that was previously on the Licence as the Trading Name.

Amount
This field details the dollar value of fees that have been added to the Transfer.

Transfer Maintenance Form (Modifying an Existing Record)

This form is allows the User to view existing details of the Transfer. The only details that may be modified on
the form are the date fields and the detail of the Licence Transfer.

T Transfer Maintenance P [= B3

Licence
[1/19950.T1 | |'The Castle”, 1 Farmer Drive, ADELAIDE SA 5000 |

Transfer Details

Transfer Date  [03-Jun-1998 Amourt | 10000
Detailz |test 2
Previous Trading Mame |2 % Jennings & Brothers il
Previous Licences(=) |Mr Jack ABBOTT 50
0K Cancel

Transfer Maintenance Form

Licence
This field details the actual Licence Number requiring a Transfer and its main Location.

Transfer Details - Transfer Date

This field allows the User to modify the Transfer date, this and the Details field as mentioned before are the
only fields that are allowed to be modified on this form.

Transfer Details - Amount
This field displays the amount of the fee assigned to the Transfer. This field cannot be modified.

Details
This field displays any details entered against the Transfer. This field may be modified.

Previous Trading Name

This field may display the previous Trading Name associated with the Licence. The Detail button at the end
of the line, may be selected to view the Name Maintenance form associated with the Trading Name. If the
User has the appropriate authority, details may be modified on this form.

Previous Licensee
This field may display the previous Licensee(s) associated with the Licence. The Detail button at the end of

the line may be selected to view the Name Maintenance form associated with the Licensee(s). If the User
has the appropriate authority, details may be modified on this form.
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Transfer Maintenance Form

The Transfer Maintenance form allows the User to transfer the Licence from one Licensee to another.

T Transfer Maintenance =] E3

Licence
[1/1998LT1 | |"The Castle”, 1 Farmer Drive, ADELAIDE 54 5000 |

Transfer Details

Tranzfer Date [D2-Jun-1998
Licence Fees ﬂ [
|

Amount

Detail=
Trading Mame | &cme Garbage Collection Service | = ]
Licencee(s) i

Previous Licence Details

Presvious Trading Mame  [Lcme Garbage Collection Service +ee
Presvious Licences(=) [Wr Johnny AEBOTT e
0K Cancel

Transfer Maintenance Form

Licence
This field details the actual Licence Number requiring a Transfer and it's main Location.

Transfer Date

This field allows the User to enter a Transfer date. The field will automatically default to the current date, but
may be modified. Double clicking in the field will invoke the calendar display. The User may then move
forward or backwards for days and months.

Licence Fees
This field allows the User to enter a fee code that may be associated with the Transfer.

Licence Fee Pop Up

The Licence Pop Up fee button may used to select from a list of predefined Licence Fees. The User may
highlight the appropriate fee, and press the select button. They will be then returned to the Transfer
Maintenance form, with the fee displayed in the Licence Fee field.

Amount
This field will display the dollar value associated with the Licence Fee. This may be overwritten.

Details
This field allows the User to enter any details that they may wish to have recorded against the Transfer for
future reference.

Trading Name
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This field can display the Trading Name associated with this Licence. If a Trading name has already been
associated with the Licence the name will already be displayed.

If no Trading Name has been associated, with the Licence, the User may select the Pop Up Button to choose
from the Name Selection form. At this point the Detail Button will be dimmed, as no name is associated with
the field.

Once a name has been selected, the detail button will no longer be dimmed and the User may go the
particular Name Maintenance Form.

Licensee(s)

This field allows the enter the name of a Licensee or Licensees to be associated with this Licence Transfer.
The User may enter a name if know, our use the detail button to select from the Name Selection form.

Previous Trading Name

This field will display the Previous Trading Name if one exists on the Licence. If there is no name associated,
the detail button at the end of the form will be dimmed. If a Previous Trading Name exists, the detail button
will be available for selection. If the User selects the detail button, they will be presented with the Names
Maintenance Form.

Previous Licensee(s)

This field will display the name(s) of the Previous Licensee(s). The User may if required use the detail button
to view or modify the Name Maintenance Form.
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Vehicle Maintenance

Vehicle Details Search Profile Form

Vehicle Maintenance allows the User to add details to a particular Licence to be able to issue Parking
Permits.

B Vehicle Detail Search Profile Mi=] E3

—Licence
[122/2000P ARKID | |3 Section Street, Dave Park 54 S04 |

— Wehicle Details
Registration Mumber

Wehicle Make

Wehicle Model

Hew Search Cloze

Vehicle Details Search Profile Form

Licence
These two fields detail the Licence number and Location that is currently selected.

Vehicle Details - Registration Number
This field may be used to key the Registration Number if known either part of full using standard search keys.

Vehicle Details - Vehicle Make

This field may be used to key the Vehicle Make if known either part of full using the standard search keys.
For example - Holden or Ford etc

Vehicle Details - Vehicle Model

This field allows the User to key the Vehicle Model to help with a search. For example:- Commodore or
Corolla etc

Once search criteria is entered, the Search button may be selected to proceed with the Search. A brand new
Vehicle Detail may be entered, by selecting the New button and the Vehicle Details Maintenance form will be
displayed for data entry.

Vehicle Details Selection Form

The Vehicle Details Selection Form will display any previously entered Vehicle Details. This form allows the
User to modify an existing record by highlighting the record required. The User may also create a New
record from this form by selecting the New Button.

The form consists of the following fields:-
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E Yehicle Detaills Search M=] B3
— Licence
[122/2000P ARKD | |5 Section Strest, Daw Park 54 S04 |
— Registration Mumber —Vehicle Make ——————Vehicle Madel ———————— State —— Area Disahilty Code — Date Cancelled ———
[WWiRFa00 Halden Barina 3 Dioor Hatchback A 1 A,
LGLS4E Subard Sherpa Commercial Yan & 2 Mone
SHS459 Tovata Sedan 54 3 Mone
Hew b odify Close
Vehicle Details Selection Form
Licence
These two fields detail the Licence number and Location that is currently selected.
Registration Number
This field details the Registration Number of previously entered Vehicle Details.
Vehicle Make
This field displays the Vehicle Make of previously entered Vehicle Details.
Vehicle Model
This field displays the Vehicle Model of previously entered Vehicle Details.
State
This field displays the State in which the vehicle is registered
Area
This field displays the Area that Council has defined.
Disability Code
This field displays the Disability Code. The Disability Code is selected from a predefined list.

Date Cancelled

This field details the date that the details no longer apply to this Vehicle for the Purposes of the Permit.

Vehicle Details Maintenance Form

The Vehicle Detail Maintenance Form allows the User to enter the information required about the Vehicle, so

that a Permit may be produced at a later date.
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B Vehicle Details Maintenance Mi=] E3

—Licence
[122/2000PARKID | |3 Section Street, Dav Park 54 504 |

— Details
Registration Mumber  [WRF500

‘ehicle Make |Holden Barina

Yehicle Model |3 Door Hatchback

Ares "I—

State |54

Dizahilty Code

Date Cancelled

Commert |4 great little car :I

p

— Options
| Dizabilty Code History

ok LCancel

Vehicle Details Maintenance Form

Licence
These two fields detail the Licence number and Location that is currently selected.

Registration Number
This field may be used to key the Registration Number if known either part of full using standard search keys.

Vehicle Make

This field may be used to key the Vehicle Make if known either part of full using the standard search keys.
For example - Holden or Ford etc

Vehicle Model
This field allows the User to key the Vehicle Model to help with a search. For example:- Commodore or
Corolla etc

Area
This field allows the User to key in an Area Code as decided by Council.

State
This field allows the User to key in the State in which the vehicle is registered.

Disability Code
This field allows the User to select a Disability Code from a predefined drop down list.

Where a Vehicle Details record is modified at any time to change the Disability Code to a new code, a record
of this will be added and the User will then see another option appear on the called Vehicle Detail History.

Date Cancelled
This field details the date that the details no longer apply to this Vehicle for the Purposes of the Permit.

Comment

This field allows the User to enter a detailed comment regarding the Vehicle Details and if necessary
information regarding the cancelled date.
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Disability Code History Maintenance Form

When a Disability Code is modified the Disability Code History Maintenance form is displayed. This will
enable the User to enter details of why the Disability Code was modified.

% Dizahility Code History Maintenance

—Licence
[122/2000P ARKID | |3 Section Street, Dave Park 54 S04 |

— Dizability Code History Details
Date [14-Feb-2002 14:16:06 |
Dizakilty Code  |Mone
Matrative  |Drive needs to use glasses ;I

Confinue it |

Disability Code History Maintenance Form

Licence
These two fields detail the Licence number and Location that is currently selected.

Disability Code History Details — Date
This field displays the date that the Disability Code was modified and is system generated and may not be
maintained.

Disability Code History Details — Disability Code
This field displays the Disability Code selected on the Vehicle Details Maintenance form and may not be
maintained.

Disability Code History Details — Narrative
This field allows the User to enter a reason for the change of Disability Code.
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Purpose Codes

Purpose Codes Maintenance Form

Purpose Codes allow the User to enter any particular codes that may be deemed necessary to add to the
particular Licence currently working on.

E’; Purpoze Codes Maintenance

Licence

[18M19381T1 | |55 Farmer Drive, ADELAIDE 54 5000 |

Type De=cription Camment Document
LL =] [uiguor Licence | |

Insert | 0K ‘ Cancel |

Purpose Codes Maintenance Form

Licence
This field details the current Licence selected and it’s full description.

Type
This field allows the User to enter a code that can be given to the Purpose Code. This field may be alpha
numeric.

Description
This field details the full description that has been assigned to the Purpose Code Type.

Comment
This field allows the User to enter a free text format comment regarding the Purpose Code.

Document

If the User wishes to add a Word Processing document to the Purpose code, clicking on the detail button will
open a Word Processing document for data entry. Once this has been keyed in, this document will be
attached to the Purpose Code for later use if required.

Purpose Code Maintenance Form — Multi-Maintenance Options

Purpose Codes allow the User to enter any particular codes that may be deemed necessary to add to the
selected Licences.
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B Purpose Code Maintenance O] x|
—Licence
[BAKE-21/2002 | |2 Gameau Close, ADELAIDE 54 5000 [ [aa

— Purpose Type Details

Type 21 | |

Camment

(0] 4 Cancel

Purpose Code Maintenance Form - Multi-Maintenance Option

Licence

This field details the Licence and its Primary Location. A Detail Button is available for the User to display the
Licences that have been selected to be updated with the Purpose Code information.

Type
This field allows the User to enter the code given to the Purpose Code required. If the Purpose Code is not
known then the Pop Up Button can be selected to display a list of valid Purpose Codes.

Comment
This field allows the User to enter a free text format comment regarding the Purpose Code.

Purpose Code Pop Up Form

The Purpose Code Pop Up displays all occurrences of predefined Purpose Codes and their full description.

% Purpose Codes Pop up

PLrpose Cne

purpose two

Search Select

Purpose Codes Pop Up Form
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Type
This field details the Purpose Code.

Description
This field details the full Description of the Purpose Code.

Search Profile - Type
This field enables the User to enter a Type, click on the Search Button and search for their specified Criteria.

Search Profile - Description
This field enables the User to enter a Description, click on the Search Button and search for their specified
Criteria.
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Miscellaneous Data Maintenance

Miscellaneous Data Maintenance Form

The Miscellaneous Data Maintenance Form is used to add Information Fields that may be selected upon at a
later date. These fields may be information that is relevant to Licences for the particular type of Licence or as
a general field. A simple example of this may be: - Landscape Gardening Firm name. This may be required
for some reason.

The same sequencing that has been defined within the Miscellaneous Data Parameters is used within the
Miscellaneous Data Maintenance form. If an entry is entered into the Miscellaneous Data Maintenance form
then when the User reselects the option the data will be sequenced as per the Parameter form.

B Miscellaneous Data Maintenance 10| =l
—Licence
[4072002PLAIN | |6 wilisms Road, Cooksvile S8 5888
— Miscelaneous Data Date Marrative
|Misc Data 1 E 01-Hov-2002 This information is of importance to the others inthe - |

organisation and therefore must be circulated to all. ;'

|nsert ok LCancel

Miscellaneous Data Maintenance Form

Licence

The Licence Fields are made up of two sections. The First being the actual Licence Number selected and the
second being the location of the Licence.

Miscellaneous Data

This field is used to determine the actual name of the Field that may have a value added against it at a later
date. EG Landscape Gardening Firm.. The Pop Up can be used to select the Miscellaneous Type.

Date
This field is used to enter the date the Miscellaneous Data is lodged on the Licence.

Narrative
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The Narrative field allows unlimited information to be stored against a Miscellaneous Data Type.

Miscellaneous Data Pop Up Form

The Miscellaneous Data Pop Up Form is displayed when the Pop Up button has been selected from the
Miscellaneous Data Maintenance Form. The Miscellaneous Data Types are defined within the Parameters.

B Miscellaneous Data Pop Up =10 x|

— Description |
fisc Data 1 &
Misc Data 2
Misc Data 3
Misc Data 4
hisc Data 2
hisc Data 6
hisc Data 7
hizc Data &

Misc Data 9 _v|_|

— Search Profile ‘

Description ||

Search Select | Cluit |

Miscellaneous Data Pop Up Form

Description
The Miscellaneous Data Pop Up Button is used to select pre-defined entries of Miscellaneous Data.

Search Profile - Description
The Search Profile may be used to key in a Description for Searching upon.

Miscellaneous Data Maintenance Form — Multi-Maintenance Option

The Miscellaneous Data Maintenance Form is used to add Information Fields that may be selected upon at a
later date. These fields may be information that is relevant to Licences for the particular type of Licence or as
a general field. A simple example of this may be: - Landscape Gardening Firm name. This may be required
for some reason.
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B Miscellaneous Data Maintenance =10 x|
— Licence
[BAKE-21/2002 | |2 Gameau Cloze, ADELAIDE 54, 5000 ||l
— Mizcellaneous Data Diate
— Marrative
(0] 4 | Cancel |

Miscellaneous Data Maintenance Form - Multi-Maintenance Option

Licence

The Licence Fields are made up of two sections. The First being the Licence Number selected and the
second being the location of the Licence. A Detail Button is available to allow the User to display the
Licences that have been selected to be updated with the Miscellaneous Data.

Miscellaneous Data
This field is used to determine the actual name of the Field that may have a value added against it at a later
date. EG Landscape Gardening Firm. The Pop Up can be used to select the Miscellaneous Type.

Date
This field is used to enter the date the Miscellaneous Data is lodged on the Licences.

Narrative
The Narrative field allows unlimited information to be stored against a Miscellaneous Data Type.
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Receipting Licences

Receipt Licence Allocation Line Form

This form allows the User to create a receipt allocated directly to a Licence. The form consists of the
following fields.

B Licence allocation Line Maintenance

’7 PCTA Licensing Graup

[ =

[ >

[

=

Receipt Licence Allocation Line Form

Class Details
This field displays a description of the Licence Class.

Allocation Reference — Number
Enter the Licence Number if known.

Allocation Reference — Year
Enter the year of the Licence if known.

Allocation Reference — LicenceType
Enter the Licence Type Code, if known, or use the Pop Up to Select the required Code.

Allocation Amount
Enter the amount to be receipted

Options — Search
Selecting the Search Button will display the Application Search Profile Form.

Options — Prepayment
Selecting the Prepayment Button will display the Pre Payments Maintenance Form.
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Receipt Fee Payment Allocation Form

The Fee Payment Allocation Form displays when a Receipt Payment is being made for a Licence where the
Amount being Paid is less than the Amount Outstanding for the Licence. This form can display during the
following processes:

o Receipting to a Licence

o Allocation a Prepayment to a Licence

The form displays where the allocation is going to be performed and the User is able to modify this allocation
process so that the amount is put against a different Type to that which the System was allocating to.

i

— Licence Amount to be Allocated ——
[4BasERZS2002 | |52 wearwick Averue, Cooksvile 34 5553 | [ 5.00]
— Inwoice Mumber Type Description Balance
[1e | JLICFa lict4 - base 2740 8.00
BASE baze fee 25.00 0.00
BASES baze fee div 51 2540 0.00
INSP4 inzp4 - hase 000 0.00
— Summary Balance
Tatals 130.80] 5.00
Ctstanding 12280

Cantinue I it

Receipt Fee Payment Allocation Form

Licence
The Licence Number and the Primary Location are shown in this area.

Amount to be Allocated

The Amount defaults to the value of the Receipt Amount or Prepayment Amount. This is then used to
calculate out what is able to allocated. This amount can be changed for a Receipt Payment if not correct.
However it can only be reduced down in the case of a Prepayment Allocation being done.

Invoice Number
The Invoice Number that has been assigned to the Fee is displayed in this field.

Type
The Type field displays the Fee Code of the Transaction.

Description
The Description of the Fee is displayed in this field.

Balance
The Balance Field displays the Outstanding Balance of the Fee. This has taken into account any payments
that may have already been processed against this Fee.

Allocated Amount

The Allocated Amount field is used to enter in the amount that is to be Allocated to the Fee. Upon entering
this form the System will have already worked out where it believes the allocations should go. The User is
able to change these allocations if they are not what are required to occur.
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Totals Balance

The Totals Balance Field represents the Total of the figures displayed in the Balance field against each Fee
record.

Totals Allocated
The Totals Allocated Field represents the Total of the figures entered against each Fee record.

Outstanding
The Outstanding Field represents the amount that will be Outstanding on the Application after the Allocation
has been accepted.
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Related Animal Maintenance

Related Animal Maintenance

The Related Animal Maintenance form displays when the Related Animals Option is selected from Licence
Maintenance.

B Related Animal Maintenance E’@g|

Licence
[57/2004/F 00D | |2 52nd Streete, EASTWIOOD 34 5063 |
Reference Ovrers Property Location Animal Breed Clazs Animal Status
32 0(3) Fonal Liu 1,19 Cherry Gardens Foad, CHERF|  [CH'7 CESEX ALIVE
35y |Mr S JDreyweer 280 Advertizer Lane, EASTWOOD & [CHWE DOMEST ALIWE ﬂ
1009 |Mr R K Rindflzish 2 52ndd Streete, EASTWOOD 4 50| [GREYHO DOMEST ALIWE J
Insert Ok Cancel

Related Animal Maintenance form

Licence Details
These fields form part of the header details showing the Licence Number and location.

Related Animal Details
The following fields display details of the Animal records related to the Licence

Reference

Owners

Property LocationAnimal Breed
Class Animal Status

A Detail button alongside each animal record allows the user to display further details of the Animal record.

An Insert button allows the user to relate additional Animal Records to the Licence.
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Default Licensing Class
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The following topic is covered in this section:

Default Licensing Class
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Default Licensing Class

Default Licensing Class Form

The Default Licensing Class function allows for the permanent setting of a Default Licensing Class. When a
new session is started the Default Licensing Class is retained and there is no need for the User to have to
reselect the Default Class again. The Default will remain until the User actually changes the Default.

As all Classes are displayed, if a Class is selected, that the User is not Authorised to, then the message “Not
authorised to any Licensing Classes” is displayed when trying to access Maintenance / Parameters / Batch
Functions.

B Default Licence Class =10l x|
User [CoOKP | |Pat Cook |
—Clags ———— Description Default —

EP & Environmental Protection System [ ;I
F Food Premizes v
FISHC Cathy Fish Licensing Clazs [
8211 no accourts test [
P Parking Permits - tho |
PCTA, PCTA, Licensing Group [
PCTC PCTC - Licensing Group |
FFHTES =t I

TMACCR Licence - Accrual R209 r :rl

F, Cancel |

Default Licensing Class Form

User

The User Id and Description are displayed in these fields for the User who is currently signed onto the
session. These fields are no maintainable.

Class
The Class Code is displayed in this field. This field is non maintainable.

Description
The Description field contains the full Description of the Licensing Class. This field is no maintainable.

Default

Selecting the Default Box will nominate the Class next to it as the Class that is to be the Default Class for the
User. If the Default Class is to be changed then simply click in the Box next to the new Class that is required
as the Default. If no Default is required then simply click the Tick off in the Default Box.
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Licence Enquiry
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The following topic is covered in this section:

Licence Enquiry Function
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Licence Enquiry Function

The Licence Enquiry Function is designed to allow access to the Licensing System without having the ability
to modify any details of a Licence.

A Users Responsibility Structure and Options will dictate as to whether Maintenance functions of Licensing
are available, or Enquiry Alone.

If the Users Responsibility Structure dictates that they may Enquire only on Licensing, then the Menu will
only show the Licence Enquiry Button.

The Enquiry Function will allow the User to move through each of the Licensing Screens and view
information regarding a particular aspect of the Licence, but will not allow them to make any specific changes
to the Licence.

The Forms that the Users enter will look exactly the same as the Maintenance Forms, only the Buttons will
differ. There will be no input capability to these forms.

For Example:
o Modify buttons will be replaced with Display Buttons
e OK and Cancel Buttons will be replaced with a Close Button.
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Reporting & Miscellaneous Functions
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Reporting & Miscellaneous Functions

The following topics are covered in this section:

Update Next Number and Year
Print Register Report

Fees Report

Batch Print Licensing Letters
Bulk Fees Transfer

Bulk Invoices Print

Rebuild Lookup Table

History Take Up

Licence Renewal

Licence Renewal Workflow
Licence Reminder

Licence Reminder Workflow
Print Licence

Licence Print Workflow
Approval Times Report

Lost Numbers Report
Prepayment Report

Food Safety Information Extract
Incentive Fees Report

Owner Names Update Report
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Update Next Number and Year

The Update Next Number and Year Option is designed to allow Licences to create a new Series of Numbers
and adjust the Year as required. This would normally be run once per year. It can be run more often if
required, depending on how the Numbering Codes have been established.

B update Next Number and Year Control

Food Premizes

Licence - Accrual R209
Licensing Cash Rel 2.09
Outdoor Cafe Licences
PCTA Licensing Group
PCTC - Licensing Group
Street Trading Stands
TRADE WASTE LICEHSING

Options Process Cancel

Update Next Number and Year Control Form

Search Profile
A Class should be selected and then the Processing Options chosen. This may be run Interactively, or Set
as a pre-defined process.

Select All Checkbox
If this box is checked on all classes are selected for processing. If the box is checked off the Classes must
be manually selected. A single class or a combination of classes may be selected.
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Print Register Report

Register Report Control Form

The Register Report allow the User to create a report based on specific criteria entered. Several fields may

be chosen as part of this criteria. The Report may be generated instantly as an interactive report, or may

scheduled as part of an End of Day process. It may also be set as a permanent End of Day, or a specifically

timed Report.

Details on Scheduling this Report as a Permanent End of Day, or specifically timed Report, may be found in
the Batch Processing Manual.

B Print Register Report Conkrol -0 x|
— Class Details
Desctiption  |Licensing information PACA
— Search Profile Options
Licence Type I Licensing Data =
Area Codes L}I Licencing Dimension
Statuz L}I Miscffllaneuus Data
Responsible Officer L}I Locations
. Hames
Primary [~ Consents
Licence Mumber Range - Decisions
Entry Date Range - Schedule [ |Licence Fees |-
Decizion Date Range - Schedule [ Fees Refund A
Exniry Date R Food Safety Information
#piry LEte Range - Inspections
LettersMHotices
Decizion |AII Decisions ;[ Correspondence Received LI
— Report Sequence
Sequenced By [Humber -
— Guery Result
Description | L}I
Opkions | Process Zancel

Register Report Control Form

Class Details - Description

This field details the current class that is selected.

Search Profile - Licence Type

The Licence Type is used to select the particular Licence Type required for this Report Selection.
The Licence Type Pop Up Button may be used to select a particular Licence Type if the Licence Type Code
is not known. Clicking on the Pop Up Button provides a list for selection. Select a Type and Click OK. The

Register Report Screen will be returned to continue selections.

Search Profile - Area Codes
The Area Codes is used to select the particular Area Codes required for this Report Selection.
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The Area Codes Pop Up Button may be used to select a particular Area Codes if the Area Codes Code is not
known. Clicking on the Pop Up Button provides a list for selection. Select a Area Codes and Click OK. The
Register Report Screen will be returned to continue selections.

Search Profile - Status
The Class Field is used to select the particular Class of Licence required for this Report Selection.

The Status Pop Up Button may be used to select a particular Status if the Status Code is not known. Clicking
on the Pop Up Button provides a list for selection. Select a Status and Click OK. The Register Report Screen
will be returned to continue selections.

Search Profile — Responsible Officer

The Responsible Officer Field is used to select the particular Responsible Officer required for this Report
Selection.

The Responsible Officer Pop Up Button may be used to select a particular Responsible Officer if the Code is
not known. Clicking on the Pop Up Button provides a list for selection. Select a Type and Click OK. The
Register Report Screen will be returned to continue selections.

Search Profile — Primary

The Primary Flag is used in conjunction with the Responsible Officer field. As it is possible to have more
than one Responsible Officer assigned to an Application, the Primary Flag can be set so that only the one
Responsible Officer who has been nominated as the Primary Officer will be reported on.

Search Profile - Licence Number Range

The Licence Number Range may be used to select a particular “from” and “to” range of Licensing required
for Reporting on. Enter a number in the first field and tab to the second field to enter a “to” number.

Search Profile - Licence Entry Date Range

The Licence Entry Date Range may be used to select a particular “from” and “to” range of Licence Entry
Dates required for Reporting on. Enter a number in the first field and tab to the second field to enter a “to”
number.

Search Profile - Decision Date Range

The Decision Date Range may be used to select a particular “from” and “to” range of Decision Dates
required for Reporting on. Enter a number in the first field and tab to the second field to enter a “to” number.

Search Profile - Expiry Date Range

The Expiry Date Range may be used to select a particular “from” and “to” range of Expiry Dates required for
Reporting on. Enter a date in the first field and tab to the second field to enter a “to” date.

Search Profile - Decisions

The Decision Field allows the User to selected from a predefined list of Licence Decisions. The Option
chosen will determine which type of Licence will appear on the Register Report. The drop down menu
provides for the selection of the following decisions:

. Approval

. Rejection

. Neither

. All

. No Decision

Report Sequence - Sequenced By

The Report Sequence Option allows the User to select form a list of predefined Sequences. Once selected
this Sequence will determine how the Report will be structured. The available list of sequences are:
Number

Suburb/Street House Number

Responsibility Group/Number

Type/Number

Property/Ward Number

Processing Group/Number

Processing Group/Type/Number
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Search Profile - Options
Options may be selected to be included in the Register Report. The Standard Windows use of Shift, or
Control keys may be used to include multiple entries of the options.

Licence Data
If Licence Data Information is required to be included with this Report, this check box must be checked.

Licence Fees
If Licence Fee Information is required to be included with this Report, this check box must be checked.

Consents
If Consents Information is required to be included with this Report, this check box must be checked.

Schedule

The form has two Schedule Check boxes to allow the User to check which option is required for Scheduling.
The two options being Lodgement Date ranges and Decision Date Ranges. These may be Scheduled so that
the Report may include these specific date ranges at the required time.

Query Result

The Query Result Field may used to enter a Query definition for this Report. The Pop Up Button may be
selected to choose from a pre-defined range of Queries.

Once all details required are entered in the Appropriate fields, the Process button may be selected to
Proceed with Printing the Report, or the Options Button may be selected to select a predefined Report
Option. The Processing and Options Buttons are fully documented in the Batch Printing Manual.

Infor Public Sector July 17 Page 368



Licensing User Guide Reporting & Miscellaneous Functions

Fees Report

Fees Control Report Form

The Fees Report allow the User to create a report based on specific criteria entered. Several fields may be
chosen as part of this criteria. The Report may be generated instantly as an interactive report, or may
schedule as part of an End of Day process. It may also be set as a permanent End of Day, or a specifically
timed Report. The report can also be used to report on any Licences that have been overpaid.

 Fees Report Control - 10| |
— Clags Details
Description  |Licensing information PACA,
— Search Profile —Licence Fees
Licence Type ;>| Additional Fee
Area Codes ;}I Base Fee
Status L}I Deposit Fee
Resnonsible Officer L}I LICENSING OVERPAYMENT FEE CODE
3 : Hon Taxable Base Fee
Primary [~ Renewal Fee
fumber
Expiry Date Schedule [
Decision Date Schedule [
Total Fees Crawing
ApprovalRejection [lgnore Decisions =]
Include Exempt Fees [ Refunded Fees Only [
Frint Transactions [ Print Outstanding Fees Only [ [ Select &l
— Report Sequence Fee Type |Application Fee Type ;[
Sequenced By |I\Iumher = Plam Detais |_x|
— Query Result
Description | ;}I

Oplions | Process I Cancel

Fees Control Report Form

Class Details - Description

This field details the current class that is selected.

Search Profile - Licence Type

The Licence Type is used to select the particular Licence Type required for this Report Selection.

The Licence Type Pop Up Button may be used to select a particular Licence Type if the Licence Type Code
is not known. Clicking on the Pop Up Button provides a list for selection. Select a Type and Click OK. The
Register Report Screen will be returned to continue selections.

Search Profile - Area Codes
The Area Codes is used to select the particular Area Codes required for this Report Selection.
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The Area Codes Pop Up Button may be used to select a particular Area Codes if the Area Codes Code is not
known. Clicking on the Pop Up Button provides a list for selection. Select a Area Codes and Click OK. The
Register Report Screen will be returned to continue selections.

Search Profile - Status
The Class Field is used to select the particular Class of Licence required for this Report Selection.

The Status Pop Up Button may be used to select a particular Status if the Status Code is not known. Clicking
on the Pop Up Button provides a list for selection. Select a Status and Click OK. The Register Report Screen
will be returned to continue selections.

Search Profile — Responsible Officer

The Responsible Officer Field is used to select the particular Responsible Officer required for this Report
Selection.

The Responsible Officer Pop Up Button may be used to select a particular Responsible Officer if the Code is
not known. Clicking on the Pop Up Button provides a list for selection. Select a Type and Click OK. The
Register Report Screen will be returned to continue selections.

Search Profile — Primary

The Primary Flag is used in conjunction with the Responsible Officer field. As it is possible to have more
than one Responsible Officer assigned to an Application, the Primary Flag can be set so that only the one
Responsible Officer who has been nominated as the Primary Officer will be reported on.

Licence Number Range

The Licence Number Range may be used to select a particular “from” and “to” range of Licensing required
for Reporting on. Enter a number in the first field and tab to the second field to enter a “to” number.

Licence Entry Date Range
The Licence Entry Date Range may be used to select a particular “from” and “to” range of Licence Entry

Dates required for Reporting on. Enter a number in the first field and tab to the second field to enter a “to”
number.

Decision Date Range

The Decision Date Range may be used to select a particular “from” and “to” range of Decision Dates
required for Reporting on. Enter a number in the first field and tab to the second field to enter a “to” number.

Total Fees Owing Range

The Total Fees Owing Range may be used to select a particular “from” and “to” range of Fees Owing
required for Reporting on. Enter a value in the first field and tab to the second field to enter a “to” value.

Approval Rejection

This field may be used to enter and Approval or Rejection Code. A drop down button is provided to select
from a pre-defined range.

The predefined Range options are:

. Approval

Rejection

Neither

All

No Decision

Ignore Decision

Report Sequence

This field may be used to enter a Report Sequence. A drop down button is provided to select from a pre-
defined range.

The predefined Sequence options are:

. Number

Suburb/Street House Number

Responsibility Group/Number

Type/Number

Property/Ward No

Processing Group/Number
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. Processing Group/Type/Number

Print Outstanding Fees Only
To have only Outstanding Fees included in the Report, this box must be checked on.

Refunded Fees Only
To have Refunded Fees only included in the Report, this box must be checked on.

Include Exempt Fees
To have Exempt Fees included in the Report, this box must be checked on.

Print Transactions
To have Transactions included in the Report, this box must be checked on.

Licence Fees

This field contains the available list of Licence Fees. This may be selected as criteria for the Report. This
field is multi-selectable. Click on one field and either use the shift or control keys to select other Licence Fees
for inclusion in the Report. By selecting the Overpayments Fee it will report on those Licences that have
Overpayments.

Query Result

The Query Result Field may used to enter a Query definition for this Report. The Pop Up Button may be
selected to choose from a pre-defined range of Queries.

Clicking the Process Button will begin the Reporting Process. Clicking the Option Button will allow the
selection of a pre-defined list of Processing Parameters.

Infor Public Sector July 17 Page 371



Licensing User Guide Reporting & Miscellaneous Functions

Batch Print Licensing Letters

This Button is used to select all Licence Letters that have previously been set to Print as Batched. This is
typically done, when numerous letters are created at the one time, and wish to be printed at a later date. The
Batch Print Option allows for the Selected letters to be printed either on Request or at the End of Day
Processing.

Details on Batch Processing may be found in the Word Processing /Batch Processing Manuals.
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Bulk Fees Transfer

The Bulk Fees Transfer option allows for the updating of Fees with a status of ‘Awaiting Transfer to Debtors
to be updated onto the appropriate Debtor using a Bulk function. Additionally, Invoices can be produced for
these fees that are transferred.

Bulk Debtor Control Form

The Bulk Debtor Control allows for the selection of the required Role Type that is to be used when updating
the Fees that have a status of ‘Awaiting Transfer to Debtors’. The display also allows for the refining of the
criteria by use of the Licence Number, Expiry Date and Class fields. Additionally, the Print Invoices option
can be flagged on to produce Invoices for those Fees that are updated and transferred to Debtors.

NOTE: This process is to be used for newly added Licences that have NOT initially been transferred to
Debtors. The menu is not to be used as an ongoing process to update the Debtors Module with information
regarding ongoing maintenance of existing Licences. The update does not process Credit Notes,
Adjustments or Amendments for Fees and therefore is only designed for newly added Licences.

The process works in the following way:-

o |t finds the relevant Class and Type of Licences that have a Debtor selected that has fees assigned
that are ‘Awaiting Transfer to Debtors’

e Where a valid Debtor number is found against the nominated Role Type, Fees will be transferred to
the Debtors module, the status of these Fees are updated to ‘Transferred to Debtors’ and if
nominated produce an Invoice using the Merge Type nominated in the System Parameters. A
record that the Invoice has been produced is created via the standard Letters Option

e Where there was an invalid Debtor or multiple Names recorded against the nominated Role Type
then these are not processed and appear on the Exception Report informing of the error.

Hulis Daiiny Cupirol ._J._Jd

Search Profile
Role Type LLC
Licence Mumber =
Expiry Date =
Clazz (Food Premises [] Select Al

Victorian Food Safety Class
PATHWAY DEBTORS / CASH / TAX HS

Licences |

Prirt Invoices ||
Job Type  Report Onhby

Qpkions Process Cancel

Bulk Debtor Control Form

Role Type

The Role Type to be used for the update function is nominated in this field. This will automatically default to
LLC 0 if the field is tabbed over and use the Licencee Role Type. Enter in the required Role Number (if
known and different to the Licencee) or use the Pop Up to display a list of Role Types.
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Licence Number

The Licence Number range can be used to filter the process over a particular range of Licence Numbers.
This field can be left blank or used in conjunction with the Expiry Date field if required.

Expiry Date
The Licence Expiry Date range can be used to filter the process over a particular range of Licences by Expiry
Date. This field can be left blank or used in conjunction with the Licence Number field if required.

Class

A list of Classes authorised to use the Bulk Generation process are shown and can be selected for the
process. Highlight the required Class to be processed. Multiple Classes can be selected.

Select All

The Select All option when flagged On will highlight all the Classes listed in the Class area of the display.
Flagging the field OFF will deselect all the Classes.

Print Invoices

This field is used to indicate to the process whether Invoices are to be produced when the Fees are
transferred to Debtors. Flagging this field ON will produce an Invoice for each Licence / Debtor / Transferred
Fees processed.

If the field is flagged OFF then the process will still transfer the Fees but an Invoice is not produced.

Job Type

The Job Type defaults to Report Only but can be changed to Update and Report. When the process is run in
Report Only then the Exception Report is produced but no Fees or Invoices are updated. Update and
Report will transfer Fees, produce Invoices (if nominated) and provide the Exception Report.
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Bulk Invoices Print

The Bulk Invoices Print option allows for the creation of an Invoice for Licenses that fall into the nominated
selection criteria. The criteria can from an individual Debtor upto all Licenses that within the Class and
Licence Types nominated.

Bulk Invoice Print Form

The Bulk Invoice Print allows for the printing of Bulk Invoices based on the selection criteria entered on this
display.

The process works in the following way:-

o For the relevant Classes of Licenses, and the selected Debtor (if nominated), interrogate the relevant
fees that have already been ‘Transferred’ to the Debtors module and return the collated details to the
License Module to allow the Invoice to be generated.

e The Invoices will be printed and recorded that the Invoice has been printed via the standard Letter
Option.

Eu e frppniea M i J Jd

Search Profile

Dektor [ ] =] |
Licence Mumber =
Expiry Date =
Clazz (Food Premises [[] Select 2l

PATHWAY DEBTORS / CASH ! TAX HS
Victorian Food Safety Class

Job Type  Report Onby

Options Process Cancel

Bulk Invoice Print Form

Debtor

If a particular Debtor’s Invoices are to be produced then the ability to select a particular Debtor Number is
available. If a Debtor Number is nominated then Invoices will only be produced for the nominated Debtor.
The Pop Up will display the Debtor Search Profile to allow for the searching and selection of the required
Debtor. This field can be left blank or used in conjunction with the other fields available.

Licence Number

The Licence Number range can be used to filter the process over a particular range of Licence Numbers.
This field can be left blank or used in conjunction with the other fields available.

Expiry Date
The Expiry Date range can be used to filter the process over a particular range of Licenses by Expiry Date.
This field can be left blank or used in conjunction with the other fields available.

Class
A list of Classes authorised to use the Bulk Invoice Generation process are shown and can be selected for
the process. Highlight the required Class to be processed. Multiple Classes can be selected.
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Select All

The Select All option when flagged On will highlight all the Classes listed in the Class area of the display.
Flagging the field OFF will deselect all the Classes.

Job Type

The Job Type defaults to Report Only but can be changed to Update and Report. When the process is run in
Report Only then the Exception Report is produced but no Invoices are produced. Update and Report will
produce Invoices, record an entry in the Letters Option that the Invoice has been produced, and provide the
Exception Report.
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Rebuild Look Up Table

Lookup Table Rebuild Form

The Lookup Table Rebuild Option would only be done on the advice of Support Staff from INFOR, but is
designed to rebuild the Table of Licences that is stored within the System. At times the User may find that
Search criteria do not seem correct, or a particular Licence known to be in the system cannot be found. This
Rebuilding of the Lookup Table may sort out any of these problems. This Option, as mentioned before
should only be run after contacting INFOR and being specifically advised to do so.

T Lookup Table Rebuild M=l E3
— Search Profile
Class | [
Licence Type [=
— Query Result
Description | il
Options Process Cancel

Lookup Table Rebuild Form

Search Profile - Class

The Class field allows the User to either enter a Class Code if known, or use the Pop Up Button to select
from the list of predefined Classes.
Once entered, the Description will be defaulted from the Class setup.

Search Profile - Licence Type

The Licence Type field allows the User to either enter a Licence Type if known, or use the Pop Up Button to
select from a list of predefined Licence Types.
Once entered, the Description of the Licence Type will be defaulted from the Licence Type Setup.

Query Result

The Query Result Option allows the User to enter a predefined Query Name if know, or click on the Pop Up
Button to select from the Predefined list of Queries previously created.

Details on how to create and maintain Queries are detailed in the Query Manual.
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History Take Up

History Take Up Form

The History Take Up Form is designed to allow a Council to key in Licences from a previous system that may
not have been converted. This is a similar type function for Lodging the Licence, but the User would not have
to go through all the Tasks that may have been assigned to the Particular Licence Type. The benefit of using
this option is that the User may specify the Number that the Licence can be given, where as at Lodgement
the Next Available number is chosen. Only one Licence may be keyed here at a time.

A Parameter ‘Check Existing Numbers’ is available within the Licensing Parameters. This check box
controls the checking of Existing Numbers when entering in Licences via the History Take Up Menu.

If this is set on, when Licences of the Same Number exist as that being entered in History Take Up, the User
will be presented with a summary form, where there is only one match or a selection form if there are
multiple matches. The User is then able to use the display button to view the Licence if required. When the
Quit button is selected they are returned back to the History Take Up Option and can either continue with the
process or cancel out if the entry is not required.

T4 History Take Up

Class Details
Description [Tricia's Test Class |

Type [ 2] |
Licence Mumber (0

ear 1998
Location | v
Description

Lodgement Date  [05-Jun-1995

Decizion | | | | e

1].4 Cancel

History Take Up Form

Class Details - Description
This field details the Description of the Class required to be assigned to the Licence.

Type
This field may be used to enter the Licence Type required if known, or select the Pop Up Button to choose
from the Predefined Licence Types.

Licence Number
This field allows the User to enter a Licence Number that will require a History Takeup.

Year
This field allows the User to enter a Year of the Licence that will require a History Takeup
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Location

This field allows the User to select a Location required for the History Take Up. A Location may be entered
directly if known or use the Detail button located at the end of the field, to detail out to a Property Search
Profile.

Description
This field allows the User to enter any Description that will be entered against the Licence.

Lodgement Date
This field allows the User to enter a date that a Licence will be shown as being entered on that date.

Decision

This field allows the User to enter a Decision that may be entered against a Licence. A detail button is
provided to allow the User to detail to a list of Decisions already in the system.
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Licence Renewal

Class Selection Form

The Class Selection Form provides the User with a List of Authorised Classes and their Description. The
User may simply select a Class from the displayed option, or use the Standard Search Profile to find a
particular Class that may not be shown if there are multiple Classes in the list.

H Class Selection S [=]
—Class Description
ADEL =towwe Licencing Class
FERM Fesidertial Parking Permits
PHTE=T Licenszing Test Class
TE=T Test Class Setups
— Search Profile
Clazs
Dezcription

Search

Select I Close

Class Selection Form

Licence Renewal Report Form

The Licence Renewal Option gives the User the ability to print a Report based on selected criteria of all
Licences that are due or require Renewal. The Report may be printed only with no action taken, or may flag
the Licence itself with a Renewal Flag.

Prior to entry to the Licence Renewal Option, the User will be presented with a Class Selection Form. This
allows the User to choose from a list of Classes to which they are authorised

The form consists of the following fields:
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B Licence Renewal Report =] E3

— Class Details
Description |CyWP Licences |

— Search Profile
Murmber -
Year -
Expiry Date Range - Schedule [
Licence Type |
Status ;}I
Ares Codes ;}I

— Processing Options

Status 2|
Merge Type 2|

Jok Type |R£:pnrt Only - Report Cortert |5ummary -
Frirt Motices |Generate and Print - |

Optians | Process ; Cancel |

Licence Renewal Report Form

Class Details - Description
This field lists the details of the current Class and Description chosen for Licence Renewal.

Search Profile = Number

As each Licence is lodged, it is allocated a number. These fields can be used to enter the number range
required for the Licence Renewal Report.

Entering a number in the first field and tabbing to the next field will default the number entered in the first field
into the second field. This will result in a direct search.

However if a range of licences are required then the following example explains how this is done;

Entering 6 in the first field and 10 in the second field will result in all Licences with the number range entered
inclusive of the entered numbers.

Entering 6 in the first field and deleting the defaulted number in the second field will return Licence 6 and
greater.

Search Profile — Year

Licences generally have a year allocated as part of their number. Entering the year in these fields will also
help to narrow the length of search.

Entering a year in the first field and tabbing to the next field will default the year entered in the first field into
the second field. This will result in all Licences lodged within the entered year and meeting any other search
criteria.

However if a range of Licences are required then the following example explains how this is done;

Entering a year in the first field and a different year in the second field will result in all Licences with the year
range entered inclusive of the entered years and meeting any other search criteria.

Note: If the F7 Clear function is used on the Search Profile the year entered in the first field will be retained
for the entire session unless changed by the User.

Search Profile — Expiry Date Range
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This field allows the User to search on a Licence based on an Expiry Date Range. The User may enter a ‘To
and From’ range of dates to report on.

Search Profile - Schedule
The Schedule check box may be selected if this Licence Renewal Option is to be scheduled at a particular
time.

Search Profile - Licence Type

This field allows the User to enter a Licence Type if known, or select the Pop Up Button to choose from a
predefined list of Licence Types. Once selected this is the Licence Type that will be used to select which
Licences will be renewed. The Option may be left blank to select all Licence Types.

If a Licence Type has been nominated then the Merge Type that has been defined on the Licence Type
Parameters will default into the Merge field in the Processing Options.

If the Renewal Process is being run for more than one Licence Type then this field can be left blank and the
process will use the Default Merge Type defined on each of the Licence Type Parameters or if the Merge
Type is entered in the Processing Options it will use this to produce the documents.

Search Profile — Status

This field allows the User to enter a Status if known, or select the Pop Up Button to choose from a predefined
list of Status. Once selected this is the Status that the Licences selected are currently at.

Search Profile — Area Codes

This field allows the User to enter an Area Code if known, or select the Pop Up Button to choose from a
predefined list of Area Codes. Once selected this is the Area Code that the Licences will be selected on.

Processing Options - Status

This field allows the User to enter a Status if known, or select the Pop Up Button to choose from a predefined
list of Status. Once selected this is the Status that will be applied to the Licences.

Processing Options — Merge Type

This field allows the User to enter a Merge Type if known, or select the Pop Up Button to choose from a
predefined list of Area Codes. If a Licence Type has been nominated in the Search Profile section then the
Merge Type that has been defined on the Licence Type Parameters will default into this field.

If the Renewal Process is being run for more than one Licence Type then this field can be left blank and the
process will use the Default Merge Type defined on each of the Licence Type Parameters. If a Merge Type
is entered then it will be used to generate the Renewal Notice for all the Licence Types selected and the
default Merge Types for the Licence Types will be ignored.

Processing Options - Job Type

This field allows the User to specify when running the Licence Renewal Report whether they wish to just
Report on the Licence Renewal, or have them Reported and Updated.

A Report will only produce a list of Licences that meet the criteria selected.

A Report and Update option will produce a list of the Licences that meet the criteria, and also update the
specific Renewal flags in the system and Print the Licences requested.

A further option to Generate Licences will create a Word Processing Request and allow the Licences to be
printed via the Batch Processing Option.

Processing Options - Report Content
The Report content consists of two options - Summary or Detail.
A Summary Report will produce a scaled down of the Detailed report.

Print Notices
This field allows the User to select from three options:

. Generate
. Generate and Print
. Neither

The Generate Option will only generate the Notices and they may be printed later from the Batch Printing
Option.
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The Generate and Print option will allow the User to actually generate and Print the Notices.
Selecting Neither will not generate or Print the Licences. It should only be used when selecting the Report
Only Option.
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Licence Renewal History

B Renewal History Enquiry E@@
Licence Licence Key
[1/67/2005 | |4 Mullen Close, Woodcroft SA 5162 |[188185 |
Reneswal Renewal Renewal Licence
Sent Debtor From Renewal To — Period Amount Balance
13-Mar-2008 | [Mr Michael Schubert 02-Apr-2008 | [22-Apr-2008 | |20 0.00 200.00
13-Mar-2008 | [Mr Michael Schubert 22-Apr-2008 | [12-May-2008 | |20 175.00 375.00

Renewal History Form

Licence Number
This is the formatted number of the Licence that has been selected.

Licence Location
This is the location of where the Licence is registered to.

Licence Internal Record Number
This is the internal record number of the Licence

Renewal Information
A new option "Renewal History" has been added to the Licence Summary form. This option will open the
Renewal History Enquiry form that will display information on the licence's renewal history.

This history record will be created whenever the Licence Renewal Process is run over a licence, as long as
the Issue Licence flag on the Licence Type Maintenance form is not set.

This history will list the following non-maintainable fields:

FIELD NAME DESCRIPTION
Renewal Sent The date the Renewal Process was run.
Debtor If the Licence Class uses Pathway Debtors, then this will

be the Identity of the Debtor of the Pathway Debtor the
fees were assigned too. If the License Class does not
use Pathway Debtors (eg as in Cash mode), the Debtor
will be the Identity of the first “Debtor” Name Role on the

Licence.
Period From This is the start date of the licence period.
Period To This is the end date of the licence period.
Period The length of the standard renewal period.

Renewal Amount | The total of all fees charge for the renewal.
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| Licence Balance | The Licence total balance at the time of renewal. |

For information on assigning access authority to the Renewal History option, please consult the Special
Instructions After Release.
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Licence Renewal Workflow

The Licence Renewal Workflow is based on:

. Having an Approval on the latest Licence decision
. The Expiry Date falls within the Range selected on the control form and
. Status of the Licence is different from that of the Renewal Control.

When the Update Option is run the following occurs:

. The Status of the Licence is updated

. A New Licence Number is generated (if set on in parameters)

) A New Expiry Date is generated (if auto renew is checked on at Type Level)

. If Auto Renew is selected, the Print Licence Flag will be checked on (Logs a Request to Print
Licence)

. If the Auto Renew option is not checked on then it doesn’t update the expiry date and does not log a
request to Print the Licence.

o Fees will be raised (if Renewal Fees selected at the Type Level)

. Notice will generated and or printed (If Renewal Merge Type has been created)

. Report will be generated
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Licence Reminder

Reminder Report Form

The Licence Reminder Function is used to Generate Reminder Notices for all unpaid Licences. The Function
may be run in report mode only (to check results) or update mode. A Status Code may also be selected to
update the processed records.

=

— Class Details
Description  |Licansing information PACA |

— Search Profile
Murmber -
“Eear -
Expiry Date Range -
Licence Type ;}I
Status L}I
Ares Codes L}I

— Processing Options

Status ;}I
Merge Type L}I
Job Type  [Report Only = Report Cortert |Summary |
Prinit Motices  |Generate and Final Print =]
Opkions Process | Zancel |
R

Reminder Report Form

Class Details - Description
These fields list the details of the current Class and Description chosen for Licence Renewal.

Search Profile = Number

As each Licence is lodged, it is allocated a number, These fields can be used to enter the number range
required for the report.

Entering a number in the first field and tabbing to the next field will default the number entered in the first field
into the second field. This will result in a direct search.,

However if a range of Licences are required then the following example explains how this is done;

Entering 6 in the first field and 10 in the second field will result in all Licences with the number range entered
inclusive of the entered numbers.

Entering 6 in the first field and deleting the defaulted number in the second field will return Licence 6 and
greater.

Search Profile — Year
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Licences generally have a year allocated as part of their number. Entering the year in these fields will also
help to narrow the length of search.

Entering a year in the first field and tabbing to the next field will default the year entered in the first field into
the second field. This will result in all Licences lodged within the entered year and meeting any other search
criteria.

However if a range of Licences are required then the following example explains how this is done;

Entering a year in the first field and a different year in the second field will result in all Licences with the year
range entered inclusive of the entered years and meeting any other search criteria.

Note: If the F7 Clear function is used on the Search Profile the year entered in the first field will be retained
for the entire session unless changed by the User.

Search Profile - Expiry Date Range
Enter the expiry dates required for the licences you wish to send reminders to. This is a mandatory field.

Search Profile - Licence Type

This field allows the User to enter a Licence Type if know, or select the Pop Up Button to choose from a
predefined list of Licence Types. Once selected this is the Licence Type that will be used to select which
Licences will be renewed. The Option may be left blank to select all Licence Types.

If a Licence Type has been nominated then the Merge Type that has been defined on the Licence Type
Parameters will default into Merge Type field in the Processing Options.

If the Reminder Process is being run for more than one Licence Type then this field can be left blank and the
process will use the Default Merge Type defined on each of the Licence Type Parameters or the Merge Type
nominated if one has been entered in the Processing Options.

Search Profile — Status

This field allows the User to enter a Status if known, or select the Pop Up Button to choose from a predefined
list of Status. Once selected this is the Status that the Licences selected are currently at.

Search Profile — Area Codes

This field allows the User to enter an Area Code if known, or select the Pop Up Button to choose from a
predefined list of Area Codes. Once selected this is the Area Code that the Licences will be selected on.

Processing Options - Status

The status that is entered here will be the status the licence is changed to once the reminder report has been
run.

Processing Options — Merge Type

If a Licence Type has been nominated in the Search Profile section then the Merge Type that has been
defined on the Licence Type Parameters will default into this field.

If the Reminder Process is being run for more than one Licence Type then this field can be left blank and the
process will use the Default Merge Type defined on each of the Licence Type Parameters. If a Merge Type
is entered then it will be used to generate the Reminder Notice for all the Licence Types selected and the
default Merge Types for the Licence Types will be ignored.

Processing Options - Job Type

This field allows the User to specify when running the Licence Reminder Report whether they wish to just
Report on the Licence Reminder, or have them Reported and Updated.

A Report will only produce a list of Licences that meet the criteria selected.

Report and Update options will both produce a list of the Licences that meet the criteria, and also update the
specific Renewal flags in the system and Print the Licences requested.

A further option to Generate Licences will create a Word Processing Request and allow the Licences to be
printed via the Batch Processing Option.

Processing Options - Report Content
LAPC7710_LAPDMY1 REPORT_CONTS
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The Report content consists of two options - Summary or Detail.
A Summary Report will produce a scaled down of the Detailed report.

Print Notices
As per the Job Types above, if this field is checked on, Licences meeting the selected Criteria will be printed.
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Licence Reminder Workflow

The Licence Reminder Workflow is based on:

. Having an Approval on the latest Licence decision
. The Expiry Date falls within the Range selected on the control form and
o There is an outstanding balance on the Licence

When the Update Option is run the following occurs:

. The Status of the Licence is updated to that nominated on the control form
. A Reminder Notice will generated and or printed (If Reminder Merge Type has been created)
o Report will be generated
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Print Licence

Print Form

This function is used to generate Licence Notices for all Licences. The User has the ability to run the report
in Report Mode only prior to having and results updated when run in the Print and Update mode.

The User may also select a Status Code that will update all selected Licences when the Update and Print
mode is run.

=T

— Class Details
Descrigtion  |Licensing information PACA, |

— Search Profile
Murmkber | -

“ear -
Expiry Date Range -

Licence Type
Status
Area Codes

— Processing Options

lzsue Date
Status ;}I
Merge Type L}I
Job Type  [Report Only = Report Cortert |Summary |
Prinit Motices  |Generate and Final Print =]

Opkions | Process | Zancel |

Print Form

Class Details - Description
This field details the actual Class of Licence that has currently been selected.

Search Profile = Number

As each Licence is lodged, it is allocated a number. These fields can be used to enter the number range
required for the Print run.

Entering a number in the first field and tabbing to the next field will default the number entered in the first field
into the second field. This will result in a direct search.

However if a range of Licences are required then the following example explains how this is done;

Entering 6 in the first field and 10 in the second field will result in all Licences with the number range entered
inclusive of the entered numbers.

Entering 6 in the first field and deleting the defaulted number in the second field will return Licence 6 and
greater.
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Search Profile — Year

Licences generally have a year allocated as part of their number. Entering the year in these fields will also
help to narrow the length of search.

Entering a year in the first field and tabbing to the next field will default the year entered in the first field into
the second field. This will result in all Licences lodged within the entered year and meeting any other search
criteria.

However if a range of Licences are required then the following example explains how this is done;

Entering a year in the first field and a different year in the second field will result in all Licences with the year
range entered inclusive of the entered years and meeting any other search criteria.

Note: If the F7 Clear function is used on the Search profile the year entered in the first field will be retained
for the entire session unless changed by the User.

Search Profile - Expiry Date Range
The expiry date of the Licence. Enter the expiry dates required for the licences you wish to send reminders

to. This is a mandatory field.
Search Profile - Licence Type

This field allows the User to enter a Licence Type that is required for Printing. Once selected the Class code
and description will be displayed in these fields.

If the Code is unknown, the User may select the Pop Up Button next to the Licence Code, and select from a
range of predefined Licence Types.

If a Licence Type has been nominated then the Merge Type that has been defined on the Licence Type
Parameters will default into the Merge Type field in the Processing Options.

If the Licence Print Process is being run for more than one Licence Type then this field can be left blank and
the process will use the Default Merge Type defined on each of the Licence Type Parameters. If a Merge
Type is entered then it will be used to generate the Licence Notice for all the Licence Types selected and the
default Merge Types for the Licence Types will be ignored.

Search Profile — Status

This field allows the User to enter a Status if known, or select the Pop Up Button to choose from a predefined
list of Status. Once selected this is the Status that the Licences selected are currently at.

Search Profile — Area Codes

This field allows the User to enter an Area Code if known, or select the Pop Up Button to choose from a
predefined list of Area Codes. Once selected this is the Area Code that the Licences will be selected on.

Processing Options - Issue Date
The User should enter a date in this field that they wish to reflect the Licence as having been issued on.

Double clicking in this field will display the calendar to allow date selection if required.

Processing Options - Status

The status that is entered here will be the status the licence is changed to once the reminder report has been
run.

Processing Options — Merge Type

If a Licence Type has been nominated in the Search Profile section then the Merge Type that has been
defined on the Licence Type Parameters will default into this field.

If the Licence Print Process is being run for more than one Licence Type then this field can be left blank and
the process will use the Default Merge Type defined on each of the Licence Type Parameters. If a Merge
Type is entered then it will be used to generate the Licence Notice for all the Licence Types selected and the
default Merge Types for the Licence Types will be ignored.

Processing Options - Job Type
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This field allows the User to select the drop down button and choose from Report Only Mode or Report and
Update Mode.

Report Only Mode allows the User to produce a list of Licences that fall into the criteria selected. This may
be useful if wishing to check what Licences will be issued.

If any corrections or additions are required, the User may the go to each separate Licence Maintenance and
modify them. The Report Mode can be re-run again to verify all Licences will be printed correctly.

The Report and Update Mode is selected when the User is satisfied with the results of the Report. Once
selected and processed all Licences matching the criteria selected will be printed.

Processing Options - Report Content

This field allows the User to select the drop down button and choose from Summary or Detail option.
The Summary will produce a list of Licence Numbers that have been selected to print.

The Detail option will give a much greater selection of information regarding each Licence that is to be
printed.

It is suggested that the User print one of each Type of Report and then a decision may be made as to
whether a Summary Report is sufficient for Council needs or if a Detailed report will be required.

The Defaults that are entered in this report may be stored as a Set Default. Setting these options is
described fully in the Batch Processing Manual.

Processing Options - Print Notices
There are 3 main options here — Generate the Licence and Print (Email where possible or just Print them),
Only Generate the Licence but not print or do neither of the above.

Processing Options — Report Content
There is a selection to print the details of the renewal in full or to just have a summary of the licences
reported on.

Processing Options — Delivery Method
Deleivery Method — use the default delivery method registered against the Licencee or select none for Print
Only. This field is dimmed out if ‘Neither’ is chosen in the Print Notices option.
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Licence Print Workflow

The Licence Print Workflow is based on:
. Having an Approval on the latest Licence decision
. The Licence Request Flag on a Licence Record is ON.

When the Update Option is run the following occurs:

The Status of the Licence is updated to that nominated on the control form

A Licence Notice will generated and or printed (If Reminder Merge Type has been created)
Report will be generated

The Licence Request Flag is turned OFF.
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Approval Times Report

Print Approval Times Form

The Print Approval Times Report is designed for the User to produce Lists of the Times it took for Particular
Tasks to be Approved.

% Approval Times Report Control M= E3
— Class Details
Description  |Food Manufacturing |
— Processing Options Search Profile
Diavy Type I alendar Days |5 I Licence Type
Calculate Using |Prugress Time ;| Meat manufacturing
Report Cortent ISUI‘I‘II‘I‘IEF_‘,F - I Health Inspections
—— Column Headings From Days — To Days —
1 T 1 T
|8 14 |& 14
Select Al Dezelect Al |
Date Range - I
Decizion |AII Decisions -
Schedule [
— Query Result
Description | L}I
Options | Process LCancel

Approval Times Report Control Form

Class - Description
This field details the Current Class selected.

Day Type
This field has a drop down button to select from either Calendar Days or Work Days as the criteria for Day
Type.

Calculate Using

This field has a drop down button that allows Users to select from the Options of Progress time or Included
Tasks Only. When Included Tasks Only is selected this option will also display Suspend Times on the
report.

Report Content
The report content consists of two options - Summary or Detail.
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A Summary Report will produce a scaled down version of the Detailed report.

Column Headings
The Column Headings allow the User to enter the Titles they wish to be displayed on the Report.

From Days
This field may be used to enter the specific day number that the Approval Times Report will be produced by.

To Days
This field may be used to enter the specific day number that the Approval Times Report will be produced by.

These fields would normal be similar to the following:
1-7

8-14

15-21

22-31 etc

Search Profile — Type

This field allows the User to select a Type or code given to the Licence by clicking on the required Licence
Type. To select more than one click on any other required Licence Type. To deselect one or any of the
selected Licence Type by clicking on the highlighted Licence Type that is no longer required.

Select All
Clicking on the Select All button will select all the Licence Types available to the Licence Class.

Deselect All
Clicking on the Deselect All button will deselect all the Licence Types selected for the Licence Class

Decision Date Range

These fields allow the User to enter a date range that Decisions have been assigned to the Tasks. A From
and To Date is required in the fields. The User may double click in the fields to show the System Calendar
display.

Decision

This field allows the User to select from the Decision Types. The drop down options allows for the selection
of the Following:

. Approvals Only

Rejection Only

Decisions not Approvals or Rejections

All Decisions

No Decision

When any of these options are selected (except for ‘No Decision’), the entered Date Range is matched
against the latest Licence Decision Date., When ‘No Decision’ is selected, the Date Range is matched
against the Expiry Date for Licences.

This enables the User to limit the number of Licenses reported on when using the ‘No Decision’ option.

Query Result

The Query Result Option allows the User to enter a predefined Query Name if know, or click on the Pop Up
Button to select from the Predefined list of Queries previously created.

Details on how to create and maintain Queries are detailed in the Query Manual.
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Lost Numbers Report

The Licensing Module has the ability to track Lost Numbers under the two following scenarios:
e During the Licence Entry of a Licence. If the Licence Entry is cancelled after the message that a

Number had been generated, that number is stored in a “Lost Numbers” table”
e When a Licence is deleted. If a Licence is deleted, the number is stored in the “Lost Numbers” table”

Lost Numbers Control Form

The Lost Numbers Report allows Lost Numbers to be found by Date, by the Numbering Code the number
was generated from, by the User of the System when the number was lost or any combination of the above.
Using the Query facility can also process the Lost Number Report.

The report identifies the following details:

. Number: Number of the Licence

. Year: Licence Year

. Date Lost: Date (including time) the Number was lost
. User Identifier: Users ID

. User Name: User Name

. Mode: Licence Entry or Deleted

The Lost Licence Numbers are grouped by the Numbering Code and a total is given for each Number Code
as well as a Total number of Licences for the report.

This report may be used for auditing purposes to display numbers that have been deleted or lost.
However if Users wish to re-use these numbers they may do so via the History Takeup option

NOTE: if the Lost Numbers are re-used, the number will not be removed from the Lost Number Table. This
table does not update as numbers are reused.

B Lost Numbers Control =] E3

— Class Details
Description [Licence - Accrual R209 |

— Search Profile
Ciate Lost . |

Mumbering Code 1N

User Idertifier E1N

— Query Result
Description | il

Cptions Process Cancel |

Lost Numbers Control Form

Class Detail - Description
This field details the name of the Class currently selected.
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Search Profile — Date Lost

The Date Lost may be used to select a particular “from” and “to” range of Licences required for Reporting on.
Enter a date in the first field and tab to the second field to enter a “to” date. Double clicking in the field will
display the Pop Up Calendar allowing the required dated to be selected.

Search Profile — Numbering Code

The Numbering Code may be used to select a particular range of Licences required for Reporting on. Enter a
Numbering Code in the first field if known or select from a predefined list from the Pop Up list.

Search Profile — User Identifier

The User Identifier may be used to select a particular range of Licences required for Reporting on. Enter a
User Identifier in the first field if known or select from a predefined list from the Pop Up list.

Query Result - Description

The Query Result Option may be used. The Pop Up Button may be selected to choose from any pre-defined
Queries.
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Prepayment Report

This Report produces a list of Prepayments for Applications. The search profile includes a Prepayment
Reference Number Range, a Date Range and gives the option to include those Prepayment that are
unallocated only or have been allocated already. The Report can be produced in Detail or Summary format.

Prepayment Report Control Form

The Prepayment Report produces a list of Prepayments for Licensing. The search profile includes a
Prepayment Reference Number Range, a Date Range and gives the option to include those Prepayment
that are unallocated only or have been allocated already. The Report can be produced in Detail or Summary
format.

The report displays the following details for each format:

Summary:-
Reference Number
Allocated Amount
Narrative of Receipt
Receipt Number
Receipt Date
Refund Amount
Balance

Receipt Name

Detail:-

Reference Number
Allocated Amount
Narrative of Receipt
Receipt Number
Receipt Date
Refund Amount
Balance

Receipt Number
Licence Number
Location

Date

Amount

Tax Amount
Description
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E Prepayments Report

— Clag= Details

=10l x|

Drezcription |F‘CT.-'3-. Licensing Group

— Search Profile

Reference Mumber -
Receipt Date -
Unsllocated Cnly [

— Processing Options
Report Cortert |Summary - |

— Query Result

Description |

Dptions Process |

Cancel |

Prepayments Report Form

Class Detail - Description

This field details the name of the Class currently selected.

Search Profile — Reference Number Range

The Reference Number Range can be used to select a particular range of Prepayment References. These
fields can be left blank or used in conjunction with the other fields within the Search Profile area.

Search Profile — Receipt Date

The Receipt Date Range can be used to select particular Prepayments that have been receipted within the
Date Range entered. These fields can be left blank or used in conjunction with the other fields within the

Search Profile area.

Search Profile — Unallocated Only

The Unallocated Only check box is used to only select those Prepayments that have a balance remaining
that has not been allocated to a Licence. When this Check Box is ticked on, Prepayments that have been
fully allocated will not be included in the report. If the Check Box is not ticked on then all Prepayments will

be reported on.

This field can be left blank or used in conjunction with the other fields within the Search Profile area.

Processing Options — Report Content

The Report Content field allows selection of Summary or Detail. The default upon entry into this form is

Summary. Use the Dropdown to select the Content that is required.

Summary Format:-
Reference Number
Allocated Amount
Narrative of Receipt
Receipt Number
Receipt Date
Refund Amount
Balance

Receipt Name

Detail Format:-
Reference Number
Allocated Amount
Narrative of Receipt
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Receipt Number
Receipt Date
Refund Amount
Balance
Receipt Number
Licence Number
Location

Date

Amount

Tax Amount
Description

Query Result - Description

If a Query Result has been defined over the LAPPPAY table then that Result can be used in this field to

produce the Report.
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Food Safety Information Extract

Food Safety Information Extract Control Form

The Food Safety Information Extract Control form allows the generation of the XML files required by the
VicFIN.

All fields are mandatory. All fields within the MORE option are mandatory. Three Exception Reports are
generated, one each for the Core Business Data, the Premises Inspection Data and the Premises
Compliance Data.

If the Job Type is set to Report Only, the XML files are not generated, even if there are no exceptions. Itis
advisable that the extract be run in Report Only mode first until all exceptions have been resolved, then run
the extract in Update and Report Mode.

Details regarding the processing of these files are available following the screen capture below.

B Food Safety Information Extract Control =10 x|

— Clag= Details

Description |PCTA Licensing Group

— Business Communication/Information Details

o

Business Phone Mumber

lelelele]e

o

Businezs Fax Mumber

Business Maokile Mumber

b

Busziness E-mail Address

Business ABM Mumber

— Premize CommunicationAInformation Details

et

Premize Phone Mumber

Premize Fax Mumber

lele]e

et

Premize E-mail Address

— Pergon CommunicationAnformation Details

Petzon Phone Mumber

o

Person Fax Mumber

b

Petzon Mabile Mumber

lolefe e

et

Petrzon E-mail Addreszs

[
ol
=
]
o

tare Options Process |

Food Safety Information Extract Control Form

Food Safety Information

EXPORT PROCESS

Special Notes on Processing
e All fields on the Control form are mandatory
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e All options on the ‘More’ option are mandatory

e 3 Exception reports are generated when run in either ‘Report Only’ or ‘Update and Report’ mode.

e These Exception Reports are for the Core Business Data, Premises Inspection Date and the
Premises Compliance Data. It is advisable that the extract is run in ‘Report Only’ mode until ALL
Exceptions have been resolved, then run the extract in ‘Update and Report’ mode.

o Ifthe Job Type is set to ‘Report Only’ then the XML files are NOT generated, even if there are no
Exceptions reported.

e In‘Update and Report’ mode, the Core Business Data XML file will only be generated when there
are NO exceptions for ANY of the records.

¢ In ‘Update and Report’ mode, the Premises Inspection XML file is only populated with records that
DO NOT have any exceptions reported.

e In‘Update and Report’ mode, the Premises Compliance Data XML file is only populated with records
that DO NOT have any exceptions reported.

¢ In‘Update and Report’ mode, once a Licence has been extract where the Premise Close Date is
present the Licence is reported in the Extract and then updated with the Extract Date on the Food
Safety Information Form, therefore automatically excluding the reporting of the Licence in any future
VicFIN Extracts.

¢ In ‘Report Only’ or ‘Update and Report’ modes the process will automatically use the Licensee Name
details if there is no Proprietor on the Licence. If there is a Proprietor but no Licensee then an
exception on the Licensee record will be reported.

e In ‘Report Only’ or ‘Update and Report’ modes the process will automatically use the Trading Name
details if there is no Premise on the Licence, or the Premise Details if there is no Trading Name
details. If neither exist then an exception on the Trading Name record will be reported.

Premise Inspection Selection Process

Inspections are only included in the Premise Inspection XML file where the Inspection Date is not in the
future (past the Extract Date) and the Inspection has a Result Code. The following checks are used to
determine the Inspections that are included in the XML File.

Check One:-
e The Date of the Inspection is before the Extract Date
e The Inspection is checked for mandatory fields before extracting data
e The Inspection has a Result and therefore does not produce an exception

Check Two:-
e The Date of the Inspection is before the Extract Date
e The Inspection is checked for mandatory fields before extracting data
e The Inspection does not have a Result and therefore produces an exception

Check Three:-
e The Date of the Inspection is after the Extract Date
e The Inspection has a Result
e The Inspection is not checked for mandatory fields and is not extracted

Check Four:-
e The Date of the Inspection is after the Extract Date
e The Inspection does not have a Result
e The Inspection is not checked for mandatory fields and is not extracted

Check Five:-
e The Inspection does not have a Date
e The Inspection has a Result
e The Inspection is checked for mandatory fields before extracting data
e The Inspection does not have a Date which therefore produces an exception

Check Six:-
e The Inspection does not have a Date
e The Inspection does not have a Result
e The Inspection does not have a date or a result therefore does not get extracted and does report as
an exception
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EXTRACT FIELDS & DATA

Special Notes on Extract Fields & Data

Trading Name

The 18t Trading Name is used for the following XML fields (or Premise if no Trading Name)
RegAuthorityBusinessCode

BusinessName

BusinessABN

BusinessPostal Address

BusinessSuburb

BusinessPostcode

NOTE: - Where the mandatory field BusinessABN is blank on the Trading Name record within Pathway then
the XML field is populated with ‘99999999999’ (eleven 9’s) therefore excluding it from being reported as an
Exception on the Exception Report.

Proprietor Role

The 18t Proprietor Role Record is used for the following XML fields (or Licensee if no Proprietor Name)
BusinessContactName

BusinessContactPhone

BusinessContactFax

BusinessContactMobile

BusinessContactEmail

NOTE: - Where the mandatory field BusinessContactPhone is blank on the Proprietor Role record within
Pathway then the XML field is populated with ‘999999999999’ (twelve 9’s) therefore excluding it from being
reported as an Exception on the Exception Report.

Premise Role

The 15t Premise Role Record is used for the following XML fields (or Trading Name if no Premise Name)
RegAuthorityPremisesCode

PremisesAddress

PremisesSuburb

PremisesState

PremisesPostcode

PremisesPhone

PremisesFax

PremisesEmail

Name Communication Types

The Core Business Data uses data from the Name Communication Types in the following XML fields
BusinessContactPhone

BusinessContactFax

BusinessContactMobile

PremisesPhone

PremisesFax

PersonPhone

PersonFax

PersonMobile

NOTE — The Name Communication Types allow entry of up to 50 characters. The XML fields only allow up
to 12 characters. Therefore care should be taken when entering information in the phone / fax / mobile
numbers otherwise data will be lost.

Where the mandatory field PersonPhone is blank on the Name record within Pathway then the XML field is
populated with ‘999999999999’ (twelve 9’s) therefore excluding it from being reported as an Exception on
the Exception Report.
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Address Components

The Address Components used by the Food Safety Information Extract are
e Component2 being the Suburb
e Component4 being the State
e Component5 being the Postcode

NOTE: - Using these 3 Components for anything other than what is stated above will cause incorrect data to
be extracted to the VicFIN files.

LETTERS
If Letters are required to be produced including the Food Safety Information then the following Extract Lists
and fields are available to be used.

Extract Lists

Food Safety Modules = FOODMODS
Module_Code
Module_Description

Premises PREMISES
Premise_Code
Premise_Description

General Extract Fields
Food Safety Compliance_Type_Code
Information

Compliance_Type_Descr
Compliant
Date_Compliance_Checked
Date_Premise_Closed
Date Premise_Registered
Date_Premise_Suspended
FSI_Comments
Language_Spoken_Code
Language_Spoken_Descr
Number_of_Staff
Risk_Level Code
Risk_Level_Descr

Safety Program_Code
Safety_Program_Descr

Food Safety Safety_Supervisor_Name

Supervisor
Safety_Supervisor_Comm_1
Safety_Supervisor_Comm_2
Safety_Supervisor_Comm_3
Safety Supervisor_Info_1
Safety Supervisor_Info_2
Safety Supervisor_Info_3
Safety Supervisor_Address
Safety Supervisor_Adrs_1

Recall Contact Recall_Contact Name
Recall_Contact Comm_1
Recall_Contact Comm_2
Recall_Contact Comm_3
Recall_Contact_Info_1
Recall_Contact_Info_2
Recall_Contact_Info_3
Recall_Contact Address
Recall_Contact_Adrs_1
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Premise Premise_Name
Premise_Comm_1
Premise_Comm_2
Premise_Comm_3
Premise_Info_1
Premise_Info_2
Premise_Info_3
Premise_Address
Premise_Adrs_1

Class Detail - Description
This field details the name of the Class currently selected.

Business Communication/Information Details — Business Phone Number

Enter in the Communication/Information Type that is to be used to display the Business Phone Number. The
Pop Up can be used to select the appropriate Communication Type. This is a mandatory field.

Business Communication/Information Details — Business Fax Number

Enter in the Communication/Information Type that is to be used to display the Business Fax Number. The
Pop Up can be used to select the appropriate Communication Type. This is a mandatory field.

Business Communication/Information Details — Business Mobile Number

Enter in the Communication/Information Type that is to be used to display the Business Mobile Number. The
Pop Up can be used to select the appropriate Communication Type. This is a mandatory field.

Business Communication/Information Details — Business E-mail Address

Enter in the Communication/Information Type that is to be used to display the Business E-mail Address. The
Pop Up can be used to select the appropriate Communication Type. This is a mandatory field.

Business Communication/Information Details — Business ABN Number

Enter in the Communication/Information Type that is to be used to display the Business ABN Number. The
Pop Up can be used to select the appropriate Communication Type. This is a mandatory field.

Premise Communication/Information Details — Premise Phone Number

Enter in the Communication/Information Type that is to be used to display the Premise Phone Number. The
Pop Up can be used to select the appropriate Communication Type. This is a mandatory field.

Premise Communication/Information Details — Premise Fax Number

Enter in the Communication/Information Type that is to be used to display the Premise Fax Number. The
Pop Up can be used to select the appropriate Communication Type. This is a mandatory field.

Premise Communication/Information Details — Premise E-mail Address

Enter in the Communication/Information Type that is to be used to display the Premise E-mail Address. The
Pop Up can be used to select the appropriate Communication Type. This is a mandatory field.

Person Communication/Information Details — Person Phone Number

Enter in the Communication/Information Type that is to be used to display the Person Phone Number. The
Pop Up can be used to select the appropriate Communication Type. This is a mandatory field.

Person Communication/Information Details — Person Fax Number

Enter in the Communication/Information Type that is to be used to display the Person Fax Number. The Pop
Up can be used to select the appropriate Communication Type. This is a mandatory field.

Person Communication/Information Details — Person Mobile Number

Enter in the Communication/Information Type that is to be used to display Person Mobile Number. The Pop
Up can be used to select the appropriate Communication Type. This is a mandatory field.

Person Communication/Information Details — Person E-mail Address

Enter in the Communication/Information Type that is to be used to display the Person E-mail Address. The
Pop Up can be used to select the appropriate Communication Type. This is a mandatory field.
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More Button

Selecting the More button will display the Food Safety Information Export Files Maintenance form where you
can enter in the paths and file names for the 3 files that are created when the process is run in Update and
Report mode.

Food Safety Information Export Files Maintenance

This form allows the entry of the paths and file names for the 3 files that are created when the process is run
in Update and Report Mode.

B Food Safety Information Export Files Mainke O] x|
Export File
Core Business Data il
Premize Inspection Data L}I
Premize Compliance Data L}I
Jok Type IREDDI't Only =

ok Cancel |

Food Safety Information Export Files Maintenance Form

Core Business Data
Enter in the path and file name for the Core Business Data to be produced.

Premise Inspection Data
Enter in the path and file name for the Premise Inspection Data to be produced.

Premise Compliance Data
Enter in the path and file name for the Premise Compliance Data to be produced.

Job Type
There are two options available for the Job Type. These are ‘Report Only’ and ‘Update and Report’.
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Food Performance Data Report

** \/ictorian Sites Only **
A new function to allow Food Performance Data to be reported to the Victorian Department of Health has
been added to Pathway.

Food Performance Data Report Control E@

Search Profile

Class [1 PCTA Common Licensing Group
Date Range -

Processing Parameters
Reporting Year 20Mm
Reporting Quarter 1 -
Run Type (@ Report Only
Report and Transmit

Rerun Previous Transmission Mumber I:l Mext Transmission Number 1
Previous Portion Number |:| Mext Portion Number 1
Extract Customer Service Complaints |«
Complaint Role Type ﬂ [Licensing |
Food Recall Register FSP ﬂ |f00d safety program |
Food Recall Register Date Field Inspection -

Food Recall Register Type Field Food Safety Program Codes -

Query Result

Description »
Reports Options ‘ Process | Cancel

Food Performance Data Report form

Food Performance Data Report — Search Profile — Class Description
This is the Class of Licence selected to include for the Food Performance Data Report.

Food Performance Data Report — Search Profile — Date Range
The Date Range is mandatory and relates to the reporting period being reported.

Only licenses that fall within the date range (inclusive) will be reported. Licences with a lodgement date after
the ‘to date’ will be ignored and Licences with an expiry date before the ‘from date’ will also be ignored.

The Status History, Inspection, Complaint, Enforcement, Verdict, Prosecution and Food Recall data reported
for each licence will also be restricted to those that fall within the date range (inclusive).

Food Performance Data Report — Processing Parameters — Reporting Year
This field is mandatory and relates to the reporting year being reported.

Food Performance Data Report — Processing Parameters — Reporting Quarter
This field is mandatory and relates to the reporting quarter being reported. Values are 1, 2, 3 and 4.

Food Performance Data Report — Processing Parameters — Report Only

Report Only — Generates the report without sending it to the Department of Health. This option can be used
to check for any exceptions that may be generated within the Food Performance Data Exception Report.
This option also allows the xml report to be examined before it is sent to the Department of Health.

Food Performance Data Report — Processing Parameters — Report and Transmit
Report and Transmit — Generates the report and sends it to the Department of Health. However the report
will NOT be sent if there are any exceptions generated within the Food Performance Data Exception Report.

Food Performance Data Report — Processing Parameters — Rerun
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The Rerun option enables a report to be resent to the Department of Health and replace the previously sent
report.

Food Performance Data Report — Processing Parameters — Previous Transmission Number
This is the transmission number of the previously sent report. The Previous Transmission Number cannot be
maintained.

Food Performance Data Report — Processing Parameters — Next Transmission Number

This is the transmission number that will be included within the next report sent to the Department of Health.
It is used by the Department of Health Repository to determine whether the report is a replacement to a
previously sent report. Previously sent reports for the same collection period will be overwritten by a report
with a higher transmission number. The Next Transmission Number is set to 1 for each new quarter and
incremented whenever a rerun is performed. The Next Transmission Number is automatically calculated and
should not need to be changed but the ability to maintain it has been provided if required.

Food Performance Data Report — Processing Parameters — Previous Portion Number
This is the portion number of the previously sent report. The Previous Portion Number cannot be maintained.

Food Performance Data Report — Processing Parameters — Next Portion Number

This is the portion number that will be included within the next report sent to the Department of Health. It is
used by the Department of Health Repository to determine whether the report is additional to a previously
sent report for the current collection period. Increments in the portion number will cause the report to be
appended to, rather than replace the previously sent report. For example if a month’s data is submitted in
four weekly portions, the first weeks data would have a portion number of 1, the second weeks data would
have a portion number of 2, etc. The portion number is also used when there are more than 500 premises
reported. If a report extracts 600 premises two files will be sent to the Department of Health. If this is the first
report for the quarter the first file will contain 500 records and have a portion number of 1. The second file will
contain 100 records and have a portion number of 2. The Next Portion Number is automatically calculated
and should not need to be changed but the ability to maintain it has been provided if required.

Food Performance Data Report — Processing Parameters — Extract Customer Service Complaints
This option should be checked on if complaints are held within the Customer Services module.

Food Performance Data Report — Processing Parameters — Complaint Role Type

This field is mandatory if the option Extract Customer Services Complaints has been selected. The role type
used to link the Customer Services complaint to the licence should be selected.

Food Performance Data Report — Processing Parameters — Food Recall Register
If food recalls are to be reported then the register used to hold the food recall details should be selected.

Food Performance Data Report — Processing Parameters — Register Date Field

This field is mandatory if a Food Recall Register has been selected. This is the register field that contains the
date that the food recall notice was issued.

Food Performance Data Report — Processing Parameters — Register Type Field

Mandatory if a Food Recall Register has been selected. This is the register field that contains the food recall
type code.

Valid Food Recall Type Codes:

Code | Description
10 On Site Visit
11 Verbal Notification
12 Written Notification

Food Performance Data Report — Processing Parameters — Query Result

The Query Result enables a specific Licence or group of Licences to be specified for reporting.
Food Performance Data Exception Report
An Exception Report is generated by the Food Performance Data Report Control form regardless of the run
type. The report lists any data errors that may have been encountered during processing. An exception is
typically raised because some required data has not been populated or because no mapping has been
provided between the Pathway Parameter and the Department of Health Parameter.
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Licence Mezzage

1 Water Supply is mandatory. The Licence has not heen reported.

1 Status APPROV has not been mapped to a Department of Health Status. The Current 3tatus has not been
reported.

1 Status DEFER has not beeh mapped o a Department of Health 5tatus. The Historical Status has not been
reported.

1 Food Safery Program 5P has not been mapped to a Department of Health Food Safecy Program. The Licence

has not been reported.

1 Inspection oh 0Z2-Jun-2009 has an Inspection Type of IT3, this has not been mapped to a Department of
Health Inspection Type or Audit/Assessment Type. The Inspection has not been reported.

1 Inspection oh 0Z2-Jun-2009 does not have an Inspection Result. The Inspection has not heen reported.

1 Inspection without a date, The Inspection has not been reported.

Total Premises Ignored: 1 Total Premises Reported: o

Total Current 3tatuses Ignored: 1 Total Current Statuses Reported: u]

Total Historical Statuses Ignored: 1 Total Historical Statuses Reported: o

Total Audit/issessments Ignored: u] Total AuditsAssessments Reported: o

Total Inspections Ignored: z Total Inspections Reported: u]

Total Enforcements Ignored: u] Total Enforcements Reported: o

Total Frosecutions Ignored: u] Total Prosecutions Reported: o

Total Verdicts Ignored: u] Total Verdicts Feported: u]

Total Complaints Ignored: u] Total Complaints Reported: o

Total Food Recalls Ignored: u] Total Food Recalls Reported: ]
Total Exceptions: 5

--- End of Eeport --—-
Food Performance Data Exception Report Sample

Viewing Food Performance Data Reports

The Food Performance Data Report generated can be viewed by pressing the Reports button on the Food
Performance Data Report Control form.

B Food Performance Data Report Control Q@E

Search Profile

Clazs |1 PCTA Common Licensing Group |
Date Range -

Processing Parameters
Reporting Year
Reporting Guarter (1 W
Run Type (*) Report Only
{:} Repart and Transmit

Previous Transmission Mumber |:| Mext Transmission Mumker 1
Previows Portion Mumkber |:| Mezxt Partion Mumber 1
Extract Customer Service Complairts [ ]
Complaint Role Type ﬂ | |
Food Recall Register ﬂ | |
Query Result
Description ﬂ

Reporks Opkions | Process Cancel
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Reports button on the Food Performance Data Report Control form

A list of all reports generated will be displayed on the Food Performance Data Report Selection form.
Reports generated using the Run Type of Report Only will also be available for viewing. A report will only be
available if at least one record was reported. Reports will be deleted if the processed job is deleted.

Food Performance Data Report Selection

A list of all reports generated will be displayed on the Food Performance Data Report Selection form.
Reports generated using the Run Type of Report Only will also be available for viewing. A report will only be
available if at least one record was reported. Reports will be deleted if the processed job is deleted.

L3} Food Performance Data Report Selection oo il il
Descrplion Run Number  Run Oste/Time Sent Enor Message
icence 1BOTHI195/2005 | 274058 25 Mar-2011 14:07 56 | |
Licence 1BOTH/195/2005 | \[274058 25-Mar-2011 133109 | |
Processing Summary
{Report Details .
{Total Licences Reported: 1 =

Disglay J gose |

Food Performance Data Report Selection form

Food Performance Data Report Selection - Description
This field shows the description of the Food Performance Data Report that has been run previously.

Food Performance Data Report Selection — Run Number
This field shows the Run Number of the Food Performance Data Report that has been run previously.

Food Performance Data Report Selection — Run Date/Time
This field shows the Date and Time of the run of the Food Performance Data Report that has been run
previously.

Food Performance Data Report Selection — Sent
This field if set on indicates that the report has been sent to the Department of Health.

Food Performance Data Report Selection — Error Message
This field shows the error message produced — if any.

Food Performance Data Report Selection — Processing Summary
This field shows a summary of the Processing job selected.

Food Performance Data Report Enquiry

Pressing the Display button will display the Food Performance Data Report Enquiry form. From this form a
copy of the generated xml report can be viewed. If the report was sent to the Department of Health any
response or errors returned from the Department of Health External Partner Gateway can be seen here. If
the report was successfully sent the Reference ID and Time Stamp fields will be populated. If more than 500
premises were reported a scroll bar will be displayed allowing each report to be viewed, the Portion Number
will be incremented on each of these reports.
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L5} Food Performance Data Report Enquiry =R =5
Jobs Dasengtion |Licence 1BOTH/195:2005 ] Run Numbser [274059 | RunDstefime [25Ma-2011 14 07 56 |
Processing Summary [Report Details <]
Reporting Yaar l ?011] Reporting Quarter | 1] Tranamission Number | 1[
Report |<7xml verssan="1 0" encodng="UTF -8~ 7> -
<doc ParformanceReport xsi schemalocation="urn dhs doc PerformanceReponing 0.97 PerfarmanceReport.doc 0 97 xsd -
Kmilns Xsi="Matp: A w3 0rg/ 200 1/XMLSchama-instance™ xmins eed="wn dhs data:CommonAgaregates 097
xmins bie 1="um:dhs data FoodHealhAggregates 0. 97" xmins doc="urm dhs doc PedormanceReporting 0 7>
<doc FPFileHaadar> =
Pattian Humbar 1 Sent
Response
Eror Message
Referance ID ] Time Stamp |

Close I

Food Performance Data Report Enquiry form

Food Performance Data Report Enquiry — Job Description
This field displays the Licence Number that is in error.

Food Performance Data Report Enquiry — Run Number
This field displays the Run Number that contained the Licence that is in error.

Food Performance Data Report Enquiry — Run Run Date/Time

This is the Time and Date of the Run that contained the Licence that is in error.

Food Performance Data Report Enquiry — Reporting Year
This is the Year that the run was scheduled for.

Food Performance Data Report Enquiry — Reporting Quarter
This is the Quarter that the run was scheduled for.

Food Performance Data Report Enquiry — Transmission Number
This is the Transmission Number for the run that was processed.

Food Performance Data Report Enquiry — Report
This field shows the XML report information sent to Dept of Health.

Food Performance Data Report Enquiry — Portion Number
This field displays the Portion Number of the run.

Food Performance Data Report Enquiry — Response
This field displays the Response from the Dept of Health for the run.

Food Performance Data Report Enquiry — Error Message

This field displays the Error Message received from the Dept of Health — if any.

Food Performance Data Report Enquiry — Reference ID
This field displays the Reference ID for the Dept of Health.

Food Performance Data Report Enquiry — Time Stamp
This is the Time Stamp for the run.
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Incentive Fees Report

Important Information:
The following outlines the requirements for the Incentive Fees Report. There is also important information
regarding the set up of the Licence Category Dimensions.

Based on discussions with Logan City Council, whom the function has been created for, it is assumed that
for reporting purposes Council does not issue a new Licence Number each year. If this does occur accurate
reporting cannot be defined.

It is assumed that by providing the customer with this Rebate Fee that Council would advise the Customer
that the rebate would only apply for a certain time. If not paid by that date then the rebate amount no longer
applies. If this is not the case and there is no time limit for receiving the rebate then the next paragraph will

not apply.
Where this is the case the following would need to be implemented.

Customer comes into Council and has not paid by the due date.

Cashier takes full payment from customer.

The amount would be allocated against the Licence leaving an amount in over payments. Licensing staff
would then be required to add an adjustment to the Licence to correct the accepted amount back to the full
amount of the fee. They are then able to select the overpayment from Overpayment Allocation and assign to
the fee. This will then clear the balance.

If Licence Category Dimensions are used to calculate a Fee, then the sections on Licence Fees (Licence
Category Fee Dimension Maintenance) and Licence Fees (Test Licence Category Fee Calculation) MUST
be read and the appropriate changes implemented, otherwise any new Fee calculations will NOT be correct.

Aim:
Provide the ability to charge a reduced (Incentive) Fee based on a performance scale (score).

Example:
An Annual Fee of $500.00 is charged for a Licence. The Premise is inspected and given a percentage
discount based on the score received.

Set up and Maintenance:
The following aspects of the Incentive Fees functionality will be covered:

=

Parameters:
Major Licence Categories.
Minor Licence Categories.
Licence Category Dimensions.
Licence Fees.
Licence Fees (Licence Category Option).
Licence Fees (Licence Category Fee Maintenance).
Licence Fees (Licence Category Fee Dimension Maintenance).
Licence Fees (Test Licence Category Fee Calculation).
Maintenance:
Adding a new Fee.
Major Licence Categories.
Minor Licence Categories.
Minor Licence Category Dimensions.
Licence Fee Maintenance.
Transaction Maintenance.
Calculation Enquiry.
Licence Category Calculation Enquiry.
Incentive Fees Report:
Search Profile.

e (LW e e o o & & 0 & NDO & 0o 0 0o o o o
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Multi-select Pop Up forms.

Inclusive / Exclusive searching for Multi-select Pop Up results.
Processing Options.

Generated Report Details.

Major Licence Categories:

E Major Licence Category Maintenance

— Chss Details
Deseiplion [Licznsing Chs 1 |
—Tire Descripion Ackive —
(N frebote Giren ¥
[pEBATP  [Rebete Given for Pensiners It
me
Ipesst | 14 | Cancel |

Diagram 1. Major Licence Category Maintenance.

There are three methods that can be used to set up the Licence Categories for Incentive Fees. The critical
part is how the Licence Categories are applied to the Fee on the Licence, which will be covered in the Fees
Maintenance section.

1. One Major Category with multiple Minor Categories.
2. Multiple Major Categories with only one Minor Category each.
3. Multiple Major Categories with multiple Minor Categories on each Major Category.

Methods 1 and 2 are the simplest and easiest to set up and use. 3 is complex and may cause confusion,
therefore either method 1 or 2 is recommended. In the example above, method 2 is used. Please read the
entire document first before doing any set up, to get an understanding of how the Licence Categories are
applied to the Licence Fees before choosing the method most suitable to your business.
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Minor Licence Categories:

E Minoe Licencs Calegory Maintenance

JI. C T 3

et | [ o0 ] o |

Diagram 2. Minor Licence Category Maintenance.

Using the Major Licence Category of ‘REBATE - Rebate Given’, only one Minor Licence Category has been
created. In this example, the same Code and Description has been used for the Minor Licence Category as
was used for the Major Licence Category. This is not necessary and can be defined to suit the business
requirements.

E Mino Licence Category Maintenance

—Major Licence Caiegery Details
Description [resadz Giver or Pensnes |

—Type —Desorgpm BichE —
[TAL  [rebete Givenfor Pensitners It

wot | [ o | coee |

Diagram 3. Minor Licence Category Maintenance.

Under the Major Licence Category of ‘REBATP — Rebate Given for Pensioners’, only one Minor Licence
Category has been created and has also been defined the same as the Major Licence Category.
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Licence Category Dimensions:

E Licence Category Dmension Mantenance

‘
‘
|

S e A e = e e % e s e S e s e A |

LB LI LI B L
¥
|

A
et |[ o ] coe |

Diagram 4. Licence Category Dimension Maintenance.

The Dimensions created are the ‘scores’ that can be given. In this example, the possible scores go from 00
to 12. For each score, the description is what discount percentage gets applied for that score. The values
defined in the Code and Description for these Dimensions are important, as these are the actual values
extracted in the Incentive Fees Report.

1 Digit Code 2 Digit Code

0 00
1 01
10 02
11 03
12 04
2 05
3 06
4 07
5 08
6 09
7 10
8 11
9 12

Table 1. Sort order for Licence Category Dimension Maintenance Form.

The sort order for the Licence Category Dimension Maintenance Form is based on the Code field and in
order for the Codes to appear in numerical order starting from 0 at the top to 12 at the bottom, it is
recommended that the scores are defined using 2 digits. Table 1 above shows how the order varies when 1
or 2 digit Codes are used.
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Licence Fees:

E Liceace Fes: Hamienonce

—Cless Dot
ResTpi | cerarg e
Tpe— eGP vt hrata- Do e —
ST w[ [ [ F=
JERATP  ebte e Tr Peasioners w[ [ F
VAN Rerewal feoiLe, aed AResesvd rice mwa [ [ [ F
L Perevares me [ [ [ F
T ma [ [ [ F
[ Lienwe Fee ik oerrding hocaumtsi me O [ T F
[ LieweFee hesig ystens Rcounts) am [ T F

LiemesFee w [ [ ¥ F
[T Imafee L2 abded andgement; s [ [ [ F 4
| veexim _| Licenee Catzguey
| cenksmFomis _| v docarin

([ ] o]

Diagram 5. Licence Fees Maintenance Form.

Under Licence Fees Maintenance, two Fees have been created:

1. REBATE — Rebate Fee.
2. REBATP — Rebate Fee for Pensioners.

Important Note:

The Base Fee for these Incentive Fees MUST be set to 0.00 otherwise the information extracted on the

Incentive Fees Report will not be correct.

Licence Fees (Licence Category Option):

B Major Licence Category Selection M= 23 l

Class Detaits

Deseription £n:rn:f-_\ Clnss 1 ]
Type Descrpton
FEBATE | [Bebste Given ]
FEB{'P J F:b:l':inv' for Pengionens J
Mnor LC Licence Catogories Detalls

Fatde Gremr 50000 000 =

Q0% Descount 000 $00 0.00 =]

70% Discourt 000 100 35000

T0% Deacout 000 100 -35000

J0% Ctecont 000 tO0 35000 -

5 Dtscourt 000 Y00 35000
S0% Descourt 000 Y00 25000
S0 Depcout 000 t00 25000 v
[t ] oo |

Diagram 6. Major Licence Category Selection.

From the Licence Fees Maintenance form, using the Licence Category Options button, the Major Licence
Category Selection form will show the Major Licence Categories set up earlier. Select the Major Licence

Category that is relevant to the Incentive Fee created.

In this example, the Licence Fee of ‘REBATE — Rebate Fee’ is being used, therefore the Major Licence
Category of ‘REBATE — Rebate Given’ is selected. If the Licence Fee of ‘REBATP — Rebate Fee for
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Pensioners’ was used, the Major Licence Category of ‘REBATP- Rebate Given for Pensioners’ should be
selected.

Licence Fees (Licence Category Fee Maintenance):

CEE|

B Licence Calegary Fee Mantesince

Clous Detads
Duscron § cocong Cmss * |

Literion Feos Detade
O e

Magr Leenoe Categary Detals
Ouscrphon Fratas Gren |

Vi carce Categry Owtels Cuse Yoe Aot !

FEEATE | [rtashe e I IR e

(o ] oo |

Diagram 7. Licence Category Fee Maintenance Form.

For the Major Licence Category of ‘REBATE — Rebate Given’, only one Minor Licence Category was set up
(method 2). Against the Minor Licence Category the Base Fee must be set to the full amount of the Licence
Fee. In this example, the full amount for the Licence Fee is $500.00.

Licence Fees (Licence Category Fee Dimension Maintenance).

ﬁ Licerce Calegory Fee Dmention Narvenasce

Elfscy Ay g Rl

1) wm [
] [ EET]
| e w "
| e | ) N
| o | “w wn
| [ [ AN
] e | [ 290
| [T [ T
e || o | e |

Diagram 8. Licence Category Fee Dimension Maintenance Form.

Against each Dimension the Area value MUST be set to 1. If not, the calculated Fee value will not be correct.
This can be verified on the Test Licence Category Fee Calculation form accessed via the Test button.

To apply a discount, the Charge Rate must be set to a negative value which is the amount of the percentage
discount to be applied. For example:

Dimension 01 70% Discount = (Base Fee / 100) * 70
=(500/100) * 70
=5*70
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=350

Charge Rate =-350

Dimension 09 20% Discount = (Base Fee / 100) * 20
=(500/100) * 20
=5%*20
=100

Charge Rate =-100

Licence Fees (Test Licence Category Fee Calculation).

B Teut Licerce Categor Fea Canddtion
— sz Deteds
Desorpion | iescing sz 1 |
—Liznce Fees Netalls
[esoridon Faogiafas |
— Mg ior Dienson Ve —
Fﬁ%:‘-‘:‘ | Fﬁ:—?‘ﬂ:‘ | I'Z%Z::;:l | | 1N
—Test Detmie
SmefE = a
T Capuiions:  Dmersion 7 s 0 ET Pty mf m* [N
Feale Cauio:: Dimersion s ¥ rea 1 - 1
e
- e i

Diagram 9. Test Licence Category Fee Calculation Form.

For each Dimension, test the Fee calculation using the Test Licence Category Fee Calculation form. This
forms shows how the Licence Fee is calculated and each of the values used in the calculation. The
Dimension Value must be 1 for the discounts to be applied correctly (see Rate Calculations: Dimension *
Rate * Area).

E Test Licence Catenoy Fes Caouation
— sz Detalls
Desaroion | cessing (s | |
—Licenee Feess Detalls
[esorphon Fstele Fes |
= Miror [inension HE—
FZE%}'-*:— | Fﬁ:-}v:— | ri'-:I:J,'l | | in
— sl Dot
Gemefz = 9
o1 Canusions:  Dreream X BT Rsle T Py 10f? [n* [Nl
Fie: Loz Dmersion X s ¥ Area 1f il wf=
T = 9
- D i

Diagram 10. Test Licence Category Fee Calculation Form.
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If the Area of the Dimension were to be assigned a value of zero, instead of one, the Licence Fee calculation
would be incorrect as shown in Diagram 10. The Rate Calculations (Dimension * Rate * Area) would return a
zero value and no discount would be applied.

Adding a New Licence Fee.

E Mew Licence Fees Haintenante

0
—Licence
SINSERAINAD

—Licence Fees
e[ 3

Colouieled

Accepled Tax

Diagram 11. New Licence Fees Maintenance Form.

To select the required Licence Fee, use the Type Pop Up.

B Licence Fees Pop Up [ (O] x| I
— Type Description [
REBATE | |Rebate Fes] -
REBATP Fehate Fee for Pensioners
REMEVY Fenevwal Fee (ie. added at Renewal proce
REMAL Fenevwal Fee
FhP Fundle Mall Permit
ZFEE1 Licence Fee (vwith Overriding Accounts)
ZFEE2 Licence Fee (using System Accounts)
ZFEE3 Licence Fee
ZIMIT Initizl Fee (ie. added &t lodgemert) _v|J
— Search Profile
Type
Deszcription
Search Select uit

Diagram 12. Licence Fees Pop Up Form.

Select the required Fee from the Licence Fee Pop Up form. In this example, the Licence Fee of ‘REBATE -
Rebate Fee’ was selected.
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Major Licence Categories:

When the required Fee is selected from the Licence Fee Pop Up form, the Major Licence Categories
Maintenance form will appear.

n Major Licence Categones Mainlenance L8] x] I

2N ZREMALV A 0

My Licence Catugorions Detalls
[woatr | [netste Gven |

Minor Liseoce Categories Detals

Lcence Calepones

LLgi

e P

Diagram 13. Major Licence Categories Maintenance Form.

On the Major Licence Categories Maintenance Form, insert the Major Licence Category pertaining to the
Licence Fee being inserted. In this example, the Licence Fee is ‘REBATE - Rebate Fee’ so the Major
Licence Category is ‘REBATE — Rebate Given'.

Important Note:

Only add one Major Licence Category. The results from the Incentive Fees Report cannot be guaranteed if
multiple Major Licence Categories are used.

Minor Licence Categories.

n Minoi Lacersce Labegoiies Mainl e e

[
FEBaE | [Retsie Given ]

M Licenee Calegeina lstals

Betale coven |

oot | (o] 02 |

Diagram 14. Minor Licence Categories Maintenance Form.

On the Minor Licence Categories Maintenance Form, insert the Minor Licence Category pertaining to the
Licence Fee being inserted. In this example there is only one Minor Licence Category set up for the given
Maijor Licence Category, which is ‘REBATE — Rebate Given’.
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Important Note:

Only add one Minor Licence Category. The results from the Incentive Fees Report cannot be guaranteed if
multiple Minor Licence Categories are used.

Minor Licence Categories Dimensions.

E Virax Licence Calegories Dimention Hanlenasce

— Hinar Leenez Categony:
Desergtion. Fiekatz Goen |
—Tpe—Tesaphm Ve —
[ 0% Dot I ]

o | =] n |

Diagram 15. Minor Licence Categories Dimension Maintenance Form.

On the Minor Licence Categories Dimension Maintenance Form, insert the Dimension that is the ‘score’
obtained. In this example, the score obtained was 04, which is a 70% discount off the Annual Fee.

Important Notes:

1. The Value of the Dimension added MUST be set to 1.

2. Only add one Licence Category Dimension. The results from the Incentive Fees Report cannot be
guaranteed if multiple Licence Category Dimensions are used.

B Mew Licence Fees Haintenance

—Licence Fees
Tie REBATE | Feteiefes
Caluiglzd 15000
Acepled 15000 Tax 136
Comment j

Diagram 16. New Licence Fees Maintenance Form.

On returning to the New Licence Fees Maintenance Form, the calculated amount will be the full Licence Fee
value (Base Fee) minus the discount amount. In this example, the discount was 70% or $350.00 hence
$500.00 - $350.00 = $150.00.
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Licence Fee Maintenance.

eares fras Omid — Aomisd L Ber s
Pt tee L_onl] ] oxl| s ]
lotss Ctwand — Aomted L Serve
| ol vl ] 0f Owepan |
Foa st
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Diagram 17. Licence Fees Maintenance Form.

Important Note:
1. Only add one Licence Incentive Fee to the Licence. The results from the Incentive Fees Report cannot
be guaranteed if multiple Licence Category Dimensions are used.

From the Licence Fees Maintenance form, the details of the Fee Transaction can be viewed using the
Transactions Option button.

E Timzactin Maieasnce

FebaeFiez Bamnce 5 |
Sl TR Toi-met
ey 00| i ] [ 0 3| =

=

Diagram 18. Transaction Maintenance Form.

For the Licence Fee added, use the detail button on the right hand side to view the calculation details for the
selected Fee Transaction.
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Calculation Enquiry.

Diagram 19. Calculation Enquiry Form.

The Calculation Enquiry form gives a summary of how the Licence Fee was calculated. In this example, the
Licence Fee Base Fee was 0.00, no Dimension Fees were applicable and the Licence Category Fee totalled
$150.00. No Discount, Pro-rata or rounding was applied giving the final total of $150.00. To view the Licence
Category Fee calculation details, press the detail button on the right hand side of the Licence Category Fee
amount.

— Trasachion Lo Fe: Te—
|'-:i_—a:-:e Jicose Fee L
g L Tnear e Fe
Fmim | =i ] | o | 1w
— Cabcbation etads
Befe-| 3
FT¥misions e X e X ET Py of i [T
Pe/ i Dmcin NP Aoz off| = - T
T
¥

Diagram 20. Licence Category Calculation Enquiry Form.

The Licence Category Calculation Enquiry Form shows how the Licence Category Fee was calculated. In
this example, the Licence Category Base Fee was $500.00. The Rate calculation applied a discount of
$350.00 giving the total of $150.00.
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Multi-Select Pop Up Forms.

B Licence Type Pop Up _ (O] I
— Type Description
BADY Bus =tation Advertizment
CADY Commercial Advertisment
F =l Food Safety Infarmation
RADY Fesidertial Advertizment
FhADY Fundle Mall Advertisment
SADY Street Advertisment
TADY Train Station Advertisment
— Search Profile
Type
Deszcription
Search Select Cloze

Diagram 22. Multi-select Licence Type Pop Up Form.

The multi-select Pop Up forms can only be accessed via the Pop Up button on the Incentive Fees Report
Control form. Unlike normal Pop Ups, the Code field is not maintainable and cannot be directly entered.

Once on the Pop Up form, standard multi-select functionality applies. Using the Ctrl key and the mouse,
single occurrences can be selected. Using the shift key and the mouse, multiple continuous occurrences can
be selected.

If no occurrences are highlighted (blue as opposed to green) and the select button is pressed, then the
current occurrence that had focus (green) is selected.

The multi-select Pop Up fields on the Incentive Fees Report Control form only display one line of detail. If
more than one occurrence was selected from the Pop Up, then using the zoom function (double click on the
field) will show all the selected occurrences.

B Incenkive Fees Repest Contal - |0O0] ]
B B 7oom Field _|0O0] =] |»
pary B Astersment .

__JCAD Commercial Bdwverizment
_ sy Funde Mal Advertiznent
AL Sirect Adveriznent

E

Diagram 23. Zoom Field for multi-select Pop Up fields on the Control form.

x| sl=m

If the selected occurrences are not correct and a different selection of occurrences is required, simply press
the Pop Up button and select the required occurrences. To remove all selected occurrences, place the focus
on the Pop Up field (not the button) and press F11.
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Generated Report Details.
The details for the Licences that are extracted on to the report are sorted into the following order:

1. Licence Type.
2. Licence Year (Oldest first i.e. 2000, 2001, 2002).
3. Licence Number (Ascending order i.e. 1, 2, ... 100).

The information extracted on the report for a given Licence is shown below in Table 3.

92/1998/RADV/10 Formatted 150-WATERLOO CORNER ROAD, EASTWOOD
1 Address: SA
Type: RADV Residential Advertisement
Responsible Officer: DHAYD  David Haydon
Licence Category: REBATP Rebate Given for Pensioners
Minor Licence Category: REBATP Rebate Given for Pensioners
Licence Category Dimension: 07 40% Discount

Incentive Reduction Granted

Base Scor Percentage Rate Balance Paid
Fee e
Rebate Fee for  500.00 07 40% -200.00  300.00 0.00
Pensioners: Discount

Table 3. Generated Report Details for a Given Licence.

As the primary sort order for the Report is by Licence Type, a summary of the Licence Fees for that Type is
given after the last Licence of the Type, as shown below in Table 4.

Total Incentive Reduction Granted For Licence Type RADV

Base Total Licenses: 19 Rate Balance Paid
Fee
Rebate Fee: 5000.00 10 - 2850.00 0.00
2150.00
Rebate Fee for 4500.00 9 - 2650.00 0.00
Pensioners: 1850.00

Table 4. Licence Fee Summary for each Licence Type.

At the end of the Report, a summary of the Licence Fees for all the Licences on the Report is given as
shown below in Table 5.

Total Incentive Reduction Granted For Licences

Base Total Licenses: 31 Rate Balance Paid
Fee
Rebate Fee: 8500.00 17 - 4650.00 0.00
3850.00
Rebate Fee for 7000.00 14 - 4400.00 0.00
Pensioners: 2600.00

Table 5. Licence Fee Summary for all Licences.

IMPORTANT ADDITIONAL INFORMATION

** Please note additional functionality has been added to the Licence Type as of 2.13 whereby Licence
Categories can be assigned to the Licence Type. For this reporting purpose it is highly recommended that
Users can assign the major and minor category at this stage however do not assign the dimension at this
level, as if all dimensions are loaded ready to select later, all dimensions will be displayed on the report and
all dimensions available to assign will be calculated in the totals.

Therefore leave the assigning of the dimension and value till actual lodgement of the Licence or simply do
not assign anything at the type level and load the major, minor category and dimension manual when adding
the fee based on the score assessed.
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Incentive Fees Report Control Form

The Incentive Fees Report allows for selection of details on which to report on for the Licences. The fields
available are those found on the Licensing Maintenance Filter form. Multi-select Pop Up forms are available
on the following fields:-

. Licence Type
. Status

. Area Codes
. Licence Fees

The Processing Options details are applied to the Licences found using the Search Profile details or the
Query Result. The Licence Fees are mandatory and at least one Licence Fee must be selected.

A date range does not have to be supplied. If no Date Range is used, the transaction date of the Licence
Fee is not checked.

E Incentive Fees Report Conkrol

Description SPCTA Licensing Group

Options .~ Process

Incentive Fees Report Control Form

Class Detail - Description
This field details the name of the Class currently selected.

Search Profile Number
A range of Licence Numbers can be entered if the search is to be refined to a certain range. The Number
range fields may be left blank.

Search Profile — Year
A range of Years can be entered if the search is to be refined to a certain year range. The Year range fields
may be left blank.

Search Profile — Expiry Date
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A range of Expiry Dates can be entered if the search is to be refined to a certain Expiry Date range. The
Expiry range fields may be left blank.

Search Profile — Licence Type

Licence Type(s) can be nominated to refine the search. The Licence Type can be selected using the Pop Up
form. Itis possible to multi-select the Licence Types that are required to be reported on.

Search Profile - Status

Status Code(s) can be nominated to refine the search. The Status Codes can be selected using the Pop Up
form. Itis possible to multi-select the Status Codes that are required to be reported on.

Search Profile — Area Codes

Area Code(s) can be nominated to refine the search. The Area Codes can be selected using the Pop Up
form. Itis possible to multi-select the Area Codes that are required to be reported on.

Search Profile - Inclusive
This flag determines the processing applied to the multi-select Pop Ups of Licence Type, Status and Area
Codes.

If the flag is turned on, i.e. Inclusive, then the Licence must have a direct match on the Licence Type, Status
and Area Code. If the flag is turned off, i.e. exclusive, then the Licence only needs to have one of the values
of the Licence Type, Status or Area Code. The results are significantly different! The following example
highlights the difference.

Example: Available Selected

Licence T1 T2 T3 T1 T2

Types:

Status: S1 S2 S3 S1 S3

Area Codes: Al A2 A3 A2 A3
Licence Licence Status Area Code Inclusiv  Exclusive
Number Type e (Off)

(On)

1 T1 S1 Al Y
2 T1 S1 A2 Y Y
3 T1 S1 A3 Y Y
4 T1 S2 Al Y
5 T1 S2 A2 Y
6 T1 S2 A3 Y
7 T1 S3 Al Y
8 T1 S3 A2 Y Y
9 T1 S3 A3 Y Y
10 T2 S1 Al Y
11 T2 S1 A2 Y Y
12 T2 S1 A3 Y Y
13 T2 S2 Al Y
14 T2 S2 A2 Y
15 T2 S2 A3 Y
16 T2 S3 Al Y
17 T2 S3 A2 Y Y
18 T2 S3 A3 Y Y
19 T3 S1 Al Y
20 T3 S1 A2 Y
21 T3 S1 A3 Y
22 T3 S2 Al
23 T3 S2 A2 Y
24 T3 S2 A3 Y
25 T3 S3 Al Y
26 T3 S3 A2 Y
27 T3 S3 A3 Y

Table 2. Results of Inclusive / Exclusive processing multi-select Pop Ups.
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As can be seen from the table above, turning the Inclusive flag on or off has a significant impact on the
number of Licenses selected. When the Inclusive flag was turned off, only one Licence in the above example
(# 22) was not selected and that was because the Licence Type, Status and Area Code fields were all not in
the selected lists.

Processing Options — Fee Date

The Fee Date is the Transaction Date of the selected Licence Fee(s). A Date range does not have to be
entered. If no Date range is used, the transaction date of the Licence Fee is not checked.

Processing Options — Licence Fees

The Licence Fees are mandatory and at least one Licence Fee must be nominated. The Pop Up can be
used to multi-select those Fees required for processing.

For each Licence selected, the Fees are checked to determine if a selected Licence Fee is on that Licence.
If not, the Licence details are not extracted. If the Licence Fee transaction date is not within the range
specified (if specified), the Licence details are also not extracted. Only the details of the valid selected
Licence Fees are extracted.

Processing Options - Fee
The Fee dropdown has the following options available:-

. Paid
. Unpaid
. Both Paid & Unpaid

The Fee option can be used to select Licences of the selected value within a date range nominated.

‘Paid’ will report only on Licences that have had the fees that are designated as Incentive Fees which have
been selected on the control form and have been paid.

‘Unpaid’ will report only on Licences that have had the fees that are designated as Incentive Fees which
have been selected on the control form and have not been paid. Part payments are classed as unpaid as
there is still a balance remaining.

‘Both’ will report on Licences that have had the fees that are designated as Incentive Fees which have been
selected on the control form and have been either paid or are still outstanding.

Processing Options — Pay To Date

The Pay To Date is used to calculate lapsed days for unpaid fees since fees have been entered. As the time
frame for overdue could differ at each site the Pay To Date is used to calculate the lapsed days based on the
the date the fee was actually added to the Licence and calculating up to and including the Date that has
been entered into this field. This is then represented as the Lapsed Days.

Query Result - Description

If a Query Result has been created over the LAPAPPL table, then it can be used to produce the Report.
Selection of the Pop Up button will display a list of Query Results that can be used.
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Owner Names Update Report

Ower Names Update Report Control

The Owner Names Update Report can be used to ensure that the most recent owner is attached to the
Licence Record. This allows the process to be run as a bulk option, and update owner name records in one
process.

The Owner Names Update Report will list the new property owners for a Licence as well as the names that
will be made historic.

Existing functionality of updating the Owner Names on selection of the Names Maintenance form within
Licensing Maintenance remains for those sites who do not wish to use this particular option.

The report can be run in 'Report Only' and ‘Update and Report' mode.

The menu is required to be assigned to the relevant class and users who wish to have access to this option
via the Licence Class Option - via Class and Group Batch Options.

=

— Class Details
Description |PCTA Licensing Group |

— Search Profile
Murmker -
Year -
Eritry Date Range -
Licence Type i
Status ;}I
Area Codes ;}I

—Processing Options
Job Type  [Report Only =]

Opkions Process Zancel

Owner Names Update Report Control Form

Class Detail - Description
This field details the name of the Class currently selected.

Search Profile = Number

The Licence Number Range may be used to select a particular “from” and “to” range of Licences required for
Reporting on. Enter a number in the first field and tab to the second field to enter a “to” number.

Search Profile — Year

The Licence Year Range may be used to select a particular “from” and “to” range of Years required for
Reporting. Enter a number in the first field and tab to the second field to enter a “to” Year.

This field can be used in conjunction with the Number field to further refine the selection.

Infor Public Sector July 17 Page 430



Licensing User Guide Reporting & Miscellaneous Functions

Search Profile — Entry Date Range

The Licence Entry Date Range may be used to select a particular “from” and “to” range of Entry Dates
required for Reporting. Enter a date in the first field and tab to the second field to enter a “to” Entry Date.

This field can be used in conjunction with the other fields within the Search Profile area to further refine the
selection.

Search Profile — Licence Type

The Licence Type is used to select the particular Licence Type required for this Report Selection.

The Licence Type Pop Up Button may be used to select a particular Licence Type if the Licence Type Code
is not known. Clicking on the Pop Up Button provides a list for selection. Select a Type and Click OK.

This field can be used in conjunction with the other fields within the Search Profile area to further refine the
selection.

Search Profile — Status

The Status Field is used to select the particular Status of Licence required for this Report Selection.

The Status Pop Up Button may be used to select a particular Status if the Status Code is not known. Clicking
on the Pop Up Button provides a list for selection. Select a Status and Click OK.

This Field can be used in conjunction with the other fields within the Search Profile area to further refine the
selection.

Search Profile — Area Codes

The Area Code is used to select the particular Area Code required for this Report Selection.

The Area Code Pop Up Button may be used to select a particular Area Code if the Area Code is not known.
Clicking on the Pop Up Button provides a list for selection. Select an Area Code and Click OK.

This field can be used in conjunction with the other fields within the Seach Profile area to further refine the
selection.

Processing Option — Job Type
The Job Type defaults to Report Only mode. This can be changed to Report and Update when the process
is required to update the Owner Names.

When run in Report Only mode, the Owner Names Update Report will list the new property owners for a
licence as well as the names that will be made historic.

When run in Report and Update mode, the Owner Names Update Report will list the new property owners
that have been added for a licence as well as the names that have been made historic on the Licence.
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Responsible Officer Reassignment

Responsible Officer Reassignment Control

The use of this menu is controlled by the Authorised Function and will not display if the authority has not
been given to the option.

This menu allows the bulk assigning of a Responsible Officer for the module itself and also assign against
specific workflow Tasks for the module a differenct Responsible Officer.

The Responsible Officer on the records will be replaced with the nominated Replacement Officer.

Note that it is possible update the Parameters, Licence and Workflow in the one process or run the
processes individually.

Hesuunsile Uifiea ) Hemssle et ] Jd

Processing Parameters
Responzible Officer

[¢]v

Replacement Officer

Processing Group Selection Task Type Selection

[ ] Update Processing Group Parameters [ Updste Tazk Types
Selected Task Types

|:| Update Licence Responsible Officer |:| Incamplete Tasks
Selected Task Types

Processing Options
Job Type  Report Only Report Type  Detailed

Options Process Cancel

Responsible Officer Reassignment Form

Processing Parameters — Responsible Officer

The Responsible Officer that is to be replaced is nominated in this field. The User can be entered directly
into the field if known or the pop up used to display a list of Officers to select from.

Processing Parameters — Replacement Officer

The Replacement Officer is nominated in this field. The User can be entered directly into the field if know or
the pop up used to display a list of Officers to select from.

Processing Group Selection
Specific Processing Groups (Areas) for each Class can be selected by clicking this option. This will display
the Areas Code Selection form where Areas can be selected or removed.

Update Processing Group Parameters
When “Update Processing Group Parameters” is selected for Update then all the Processing Group (Area)
Parameters will be processed. If the ‘Selected Processing Group’ option is flagged ON as well as this field
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then only the selected Processing Groups (Areas) nominated within the Processing Group Selection are
processed.

NOTE: Where the nominated Responsible Officer being removed was flagged as the Primary Officer then
the Replacement Officer will be flagged as the new Primary Officer.

Selected Processing Group

The Selected Processing Group field is only available for selection if the ‘Update Processing Group
Parameters’ option has been flagged ON and there are Processing Groups (Areas) selected within the
Processing Group Selection display. Otherwise this field is dimmed and not available for use.

If this field is flagged ON then only the selected Processing Groups (Areas) nominated within the Processing
Group Selection are processed.

Update Licence Responsible Officer

When “Update Licence Responsible Officer” is selected than all Licences with the nominated Responsible
Officer will be processed and have the Replacement Officer added (if not already on the Licence). If the
“Selected Processing Group” option is flagged ON as well as this field then only Licences with the selected
Processing Groups (Areas) nominated within the Processing Group Selection and the nominated
Responsible Officer are processed.

Licences with a Final Approval Decision are not processed. Each License processed is checked and if the
Licence’s latest decision is flagged as ‘Final Approval’ (set in the Licence Decision or Consent Decision
parameters) then the Licence will not be processed.

NOTE: Where the nominated Responsible Officer being removed was flagged as the Primary Officer then
the Replacement Officer will be flagged as the new Primary Officer.

Selected Processing Group

The Selected Processing Group field is only available for selection if the ‘Update Licence Responsible
Officer’ option has been flagged ON and there are Processing Groups (Areas) selected within the Processing
Group Selection display. Otherwise this field is dimmed and not available for use.

If this field is flagged ON then only Licences with the selected Processing Groups (Areas) nominated within
the Processing Group Selection are processed and have the nominated Responsible Officer removed and
replaced by the nominated Replacement Officer.

Task Type Selection
Specific Task Types for each Class can be selected by clicking this option. This will display the Task Type
Selection form where Task Types can be selected or removed.

Update Task Types

When “Update Task Types” is selected for Update then all the Task Types will be processed. If the ‘Selected
Task Type’ option is flagged ON as well as this field then only the selected Task Types nominated within the
Task Type Selection are processed.

NOTE: Where the nominated Responsible Officer exists on the Task Type it is removed. The Replacement
Officer nominated WILL NOT update the Task Type.

Selected Task Types

The Selected Task Type field is only available for selection if the ‘Update Task Types’ option has been
flagged ON and there are Task Types selected within the Task Type Selection display. Otherwise this field
is dimmed and not available for use.

If this field is flagged ON then only the selected Task Types nominated within the Task Type Selection are
processed.

Incomplete Tasks
When “Incomplete Tasks” is selected than all Incomplete Licence Tasks with the nominated Responsible
Officer will be processed and have the Replacement Officer added as the Task’s User.
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If the “Selected Task Types” option is flagged ON as well as this field then only Incomplete Tasks for the
selected Task Types nominated within the Task Type Selection and with the nominated Responsible Officer
are processed.

Selected Task Types

The Selected Task Type field is only available for selection if the ‘Incomplete Tasks’ option has been flagged
ON and there are Task Types selected within the Task Type Selection display. Otherwise this field is
dimmed and not available for use.

If this field is flagged ON then only Incomplete Tasks for the selected Task Types nominated within the Task
Type Selection are processed.

Processing Options —Job Type

The Process can run in Report Only or Report and Update. The Report and Update mode will update the
records, whilst the Report Only mode will produce reports on the process that will occur when run in Update
mode.

Processing Options — Report Type

The Report Type field is used mainly for the Workflow Tasks process. This will produce a report in Summary
mode which will display just the Task Type and the number of Tasks to be updated. When Detailed is
selected then the Report displays the full detail with regard to the Licence Number, Task Type etc. that is
being replaced.

Area Codes Selection

The Area Codes Selection is displayed when the Processing Group Option has been selected from the
Responsible Officer Reassignment form.

This displays all the Areas for the Licence Class. The select/remove buttons can be used to assign or
deassign the Areas to be included in the update process.

Note that when an Area is assigned that the nominated Replacement Officer is automatically defaulted
against that Area. If there is a requirement to change this Replacement Officer for just that Area then the
required Replacement Officer can be entered into the field.

-

Ay Curlzs Salzeijugg __J __J J
Available Processing Group Assigned Processing Group
M rorth = E st BBRAZ | |
-=
Wy st = = zouth AMAHDA ﬂ
-
&
« g
Search Profile
Code
Description
Search ‘ ok | Cancel

Area Codes Selection Form

Available Processing Group
This displays the available Areas for the the selected Licensing Class.

Assigned Processing Group
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This shows the Areas that have been assigned (or selected) for updating along with the Replacement Officer
that will be used in the process.

Note that when an Area is assigned that the nominated Replacement Officer from the Responsible Officer
Reassignment display is automatically defaulted against that Area. If there is a requirement to change this
Replacement Officer for just that Area then the required Replacement Officer can be entered into the field.
The pop up can be used to display a list of available users.

Search Profile - Code

If the display of Available Areas is large then the Search Profile Code field can be used to refine the display.
Enter in the required Area Code or part thereof and initiate a Search. The Code(s) matching the entered
criteria will be displayed in the Available area.

Search Profile - Description

If the display of Available Areas is large then the Search Profile Description field can be used to refine the
display. Enter in the required Area Description or part thereof and initiate a Search. The Description(s)
matching the entered criteria will be displayed in the Available area.
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Licencing Search Profile

Licencing Search Profile

This form is reached via the Licence Inspection Maintenance menu and filtering by Licences.

B Licensing Search Profile

Class Details
Description [1PCTA Ljcensing Group

Licence Details

Number 500 | - 500
edar 2008 | - 2008
Expiry Date | 31-Aug-2008 |- 31-Aug-2003
Licence Type EREN ﬂ enewakble licences - rezidential permits
Status |A ﬂ Approved
Area Codes |E ﬂ Eazt

Mew Search Close

Licensing Search Profile

Licensing Search Profile - Class Details
This field displays the Description of the selected Class of Licences — it is not maintainable here.

Licensing Search Profile - Number

Enter the beginning Licence number in the ‘From’ field and the end Licence number in the ‘To’ field the
liceneces within the range of numbers and within other filters will be selected. These fields may be left blank
if required.

Licensing Search Profile — Year

Enter the first Year number in the ‘From’ field and the end Year number in the ‘To’ field. The licences that fall
between those years and within other filters will be selected. These fields may be left blank if required.

Licensing Search Profile — Expiry Date

Enter in the first Expiry Date in the ‘From’ fiels and the last Expiry Date in the ‘To’ field. The licences that fall
between those dates and withing other filters will be selected. These fields may be left blank if required.

Licensing Search Profile — Type

The Licence Type required should be entered here — the full code may be entered or using the pop up button
the user may select from a list. This field may be left blank if required.

Licensing Search Profile — Status

Enter in the required Status of the licences here — the status code may be entered or using the pop up button
the user may select from a list. This field may be left blank if required.

Licensing Search Profile — Area Codes

Enter in the required Area Code here — the area code may be entered or using the pop up button the user
may select from a list. This field may be left blank if required.
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Licence Timesheet Entry

New timesheet entry functionality has been provided to allow quicker entry of timesheets for work performed
on Applications and Licences.

NOTE: The new Timesheet Entry function will be available only to sites that have the required authority.
Contact your Account Manager if your site requires this new functionality.

TIMESHEET PARAMETER MAINTENANCE

This new parameter option (Workflow > Timesheet Entry > Timesheet Week) has been provided to allow the
site to set how their Timesheet week is determined e.g. Monday to Sunday or Monday to Friday etc. This
parameter will be used when displaying the relevant Timesheet Records in the new Timesheet Selection
form.

B Licensing Search Profile

Class Details
Description [1PCTA Licensing Group

Licence Details

Number 500 | - 500
ear 2008 | - 2008
Expiry Date |31-Aug-2008 |- 31-Aug-2008
Licence Type EREN ﬂ enewable licences - residential permitz
Statuz A ﬂ Approved
Area Codes |E Ea=t

Hew Search Close

Licensing Search Profile

USER PARAMETER MAINTENANCE

This existing parameter option (Workflow > User Parameter Maintenance) has been enhanced to allow each
user to have their own a Default Activity set. When timesheet entries are being entered for a user in the new
Timesheet Entry form their Default Activity will be automatically loaded into the entry.

TIMESHEET ENTRY

This new function is accessed from the new Workflow > Timesheet Entry > Timesheet Entry option.
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Timesheet Selection form

Selecting this option presents the Timesheet Selection form. This form will not show any timesheet entries
initially; the User Identifier field will be automatically set to the user that is signed on.

& Timesheet Selection E@E
Date Time Description Activity Code Comment Billable
PD-NDV-QUD? 200| [2003-1-AFF, 1 The Parade, ADELAIDE S4 ¢ |ARP
[20-Moy-2007 1.00]  |General Administration G Acdmin
[19-Moy-2007 7A0] |Annual leave AL Annual Leave

Total Time Tatal Non-Billakle Tatal Billakle
Totals for selected date | 3o | [ | 3.00]
Totals far current week | 1050 | 7s0] | 3.00]
Search Profile
Date | 20-Hov-2007 User Idertifier [MSCHU || [Michael Schubert |
Search | e | Modify | Close |

Pressing the Search button will load the timesheets for the nominated user for the week pertaining to the
nominated Search Profile date - if no date is nominated then the current date is used. The system will
interpret this date based on the value entered in the Timesheet Week parameters and display the records for
that week for that particular user. The latest entries will be displayed at the top of the form.

There are two ‘totals’ lines:-
1) Totals for selected date:

e This shows the total of the timesheet entries for the timesheet entry line that has focus.

o |If there is a timesheet entry for the Search Profile date then the first entry for that date will get focus
automatically upon pressing Search and thus show the total time for that date. If this is not the case
then no entry line will get focus leaving the totals empty.

2) Totals for current week:

e This shows the total of the timesheet entries for the week as dictated by the nominated Search

Profile date.

Note:-

If the nominated date is not within a Timesheet Week when Search is pressed, a message is shown on the
message line and the entered date is highlighted. If there are no entries for the week then a message is
shown in the message line.

Pressing the Modify button for an existing entry will show the standard Timesheet Maintenance form.
Pressing the New button will present the new Timesheet Entry form.

Timesheet Maintenance form

Pressing the Modify button on the Timesheet Selection form will show the standard Timesheet Maintenance
form. Note: The Entry will not be able to be maintained if the Timesheet Entry is for a Task which is
Completed.
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B Timesheet Maintenance Q@@

Application Details

Application || Mot Applicable
User Action Cade | Mot Applicable
Timesheet Details
Activity Code |GA ﬂ |General Acdministration |
Date |20-Hov-2007 Time i1.00
Hourly Charge Rate 3000 Billakle: |:|
User Idertifier [MScHU | [Michael Schubert |

Comment | Admin

o] 4 Cancel

Timesheet Entry form

Pressing the New button on the Timesheet Selection form will present the new Timesheet Entry form, and it

will initially be shown as follows:-
8| Timesheet Entry E@@

Application Details

Application ﬂ

Timesheet Details

Accept | oK Cancel

Timesheet entries can be entered for a specific Application/Licence or not as governed by the setting the
Non-Chargeable checkbox — this also controls which fields are relevant for entry. By leaving the Non-
Chargeable checkbox unchecked details can be entered for a specific Application/Licence. By checking it on
‘Non-Chargeable’ entries can be entered, in which case the cursor is automatically placed into the Activity
Code field.

Entering details for a specific Application/Licence

The following will occur when entering details for a specific Application/Licence (i.e. the Non-Chargeable
checkbox is unchecked). An entry with all the details entered looks as follows. Note that fields are only
shown when previous fields have had details entered or chosen (e.g. the Application Number can not be
entered until the Class has been nominated).
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B Timesheet Entry E@@

Application Details
Mon-Chargeabls [
Application |LAP ﬂ
Clazs [1 | »| [Pranning 1
Application Number |2003-1-AFF | B | |1 The Parade, ADELAIDE 54 5000
Timesheet Details

Task Type |REGISTMIKE = Wikes Register
U=er [dentifisr  |MSCHU » Michael Schubert
Activity Code  |APP 3 Application Processing
Date |21-How-2007 Time | 1.50
Hourly Charge Rate 40.00] Billzkale:
Comment

Accept QK Cancel

The Application can be chosen by entering ‘LAP’ or ‘LLC’ or by using the Popup/double clicking in the field.
Once a valid code is present the Class field is made available.

The Class can be chosen by entering the Class code or by using the Popup. Only Classes the user is
authorised to can be entered. Once a valid code is present the Application Number field is made available.

The Application Number can be chosen by entering certain details of the Application/Licence Number or by
using the Popup. If the Application Number is to be entered directly into the field it is to be entered in the
format of ‘Number/Year/Type’ (i.e. having ‘/* separators between each identifier). For example, to enter
details for Application Number 1 enter ‘1’; to enter details for Application Number 1 and Year 2007 enter
“1/2007’. Details can be entered with any number of the identifiers; e.g. details could be entered as
‘/2007/AT1’ which would cause the Application/Licence Selection form to be displayed showing all the
Applications for the 2007 Year of the AT1 Type. If the entered details can be resolved to a specific
Application the formatted Application Number is loaded into the field. Where there is more than one
occurrence of the number such as would be the case with Staged or Amended numbers, the user would be
presented with the Application/Licence Selection form to choose the correct record. Note: The formatted
Application Number loaded to the form may be in different format to the ‘Number/Year/Type’ entry format as
governed by the formatting parameters. Therefore if the Application Number chosen is to be changed the
user must enter the new details in the ‘Number/Year/Type’ entry format.

The Task Type can be chosen by entering the code or by using the Popup. Only Tasks that have been
defined in the parameters as a Timesheet Task can be entered / chosen. A Timesheet Task is denoted by
the Task having any action associated to it that has ‘Time Recording’ ticked on.

When leaving the Task Type field the form checks the status of that Task on the nominated
Application/Licence. The following scenarios can occur:-

1) The Task is not found on the Application or it is found but it is Completed.
In this case the user is asked if they wish to create a new occurrence of that Task.

Answering ‘Yes’ will attempt to create an entry of that Task against the Application/Licence and start the
Task which will cause the existing Timesheet Maintenance form to be presented allowing Timesheet details
to be entered. Once the task actions have been completed the new Timesheet Entry form is redisplayed with
the Application and Class retained and the Application Number etc. cleared for the next entry.

If the user does not have authority to Insert Tasks then an error message will be shown and the timesheet
entry can not be proceeded with.

The Task that was created will be positioned within the existing set of Tasks for the Application/Licence
according to the Class’s Workflow ‘Task Sequence’ parameter. If this parameter is set to ‘As Entered’ then
the new task will be created as the first Task of the Application/Licence so that it is shown at the top of the of
the list of workflow Tasks.
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Answering ‘No’ will not create an entry of that Task, and will clear out the Application Number and Task and
position the cursor in the Application Number field.

2) The Task is on the Application and is Started but not Completed.

In this case the timesheet entry can be entered in the bottom half of the form. See further details in the next
section that describes the functionality available in the bottom half of the form.

If the Task has multiple Actions which have Time Recording checked On then the timesheet will be linked to
the first Action of the Task as per existing functionality. In this instance the ‘Additional User Actions may also
require Timesheets. Access these Actions through Task Maintenance’ warning message will be shown per
existing functionality.

3) The Task is on the Application but is not Started.

In this case the Task will be started allowing timesheets to be entered as part of that task. Once completed
the new Timesheet Entry form is redisplayed with the Application and Class retained and the Application
Number etc. cleared for the next entry.

Entering details in the bottom half of the form.

Details are entered in this part of the form when:-

1. Timesheet entries are not being entered for a specific Application/Licence or,

2. Timesheet entries are being entered an Application/Licence and the nominated Task is already started but
not yet completed.

The User Identifier is defaulted to the User nominated on the Timesheet Selection form. The user can then
be changed on the Timesheet Entry form and will be retained until the Timesheet Entry form is exited. Based
upon the User selected the form will load the Default Activity and Hourly Charge Rate as set in the User
Parameter Maintenance. Where no default Activity has been set the field will be left blank with the ability to
key directly into the field or selected.

An Activity must be entered when a timesheet is not being entered for a specific Application/Licence. If
details are being entered for a specific Application/Licence then an Activity must be entered if the Class has
the Mandatory Activity parameter checked on (this parameter is within the Application/Licence Parameters
menu option - in the Workflow > Work Flow Application Maintenance parameter).

The Date field defaults to the current date but can be changed. If a date is changed it will remain until the
user returns to the menu or changes it to a different date. This allows users to continuously key a number of
timesheets for any given date without having to continually change the date. If a date is entered that does
not fall within the defined Timesheet Week then a warning message is issued when the Accept or OK
buttons are pressed, allowing the user to accept the entry or to correct it.

Hourly Charge Rate is set to zero if Non-Chargeable is checked on, and reset to the default rate for the
nominated User if Non-Chargeable is checked off.

The Billable flag is defaulted checked off if Non-Chargeable is checked on, and checked on if Non-
Chargeable is checked off. If it is changed to be off for a Chargeable entry the Hourly Charge Rate is set to
zero.

A Comment must be entered when a timesheet is not being entered for a specific Application/Licence. If
details are being entered for a specific Application/Licence then a Comment must be entered if the Class has
the Mandatory Comment parameter checked on (this parameter is within the Application/Licence Parameters
menu option - in the Workflow > Work Flow Application Maintenance parameter).

Other
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Once details have been entered they can be accepted by pressing the Accept button, the F6 button or the
OK button as follows:-

e Pressing the Accept button or F6 button will validate the entry and if correct store the details, then
show the ‘Timesheet Entry added’ message and refresh the form for the next entry. In the case
where an entry was made for a specific Application/Licence some of the entered details will be
retained for the next entry (e.g. the Class, Application Number, Task Type, etc.). The Activity Code
and the Hourly Charge Rate will be refreshed to the defaults for the User. The Time, Billable and
Comment fields will be reset ready for the next entry. Retained details can be changed for the next
entry or the Non-Chargeable field can be used to change the entry mode thus causing certain fields
to be cleared.

Note: The Task Type is retained in certain circumstances, but is cleared when the Class is changed
as the actual Task Type for one Class is difference to a Task Type for another Class even though
the two Tasks may have the same code.

e Pressing the OK button will validate the entry and if correct store the details and return to the
Timesheet Selection form.

To allow quicker entry, tabbing from one field to the next has been enabled so that the tab button only needs
to be pressed once to move to the next input field. This is useful for those fields which have a Popup button
— for example, when a Class code has been entered into the Class field the tab button only has to be
pressed once for the cursor to be placed into the Application Number field.
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