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Getting Started

Logging In

You will have received an email from contact@hscloudsuite.com and the subject of the
email will be HSCloud Temporary Password Set with your temporary password to get
started in the system.

Open your internet browser and go to: https://or.app.hscloudsuite.com/

Bookmark this link so you have it easily available to get into your system. You can also
create a shortcut to your desktop. Here are the instructions in Chrome to create a shortcut
(but you can search online to get instructions for any browser you are using):

i) Navigate to your favorite page and click the three vertical dots in the upper right
corner of the screen:

" a

ii) Select More tools.
iii) Select Create Shortcut

iv) Edit the shortcut name and click Create.

Then login with your email address and temporary password:

Login to HSCloud

¥ | Ema
P —M&

Fargot your password? Reset it here.

You will have a dropdown with the option to choose Oregon-Master (our testing db) or
Oregon-YourCountyName, so pick your county name and click Submit to complete the
login:

Select an Cption w

Submit
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1. Make sure your browser window is maximized so you can see the headers across the top of

the page:
fl L ] Oregon Master Dashboard ~ Permitting Tools ~ Permit Manager Complaint Manager Accounting Tools - User Tools ~ Admin Tools ~ A FErica Van Ess -
M Welcome, Erica! Q Search System
No activities found

Go fo Calendar View

You viewed the Inspection Manager

2. Under User Tools is access to the System Guides and Help

Dashboard - Pemmitting Tools ~ Permit Manager Complaint Manager Accounting Tools - User Tools -

Permissions Manager
User Manager

Time and Activity Manager
Office Manager

System Guides and Help (4§

Note: You may see users in your system (like Erica Van Ess or HealthSpace staff) and
those should not be deleted. They need to be users in your system so that they can
help if you have any problems.

Overview of the System

Definitions

Back Button: At the bottom of most pages. This will take you back to the manager screen
(which usually is not what you want). Itis recommended to use the back arrow at the top in
your web browser instead.

[ e core |
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List Screen: An example is the Permit Manager view that shows a list of all facilities in your
jurisdiction:
Dashboard Permit Manager Complaint Manager Permit
[55] Permit Manager
m Actions =
Facility Address Facility Name Status Program owne
123 Erica Way Erica's Test Permitted | Food
Portland, OR 97232 Mobile
(O | 123 Erica Way Erica's Test Org Permitted = Organizational = Erica
Portland, OR 97232  Camp

Camp Cwne

Van E
Save Button: At the bottom of most pages next to the Back button. This will save and update
the page.

[ o [

Reload:

The boxes showing in the system where data is entered stored. Select the green plus to add

information to these tables. The lightning bolt function is not being used in Oregon, so you can
ignore it at this time. Ex: Email information in the Permit/Facility view:

Facility Email n
Recipient Email Edit Delete
erica.vaness@dhsoha.state.or.us rd x
This email address will receive letters

lters, inspection reports and permits

Workflow Panel:

Name: Erica’s rent

Address: 123 £
Port

The list of information on the right-hand side of the Permit Manager facility view
=] Permit Manager

Erica Way
jand OR 97232
e:

2223333 ner
County: Multnomah

Remove
* Assigned To

Facilty 1D

FTID

HEBRYGrHie © 2021
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List Screens

Permit Manager: You will spend most of your time in the Permit Manager. It is the best place
to manage your facilities for your day-to-day activities.

Setting preferences for how you would like your list screens to look

You can set the filter in the Permit View as a default for yourself or for your entire office if you
all want to have the same default view:

Permit Manager>Filter button>Select the filter items you would like:

Filter By

Status

Record Equal to One or More Values (Default) v

‘ | Permitted x | ‘

Program

Record Equal to One or More Values (Default) v

Facility ID

Record Equal to One or More Values (Default) v

Also, you may want to see all the facilities and instead change the columns that you are seeing
on the list screen. You can do this by unchecking any items in the list from the grid on the right
hand side of the view:

|
Al Facility Address ‘
Facility Name
St
St Status
Program
Gl Owner

Owner Address
Al Facility 1D

Billing Type

Rev. 11/25
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Setting Up a New Facility

Creating a New Physical Location (Parent)

1.

From the top menu, select Permitting Tools>Address Manager

¢ Oregon Master Dashboard Permit Manager Complaint Manager Permitting Tools -
[5] Permit Manager Address Manager
UNMECT mEIIE‘QE

Ectahlichmant Mananar

Then select Add New to create a new physical location.

mﬂ B Add New || Y Filter By

All mandatory fields have red flagged arrows; data must be entered in those fields. The
LPHA must be your county/jurisdiction:

S, Address Manager

Street Address | 123 Erica Way
Unit Info
Zip | 97232 Q@
Portland OR us m
nan
455287 -122.6363 G
* County:

LPHA (m

oregon| Search

HSCloud Suite

Note: If the facility and owner have the same address, leave it set as the facility
address when you add it to the owner record

Click the Search button, type in your county and click the plus sign to the left of your
county office as the LPHA.

Most of the lower fields on this page are optional, so you can populate as many as you want
and then click Save Changes at the bottom of the page.

Now you will see a new box, Establishment Manager, appear to the right of your saved
location:

Rev. 11/25
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2 Address Manager

CATHEDRALPARK -
Street Address | 123 Erica Way W Govern
(o8l Islal
Forest Park x e
Unit Info ; s 23 Erica Way Portiand, OR 57232
PORTUAN! g s RKROSE
zip |9723:2 Q@ & a Sy o

Click on the blue Actions button and select Add new record:

[5) Estabishment Manager

Mo records found © Add New Record
(% Add New Record in Tab

% Refresh

Page 8

m Establishment Manager

No records found

Enter the new Parent Facility Name and click Save Changes at the bottom of the screen:

Facility Information

* Name:
Facility Phone #

Website:

5.  Now you will see that there is a Permit Manager box to the right of the screen:

2] Establishment Manager

Facility Information
" Name: Erica's Test Restaurant

* Facility Phone # (111) 222-3333

home
[5] Permit Manager = Actions
No records found
@ Form Letter Manager

Rev. 11/25
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6.

Page 9

Click on the Actions button and select Add New Record. This will prompt you to enter the

billing information for the facility:

[} Permit Manager

* Assigned To: Search to assign user...
* Facility Name:
Facility 1D-
Legacy ID:
* Program:
* Billing Type:
* Application Date:
Historical Application Date:
Issue Date:
Expiration Date:
* Status:

* Issuance Reason:

Facility ID will auto-populate after you save the record.

Go through the page entering information and add the email addresses in the Facility Email
reload, by clicking the plus sign and assign the facility to the inspector before clicking Save

Changes:

Facility Email n

Recipient Email Edit Delete

erica.vaness@dhsoha.state.orus 4 x

Maximum Seating
capacity:

* Does facility have an
approved HACCP Plan or
Variance?

1SERANEL% 2021

Note: The first three emails are the ones that can be used to email information. Additional
emails can be stored in this reload box, but you will want to put the most important three

at the top of your list.

Rev. 11/25
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7. Next, we will populate the owner information in the Contact Manager on the right-hand side
of the screen. First you should search to see if the owner has other facilities and/or is
already in the system by clicking Actions>Search to Add and enter the first name of the
operator and then try again with the last name:

& Contact Manager =

Search fior

If it doesn’t return any records, then you will want to select Actions>Add new record
instead and start entering them as a new owner.

8. Here you have the choice to enter information for the Owner and the Billing Contact (if
applicable). It will default to using the Owner information as the Billing information if you
haven’t populated the Billing Contact. Select Owner>Continue:

Description Fields
Please select the below value(s) to continue

Contact Type:

{Select an Option

|Additional Owner -

Only enter the Primary Contact Name if it is different than the Owner Name. When you get to
the blue Owner Address box, first search for existing owners to make sure they aren’t in the
system. If they are not, select Create New:

Rev. 11/25
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& Contact Manager

* Owner Name:

ner Van Ess

Im
o
L&)

Ownership Type:
* Title:

Primary Contact Name:

Owner Address c:
No records found
Create New Search
Add Address
Street Address | 123 Erica Owner Way Richland A ek
I‘II'IC?WIC< LaJ
Unit Info ] %)
ﬂ_ N Walla Walla
Zip | 97232 @ i (lﬁ F
@ Milton-Freewater
Portland OR us Edit 1
n .
45 5287 -122 6363 G_E‘Na’;d’a‘ta 2021 Google TermsofUse Report a map error
* County: |dentification
Legal Description
—~
LPHA A1
oregon
Health District: Oregon Health Authority -

-

[Asd]
Again, you will search on your county to populate the LPHA here.

Managing Addresses in CloudSuite

The first thing to remember that in this system ALL addresses are in one place and can be tied
to anything you would like. This is a good thing because if you need to change something with
an address, it will change it throughout the system for every facility/person it is tied to, which is
efficient (especially for new employees who may not know every facility owned by the same
person, etc.). Secondly, you will rarely have a scenario where you would type over the top of an
existing address, so don’t do that without really thinking it through.

Example 1 - Facility moves to new address:

If you have a mobile unit in a pod that moves somewhere else, you must remove the mobile unit
(unlinking it from this address) and then search to add or add new to attach it to another. If

Rev. 11/25
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you just change the address, it will change it for all mobile units at that location since they have
a shared address record.

First click Remove to disassociate the incorrect address from the facility:
[ Establishment Manager

Address &

Address: 123 Erica Way County: Multnomah

Portland OR 97232 Water System Jurisdiction:
Public

Sewage System Jurisdiction: GPIN:

Public Tax Map Number:

Physical Location Description: ~ Water District:

Type of Address:

Facility Information
* Name
* Facility Phone #:

Website

Then Search to Add to look for the address you would like to attach. If you don’t see it, then

you may need to Create New. This will make sure that the establishment is properly attached to
the correct address.

Example 2 - Shared address between owner and facility:

An owner used to have the same address as the restaurant, but then they give you a new
PO Box they want to use for billing. To fix this, you need to remove the existing address
and then Search to add or Create new to put in the updated PO Box. Simply typing over
the existing address will also change it for the facility and then you will see the PO Box for
both the owner and the facility address (which will let you know that you did it incorrectly).

Follow the procedure above in Example 1 to properly remove the attached address and then
add a new address.

Adding and Paying License Fee

Note: If you’ve just added in a new contact/owner, clear your cache when you return to

the Permit Manager before entering an invoice so that the system is refreshed with the new
owner information included

9. Creating an invoice will generate a record of what is owing so you can make the payment.
Go to the Invoices box on the right-hand side of the view and select Add New Record:

e, . —_

No records found O Add New Record
(% Add New Record in Tab
iy Refresh

@ Form Letter Man, = REITES ‘
2 view Recent Print Batches

Sort By: Se

Rev. 11/25
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10. Enter the Invoice Date (usually today’s date) and a due date (today’s date if they have
already given you their payment), then click the plus sign to add fees:

Invoice Due Cancs

(New Entry)

* Invoice 21 = Parent Account
Date

Account Owner:

* Due Date 03/25/20: = Erica Owner Van Ess
Balance:
$0.00

Fees n Address:
123 Erica Owner Way Portland OR 97232

Fee Quantity Amount Reverse Account Number:

Comments 1363

Rev. 11/25
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Select the applicable fee in the dropdown and then Click Add Fee:

Fees

" Fee:

Restaurant (0-15 seats) () Annual - $530

Quantity:

Amount:

1

Then click the Save Invoice button:

Fees

Fee Quantity Amount Reverse
Comments
Annual  1.00 530.00
* Total $ 53000
Amount $
Paid
Balance S 530.00

11.

Reverse

2]

$0.00
Address:

123 Erica Owner Way Portland OR

Account Number:

1363

Page 14

Cance]

e

Search

If you are posting a payment immediately, you can click the Make a Payment button in the

upper right of the screen (the “magic pencil” in the bottom right corner of the Parent
Contact box will work too). This will take you directly to the Payment screen:

Invoice Due

12/31/2021

* Invoice Date

* Due Date

Fees

Fee

Class 4 (Mobile-Self-
Contained)

Additional Fee
Notes

* Total

11/M18/2021 x

12/31/2021 x

Quantity Amount %
Amount

1.00 255.00

$ 255.00

Reverse
Comments

Reverse

2

Parent Account

Account Owner:

Naknakhone Chourirath

Balance:

$255.00

Address:

PO BOX 455 Wallowa OR 97885
Account Number:

1001

Owner Email:

Attachments

M rammede fannn

Cancel

Make Payment ‘Save Invoice

&

Search

Add New

Rev. 11/25
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12. When you click on this, it will take you to the payment view and ask how much you want to
pay (it will default to the full amount):

How much of the $255.00 do you want to pay?

13. Leave it at the full amount or enter a different amount if they aren’t paying in full. It will
then apply it to the invoice, mark it green. You can fill in the Payment Method, Check
Number and Note fields and select Save Account:

Balance

Balance $ 255.00 Parent Contact
P t Hist - QOwner:
ayment History Naknakhone Chourirath
" Payment  |08/26/2022 x Title:
Date: Owner
Primary Contact Name:
" Amount: 255 Owner Address:
PO BOX 455 Wallowa OR 97885
Payment Select a Method v Primary Phone:
. (541) 410-2548
MethOd' Cell Phone:
Contact Email Address:
Fees g@ 7
Search
Invoice: 11/18/2021 | $255.00 | 1192
Attachments Add New
Fee Amount: $255.00 $255.00
Description: Class 4 (Mobile Self Contained) No records found
Check Record History e O
Number:
05/26/2021 07:08 AM PDT - Oregon - Wallowa County Admin
Original record not available to compare
Comment:
Note: Created by data import.

s

This different setup is what will allow you to pay multiple accounts with the same owner at
the same time as well as print invoices for all facilities owing for that owner on one invoice.
Rev. 11/25
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14. Now click Save and you will see that a license payment has been applied and their balance

is $0:
Balance
Balance $ 000 Parent Contact
. Owner:
Payment History I:] Erica Owner Van Ess
Title:
Payment Check e
Date Amount Payment ... Note Rec Owner
Primary Contact Name:
Method Num
Owner Address:
03252021 | 530.00 | Check | 1.234.00 1013 123 Erica Owner Way Portland OR 97232
: ! i Primary Phone:
2223334444
3 Contact Email Address:
Vs

15. To print a receipt, scroll to the far right of the Payment History reload. Click the printer next
to the payment and a PDF will generate that you print or attach to an email and send:

Balance

$0.00

Balance $ 000
Payment History +
Check Reverse Refund Applied Print

Number  Mote Receipt To
Number

12,345.00 1018 D = - E

Another option to email a receipt is to go to:

a) Payments>Reporting View, then click on the Facility you want to email to open their
record.

b) At bottom of screen there are icons for Printing or Emailing. Right now, you will
need to manually add email address, but we have asked for a development ticket
so it will auto-populate.

c) HS is adding the owner email to Parent acct view that you see on this same screen
so it will be easy to see for now.

16. To print the invoice, scroll all the way down the page and click on the Invoice to generate
the form:

Invoice

[
17

Entering a Prorated License Fee

This process is much simpler in CloudSuite than it was in Notes. All you need to do is select the
routine annual fee for the facility and when it opens, just change the fee to %2 the amount and
add it to the invoice. That's it!

Rev. 11/25
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Here is a screen shot of where you would change the fee amount and then hit the Add button

and Save Invoice:

nvoice Due
(New Entry)
* Invoice Date 09/23/2021 = Parent Account
— A Qwner:
* Due Date 09/23/2021 = @um ner
Erica Owner Van Ess
Balance:
| Fees n 5590.00
Address:
Fee:
Account Number:
1363
Quantity:

Amount: [265) B

m Fanes

%
* Total > -

5
Amount Paid > .
% D00

Ralancs

Printing a License

Cancel

123 Erica Owner Way Portland OR 97232

Page 17

17. From the top menu, select Permit Manager and open the facility. The option to print the
permit is in the upper right-hand corner of the view:

[5] Permit Manager

Establishment

Name: Erica’s Test Restaurant

Facility Phone: (111) 222-3333

County: Multnomah

]

Address: 123 Erica Way
Portland OR 97232
Owner Name:

Search Remave

() -

Inspection Manager

No records found

Which will generate the printable view of the license:

Establishment ID. 1334

Erica's Test Restaurant
123 Erica Way
Portland, OR 97232

Erica Owner Van Ess

123 Erica Owner Way
Portland OR 97232

Oregon Health Authority
Restaurant (0-15 seats)

Health

Issue Date; January 01, 2021
Expiration Date: December 31, 2021

License Fee Paid:
Reference #:

At T

Andre Ourso, MPH, JD

THIS LICENSE IS NOT TRANSFERABLE AND MUST BE POSTED IN A CONSPICUOQUS PLACE

Rev. 11/25
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Closing a Facility
Change the Status to Out of Business here and enter a closed date:

/. /5 Oregon Master

[55] Permit Manager

* Assigned Ta: Eriea Van Ess x

* Facility Name:

Facility 1D

Legacy ID:

* Program:

* Billing Type:

* Applicafion Date:
Historical Application Date:
*Issue Date:

* Expiration Date:

* Status: { Dut of Business v |

This will automatically reverse any unpaid invoice fees for the facility as well.

Change of Ownership

1. Select your facility record in the Permit Manager. You can easily find it by using

the search box:

[5] Permit Manager

Actions = —_—h
Status  Facility Name Permit Type Assigned To  Next Routine Inspection Due
O | Pending | Summer's High School ool (School /222021
O | Permitied | Summer's Test Water Works Year-ound Paol (First, Limited Use) Summer 01/01/2021
Stephens
tted ~ Summer's Test Mabile Fa Class 4 (Moile-Has Commissary} 0a/22/2021

2. Change the Status of this record to “"Out of Business”

* lssue Date: 01/01/2021
* Expiration Date: Select an Option
Pending
* Status: v Permitted
Out of Business
* Issuance Reason: Awaiting Additional Information

COVID-19 Surveillance

Figk: Fee Modification Pending :
) Non-Sufficient Funds
Inspection Frequency: Surveillance
. Under Enforcement F
Days Open: N _— TR Friday | Saturday = Sunda

Permit Number

[ -2

County

Wallowa
Wabiowa

Wallowa

Rev. 11/25
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3. Scroll to the bottom of the page and click "Save Changes”

4

4. Next, click the “Clone” button next to Save Changes. If you don’t want to use the
Clone button, you can always create a new facility from scratch instead.

5. This will open your new permit (facility) form. Work your way down the page to
update/edit all information to reflect the new facility’s information.

6. Change the Status of this record to “Permitted” and change Issuance Reason to
“Change of Ownership,” if it is not already selected

* Issue Date:
Select an Option

* Expiration Date: Pending
Permitted

@ v Out of Business

Awaiting Additional Information
@ COVID-19 Surveillance

Fee Modification Pending

Risk: Non-Sufficient Funds

Surveillance

Inspection Frequency: PR e

Days Open: Monday | Tuesday | Wednesday | Thursday | Friday & Saturday = Sunda

7. Once you've made the appropriate changes, scroll to the bottom, and select Save
Changes

8. This is your new record. You’ll notice it has its own Permit Number and that past
Inspections/Owner Information has been cleared out

9. Go to the top left of the page and click on the Establishment (Parent) record and
change the facility name there to match the name of the new facility and Save.
Click the back arrow at the top of the page to get back to the Permit Manager
again.

10. To add a new owner, go to the Contact Manager on the right side of the screen
and click Actions. You can then click Add New Record if it's a new owner to the
system or you can Search to Add if it's an existing owner
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=] Permit Manager

Concord NG 2802

Facility Phone: (111)222-3333  Owner Name: Sumime
Stephens

County: Wallowa

Facilty ID: S

FTID: & Enforcement Action Manager
No racords found

* Program:
& invoices

* Billing Type: | %)

No records found

* Facility Name:

11. Lastly, click on the Establishment (Parent) record in the top left and change the
Establishment name to match the name of the new facility.

NSF Fees

1. First, reverse the payment for the facility, adding NSF in the Reason for Reversal:

Reverse Payment

Reverse Date: 01/10/2022
Reverse Amount: $430.00

" Reason for Reversal:

NSF ChecH

A
Balance
$430.00

Balance 5 430.00

Payment History n

Payment Check Number
Date Amount Payment Reversal
Method  Reason

11/09/2021  430.00  Check NSF Fee

2. Go back to the existing invoice and add an NSF Fee or Random Fee (let Erica know
if you need an NSF fee added to your system):

Invoice Due

12/31/2021

i3

* Invoice 10/28/2021
Date

11§

* Due Date 1213172021

Fees

" Fee.

'NSF Fee, Fee - 525 v

Quantity.

Amount:
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3. Scroll to the bottom of the invoice screen to print/email new invoice to show
license fee and NSF fee to send to operator:

Invoice .

INVOICE DUE AND PAYABLE UPON RECEIPT
Description Amount
201451 - Random - $430.00
201451 - NSF Fee - Fee
$25.00
Total Due $455.00

Complaints

Creating a Complaint
Starting Place: Complaint Manager

1. Click the Add New button in the top left corner
@» Complaint Manager

Actions ~

[  Date Rechiyed + Complaint ID Address
O | o3r24/2021 1028
O | oarza/eo21 1027

2. Complaints will be tied to either a Permit for licensed facilities or an address for
unlicensed facility complaints. For a licensed complaint, click the Search button
under the Permit Manager box (skip to Step 4 for unlicensed facility complaints)
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Mo records found

Create New Saarch
Address e
No records found

Create New Search

3. Search by Facility Name or Permit Number and click the + sign once you’ve found
the correct record

| test ‘ Search

o St“s: Permitted
Facmity Name: Summer's [est Organizational Camp

Facility Address: 2020 Test Lane Concord, NG 28027
Program: Organizational Camp

Owner: Summer Stephens

Permit Type: Seasonal Organizational Camp (Seasonal
Organizational Camp)

Assigned To: Summer Stephens

Next Routine Inspection Due: 03/24/2022

Permit Number: 1332

Create MNew Cancel

4. For an unlicensed complaint, we will tie the record to an address by clicking Create
New under the Address box. You will then fill out the address information in the
Address Manager pop-up box that appears:

Add Address
Permit Manager =l Parent Header
Street Adds
No records found ireet Address o
Unit Inf B’
Create New Search e L i) -
Walla walla
Zip @ j ) ’
) Milton Freewater
Gity State Country £ 1
fon
Lat Long GE Ja‘p‘;‘]alaoznﬂ Google Temmsof Use  Reporta map emar
* County: iSelect an Option w Identification
Legal Description
Address ..:_'1 i
* Type of Address: Facility Location hd
Mo records found
-
> Create Mew Saarch LPHA T
Add

5. You can also enter a Physical Location Description to help better identify the
facility. This information will be displayed in the Complaints List Screen along with
the Physical Address
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Add Address

Lar Long 7 Map data ©2021 Google TermsofUse Report a map efror

County: {Select an Option + Identification
Legal Description

* Type of Address:

LPHA 1]

No records found

Physical Location
Description:

6. Now you’ll complete the fields for the complaint intake. Certain fields will
appear/hide based on your selection in the Type field. Be sure to pick the one topic
that is most appropriate for the complaint. Foodborne and Waterborne Iliness
Complaints have several additional fields for data collection that will pop up when
they are selected.

Note: Make sure that Foodborne and Waterborne Iliness complaints are not anonymous

7. Investigation Details is a field that will track your contacts with a facility after
receiving a complaint. You can add as many contact attempts as you need. To add
a new contact attempt, click the green + on the Investigation Details box

Investigation Details —- n

“ Person:

* Contact Type:

“ Notes:

* Date:

m Caneel

8. Click Save Changes at the bottom of the page to save the Complaint. At this point,
the complaint is established with an ID and can be viewed in the Complaint
Manager list screen

CLICK TO OPEN
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Temporary Events

The module for Temporary Events and Vendors is separate from the main Permit
Manager. To properly track an event and participants, you must first create the record
for the event, and then you can set up the Temporary Event Permits that will tie to it.

Note: Events can still be cloned, but Vendors will not since you now tie multiple events
to one Vendor.

Creating an Event

From the top menu, select Permitting Tools > Event Manager

/-l‘ / Oregon Master Dashboard Permit Manager Complaint Manager Permitting Tools ~ A

M Welcome, Summer! Address Manager
Contact Managsr
Establishment Manager

You have a First Inspection for Cheyenn =S > Event Manager
48 12/08/2007 Temporary Event Vendor
You have a First Inspection for Chuckwagon Sisters Catering Note to File Manager

09/01/201

Click the Add New button:

/-I: Oregon Master

ﬁt& Event Manager

Plan Raviawe

Add New Actions «

[J Name

Under the Event Address, always search for an existing address first. If it isn’t found, click
Create New and enter a new facility/location address. Add the county, Type, your LPHA and any
other information you want to track for the location and click Add at the bottom right.

Street Address 800 NE Cregon St

x
Unit Info
97232 B
Zip L
@ <]
@3} || waze
Portland OR us Google - _ Keyhport shogruts. | Map deta 2072 Google. Te
45.5282994 -122.6581825
County:

* Type of Address:

LPHA au
Health District: Oregon Health Address: 800 NE Oregon Street
Autharity - Food/Pool/Lodging Suite 640 Portland OR 97232
Health Director Name: Andre

Qurso, MPH, JD

Physical Location Description
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Fill in the information for your event, the Event coordinator, their cell phone, and sponsor
information, if it applies:

* Event Name: Test Event

Location Description:

* Start Date: 06/01/2022 x
* End Date: 06/30/2022 X
Expected Number of Vendors:

Event Hours: 10am-8pm

Comments:

Contact Information

* Event Coordinator: I.Test Coordinator

Mailing Address:
* Cell Phone (999) 999-9999

Email:

Then assign the event to the appropriate inspector and click Save Changes:

Assigned To: Erica Van Ess x

Clone | Save Changes

This will reload the page and add the workflow panels on the left allowing you to add vendors to the event.
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Creating a new Temporary Event Vendor

Note: As you start using the updated (June 2022) temporary event module,
HealthSpace recommends creating each vendor from scratch for the first time instead
of using an older cloned version that may have come in from Notes. This will ensure
you have all the fields you need to be able to properly use the new module

functionality.

Pa

ge 26

Additional Note: Do not modify/use the information in the upper left-hand corner. This is
historical event info that will be removed at some point. Using the Event Manager in the
workflow panel on the right (green star) is how this will work moving forward.

Here is an overview of the functionality of the updated Vendor view:

0@ Temporary Event Vendor

Ewvent Manager WA

Mame: 2022 Spring Fair

Location Description:
End Date: 05/17/2022
Event ID: TEMP-1027

Address: 1234 Tester Road

Parroft VA 24132
Start Date: 05/03/2022
Event Hours:

Box from old version —
will disappear at some
point — historical info

Search

* Agsigned To:

Facility Information

Vendor ID

* Facility Name Anna's

* Status:

* Application Date
* Billing Type:

* Facility Type:
Facility Description:

* Primary Phone
Mumber

Facility Email

Recipient Email

lemonade@lemonade com

Mame: 2022 Chief Joseph Days
Rodeo

Location Description:
End Dateg (72222
Event IDFTEMP-1056

Erica Van Ess =

Portland OR 97209
Start Date: 07/22/2022
Event Hours: Spm-11pm

Address: 1075 MW Morthrup St

Use the Event ID when
Searching to Add for
these boxes — quicker
and more accurate.

This box shows
only what will be
generated on the
permit. It can be
changed at will to
print old or new
licenses for this
vendor.

-

Permit | =

a Inspection Manager

Sort By: Select a Category

1 Inspection Date: 05/30V2022
— Purpaose: Temporary Restsurant
Qutcome: Complied
Reinspection Required?: MO
Event Name :
Event ID:

C.:} Complaint Manager

Mo records found

w Event Manager
Sort By: Select a Category

Event N e li
Ewvent IC§ TEMP-1055

e /0==ph Days Rodeo

Start Datfro oo ooes
End Date: 07252022

Event Mame: Summer's Event
Event ID: EVEMT-1032
Start Date: 05/01/2022
End Date: 05/30/2022

This box now
holds all events
tied to vendor —
Search to Add all
events here

oimig

t Contact Manager
Sort By: Select a Category

Crwner Namea: Summer Stephens
Title: FIC/Manager

. ;
m Invoices

Mo records found

g Mote to File Manager

= Actions

vk
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From the top menu, select Permitting Tools > Temporary Event Vendor

/-l ! j Oregon Master Dashboard ~ Permit Manager ~ Complaint Manager ~ Permitting Tools ~

m Event Manager Address Manager
Contact Manager

Establishment Manager

Address :: Event Manager
Address: 1075 NW Northrup St County: Wallowa —’ Temporary Event Vendor
#2712 Portland OR 97209 Water System Jurisdiction: Note to File Manager

Click the Add New button:

f / 5 Oregon Master

©® Temporary£tvent Vendor

Add New Actions -

Fill in the Facility Information section for the vendor.
l—/: ‘Oregon Master Dashboard Permit Manager Complaint Manager Permitting Tools ~ Aceounting Tools ~

@ Temporary Event Vendor
* Assigned To. Search to assign user...

Facility Information
Vendor ID: e
* Facility Name:
* Status:
* Billing Type:
* Facility Type:
Facility Description

* Primary Phone Number

Facility Email n

Recipient Email Edit Delete

Scroll to the bottom (skip over the other sections) and click Save. This will reload the form
and populate the workflow panels on the right side of the form.

Interpreter Needed?:

You’ll want to populate the owner information in the Contact Manager workflow panel on the
right side of the screen, just like we do in the Permit Manager for a routine licensed facility. Click
Actions, and either ‘Add New Record’ if it's @a new owner or ‘Search to Add’ if it's an existing
owner.
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t Contact Manager

Sort By: Sele¢ @ Add New Record
Owner Name: Breeann Glag (4 Add New Record in Tab
Title: Owner Q, Search to Add

= Refresh

Next, we'll fill out the remaining fields on the left.
The Event field should be kept populated with the event that you need populated on the License.
You can do so by clicking “search” and typing in the event name and adding it.

@ Temporary Event Vendor

Event i

No records found ‘

To remove event so that you can add a new event to the license, click “remove” and add the
new event.

Name: 2022 Chief Joseph Days Address: 1075 NW Northrup St

Rodeo Portland OR 97209
Location Description: Start Date: 07/22/2022
End Date: 07/25/2022 Event Hours: 5pm-11pm

Event ID: TEMP-1056

Create New Search Remove

The Issue and Expiration Date for the facility will also need to be kept current with the event
that is attached in the event box so that the license is populated correctly.

Operating Information
* Application Date: 05/10/2022
* Issue Date:
* Expiration Date:

Time of Operation:

Each time that the Issue and Expiration Dates are changed, a PDF version of the license will
save. Since we have restructured the parent relationship, we do have a ticket in to fix the name
structure since that is no longer working correctly. The PDF will be saved, the event name will
not be correct until that ticket is addressed. You may also download the license and upload it
yourself if you wish so that you can name is appropriately.
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Adding a Vendor to the Event

If the vendor already exists and is permitted in your system, you can add them to the event by
clicking Actions > Search to Add on the Event record

/-l L / Oregon Master Dashboard Permit Manager
f&% Event Manager
Address &

Address: 1075 NW Northrup St County: Wallowa

#2712 Portland OR 97209 Water System Jurisdiction:
Sewage System Jurisdiction: GPIN:

Tax Map Number: Physical Location Description:
Water District: Type of Address: Owner/Billing

Search Remove Create New

Event ID: o

Type in the vendor’s name and press the plus sign to add them to the event.

@ Temporary Event Vendor

==
v+

= Actions.

X Close Search

Sort By: Select a Category

Name: Allison’s Test Temp Vendor - Fair
sue Date: 02/02/2021
jration Date: 03/31/2021

4]

Vendor ID: T3110:
Owner Name:
Owner Address:
Owner Phone:
Event Hours (N):
Event Name (N):
Event Address (N):

Adding Events to a Vendor

Complaint Manager

Permitting Tools = Accounting Tools = Applications ~

@ Temporary Event Vendor

Sort By:

User Tools ~ Admin Tools =

& Summer Stephens ~

home > entry

S¢  Q Add New Record

Name: Alison's Tt [ Add New Record in Tab

Search to Add

|j Name: Anna's Let 2 Refresh
—! Vendor ID: 1025

& Print Checked

&, View Recent Print Batches

You can also add an event or multiple events to the vendor through the vendor workflow panel.

First, we’ll go to Permitting Tools > Temporary Event Vendor

f / I / Oregon Master Dashboard

1‘.*.’( Event Manager

Address N

Address: 1075 NW Northrup St
#2712 Portland OR 97209

County: Wallowa
Water System Jurisdiction:

Permit Manager Complaint Manager Permitting Tools ~

Address Manager
Contact Manager
Establishment Manager
Event Manager

’ Temporary Event Vendor

MNote to File Manager
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Select the appropriate vendor from the list screen by either searching or filter until you find the
needed record:

@® Temporary Event Vendor

Add New HHOPW- Actions ~ @ You have pending drafts.

[ MName Issue Date , Expiration Date Status Type of Facility Vendor ID Owner Name
O  Summer's 06/06/2022 06/20/2022 Permitted = Seasonal T311081 Tim Smith
Corn Dog
Stand
O | Summer's = 05/26/2022 05/27/2022 Permitted = Seasonal T311079 Breeann
New Test Gladden
endor
May 2022

On the right side of the screen, find the Event Manager workflow panel and click Actions >
Search to Add

Permit | -

a Inspection Manager

No records found
m Event Manager

Mo records found © Add New Record
[ Add New Record in Tab

w Q, Search to Add

£ Rafresh
Sort By: Selet

Owner Name: Breeann Gladden

Type in the Event’s name and click the plus sign next to it:

v - ———

‘ 2022 Spring 4l Q Search

» CIOSEV
e: 2022 Spring Fair

o Address: 1234 Tester Road Parrott VA 24132
Location Description:
Start Date: 05/03/2022
End Date: 05/17/2022

Fuant Hanre:
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Adding and Paying License Fee

Note: If you've just added in a new contact/owner, clear your cache when you return to the
Permit Manager before entering an invoice so that the system is refreshed with the new owner
information included

Creating an invoice will generate a record of what is owing so you can make the payment. Go to
the Invoices box on the right-hand side of the view and select Add New Record:

. ) —_

Mo records found

Enter the Invoice Date (usually today’s date) and a due date (today’s date if they have already
given you their payment), then click the plus sign to add fees:

Invoice Due Cance

(New Entry)

*Invoice 0312512021
Date

Parent Account

Account Owner:

* Due Date 031252021 = Erica Owner Van Ess
B
$0.00
Fees n Address:
Owner Way Portland OR 97232
Fee Quantity Amount Reverse Reverse Account Number:
Comments 1363

Select the applicable fee in the dropdown and then Click Add Fee:
[ =

Fee Quantity Amount Reverse Comments Reverse

Annual 1.00 45.00 a

“Total | 8
Amount Paid
Balance
Invoice Number
Note
Permit

Mo records found

Temporary Event Vendor

Name:
Erica's Elephant Ears

05/3012021
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Then click the Save Invoice button in the upper right-hand corner:

$0.00
Fees D Address: Cancy

123 Erica Qwner Way Portland OR
Fee Quantity Amount Reverse Reverse Account Number:

Comments 1363 Va

Note: If a vendor pays for several events at once, be sure to apply a payment for one
event at a time and then print/pdf the permit between each payment. This will ensure
each license has the correct payment amount for that event.

If you are posting a payment immediately, you can click Make a Payment in the upper right hand
corner. This will take you directly to the Payment screen:

Balance 5 4500

Payment History D

" Payment Date

" Amount:

Payment Mathod

Fees E@

Check Number:

Click Save Account in the upper right-hand corner of the screen to save the record and generate
the permit.

Use the back arrow on your browser or open the facility from Permitting Tools>Temporary Event
Vendor and you can print/email the permit from the Permit Manager screen.
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Temporary Restaurant License Mapping Example
Example of mapping of your temporary restaurant license:

[ Facility Type (Temp Vendor] + Billing Type (Temp Vendor) ]

[

r Oregon Health Authority
( seasonal For Profit Temporary |

Health et

Licensa Fee Paid: 30.00
Reference §:

[ Event Name [Event Manager)

Facility Name (Temp Vendor) +
Event Address (Event Manager)

Allison Temp Owner Bonato-Garcia

o e ) L -
Owiner Name + o ) Andre Clamse WFLLOD

Owmer Address +
Primary Phone

1
THIS LICENSE IS NOT TRANSFERABLE AND MUST BE POSTED IN A CONSPICUOUS PLACE
L

1
i

Event Hours (Event Manager)

Viewing Existing Event and Temporary Event Permit Records
Use the top navigation to access existing events and temporary event permits.

Dashboard Permitling Tooks - Complaints - Accounting Tools - ‘actor - User Tools

Address Manager
Contact Manager
Misc Permit Activity

Permit Manager -

Risk Assesamant

Frequently Visited

Site Manager

ger Temporary Evant Permit Manager
Enforcamant Activity 1wt

rager Training Class Site Manager
Flan Reviews :

Ay Ingpaction Manager Training ToolsHelp

Use the keyword search to look up an existing record. Once a record is found, simply

click on the record to open and view.
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License Proration/Entering Facilities after
Running Renewals

Step 1: Adding in pro-rated facilities for the current year.

Note: You will need to follow these steps exactly for the system to process both the
pro-rated and following year’s invoices/licenses correctly. If your county does not pro-
rate licenses, you can skip to Step 2.

1. Add a new invoice as you normally would, with the Invoice and Due Date as the
current date (do not enter a due date of 12/31/25). Enter the new facility as you
normally would and when creating the invoice, select the correct billing type for
the facility, type the pro-rated fee amount over the existing annual fee and then
add “Pro-rated fee” as the Fee Note:

* Invoice Date: 11/06/2025

* Due Date: 11/06/2025

Fees

* Fee: Restaurant (0-15 seats), Annual - $$530.00 v
Quantity: 1
Amount: 26500
Facility ID:
Facility Name:

Facility Address:

Fee Note: [ Prorated Fee ]

Keep 10 40 Characters or Less

Last Modified By: Select an Option

Click Save Fee at the bottom left.

3. Click the green Save Invoice button and then the blue Make Payment button at the upper
right and enter their prorated payment:

N

ance Make Payment

4. Finally go back to the Permit Manager for the facility and print the pro-rated license for
this year. Ensure that the issue and expiration dates are correct (you will need to
manually change them to reflect 2025 after your renewals have been run).

Step 2: Save Copy of Prorated License

5. Make a small change to the Expiration Date by clicking on the calendar (like changing the
date to 12/30/202X and then back to 12/31/202X) so it will allow you to save the record
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6. Click Save at the bottom of the screen and accept the popup message asking to “generate
a historical PDF snapshot” (which is just a copy of the license):

occtl.next.hscloudsuite.com says

Do you want to generate a historical PDF snapshot?

Cancel
7. Clear your cache

8. Make sure that you now see a PDF of your pro-rated license in the attachments
with today’s date/time for the facility (if you don't, try clearing your cache again or
changing the date and resaving once more):

‘@Atlachmenls ‘ Q| “E“

D Original File Name Comments Folder Uploaded By Date Uploaded Date Last Modified Last Modified By Internal Use Only

D permit-12-31-2024 pdf Permit HS GovTech REST API 12/20/2023 943 pm 12/20/2023 9:43 pm HS GovTech REST API

Step 3: Creating Renewal and Applying Payment to Next Year’s
License (new or existing)

9. Add a new invoice for next year’s license amount owing. If they have paid already, then
you can just apply payment like normal. If they need a renewal mailed to them, click on
the Annual Renewal in the HSDocs Print Forms workflow panel on the right.

Applying Payments (3 options)

1) Batch Payments: To apply multiple payments at a time by
account number OR invoice number

Go to Accounting Tools>Payments Reporting:

armitting Tools « Accounting Tools «

Financial Account

Invoices

Fee Schedule

Payments

Bulk Invoicing

Fees Reporting

Remittance Manager
Financial Account Reporting

Invoice Reporting

I Payments Reporting I
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Then go to Actions>Bulk Import New Records:

o2 Payments

Add New ‘ Actions «

Messaging Options e
Mass Email Communication
Print Actions
Print Checked
Print Checked (HSDocs)
Text & Mapping
Send via Text

Data Actions

This will open a grid that will allow you enter Payment Date, Amount, etc... where you can enter
as many checks as you have in one batch.

IMPORTANT: You should enter either the Invoice Number or the Account Number,
NOT both. It has to be one or the other. You will want to use Account Number if you
are applying a big check to many facilities owned by the same person. It will apply the
amount entered to each outstanding invoice for that owner.

Payment Date Amount Payment Method Check Number Received Note Receipt Number Invoice Number Account .
i 12/15/2022 100 Check 1234 Mai IGNORE THIS FIELD 78910
2 Select a Method
3 Select a Method
4 Select a Method
5 Select a Method
6 Select a Method
7 Select a Method
8 Selecta Methed
9 Selecta Method
10 Select a Method
1 Select a Method
12 Select a Method
13 Select a Method
14 Select a Method
15 Select a Method
16 Select a Method
s Select aMethed
18 Select a Method
15 Select a Method

B8 Flatfile Powered. [LEAgH HigaE m

After you are done entering data, click Continue and it will apply the payments to the invoices
(or acct number) that you entered in each row.

Note: It is helpful to have this view open on one screen (or split screen) and the Invoice
Reporting view open on another for a reference to find either the invoice or the account numbers
quickly.
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2) Financial Account for the Owner
Start in Accounting Tools>Financial Account:

Permit Manager Complaint Manager Permitting Tools - Accounting Tools -

Financial Account

Here you can easily apply payments for all facilities with one owner. Search for the owner’s
name in the left-hand side of the screen and then click on their name to open their account:

Financial Account [

=W Heporing View

=

0 of 3 Accounts selected (3 fotal) =L
Account Owner Balance
O I Erica Cwner Van Ess I 3955.00

a7

Addrass: 123 Erica Owner Way Portland OR 97232
Accoeunt Number: 1363

When applying fees for multiple facilities under one owner be sure to click on each one in the
gray Fee Selection box. If there are several facilities, you will have to scroll down to see/select
them all:

Balance

$888.50
Balance
Balance s 83850 $888.50
Payment History n Balance = 88350
* Payment Date: |03/17/2021 Payment History n

* Payment Date: |08/17r2021
* Amount: 228 K0
* Amount: 288 50

Payment Method: Payment Method

Fees E Fees Bl
Fee unt: $241.00 § $241.00

- 'Check Number:

Then search for the next owner and do the same thing until all the payments are entered.

3) Invoices List View

This method is easier if you want to be able to see the facility ID and/or invoice number while
you are applying payments.
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Start in Accounting Tools>Invoice Reporting:

This will take you to a list screen where you can see all the invoices and are able to search on
facility name, facility ID, invoice number, etc.

g Invoices

Add New
[J DueDate ., Balance

O | 127312021 $150.00

Click anywhere in the record and it will open the invoice where you can click the “"magic penci

Actions ~

Account Owner Name

Summer Stephens

Invoice Date

10/28/2021

Invoice Number Total Due Facility ID

1611 $250.00 1338

to take you to the owner account to post the payment like you normally would.

III

After applying the payment, click the browser back arrow twice to take you back to the invoice

list screen to apply the next payment.

Adding a Credit to a Renewal Invoice for an
Overpayment from Previous Year

1. Go to the Financial Account where you can see the payment history
2. Find the receipt for the line item with the overpayment
3. Click on the Payment Allocation funnel icon:

Balance

$1,738.00

Balance $

Payment History

1 Note Receipt
Number

5168
5169
2261
5170

6024

Reverse

5 L L RS )

1738.00

1

Refund Refund  Applied Print
Amounts  To
$ T B
—S T =]
H T 8
$ 2 4 B
$ T =)

Parent Contact

Owner:

Prime Administration, LLC - Oswego Pointe Apts
Title:

QOwner

Primary Contact Name:

Central Accounts Payable - Oswego Pointe Apts
Owner Address:

PO BOX 360859 Los Angles CA 90036

Primary Phone:

(503) 635-9100

Cell Phone:

Contact Email Address:

Related Permit:

Rolated Event:

Account Balance:

$1,738.00

4. You will then be able to see that you have more funds to be

allocated:
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Fees Payment Applied To

Payment of $505.00 applied to $280.00 in fees

Invoice Fee Quantity Amount

5355 Seasonal Spa (Additional, 1 280.00 i
Limited Use)
of $280.00 applied

-.-—-_._-_.—-____-___’ Apply Paymant to Feels)

Close

Click the "Apply Payment to Fees" button and apply it towards the new invoice

Then go to the invoice for the facility and it will now show the true amount owing for next
year with the credit added

7. Print the updated invoice

o w

Applying Credits (not recommended)

HealthSpace recommends only applying credits when absolutely necessary. It is a better
practice to refund overage amounts at the time of payment, so you don’t have to track these
fiscal issues over time. Another options is to add in the full payment submitted (including

excess) and leaving the owner showing a negative balance reflecting the overpayment as part of
their record.

Note: When you have an over payment, be sure to only enter the payment amount that is being
applied at the time of payment. For example, if the financial account/invoices have a balance of
$100, but you have a check for $150, you should only post the $100 payment.

Logging a Credit:

1. Go to the Billing/Owner contact on the Permit Manager screen.

2. Scroll down to see the Credits Available/Credit History reload box. Use this to log the
credit to this financial account (due to overpayment, etc.):
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&> Oregon Master Dashboard ~ Permit Manager ~ Complaint Manager ~ Permitting Tools ~  Accounting Tools ~  Applications = UserTools ~  Admit
0 of 15 Accounts selected (441 total) i - Qumer:
Payment HIStory Erica Owner Van Ess
Balance Balance ~  Payment Check - Title:
Date Amount Payment Reversal Number Received Nc Billing, Owner
O 51.530.00 $1.530.00 Method  Reason Primary Contact Name:
Owner Adaress:
Account Owner: Guadalupe Suarez 122212022 | 805.00  Check 1234 Mmail 123 Erica Owner Way Portland OR 97232
Credit Availabic: $0.00 Primary Phone:
Address: 123 Guadalupe Way Salem OR 97305 11/17/2022 25500  Check Test#1  In Office (111) 2223333
Account Number: 1415 Cell Phone:
Health District Name: 08/09/2022 | 53000  Check 5555 B0 (222) 3334444
Health District Address:

Contact Email Address:

Health District City ST ZIP: | Pe craig.geddes@dhsoha.state.or.us
Invoice Date:

Invoice Number: 11/17/2022 = 255.00 Check Test#2  In Office
Amount Paid: $0.00

Permit Number : 10/14/2022 2.270.00 Money

Establishment Name: Order

Establishment Address:

Attachments

Payment Date:
Payment Method:
Receipt Number: 4 4

Fee Description:

Fee Amount: 50.00 Account 1363

Owner Email: Record History
Contact Email Address

< » - No records found

o anan annn T [ credits Available/Credit History 12122/2022 05:43 PM PST - Erica Van Ess
Load Next 25 Accounts No Changes
Credit Reason Credit Credit Reason E [ Comment:
Date  pqgded or AMOUNt ¢orcredit  Source  and Source Notes Balance Automatically Recalculated
Used 12122/2022 05:12 PM PST - Erica Van Ess
No Changes
Comment:
Balance Automatically Recalculated
Total Credit
Available for 12122/2022 05:01 PM PST - Erica Van Ess
Use Balance: -785 > -1590

Comment:

3. Enter the payment amount ($1(TJ in this example) as normal.
4. Then click the green plus to add the credit amount below ($50 in this example):

Balance

$0.00

Balance $ 000

Payment History
Re

Payment Check

Date Amount Payment Reversal p,mnher Received Note Receipt
Method Reason Number

01/13/2023 100.00 Check 3424 In Office 1637 2

Account Number Lt [+

Gredits Available/Credit History n

Date: 01/13/2023 x

(Credit Added or Used:

Amount: 50.00 >

Reason for Credit:

Credit Scurce: | Check ¥

(Credit Reason and

[Source Notes:

m Gancel

When complete it will show the account paid in full (balance of $0) and that there is a credit for
this owner/financial account that is now available for use:

Rev. 11/25



Office Manual - CloudSuite Page 41

Balance

$0.00

Balance $ 000

Payment History
Payment Check Re
Date Amount Payment Reversal y,nhper Received Note Receipt
Method  Reason Number
01/13/2023 100.00 Check 3424 In Office 1537 ko]

Account Number 9% s
Credits Available/Credit History n n
Date Credit Reason Credit Credit Edit Delete
Addedor  Amount for Crodit Source  Reason and
Used Source Notes
01/13/2023 Added 50.00 QOver Check ra x

Payment

Total Credit 50.00 £ h

Available for Use

Assigned To Search to assign user

Applying Credit Balance to an Invoice

1. When it's time to apply a credit balance to another invoice and fee, you will use the

Payment History entry, but you will select Credit Balance as the payment method:

Balance § 000

[ Payment Date:  01/13/2023

Payment History n

" Amount:

* Payment Metho . Select a Method
Cash
Fees Check b}
Credit Card
" Money Order
<—
[Check Number:

Received:

Note:

Receipt Number:

]

2. Save payment.

3. Then, you will use the “Credit Available/Credit History” reload to log that you used some
or allof the credit available. Enter the date, that credit was Used, and the amount used.

You may also enter Credit Reason/Notes.

You must enter a NEGATIVE number in the amount:
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Credits Available/Credit History ‘ n
Date:

[Credit Added or Used:
Amount: =

Reason for Credit:

(Credit Source:

(Credit Reason and
[Source Notes:

|:I Cancel
| Credits Available/Credit History n 1
Date Credit Reason = Credit  Credit Edit Delete

Addedor ~ Amount o Credit Source Reason and
Used Source Notes

01/13/2023 Added 50.00 Over Check rd x
Payment

02/01/2023  Used -50.00 s x F

0

Total Credit % c

Available for Use B

Note: The "Total Credit Available for Use” always updates automatically based on proper
entry into the "“CreditAvailable/Credit History” reload. Be sure to enter a negative number
when noting credit was used.

Batch Printing Licenses

When you enter many payments with bulk payments or use online payment methods through
HealthSpace, you will want to batch print licenses so that you don’t need to open each facility.

After Bulk Payments

Note: LPHAs using online payments should generate their batches of licenses each morning for
the previous day (instead of doing this at the end of the day) to catch any licenses paid during
hours the office wasn’t open.

1. Go to the Permit Manager and click the Filter By button

2. Choose Permitted and Date Payment Posted = yesterday’s date (if you do online
payments) or today’s date (if you are entering all your payments manually and want to
print the batch at the end of the workday).

3. You can also do a date range to include the weekend or if you haven’t printed in a couple
days.

4. Then select all the facilities showing from the filter and go to Actions>Print Checked>Print
Together and it will generate all of them in one PDF that you can send to the printer.

NOTE: If you created a facility which was prorated and had the prior year’s Issue

and Expiration Dates, it will also be on this list and you must unselect it prior to

printing (for example, during 2025 renewals you generated a 2024 license for a

facility this will show up on the list incorrectly).
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Fee Exempt Licenses

1) Open the Permit Manager
2) Filter on:

a. Status: Record Equal to One of More Values (Default) - “Permitted”

b. Billing Type: Record Equal to One or More Values (Default) - type in Exempt

and select all Fee Exempt Food Service (i.e. Mobile, Restaurant, etc).

Billing Type

Record Equal to One or More Values (Default)

exempt

[ ] class 3 (FeeExemptFood Service)
[ ] commissary (FeeExemptFood Service)

\:\ Restaurant (FeeExemptFood Service)

Billing Type

Record Equal to One or More Values (Default)

Class 3 (Fee Exempt Food Service) x Commissary (Fee Exempt Food Service) x

Restaurant (Fee Exempt Food Service) x exempt

Class 3 (FeeExemptFood Service)
Commissary (FeeExemptFood Service)

Restaurant (FeeExemptFood Service)

X

3) Select all the records:

Filter "Status’ Equal: W
Permitted

Filter "Billing Type" Equal ]
Restaurant (Fee Exempt Food Service)

Facility Name * Owner * Facilty Address ~ City Billing Contact ~ Billing Email Status ~ Program  OwnerAddress  FaciltylD ~ Biling Type - AssignedTo  NextRoutine Inspection Due ~  NextInspection
Brookings Brookings 540 Pacific Avenue Brookings PO BOX 697 Restaurant (Fee ,
Presbyterian Presbyterian  Brookings, OR Brookings ~ Presbylerian Permited  Food Brookings OR 081271 ExemptFood 0 100712022 10/0712022
ChurchKitchen ~ Church 97415 Church 97415 Service) 2
1600 Chetco Avenue PO Box 6519 Restaurant (Fee
Church of the Assigned
o Kris Hayne  Brookings, OR Brookings ~ Kris Hayne Ieightonlois@gmail.com Permited  Food Brookings OR 081268 ExemptFood o0 091172022 09/1172022
97415 97415 Service)
. StTimotny's 401 Fir Street . 401 Fir Street Restaurant (Fee
2‘ ITS'L":‘:‘Y Csnurch Episcopal  Brookings, OR Brookings :‘ ITS‘;":‘:IY Csnurcn office@sttimothyepiscopal.org  Permitted  Food Brookings OR ;:’;';GH Exempt Food ::‘gz:)‘: 06/17/2022 06/17/2022
e Church 97415 ey 97415 Service) &
Star Of The
820 01d County Rd 820 Old County Rd Restaurant (Fee
Cments = Brookings, oRty T SR astor@sosstc. o Permitted  Food Brookings DRy Ry Exempt Fou(d L= 06/08/2022 06108/2022
Catholic Church  Catholic & 9% Catnolic Church P -0 9 AF6RZJ P! Inspector
97415 97415 Service)
churen
Trinity 1200 Easy Street PO BOX 1199 Restaurant (Fee
g’:g:"mm” Lutheran  Brookings, OR Brookings g’::ihwme'a" randyloring1957@gmail.com  Permitted  Food Brookings OR 081262 Exempt Food ::5:‘22‘?[ 0311512022 0311512022
Church 97415 97415 Service) 2
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4) Choose “Mass Update Selected Records” from the Actions button:

& Print v ‘ ¥ Filter By

Export Functions

[, Export Checked To CSV

[@ Export Checked To Excel

[@ Export All Records To Excel

Messaging
& Send Mass Email

© Send via Text

Data Actions

oo Map/Route Selected Records

[# Mass Update Selected Records

BB Quick Edit Selected Records

W Delete Selected Records

5) Under Issue Date, put in the new licensing period’s issue date (i.e. 01/01/2025)
6) Under Expiration Date, put in the new licensing period’s expiration date (i.e.

12/31/2025)
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Mass Update (5 records)

Required fields are marked with an asterisk *

Assigned
To:

Program:

Billing Type:

Issue Date:

Expiration
Date:

Status:

Issuance
Reason:

Inspection
Frequency:

‘ Select an Option

‘ Select an Option v‘
‘ 01/01/2025 &

‘ 12/31/2025 &

‘ Select an Option v‘
‘ Select an Option

{Every X' Months)
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7) Select “Continue”.
8) Once the mass update has been completed, all the records should still be selected.
Choose "Print Selected Records” under the Print button.

II = Print+ | WFiterBy | BR

ie  HSCloud Printables ”

= Print Selected Records [

9) Once the process has completed, then select "Download Last Print Batch” under
the Print button (this will not populate until the process has finished). Then choose
“Together”. This will download the last print batch to be printed.

= Printw | ¥ Filter By | B Rep

HSCloud Printables

1 T ke

= Print Selected Records
| = View Recent Print Batches i

& Download Last Print Batch

Choose HSCloud Printable

Permit & Individually ‘ & Together

‘ Cancel ‘
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Generating Second/Third/Final Renewals

1) Go to Accounting Tools>Invoices
2) Click View Reporting View:

/—/‘ / Oregon Master Dashboard

@ You have pending drafis

& Q
0 of 15 Invoices selected (387 total) = Actions
Due Date Total Due
O 1210972020 $1,275.00

3) This will show you a list of all the invoices in the system
4) Click the Filter By button and filter on 12/31/20XX (current year) due date and Balance>0
to show all outstanding renewals. This example is for the 2023 renewals:

VN .
hid Invoices

Default View 8 Unpaid Invoices &%

B AddNew = Y Filter By = [ Reporting Fields = [0 Columns & Sort

Filter "Due Date" Equal: X
12/31/2022

Filter "Balance" Greater Than: X
0

Filter "Permit Status" Equal: X
Permitted

You may want to filter to exclude General and School here if you have any invoices in
place for those programs.

5) Make sure you have included all records by increase the number of records at the bottom.
In this example, you would increase it from 50 records per page to 500:

Showing 1to 50 of 439 rows | 50 - | records per page

6) Sort on the Owner name by clicking Account Owner Name until you get the blue triangle
pointing up to sort in Ascending order:

() Due Date Balance Account Owner Name E

Filter "Due Date" Equal: X
12/31/2022

Filter "Balance" Greater Than: X

0
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7) Click the check box at the upper left of the list to select all:

DueDate + Balance = AccountOwnerName  Invoice

$530.00 Berenice Garcia 1072820

123172021 | 5250.00 Summer Stephens 1028720
12131/2021 $600.00 Douglas P Witherrile 102821

12/31/2021 | $600.00 The Blythe Cricket, LLC 1028720

8) Go to Print>Print Selected Records and select Print Together for the row with the form you
want to use (Second Notices in this example):

= Actions BAddNew Yr
HSCloud Printables 7

Filter "Due Di H]

12/31/2022 & Print Selected Records

Choose HSCloud Printable

Invoice £ Individually =~ & Together £ Same Page
Final Notice £ Individually =~ & Together & Same Page
Annual Renewal 8 Individually =~ & Together £ Same Page
3rd Notice & Individually & Together & Same Page

2nd Notice £ Individug £ Together B Same Page

9) Then go to Print>Download Last Print Batch to download the batch:

HSCloud Printables
Filter "Due Di
‘ 12/31/2022 & Print Selected Records

i= View Recent Print Batches

Due Da

I 3 Download Last Print Batch I

- B = e

10) Click on the file, and it will open the PDF of the printables to print and mail.

Assessing Late Fees

For those of you new to Environmental Health, the Food Program late fees can be assessed after
January 1 and for each month after. The Tourist Program late fees are assessed on January 15t
and then for each 30 days after. Be sure to talk to the EH Manager to see what has been done
historically as far as a grace period before assessing fees, etc. because that can vary from
county to county.
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1. Start in Accounting Tools>Invoice Reporting

Permitting Tools « Accounting Tools - User To

Financial Account
Invoices

Fee Schedule
Payments

Bulk Invoicing
Fees Reporting

Financial Account Reporting

I Invoice Reporting I

2. Click on Filter By button and use on Due Date=12/31/XX, Balance>0, Permit
Status=Permitted:

B Add Mew Y Filter By = B Reporting Fields | [ Columns & Sort

Filter "Due Date" Equal: x Filter "Balance" Greater Than: X Filter "Permit Status” Equal:
12/31/2023 0 Permitted

(NOTE: You no longer need to select Food and Tourist Facilities separately)

Make sure all records are showing on the screen by adjusting the dropdown at the bottom
left of the screen:

Showing 1to 102 of 102 rows = 150 =  rows per page

3. Click the checkbox at the upper left of the list to select all:

Default View & Owing Facilities &%

& Printv B AddNew = Y Fiter By H Reporting Fields = [ Columns & Sort = @A

Filter "Balance” Greater Than: %
0

Filter "Permit Status” Equal: X

Permitted

Filter "Due Date™ Equal: X
12/31/2023

» Due Date Balance Account Owner Name Invoice Date Invoice Number Te
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4. Go to Actions>Apply Late Fees:

= Printw | @ Add New

‘ Export Functions

I, Export Checked To CSV

[® Export Checked To Excel

@ Export All Records To Excel
Messaging

& Send Mass Email

& Send via Text

Data Actions

# Mass Update Selected Records
(@ Copy Selected Records

Custom Scripts

IE Apply Late Fees I

W Delete Selected Records

a. Click the blue “Add New” button.

b. Select Late Fees:
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NOTE: If you are adding late fees to all facility types continue with Steps i and ii
below. If you are adding late fees to food only, complete Step i and then continue to
Step 5. If you are adding late fees to tourist only, complete Step ii and then continue
to Step 5. If you are adding any other late fees (i.e. pools/spas), complete Step iii

before continuing to Step 5.

i. Food: Select “Late Fee, Food Program” from the list, add Fee Notes (it's
recommended that you add the Month and Year), and press the green “Save

Fee” button.

Mass Update (14 records)

Required fields are marked with an asterisk *

Fees

Fee Quantity Amount % Reasonfor Fee  Facility associatedF

Amount Adjustment Note ID

Assigned - ‘
To: J
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Mass Update (14 records)

Required fields are marked with an asterisk *

Fees

* Fea: | Late Fee, Food Program - $5100.00 v

Quantity: | 1 ‘

Amount: | 100.00 ‘

Fee Note: I| January 2025 |I

Keep to 40 Characters or Less

o
Assigned ‘ - ‘
To: - J

o

NOTE: If you are adding late fees to all facility types DO NOT select Continue. If
you are adding late fees to ONLY Food facilities continue to Step 5.

ii. Rec Park, Traveler's Accommodations and Org Camp(use these instructions if
you charge 50%, if you use a flat fee follow Steps above for the Food late
fees):

1. Click the blue “Add New” button.

2. Select “Late Fee, Tourist Program” from the list, Type in 50 in the %
Amount field, add Fee Notes (it's recommended that you add the
Month and Year).

Mass Update (14 records)

Required fields are marked with an asterisk *

Fees
* Fee: ‘ Late Fee, Tourist Program - $$0.00 v
Quantity: ‘ 1 ‘
Amount: ‘ ‘
e IE |
Fee Note: ” January 2025 ‘l
Keep to 40 Characters or Less
e
Assigned ‘ - |

To:

oo

3. Click “Save Fee”.
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NOTE: If you are adding late fees to additional facility types DO NOT select
Continue. If you are adding late fees to Food and Tourist facilities ONLY continue to
Step 5.

iii. Pool/Spa Late Fees (if applicable):
1. Click the “Add Fee” Button.

2. Select “Late Fee, Pool/Spa”. Follow Step i for a flat fee or Step ii for a
percentage as necessary.

3. Click “Save Fee”.

5. Select "Continue” and then “Confirm Mass Update”. The system will then run through
each record add the correct fee.

6. To Print, filter on same items as above

7. Click the box in the upper left of the screen to select all (double check at the bottom to
make sure all records are showing and not just 50)

8. Go to Print>Print Selected Records under HSDocs Printables (if you are emailing skip this
step and see Mass Emailing Invoice/Renewals):

= Printr | @AddNew | ¥

| HSCloud Printables |

= Print Selected Records

HSDocs Printables

I
| &= Print Selected Records |

9. Choose Final Notice and select Print Together to group all the renewals by owner.

Queue Print Documents

14 records selected

Annual Renewal Final Notice Second Notice Third Notice Invoice
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10.Then go to User Tools>Print Document Manager:

Permitting Tools +  Accounting Tools +  UserTools +  Admin Tools +  HS Analytics

Permissions Manager

=

search

Time and Activity Manager

[¥5]

Conversation Manager v

Office Manager
Reporting Library
Contact Repaort
me Permit § Reference Library ‘rogram Permit Type Ti
Form Letter Library

|brosia

= Permitted Form Letter Manager

Class 4 (Mobile-

- Sel-Contained)

Support: System Guides and Help (4

11.Click on “"Request Combined PDF” on the Print Orders tab once the process is Done.

J Print Orders

‘ File Requests

Final Notice
Created: 01/06/2025 3:58 pm 14 of 14 processed

Request Zip ]

Request Combined PDF ]

12.Click on “Download File” on the File Requests tab once the process is Done.

Print Orders File Requests

Final Notice (combine) m Download File
Created: 01/06/2025 4:02 pm 1 of 1 processed

13.The printable will now download on your computer.

Mass Emailing Invoices/Renewals

Some counties may choose to email their invoices rather than print and mail them. This process

can be completed following the generation of Renewals or after Assessing Late Fees.

1. Start in Accounting Tools>Invoice Reporting:
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Permitting Tools « Accounting Tools ~  UserTo

Financial Account
Invoices

Fee Schedule
Payments

Bulk Invoicing

Fees Reporting

I Invoice Reporting I

Payments Reporting

2. Click on Filter By button and use on Due Date=12/31/XX, Balance>0, Permit
Status=Permitted:

B AddNew Y Filter By | B Reporting Fields | [ Columns & Sort

Filter "Due Date” Equal: x Filter "Balance™ Greater Than: x Filter "Permit Status"” Equal.
12131/2023 0 Permitted

x

Make sure all records are showing on the screen by adjusting the dropdown at the bottom

left of the screen:

Showing 1to 102 of 102 rows 150 =  rows per page

3. Click the checkbox at the upper left of the list to select all:

Default View & Owing Facilities &%

& Printv B AddNew = Y Fiter By H Reporting Fields = [ Columns & Sort = @A

Filter "Balance” Greater Than: %
0

Filter "Permit Status” Equal: X

Permitted

Filter "Due Date™ Equal: X
12/31/2023

Due Date Balance Account Owner Name Invoice Date Invoice Number Te

4. Click the blue Actions button and select Send Mass Email.
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&= Print+ @ Add New

‘ Export Functions

& Export Checked To CSV
(£ Export Checked To Excel

[£) Export All Records To Excel

Messaging

I = Send Mass Email I

& Send via Text

Data Actions

[ Mass Update Selected Records
BB Quick Edit Selected Records
I Copy Selected Records

W Delete Selected Records

5. Input the email subject and message. Choose what ‘Printable’ you want to attach (i.e.
Invoice). Click Send Email.
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Send Message

To 7 Selected Records 1 Recipient

eric.evans@oha.oregon. gov X

john.doe@example.com

Subject

I Invoice I
Message

B I &S = = = = ¢ B A A A = i=

B A BE &

Il
|
*
J
0]

Flease find the attached invoices.

Printables

| Invoice vI

Attachments

Choose Files | Mo file chosen

Send Email Close

Canned Reports — These are still in progress

The pre-built reports we have run routinely over the years are found in User Tools>Reporting
Library:
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Accounting Tools ~ User Tools ~

Permissions Manager

User Manager

Time and Activity Manager
Office Manager E
System Guides and Help (4

-ogra Reporting Library _

Reference Library

200 Form Letter Library

Form Letter Manager

Then you will see all the reports listed in the left-hand menu and you can enter the parameters
for each and run them as needed:

f/: Oregon Master

* Reporting Library

My Reports

Violation Frequency Report

Inspections Complete Over
Date Range

Temporary Event Report
Summary

Temporary Event Report
Details

Inspection Schedule Report

Public Information Request

HealthSpace is still building out a subscriptions feature that will allow us to request them to be
delivered automatically via email, so that is coming soon.

Overdue Licenses - Canned Report

Got to User Tools>Reporting Library>Overdue Licenses. Use the Invoice Due Date of the
current licensing year (2021 in this example) and click the Export down arrow in the right-hand
corner to push it to Excel where you will be able to see all the columns properly:
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@ Reporting Library

My REpOS Overdue Licenses

Fiers

Irrwoscie Due D

S20.02.91 a

Overdue Licenses

For myvoice dee date 2021.12.31

Overdue Licenses — Manual Pull

To pull this data manually, go to Accounting Tools>Invoice Reporting and Filter on Due
Date=12/31/22, Balance owing >0 and Permit Status=Permitted and select Apply Filter:

Filter By
Due Date
Date Equal to (Defauli) ~
12/31/2021 =
Balance
Number Greater Than One Value hd
0f =
Invoice Date
Dale Equal to (Default) w
Start Date =
Permit Status
Record Equal to One or More Values (Default) L
Pemmitted

This will show all the renewals invoices that have an outstanding balance in the system. Make
sure all records are showing on the screen (not just the first 50), then click the blue box in the
upper left-hand corner to select all records.

Go to Actions>Export entire record set to Excel. This will generate a spreadsheet of all the
owing facilities along with the owner phone numbers and email addresses. In Outlook, you can
simply highlight all the email addresses in the column and then copy and paste them into the
To: box of a new email, then click the Check Names icon and it will “clean” them all up:
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H —_—

File Message Insert Options Format Text (AN T 1T
g ORI = =" Q Q

7 & wrlz-mon| B8
Paste ) B T U . A, = — — = = | Addresy Check

b <] - - - I/ = Book | Mames
Clipboard = Basic Text Nares

E‘ From = Erica VAMESS@ dhsoha.state.or.us

Send Tao |

Note: This can be used for sending out a blast email reminder but will not send each owner
their actual renewal invoice. This functionality will be added but is not in place at this time.

Fiscal Reporting

For fiscal reporting, you will want to start in Accounting Tools and look at the views ending in
“Reporting”:

Permitting Tools - Accounting Tools ~

Financial Account

Invoices

Fee Schedule

Payments

Bulk Invoicing

Fees Reporting

Remittance Manager
Financial Account Reporting
Invoice Reporting

Payments Reporting

When looking for payment details, you will want to look at Payments Reporting or Payments to
see a list of all payments applied to an owner record/account. This is especially helpful when
owners have made partial payments.

Plan Reviews

The plan review section is intended to automatically pull in plan review application information
from the web portal. When operators enter this information online, it will come in directly to
your system for you to review and edit.
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If you are manually adding in plan reviews from paper files, you can just enter the Owner and
Establishment info and then skip all the fillable fields through the rest of the page and just save
the scanned plan review form as an attachment at the bottom.

**It is important to save your plan review documentation under the Plan Review box in the

workflow panel so that it will store them correctly for records retention purposes moving
forward.**
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Updating Fees

IMPORTANT: Do not change the names of any of the license fee types, as this will
break other parts of the system. Update the monetary fee amounts only.

1. Go to the Accounting Tools>Fee Schedule:

Permitting Tools ~ Accounting Tools ~ )

Financial Account
Invoices

Fee Schedule

2. This will pull up a list of all your fees. Make sure the view is showing all your fees by
looking at the bottom left and adjusting how many are showing on the page if necessary:

Showing 1to 88 of 88 rows = 100+ rows per page

3. Click the blue checkbox in the upper left of Description to select all:

Description
Benevolent Temporary (Intermittent)
Benevolent Temporary (Intermittent)

Benevolent Temporary (Seasonal)

Benevolent Temporary (Seasonal)
Benevolent Temporary (Single Event)
Benevolent Temporary (Two Day Eve

Class 1

4. Go to Actions>Quick Edit Selected Records:

Default View &

B Add New Y Filter By

Export Functions

B Export Checked To CSV

[@ Export Checked To Excel
[@ Export All Records To Excel
Messaging

& Send Mass Email

@ Send via Text

Data Actions

B Bulk Import New Records

[# Mass Update Selected Records

BB Quick Edit Selected Records
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5. This will pull up a view similar to an Excel spreadsheet. Click on each Fee Amount cell
and update the dollar amount (ignore the extra zeroes). Only change data in the
Fee Amount and Fee Code columns, do not make changes to any other data

6.

here.

Update 88 Fee Schedule records

Only show rows with problems

Fee Category
1 Annual
2 Plan Review New Construction
3 Annual
4 Plan Review New Construction
5 Annual
5 Annual
7 Plan Review New Construction
3 Annual
9 Annual
10 Annual
1 Annual
12 Plan Review New Construction
13 Annual
14 Annual
15 Annual
16 Annual
17 Plan Review New Construction
18 Annual

Show modifications

Fee Description

Benevolent Temporary (Seasonal)

Benevolent Temporary (Seasonal)

Class 1

Class 1 (Fee Exempt Food Service)
Class 1 (Mobile-Has Commissary)
Class 1 (Mobile-Has Warehouse)
Class 1 (Mobile-Self-Contained)
Class 2

Class 2 (Fee Exempt Food Service)
Class 2 (Mobile-Has Commissary)
Class 2 (Mobile-Has Warehouse)
Class 2 (Mobile-Self-Contained)
Class 3

Class 3 (Fee Exempt Food Service)

Benevolent Temporary (Intermittent)

Benevolent Temporary (Intermittent)

Benevolent Temporary (Single Event)

Benevolent Temporary (Two Day Event)

Fee Amount
0.000000
75.000000
0.000000
75.000000
0.000000
0.000000
400.000000
0.000000
255.000000
255.000000
255.000000
400.000000
0.000000
255.000000
255.000000
255.000000
400.000000
0.000000

Fee Code

FMPR
FEF
FM1C
FMIW
FM1E
FMPR
FEF
FMIC
FMIW
FM1E
FMPR
FEF

@ Upload

@ Match

Status
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Active

Review

After making all the updates, scroll to the bottom right of the screen and click Continue.

7. Say Yes to the pop-up message:

8.

v
v—
x

7 Are you finished editing and ready to
-— confirm changes?

It will then generate a screen for you to review the changes made

9. If it all looks good, click Continue. This will generate a screen asking for comments
where you can add information:

Review Changes

Please enter a comment regarding these change(s)

2023 License Fee Increase, Approved by Commissioners 6/20/23

10. Click Continue one last time and you are done! The new fee will how be tied to your
license categories and will be assessed for all new invoices issued moving forward.
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Misc.

Changing Inspector Districts
To bulk change the inspector districts:

Permit Manager>Filter for the inspector to who will be changing districts>Add a checkmark for
all facilities in list

Select Actions>Quick Update Checked>Assigned To:>type in new inspector’'s name and click
Continue:

Quick Update (1 records)

Assigned To: Bearch to assign user. ..

Moving an Inspection to a New Facility

If an inspection is accidentally created with the wrong facility, it can easily be moved to a
different facility.

Go to Permitting Tools>Inspection Manager and find the inspection you would like to move and
click Remove in the Permit Manager in the upper left-hand corner:

Ele Inspection Manager

Program: Food Owner: Erica Owner Van Ess

Owner Address: 123 Erica Facility 1D: 1334

Owner Way Porfland OR 97232 Billing Type: Restaurant (16-50
seats)

Assigned To: Erica Van Ess Next Routine Inspection Due:
04/11/2022

County: Mulinomah Facility Phone: (111) 222-3333

Owner Phone: {111) 222-3333 Balance: 395

Then Search to find the facility you would like to move the inspection under:

Mo records found

Then move to the bottom on the inspection and hit Save.

Note: If the wrong inspection violation type was selected, then it can’t be moved or changed
and will need to be re-entered with the correct violation type.
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Manually Updating the Next Inspection Date

Administrators can update the next inspection date in case of an error and the system does not
create the correct next inspection date.

1. Under Admin Tools, select Calendar Manager:
User Tools « Admin Tools ~

Form Builder

Navigation Categories

Navigation Pages
I Calendar Manager F

Message Center

Y program Manager
Permit Type Manager
s Inspection Type Manager =P
Violation Library
Message Center Templates  ct
CRON Job Manager

2. Search for the correct Facility ID to find the incorrect next inspection date:
—
Facility ID (Permit LKP) v 011559 X | Q

3. Select the calendar entry that has the incorrect date.

4. Change both the start and end dates as the correct date for the inspection, then select
Save Changes at the bottom.

Adding a Created Inspection for an Unlicensed Facility

Inspectors will create an inspection in the field and then you will see it populate in CloudSuite.
They will complete the inspection in the field and then upload the inspection to the cloud once
they are back in the office. To attach it to a facility, you will:

1. Add in the new facility information once you have their paperwork.

2. Find the completed inspection in the Inspection Manager list screen and click to open the
record:
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Y spection Manager

CompiiedwapecnD . Wpecor | FackyNawe | Pupow | Ovicowe | foloww | FolowuoOme | NeiRosis | Scww . Fogam | BaegTge | SweAdwes | Cry

3. Next, we need to attach the newly added Facility/Permit to the inspection by using the
search button on the Permit Manager parent record at the top of the Inspection screen.

I E:‘, Inspection Manager ®Saved asd

Permit Manager

No records found

* Inspaction Date:
* Inspector:
Accompanied By:

* Purpose:

4. Search for the facility name and click the + sign next to the correct record to add it to the
inspection.

a Inspection Manager

Permit Manager =]
BBQ Search
[+]

5. The final step is to re-save the inspection at the bottom of the page by clicking Save
Changes.

Contacting Support
If you have questions about CloudSuite or the HSTouch app:

Go to User Tools>Support: System Guides and Help:
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ols ~ Applications ~ User Tools ~

User Manager
Permissions Manager
Time and Activity Manager
Conversation Manager
Office Manager

Reporting Library

Contact Report

Reference Library

Form Letter Library

Form Letier Manager

I Support: System Guides and Help [ I

Page 65

This will open a form to fill out that will post a ticket for your issue on the Monday.com Oregon

Support Board and send an alert to OHA as well as HealthSpace.
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