Quick Start Guide



Welcome to Code Enforcement

iWorQ is designed so you can customize the software to meet your Code
Enforcement needs. This guide was created to help you start performing
common tasks in the Code Enforcement system through step-by-step
explanations and screen shots.

For additional help or questions, please call technical support at 888.655.1259.

Technical support and

training are always free!
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Creating and Managing Cases

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES PROPERTY VIOLATIONS FEES FIELDS REPORTS MAP EMAIL SETTINGS GUEST MAP
Main
Adding a New Case
1. In the sub-menu, CREATE CASE CREATE

2.

click New Case.

Fill out the case
information. This
can be changed
later if necessary.

Click the Create
button at the top-
right of the screen.

Case Date: 14 10/20
Site Address:

Problem
Description:

Occurances: 0

Date of
Qccurrence:

Owner/Occupan
t Name:

City, State, Zip:

Occupant
Phone:

Complaintant:

Complaintant
Address:

Complaintant
Phone:

Complaintant
Email:

Phone Type:
Follow Up
Date:

test:

Status:

Assigned To:

11/20/2020

Nothing selected




Modifying Case Data

1. Toeditan existing case, click on the case’s row within the Case View table.

2. The Case Information window will display all the information attached to the
case. Edit the necessary information.

CASE

STATUS | & HISTORY

Nothing selected ~

Daniel Hansen
12/04/2020

Case # | 70800088

Case Date: 12/04/20

Site Address:

Problem
Description:

Occurances: 0

Date of
Occurrence:

Owner/Occupan
t Name:

City, State, Zip:

COccupant
Phone:

Complaintant:

Complaintant
Address:

Complaintant
Phone:

Phone Type:
Complaintant
Email:

Follow Up Date:

test:

Assigned To:

% & HISTORY

12/14/2020

SAVE

Il
v

2] Copy Case
& save As Template

& Email Case

&= Print Case

&= Print Case History
I Apply Template
Bl Add Letter

(2" Notes

4@ Property

4 Add Violation

=) Add Activity

(8] Add Fees

I Add Payment
E= Add CC Payment
o, Upload File

@ Map

3. Click the Save button to preserve any changes made to the case.




The Code Enforcement Interface

Creates a template out of
the entered information.
Templates can be accessed

Creates a copy of
the case, assigns it a

Opens the new number, and from the dashboard, or by
quick find menu Saves changes immediately displays clicking the Apply Template
for the case to the case the new case button below
CASE &f & HISTORY  [B) SAVE \ = Emails the case
to employees
TATUS | & HISTORY € Copy Case L
Nothing selected ~ - s Temp'y“/ Prints any recorded
Daniel Hansen f
12/04/2020 B Ernond s —1 data on the case
< & Print Case
Case #  7ng00p88 Complaintant:
& Print Case History | Prints a history of
Case Date: 12/04/20 Complaintant E | | \
Address: Apply Template changes made to the case
Site Address: Complaintant 4 Add Lett
Phone: = et \\
Problem PherieType| . [Z Notes Adds a letter to the case
Description: P Property
Occurances: C laintant X
- iy & Add Violation N Adds detailed
oCm'fiﬁEZf FollowUp Bates! 15/14/3020 B Add Activity notes to the case
Owner/Occupan o @ Add Fees \
t Name:
i 1l Add Payment Adds a property
s enEEdly) _ to the case
B3 Add CC Payment
Occupant )
Phone: . Upload File . .
\ Adds a violation
@ Map
= = - VA ‘\ N\ to the case
Adds an Adds a fee Adds a cash Adds a Opens Uploads files or
activity to to the case or check credit card the map pictures to the case
the case payment to payment
the case to the case




Advanced Search

CASE VIEW ACTIVITY DASHBOARD

Main Advanced Search

EMPLOYEES PROPERTY

VIOLATIONS

Using the Advanced Search

Saved Searches

There are two methods to open

1. Click the Advanced Search
button in the sub-menu.

2. The Advanced Search allows
the user to search by any
fields in the application. Enter
the desired search
parameters and click Search.

ADVANCED SEARCH & savesearcr

Case#
Case Date
Parcel

Parcel Address

Q, SEARCH

3. Searches can be saved for later ease of access. To save a search, click the

Save Search button.

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES PROPERTY

Main Open Saved Search

VIOLATIONS

a saved search.

Saved Searches can also be used when creating reports.

1. Click the Open Saved Search

button in the sub-menu.

2.

Select the saved search from
the drop-down menu and click
Open.

saved search by clicking Edit.

corner of the Case View table.

The user can also edit the search parameters of the

Alternatively, select the saved search from the Select
View drop-down menu in the upper right-hand

Saved Search

Select Saved Search

Abandoned Vehicle

Top 20
Last 7 Days
Current Week
Last 30 Days

| Current Month
Year to Date
All

DENF  Last 60 Days

Last 120 Days

Adams Cases

Abandoned Vehicle

Brian's Dashboard




Adding Data
Activity Dashboard

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES PROPERTY VIOLATIONS FEES FIELDS REPORTS MAP EMAIL SETTINGS

Activities

The Activity Dashboard displays scheduled activities associated with cases for a
specified time-period. Options to add Activity Types and Statuses are also included in
the dashboard and can be added or edited as needed.

Act iVity Sea rc h Activity Search
Case #:
CASE VIEW ACTIVITY DASHBOARD EMPLOYEES » - .
Activity Date: rom To
Activities Activity Search Dashboard Default Caler Activity Type:
Scheduled Date: From To
Completed Date: From To
1. Click the Activity Search button in the Desarpion
su b_ menul. Activity Status:
Assigned To:
2. In the Activity Search window, enter the Hours
parameters by which to search. Sl himpets
Owner Name:
. . . wner Address:
3. Results will display in the table. -
Property Address:
|_seARCH |

Activity Type

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES PROPERTY VIOLATIONS FEES

1. Click the Activity Type
button in the sub-menu.

Activities  Activity Searct Calendar  Activity Types

2. Click Add Type.
3. Enter the Activity Type name and description. Click Add New.

4. Click on an existing type to edit or click the

red X at the end of the type’s row to delete. -
Activity Types
Activity Types
Activity Type
+ Add Type
Description
:ns\:estigation first property visit x P
Attempt
S Try to contact tenant x m




Activity Status

1.

2.

3.

Activity Status

Flick the Activity Status button

in the sub-menu. Bl

Enter a name for the new 01 Oeen "
002: Closed <

Activity Status and click Add

New.

Click on an existing status to edit or
click the red X at the end of the status’
row to delete.

Dashboard Default

1.

2.

3.
4.

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES
To set a default view upon

entering the Activity

Activities Activity Search Dashboard Default

Dashboard, click the

Dashboard Default | pDashboard Default
button in the sub-

menu. Scheduled date is 30 days from today
Select the Activity Status: Nothing selectec -
parameters for the Assigned To: Nothing selected -
default view.

Activity Type: Nothing selected -
Click Edit.

To reset the default

view, click Clear.




Employees

EMPLOYEES PROPERTY

VIOLATIONS FEES FIELDS REPORTS

MAP

EMAIL SETTINGS

Adding an Employee

1. Click the Add Employee button

2. Fill in the employee information

Adding a Department

1.

within the side menu on the

right-hand side of the screen.

Add Employee

Employee Name New Employee

Email

epal

& Add Employee

Department Animal Control

Title
Phone

Active:

Active

and click Add Employee.

ADD EMPLOYEE

Click the Department
button in the sub-menu.

Click Add Department.

Enter the new
department name and
choose whether to add
the new department only

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES
Employee Department
Departments
+ Add Department
& Animal Control ®
& Building Inspections x
& CAMA x

to the Code Enforcement

application or to all
applications.

Click Add.

To edit an existing

Departments

Department Name ’|

Type

This application only

department, click on the

row of the department in the table.

To delete an existing department, click on the red X at the end of the
department's row in the table. Departments cannot be deleted if
information is associated with the department.




Property

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES PROPERTY

Property

VIOLATIONS

FEES

FIELDS REPORTS MAP

EMAIL SETTINGS

Adding Property

1. Click on the Add Property

2.
3.

Adding Zoning

1.

2.

button within the side
menu.

> W Preferences

& Print Information

[

Fill in the property details.
Click Add.

Parcel:

Address:

City:

State:

Zip:

Legal:

Subdivision:

Lot:

Block:

ADD PROPERTY

Zoning:

owner:

Owner Address:

owner City:

Owner State:

Owner Zip:

Owner Phone:

Owner Email:

ADD

Click the Zoning
button in the sub-

CASE VIEW

Property

ACTIVITY DASHBOARD EMPLOYEES

Zoning

PROPERTY

menu.

Enter the zoning title
into the textbox and
click Add New.

To delete an existing
zoning label, click on
the red X at the end of
the zoning label's row

Zoning

A1 - Single Family Residence *

A2 - Mobile Home on Real Estate *

A4 - Other Storage/ Garage/etc

in the table. Zoning
labels cannot be
deleted if information is

associated with the zoning label.




Violations

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES PROPERTY VIOLATIONS FEES FIELDS REPORTS MAP EMAIL SETTINGS

Violation  Violation Status
Adding Violations
1. Click Add Violation in the side menu.
Add Violation
) Violation Name
7 Violation
Description
2. Enter the information for the ’
new violation. o BT s
3. Click Add. NG

Adding Violation Statuses

1. Click the Violation
Status button in
the sub-menu.

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES PROPERTY VIOLATIONS

Yiolation Violation Status

2. Enter the name of
the new Violation Status and click Add New.

3. Click on an existing Violation Status to edit or click the red X at the end of
the status’ row to delete.

Violation Status

Abated x

Does not exist "

Fined »®




Fees

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES PROPERTY VIOLATIONS FEES FIELDS REPORTS MAP EMAIL SETTINGS

Fees

Fee Type Payment Type

Add Fee

Adding a Fee

1. Click the Add Fee button
within the side menu on the
right side of the screen.

Type | Admin Fee -
Active Active -
Account Number
2. Enter the fee name and Desriptcn
information.
3. Click Add.

Calculation

Summary Fee No -

Fee Formulas

Fees can use data as part of the calculation. For the data to function
properly in the formula:
- Case data must be enclosed in brackets.
- Case data must be named exactly as it appears on the case.
- Formulas are case sensitive.

For example, to create a fee of $2 for every square foot of uncontained
garbage on a property wherethe case field forsquare feetis named “Sq Feet”.
Theformulawould be:

2*[Sq Feet]

If you need assistance, please call Technical Support at 888.655.1259.




Customizing Data Fields

CASE VIEW ACTIVITY DASHBOARD EMPLOYEES PROPERTY

Fields

VIOLATIONS

FEES FIELDS REPORTS MAP EMAIL SETTINGS

Adding Fields

In the Fields tab, the side menu on the right-hand side of the
screen contains four options to add a new field: Text,

Numeric, Lookup, and Date.

Text Fields

The Text Field accepts text,
symbols, and numbers.

1. Click Add Text Field.

2. Enter in the Field Name

A Add Text Field
lé Add Numeric Field
= Add Lookup Field

™) Add Date Field

A

Add Field

Field Name:

Default Value:

ADD FIELD

and a default value to display upon creation of a new case.

Numeric Fields

The Numeric Field accepts
numbers and decimals.

1. Click Add Numeric Field.

2. Enterin the Field Name,
the number of decimal
places to be displayed,

Add Field
Field Name:
Decimals: 0
Default Value: 0

ADD FIELD

and a default value to display upon creation of a new case.

Date Fields

The Date Field accepts
numbers formatted as dates.

1. Click Add Date Field.

2. Enterin the Field Name
and enter a default

Add Field

Field Name:

Default Days From
Creation Date:

ADD FIELD

number of days away from creation date of the case to display.




Lookup Fields

Add Field

The Lookup Field creates a
drop-down menu box.

Field Name:

ADD FIELD

1. Click Add Lookup Field.
2. Enter in the Field Name and click Add Field.

3. To add options in the drop-down menu, click on the blue Values button
in the new field’s row in the table.

' 89480 Site Address text 1 x
& 254109 Phone Type Values lookup 2 x

4 94825 Problem Description text 3 x

4. C“Ck Add Value LOOkUp Values
5. Enterin avalue
_ +Add Val
and click Add.
Edit Cell x
6. TO.E(?IIt an Edit Home ®
existing value, = 7
) Edit Wo *
click the blue '

Edit button in

the value's row. To delete an
existing value, click the red X
at the end of a value's row.

Add Value

Value:

Deleting Fields

To delete a field, click the red X at the end of a field's row and click Yes to delete
the field. Fields cannot be deleted if information is associated with the field.

Reordering Fields

To reorder fields, click and drag fields within the table into the desired order.
Changes to the order of fields are automatically saved.




Creating Reports
Building a Report

1. In the Reports tab, choose from the list of options which report to run.
Click the blue Build button at the end of the row of the report.

Property Report List of Properties Build
Case Report General Case Report Build
Case Detail Report General Case Report with additional information on activities, notes, letters, and files. Build
Case Fee Report Case Fee Report Build
Case Payment Report Case Payment Report Build
Case Summary 1 Summarizes cases issued by: Current Month, Month Last Year, Current Year to Date, and Last Year To Date Build
Activity Summary Summarizes cases by Activity Name and Lookup Field Build
Activity Summary By Month Summarizes cases by Activity Name and Month Build

2. Select which data fields to display in the report. Reorder the fields into
the desired order by clicking the up and down arrows for each field.
Sorting and grouping rules are also available. Once finished, click the
Run button.

D Design Case Report
HSave =GroupBy [ Calculste  ,#Style 0 Refresh ) Run
LEAZIS Report Title: | Case Report QueryDate: | CaseDate v
I Column Ficld Width Format Sum Sort Order Sort Type

1 Case® 1 Numerc O Age + %

Case Date 1 Date 2o T4 %
3 Assigned To 1 Ted 20 K

Total Fees 1 Humenc aca T+ %
5 Total Payments 1 Mumeric. Acd T4 %

Outstanding Balance 1 Mumesic. 200 T4 %

Oviner Name 1 Test Age +t n

Total Fields: 7

3. Select the data range for the report. Use a saved search to further
narrow results, if desired. Once the necessary criteria has been selected,
click Run to view or print the report, cancel to return and further build
the report, or Export as (.csv) to download the data in a spreadsheet.

Select Report Criteria

Select Case Date 12/1/2020 | - [127812020
Select a Saved Search | {Cptional)y ~ |

© Run € cancel

Export as (.csv)




The Report Interface

Refreshes the

Save the report to Add a Customize the || page and Edit the
be accessed from calculation color, font, removes any Run the || name of
the Report tab to the report || and font size unsaved changes | report the report
\ [ mg“m\m / /
HiSave i GroupBy [ Calculate ¥ Style ) Refresh @) Run
CTER Report it auery Dot
¥ coes = = in o o = v
:jm bete F: Case Date 1 Date Add T4+ %
T : e 7 i e
* Site Adaress 4 Total Fees 1 humeric Add T4+ %
¥ Problem Description 5 Total Payments » 1 Numeric » Add 2 T+ %
:E:::”;:imem \ 6 Outstanding Balance 1 Numeric y A [ t+»
+ OunerOccupant Name 7 Oviner Name 1 Text Add / e
+ City, State, Zip J J Total Fields: 7
AN Z / /
Add fields to Change the width of Include a sort Edit the order of the
the report the column for a field order on the fields using the up

entries within
each field

and down arrows




Using the Map
The Map Interface

Resets the
map zoom

Finds current
location

S~

Drag a box to
select an item
from the map

Identify the
nearest shape
on the map

Choose which
color to display
results in

/

Display a

saved search

on the map

Clear
search
results

Select which
information
layers to display

-~

e

\

Active Layer: Pry(y ~ Saved Searches:

—Choose Color—-

—Choose Size— v

/

7
v Clear Selection
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Changing the Map View

1. 10 change the background layer, click on the layers button in the top right-hand

corner of the window.

2. Select which option to display as the
background map layer.

@® Blank
(O Streets
O Hybrid

() Terrain

Property 0
|

Viewing Saved Searches

1.70 display saved search data,
select the saved search from the
Saved Searches drop-down menu
at the top of the window.

2. Results from the saved search
will be highlighted on the map.

3. To view the information of a
property, click the identify button
and click on a highlighted shape.

Active Layer: Property v | Saved Searches:

—Choase Color— v

—~Choose Size-- v

077160009

Clear Selection| Print| Email Map Selection Style

Active Layer: | Property v Saved Searches:

—Choose Color—- v —Choose Size— v

o

£

7| Closed Cases

o Open/Pending Cases
" Pending Cases

—-SELECT-- v Clear Selection
—SELECT— &

Abandoned Vehicle
Adams Cases

Advanced Search Results
Brian's Dashboard

Cases in Follow Up

Court Date

In Compliance Cases
Malad CE

New Cases

New code cases
Oneida County CE

Online Code Submissions
Open Tall Grass Cases

b
El I3

: l\
ﬂ' 2=\ SYE

579000
P
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=
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Creating a Case in the Field

1. To create a new case while on site, use the

current location option to find your

location on the map.

2. Click on the Select option and place your
cursor in the top corner of a property and
drag a box within the parcel boundaries to

select a location.

[4]

:..{:}..i | 0

3

Select

“+ [ | Search By Id

075830001

"
Walmart
Supercenter

3. Click on the property info
link to open the property

information.

4. In the new window, create
a case by clicking the Code
Enforcement button on the

right-hand side of the
window.

oy jy)mi_sﬂmaf

N
A
3 ~ %

[
R ‘I \5‘10680027

s

ANt

ID; 70800086 Edit'View Property info




Dashboard Preferences

Setting Preferences

1.

2.

To customize the display of the Code Enforcement
application, select the Preferences button within the
side menu.

In the Code Preferences window, select which fields
to display in the Case View table (this does not
remove a field from the application and fields can still
be viewed in the Case Information window if
unchecked in the Preferences window). Select the
number of lines displayed on each page as well as the
size the information is displayed at.

jef

Save Selected
& Edit Selected

[ Multiple Letters
(@] Multiple Fees
ﬁﬁ Settings

W Ppreferences

& Print Information

Code Preferences

Occupant Phone
Complaintant
Complaintant Address
Complaintant Phone
Phone Type
Complaintant Email
Follow Up Date
Assigned To

Unpaid Fees

Map

Letter

Status

Uploads

CLLLCLCLCCCCKKKLS

Fee Total

test

Page Size
View Size Desktop View v
Table Size

Edit Screen Size

Regular
Default b

Edit Screen View

Color Scheme

Default Saved Search s




Dashboard Overview

Search for
cases by
specific search
parameters

Create a new

Open a case either from
previously saved scratch or from a
advanced search saved template

\

~- 7

View cases by a
specific time
frame or through
a previously saved
advanced search

\

CASE VIEW \ACTIVITV DASHBOARD/EMPLOVEES PROPER] VIOLATIONS, FEES FIELDS REPORTS MAP EMAIL SETTINGS

Main
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inches

Select View ~

10185

4847592547 CODENFORCE@NAZARETHBOROUGHPA.GOV.

DeAERFRQE

Click on the row of a
case to open the Case
Information window

VA

Save or edit selected
case, add multiple
letters or fees, edit
preferences, and
print information
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