Permit processing instructions

Folders on Building Inspector laptop - password PBI

/C:
User
Building Inspector
Plainfield
20XX Time/Permits Certificates To Print Codes Emails Cloud Scanned Permit Info.
Current  Previous Years I I Old Permit Logs

Permits  Time/Permits I I
Renewals Permit Exp CC's CO's Active Permits All Permits Bl Forms 100's  200's
I

Code forms & letters Permit Status letters  Plainfield Building Dept Forms

OVERVIEW
. Download new permit application(s) from town.
. OPEN CURRENT PERMITS folder.
. NEW FOLDERC(s) for permit(s) in Current Permits folder. FORMAT YYYY-NN Current year and permit number.
This folder will contain permit documents to be sent to applicant, any emails or correspondence.
Also go to CLOUD and verify if a folder is there already for the map/lot number, if not add folder MMM-LL address ex: 245-02 12 Stage
. Process permit PDF Pro
. You will create three PDF's from downloaded PDF
A: YYYY-NN Permit
B. #YYYY-NN InspLog
C. #YYYY-NN Dwg
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PROCESS

. Open downloaded permit PDF(s)

. EDIT TEXT SELECT SIZE 14

. Move curser to APPROVED LINE-Type an X

. Move curser to PERMIT NUMBER-Type in new permit number YYYY-NN

. Move curser to DATE-Type in MM-DD-YYYY

. Move curser to EXP DATE-Type in MM-DD-YYYY (permit good for 12 months)
. Select SECURITY-PDF-SIGN select signature and insert on signature line.
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8. If multiple pages, drawings, etc. EDIT DELETE all but page 1.

9. SAVE AS to CURRENT PERMITS folder/folder created as YYYY-NN Permit

10. EDIT INSERT PAGE page number 2

11. FORMS-TEXT BLOCK create block to fill page 2

12. MODIFY FORM LAYOUT select text size 12, color black, no border, on second tab-select multiline.

13. SAVE AS #YYYY-NN InspLog to Plainfield Cloud\map lot folder

14. CLOSE PDF

15. If permit had pages that you deleted, reopen downloaded PDF, EDIT DELETE page 1, SAVE AS #YYYY-NN Dwg to map/lot folder.
16 CLOSE PDF and delete download.

17. Using Adobe open Cloud-Bl Forms-Plainfield Building Dept Forms and fill out Building Bl and save as Building Bl YYYY-NN in
current permit folder for permit.
18. In Adobe open Inspection Guidelines as in step 17, fillout form and save to permit folder and close Adobe.

Final Steps

. Email the three documents in the permit folder to any email address on permit.

. Email YYYY-NN Permit to town .

. OPEN ALL PERMITS AND ACTIVE PERMITS, Update ALL PERMITS with new permit information and copy permit info and paste
into ACTIVE PERMITS.

. Need to update cloud with new information.

. Open FILLZILLA

. Upload ALL PERMITS and ACTIVE PERMITS

. Upload any MAP/LOT files that were added or changed. MAKE SURE BOTH COMPUTER AND CLOUD are on same folder,
either 100 or 200 and if you only want to upload a file in the map/Ilot folder-open folder on cloud and computer-then you can
upload the file you want to upload.

8. Close FILLZILLA and backup Plainfield Folder to zip drive.
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UPDATE INSPLOGS
1. Open cloud-map/lot-permit YYYY-NN InspLog using Adobe. Save PDF, close Adobe. Update cloud as above.

STATUS LETTERS
. OPEN Permit Expiring-renewal WORD document in Permit Status Letters Folder
. FILL OUT document and PRINT using Cute PDF writer.
. SAVE AS to TO PRINT/PERMIT EXP folder, close PDF and also WORD document.
. OPEN YYYY-NN InspLog in MAP/LOT folder.
. EDIT INSERT Permit Exp PDF to page 2, close, and UPDATE ALL PERMITS AND ACTIVE PERMITS
. UPLOAD InspLog to CLOUD using Fillzilla and both EXCEL permit files. EMAIL to applicant.
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RENEWALS
1. When notified of renewal by scan from town or an email stating fee paid, process as you did STATUS LETTERS, except save
as TO PRINT\RENEWALS folder. If no form sent, OPEN PDF in PERMIT EXP folder and EDIT TEXT and add dates and signature
to bottom of form. Repeat steps 4-5-6 from STATUS LETTERS.
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COMPLETION / OCCUPANCY CERTIFICATES

. OPEN selected WORD document under CERTIFICATES

. EDIT document with correct information.

. PRINT using Cute PDF Writer, SAVE AS TO PRINT/ CC OR CO/ EDIT name to ADDRESS CC or CO PERMIT #

. OPEN MAP/LOT folder in CLOUD-OPEN Permit XXXX-NN InspLog-EDIT-INSERT-CC or CO created at page 2. CLOSE both

PDF and WORD document.

. EMAIL CC or CO to applicant and UPDATE ALL PERMITS and DELETE permit number from ACTIVE PERMITS, CLOSE files.
. Using Fillzilla, UPLOAD PERMIT EXCEL files and InspLog(s).

ALWAYS SAVE WORK WHEN FINISHED TO FLASH DRIVE



	TextBox0:                                                                 OVERVIEW
1. Download new permit application(s) from town.
2. OPEN CURRENT PERMITS folder.
3. NEW FOLDER(s) for permit(s) in Current Permits folder. FORMAT    YYYY-NN  Current year and permit number.
    This folder will contain permit documents to be sent to applicant, any emails or correspondence. 
    Also go to CLOUD and verify if a folder is there already for the map/lot number, if not add folder MMM-LL address  ex: 245-02 12 Stage
4. Process permit PDF Pro
5. You will create three PDF's from downloaded PDF 
     A: YYYY-NN Permit
     B. #YYYY-NN InspLog
     C. #YYYY-NN Dwg

                                                          PROCESS

1. Open downloaded permit PDF(s)
2. EDIT TEXT SELECT SIZE 14
3. Move curser to APPROVED LINE-Type an X
4. Move curser to PERMIT NUMBER-Type in new permit number YYYY-NN
5. Move curser to DATE-Type in MM-DD-YYYY
6. Move curser to EXP DATE-Type in MM-DD-YYYY (permit good for 12 months)
7. Select SECURITY-PDF-SIGN select signature and insert on signature line.


                                                                               
	TextBox1: 8. If multiple pages, drawings, etc. EDIT DELETE all but page 1.
9. SAVE AS to CURRENT PERMITS folder/folder created as YYYY-NN Permit
10. EDIT INSERT PAGE page number 2
11. FORMS-TEXT BLOCK create block to fill page 2
12. MODIFY FORM LAYOUT select text size 12, color black, no border, on second tab-select multiline.
13. SAVE AS #YYYY-NN InspLog to Plainfield Cloud\map lot folder 
14. CLOSE PDF
15. If permit had pages that you deleted, reopen downloaded PDF, EDIT DELETE page 1, SAVE AS #YYYY-NN Dwg to map/lot folder.
16 CLOSE PDF and delete download.

17. Using Adobe open Cloud-BI Forms-Plainfield Building Dept Forms and fill out Building BI and save as Building BI YYYY-NN in
      current permit folder for permit.
18. In Adobe open Inspection Guidelines as in step 17, fillout form and save to permit folder and close Adobe.

                                                      Final Steps
1. Email the three documents in the permit folder to any email address on permit.
2. Email YYYY-NN Permit to town .
3. OPEN ALL PERMITS AND ACTIVE PERMITS, Update ALL PERMITS with new permit information and copy permit info and paste
     into ACTIVE PERMITS. 
4. Need to update cloud with new information.
5. Open FILLZILLA
6. Upload ALL PERMITS and ACTIVE PERMITS
7. Upload any MAP/LOT files that were added or changed. MAKE SURE BOTH COMPUTER AND CLOUD are on same folder,
    either 100 or 200 and if you only want to upload a file in the map/lot folder-open folder on cloud and computer-then you can
    upload the file you want to upload.
8. Close FILLZILLA and backup Plainfield Folder to zip drive.

                                                            UPDATE INSPLOGS
1. Open cloud-map/lot-permit YYYY-NN InspLog using Adobe. Save PDF, close Adobe. Update cloud as above.

                                                            STATUS LETTERS
1. OPEN Permit Expiring-renewal WORD document in Permit Status Letters Folder
2. FILL OUT document and PRINT using Cute PDF writer.
3. SAVE AS to TO PRINT/PERMIT EXP folder, close PDF and also WORD document.
4. OPEN YYYY-NN InspLog in MAP/LOT folder.
5. EDIT  INSERT Permit Exp PDF to page 2, close, and UPDATE ALL PERMITS AND ACTIVE PERMITS
6. UPLOAD InspLog to CLOUD using Fillzilla and both EXCEL permit files. EMAIL to applicant.

                                                            RENEWALS
1. When notified of renewal by scan from town or an email stating fee paid, process as you did STATUS LETTERS, except save
    as TO PRINT\RENEWALS folder. If no form sent, OPEN PDF in PERMIT EXP folder and EDIT TEXT and add dates and signature
   to bottom of form. Repeat steps 4-5-6 from STATUS LETTERS.   




	TextBox2:                                                                      COMPLETION / OCCUPANCY CERTIFICATES

1. OPEN selected WORD document under CERTIFICATES
2. EDIT document with correct information.
3. PRINT using Cute PDF Writer, SAVE AS TO PRINT/ CC OR CO/  EDIT name to ADDRESS CC or CO PERMIT #
4. OPEN MAP/LOT folder in CLOUD-OPEN Permit XXXX-NN InspLog-EDIT-INSERT-CC or CO created at page 2. CLOSE both
    PDF and WORD document.
5. EMAIL CC or CO to applicant and UPDATE ALL PERMITS and DELETE permit number from ACTIVE PERMITS, CLOSE files.
6. Using FillZilla, UPLOAD PERMIT EXCEL files and InspLog(s).


                                          ALWAYS SAVE WORK WHEN FINISHED TO FLASH DRIVE


