Quick Start Guide



Welcome to Permit Management

iWorQ is designed so you can customize the software to meet your permit
management needs. This guide was created to help you start performing
common tasks in the Permit Management 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 Permits
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Main
Creating a New Permit
1. Click Create Permit in the sub-menu.
CREATE PERMIT CREATE

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

3. Click the Create button.

Permit Date:

Permit Type:

Expiration Date :

Source:

Description:

Sup Type:

Residential/Commercial:

Applicant Name:

City, State, Zip:

Applicant Address:

Phone Number:

Phone Type:

Issued Date:

Valuation:

Square Feet:

08/30/18

Remodel

02/26/2019

Residential Basement Fi




Modifying an Existing Permit
Modifying Permit Data

1. To edit an existing permit, click on the permit's row within the Permit View
table.

2. The Permit Information window will display all the information attached to the
permit. Edit the necessary information.

PERMIT & Histony  [B savE
PROPERTY 145 Coverary Plscs LOGAN, Litah BE341 STATUS | @ HESTORY
Parcer 2086703115
Ty Pathey Bisck | Loz? | Zoned: Residensi Ot
PEAREREER Suibeek Bk
bt e b B L bten agat 11307 W by hearsh Weas Bl pty Horaahe
2 G : R
v | B
¢
Permit# &
e 2] Copy Permit
W Save As Template
T &= Email Permin
Expiration Date 1 HGRIZ0NE & Print Permit
Bi Add Leter
Deseriptioe:
& mates
Sup Types '
& Contractors
ResidentaliCommercal Beside ® *Pmpert,-
. B Add Inspection
Applicant Mame- Ty Pelbiey
[B Add Plan Review
Applicant Address 149 Covanitry Place
e o B Add valuation
iy, State, Tigx LOGAN [0 Add Fees
Phgee Nursmher FOEETOIZ 15 l Add Payment
ent
B Add CC Paym
Phone Type:
ok Upload File
Soanoe ] [+] Mag

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




The Permit Information Window

Create a copy of the
permit, assigns it a new

Open the quickfind

Save number, and
changes to immediately displays
the permit the new permit

Create a template out of
the entered information.
Templates can be accessed
from the dashboard, or by
clicking the Apply Template
button below

\

PERMIT

of & HISTORY

STATUS | &
HISTORY
Mothing se=
Daniel Hansen
10/20/2020
Permit #: 1092

Permit Date: 10/20/20

Project Name:

Project Type:

Description:

Residential/

Commercial:

Permit Type:

Applicant Name:

Project Cost:

Construction Type:

N

=>

(2 SAVE

\

4 Copy Permit
= SaveAsTempV
& Email Permit/
& Print Permit

I Apply Template
B Add Letter

\\

[# Notes

4% Contractors

Email the permit to

employees or contractors

’

Print any recorded
data on the permit

/l Add a permit letter

/

Add detailed notes
to the permit

#& Property

Add Inspectio\
Add Plan Review\
B Add valuation \

[@ Add Fees
i Add Payment
B Add cC Payment

5 Add CC swipe Payment

L. Upload File
@ Map

@ Open Guest$

N\

Add contractors
to the permit

Add properties
to the permit

Schedule inspections
for the permit

Add a plan review
to the permit

\
\

Add a valuation

\o the permit

= Z / N\
Add fees to Add payments Add credit card Open the map Upload files to
the permit for the permit payments to the permit

the permit




Advanced Search
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Main Advanced Search

Using the Advanced Search

1. Click the Advanced Search ADVANCED SEARCH SAVESEARCH O, SEARCH
button in the sub-menu.
2. The Advanced Search allows S
the user to search by any Een Dete
fields in the application. parcel
Enter the desired search Parcel Address
parameters and click Project Name
Search.

3. Searches can be saved for later ease of access. To save a search, click the Save
Search button before clicking Search.

Saved Sea rc h es PERMIT VIEW INSPECTION DASHBOARD PLAN REVIEW

Main Open Saved Search

There are two methods to open a saved

search.

Saved Search

1. Click the Open Saved Search button et soved e
|n the SUb-menU. Building Permits v

2. Select the saved search from the drop- | BEEN | EDIT | | DELETE |

down menu and click Open.

3. The user can also edit the search parameters of the
saved search by clicking Edit.

Top 20

Last 7 Days
Or Current Week
Last 30 Days

Current Month

1. Select the saved search from the Select View drop- e
down menu in the upper right-hand corner of the Al
Permit View table. Last 60 Days

rany  Last 120 Days
Saved Searches can also be used when creating reports.

verd  adam's Dashboard

vera, August Expirations

Building Permits




Adding Data

Inspection Dashboard
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Inspection

The Inspection Dashboard is for managing
inspection types and statuses used when
scheduling an inspection.

Adding an Inspection Type

1. Click on Inspection PERMITVIEW  INSPECTION DASHBOARD  PLAN REVIEW
Types in the sub-
menu. Inspection Dashboard Default Calendar Inspection Types

2. Within the side menu

on the right-hand side of the add Type
screen, click Add Type.
3. Enter in the inspection type title Description
and a brief description.
4. Click Add. ”
oance | oo |
Adding an Inspection Status
1 . C||Ck on PERMIT VIEW INSPECTION DASHBOARD PLAN REVIEW CONTRACTORS EN
Inspection Status | | 0 cenbendnenut colencs spectionTypes  Inspection Status
in the sub-menu.
2. Enterin a new Inspection Status
status into the textbox T
and click Add New.
3. To delete existing
»®
statuses, click the red X
at the end of the status's | " 2P" *
row in the table. e *
004: Rejected - Needs Reinspect x
005: Pending ®




Contractors
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Contractors ntractor Search Contractor Type ortal Se
Ad d i ng a Co nt ra Ctor Type PERMIT VIEW INSPECTION DASHBOARD PLAN REVIEW CONTRACTORS
Contractors Contractor Search Contractor Txee Portal Setup
1. Click on Contractor Type
in the sub-menu. Contractor Type
2. Enter in the name of the [ ADD NEW |
new contractor type and
click Add New. rvchitect .
3. To delete existing Commercial Licensed x
contractors, click the red X Commercial Owner x
at the end of the Commercial Unlicensed *
contractor type’s row in the
table.

Adding a Contractor

1.

2.

3.

Click Add Contractor within the side menu on the
right-hand side of the screen.

'3 s

> W Ppreferences

& Print Information

Fill out the information for the

new contractor and click Add. ADD CONTRACTOR

Click on the row of the new S

Name:

contractor within the table to e
add licenses and employees to | eumsyconsc

Architect .

ADD

State:
zZip:

Mailing Address:

the new contractor. prone: aling
Cell: Mailing State:
CONTRACTOR INFORMATION SAvE =>
Contractor | .. Contractor City: € Copy Contractor
Name:
Contractor 1151863 State: = Print
Code:
: (#' Add Note
Contractor  achitect - Zip:
Type: # Add License
Primary Mailing
Contact: Address: & Add Employee
Phone: Mailing City: X, Upload File
Cell: Mailing State:
Email: Mailing Zip:
Fax: Other:
Address:




Employees
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Employee Department

Adding an Employee Add Employee
1. Click the Add Employee BUBSRECHEIE.  |om
button within the side menu Email | sam@fakeemall.com
on the right-hand side of the Department (o ey NG - AIRPORT
screen. Tite  [Supervisor
Phone
:"p at Active: Active
& Add Employee

2. Fillin the employee
information and click Add Employee.

PERMIT VIEW INSPECTION DASHBOARD PLAN REVIEW CONTRACTORS EMPLOYEE

Adding a Department

Employee Department

1. Click the Department

button in the sub-menu. Departments

2. Click Add Department. id D et

& d

3. Enter the new department bl .
name and choose whether | Assessors Office *
to add the new I Building Inspection x
department only to the BB X
Permit Management
application or to all Departments

applications.

Department Name ’ | ]

4- C||Ck Add Type

5. To edit an existing | canceL | ApD |

This application only -

department, click on the
row of the department in the table.

6. To delete an existing department, click on the red X at the end of the
department’s row in the table.




Property

PERMIT VIEW INSPECTION DASHBOARD PLAN REVIEW CONTRACTORS

Property

EMPLOYEE PROPERTY FEES FIELDS

REPORTS MAP

Adding Property

1. Click on the Add Property

2. Fillin the property details.

3.

button within the side

> W Preferences

& Print Information

(4

menu.

Click Add.

Adding Zoning

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

PERMIT VIEW

Property Property Search

INSPECTION DASHBOARD

Zoning

PLAN REVIEW

CONTRACTORS EMPLOYEE

PROPERTY

Click the Zoning button
in the sub-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
in the table.

Zoning

A1 - Single Family Residence *

A2 - Mobile Home on Real Estate *

A4 - Other Storage/ Garage/etc




Fees
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Fees Valuation Fee Type Payment Type CC Payment Emails

PROPERTY FEES FIELDS

REPORTS

MAP

EMAIL SETTINGS

GUEST MAP

Adding a Fee

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

2. Enter the fee name and
information.

3. Click Add.

Add Fee

Fee Name

Type

Active

Account Number

Description

Calculation

Summary Fee

Fee

Admin Fee

Active

NOo

Fee Formulas

Fees can use data as part of the calculation. For the data to function

properly in the formula:

- Permit data must be enclosed in brackets.
- Permit data must be named exactly as it appears on the permit.

- Formulas are case sensitive.

For example, to create a fee of $2 for every square foot of a property where the
permit field for square feet is named “Sq Feet”. The formula would be:

2*[Sq Feet]

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




Customizing Data Fields
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Fields Status Status Defaults

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

Numeric Fields

The Numeric Field accepts numbers and
decimals.

1. Click Add Numeric Field.

2. Enter in the Field Name, the
number of decimal places to be
displayed, and a default value to
display upon creation of a new
permit.

Date Fields

The Date Field accepts numbers
formatted as dates.

1. Click Add Date Field.

2. Enterin the Field Name and

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

A

Add Text Field

Field Name: I|

Default
Value:

ADD FIELD

Add Numeric Field

Field Name: l|

Decimals: 0
Default 0
Value:

ADD FIELD
Add Date Field
Field Name: [‘
Default Days From
Creation Date:

enter a default number of days away from creation date of the permit to

display.




Lookup Fields Add Lookup Field x

The Lookup Field creates a drop-down Field l|
menu box. Name:
1. Click Add Lookup Field. ADD FIELD

2. Enterin 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.

251977 Project Name text 1 x
¢ 251985 Project Type Values lookup. 2 x

130831 Description text 3 x

) Lookup Values
4. Click Add Value.
. . + Add Value
5. Enter in a value and click
Edi Additi
Add it ition b 4
Edit Alteration x
6. To edit an existing value, Edit Deck x
click the blue Edit button
in the value’s row. To delete an Add Value
existing value, click the red X at the
end of a value’s row. 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.

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.




Adding a Permit Letter
Adding a Letter to a Permit

1. In the permit view tab, open the Permit Information window for the permit.
Click Add Letter in the column on the right-hand side of the window.

2. Choose a letter from the drop-down
menu. Click Add.

3. The letter will display in a new

window. Scroll to the bottom of the

PERMIT of & HISTORY SAVE =>
€8] Copy Permit
STATUS | & HISTORY s
ave As Template
Nothing selected ~ & Email Permit
Daniel Hansen
10/29/2020 & Print Permit
L&) ly Template
< Permit# 4134 Fire Sprinkler?: = ADEIED
Permit Date:| 1 5,59/20 Floodplain?: . (& Notes
. : % contractors
Project Name: e e
Address: " Fropesy
FELELET e . - City, State, Zip: B Add Inspection
o Add Plan Review
Description: Phone
Number: B8 Add Valuation
Residential/ % Email: [ Add Fees
Commercial:
I Add Payment
Permit Type: = source: __ -
N - 5 Add cC Payment
Applicant Name: Issued Date: 5 Add €C swipe Payment
& Upload File
Project Cost: valuation: 5 590 @ e
Construction . Expiration ;29,2021 @ Open Guest Map
Type: Date:
Square Footage: Assigned To: o
Use: Q
Add Letter

Create Letter:

T1 Building Permit

letter and choose to save, email, or
print the letter.

Building Permit

131
10292020

Site Address:

Tassirai]

Amount

Toal Paid: S0

Zoning Ofice

[ SAVE | PRNT [ EMAL |




Creating Reports

PERMIT VIEW INSPECTION DASHBOARD PLAN REVIEW CONTRACTORS EMPLOYEE

Permit Reports

PROPERTY

FEES FIELDS

REPORTS

MAP

Building a Report

1. Inthe 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
Permit Summary Lockup Fields Summarizes permits by Lookup Field 1 and Lookup Field 2

Permit Summary Marth Summarizes permits by Lookup Field and Month

Permit Report General Permit Report

Permit Detall Report General Permit Report with additional i inspections, contractors, notes, letters, and files.
Contractor Report List of Contractors

Permit Summary 1 Summarizes permits issued by: Current Month, Month Last Year, Current Year to Date, and Last Year To Date
Permit Summary 2 Summarizes permits issued by Date Range

Fee Summary Paid Totals Summarizes number of fees and total fee amounts paid

Fee Summary By Month Summarizes permits by Fee Type and Month

Build

Build

Build

Build

Build

Build

Build

Build

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.

[ oestn ropert repor

Hsave S GropBy ,/Stle O Refresh
[
. T e E—
2 Parcel Address 1 Text Add T+ %
3 Parcel City 1 Text Add T %
5 Ovmer 1 Text Add T+ %
_—_

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

o Run

€ cancel

Export as (.csv)




The Report Interface

Refreshes the

Save the reportto || Adda 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

-\‘ o~ [/ - e
\ﬁ Save  EiGroupBy (@ :Z?:t:e ml:ll St::‘ 9 Ral{ 0 R“n//
Boa e Report Titte: |Permit Report - | auerypate: [ PermitDate  v|
L Column Field Width Format Sum Sort Order_ Sort Type
* Permit 1 Pemitz 1 Numeric =] Add %
+ Permit Date 2 Permit Date 1 Date Add e %
::A:: ::J: 3 Main Status 1 Text Add te %
+ Project Name. 4 Description 1 Text Add Tt %
F Project Type 5 Permit Type 1 Text Add T+ %
:;::::‘;:‘m B Applicant Name ,/ 1 Text A , 14 %
i A, 7 Project Gost A 1 Text l, Add / t4 %
# Permit Type 8 Issued Date: ) 1 Date yd Add / N
# Applicant Name. ’/ ’/ / Total Fields: 8
N\ pd 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 and down arrows
each field




Using the Map
The Map Interface

Find Select a saved Select a color Select the
current search to display to display background
location on the map search results layer to display

/ / T~ N\

i 7 : . . o~
Active Layer: w Saved Searches: v Clear Selection Print Email Map Selection Style:  --Choose Color—- » se Size-- v
| '] i
F " ! I -}
| W
[
Resetthe K il |
N g ! 012
zoom ! ] | I
21 077, | i
< : | ¥ i)
it 0 H
= B L :1 ! It
Select one B \
/ ot = 1111
or more [ \ p
parcels A 0 S
Wiest 4400 South (6321000
@ Drive 060
. Az“\\\ﬁ” : =
Identify a : 3 o1
E o
5) 0
p ro p e rty Wt 4575 Sauth, ; = o ua
| West 4 & 06 o] P :
S ; =0 009 |
i L P - ay| U g
0601031
160195 < e
6 i
JT126 | et 4s0b soucn) B, 7 7. B :
7 75830001 LN
] -
g e :
z 00 = 820
E _ 80fPINY 7068001 i
579000 e B
| d
~77 716000 0706800 016 | %
. . ~ 3
5 R =
WestS1s0south ' (f 027 i
,"-.*“--@wj‘. / 4)/ 0707, p 028 Leaﬂe‘t | Map data @ D;ar:;t‘lf;etmap contributors




Changing the Background View kf m—
® Blank A

Streets N

1. 10 adjust which layer is displayed by the parcel and permit ::::2.[:1 ?
information map, click on the layers button in the top right-hand 4

corner of the window.

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

Active Layer: Property ¥ |Saved Searches:| ~SELECT— *  Clear Selection Print| Email Map | Selection Style:

uuuuu

IR

« N

aaaaaaaa

Viewing Saved Searches

1. 10 display saved search data, select the saved search from the Saved Searches drop-
down menu at the top of the window.

i 7| Clear Selection | Print| Email Map Selection Style.

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.




Creating a Permit in the Field

1. Toissue a new permit while Active Layer: Property v Saved Searches: --SELECT--
on Site, use the current --Choose Color-- ¥  --Choose Size— ¥

] ST LI LT

. . . aF f e a )
location option to find your / ! &t

location on the map. tH

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

nndrt Suprrcenten

& @71 Homs €
ZI Om 12]Eome D.e-;pt

il

location.

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

4. Inthe new window, create a
permit by clicking the Permit
Management button
on the right-hand
side of the window.

IWorQ Data | Shapefile Data

Property info




Dashboard Preferences

Setting Preferences

1. To customize the display of the Permit Management
application, select the Preferences button within the side
menu.

2. In the Permit Preferences window, select which fields to
display in the Permit View table (this does not remove a
field from the application and fields can still be viewed in
the Permit 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.

Permit Preferences

Phone Number
Email

Source

Issued Date
Valuation
Expiration Date
Assigned To
Primary Contractor
Unpaid Fees
Map

Letter
Inspection
Status

Uploads

CLLLLLLLCLLC«

Fee Total

Page Size
View Size Desktop View v

Table Size

Edit Screen Size

Edit Screen View
Color Scheme Default v

Default Saved Search hil

~
]

Save Selected
Edit Selected

Multiple Letters

[8] Multiple Fees

Qﬁ Settings

W Preferences

=

Print Information




Dashboard Overview

View results from a
Create a new permit saved search or
Search for permits by either from scratch or permits from a
specific parameters from a saved permit specific time frame
PERMIT .\-'-‘»‘\ INSPECTION DASHBOARD PLAN REVIEW l CDNTRACTDRSI EMPLOYEE PROPERTY FEES FIELDS REPORTS MAP EMAIL SETTINGS
Main
PERMIT BETWEEN 1/1/2020 AND 09/08/2020 SESEVEN
2]
[
E
Ineedto (O]
T e e ) s o A s v e T e B B e g
T S v
o ooovano osmonce SEWETS Ly e Remode ﬁm‘“:"f? Romosery  uirg L R 008 R BN o s 2112 s
e w0 s e 552 e Fare o g N O ol
W esnnan WS M e — rotrirmad el ST s ‘?:;.‘"““.q o B o e
1005 0anemonn 062420008 255750 jon Gobie e I i ot JeffGoble  Resdential 125000 10000 dmaTR0 el vz
Click on the row of a Save ar edit selected permits, attach
permit in the table to multiple letters or fees, adjust
display the permit's settings and preferences, or print
information window information from the permit view
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