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Version Control

Version Date Author Summary of Changes
0.0 August 20, 2024 Cory Spera Initial draft
0.1 October 31, 2024 — November 4, | Susan Holland Added additional notes/screenshots
2024 Organized
0.2 November 8, 2024 Susan Holland Further edits to clarify steps
Updated screenshots
0.3 January 2, 2025 Susan Holland Added version control page
Verified steps/screenshots
Verified links
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Attachments/Uploads

The Files tab on an application displays all documents related to the application. Staff can also upload new documents.

View Attachments/Review Files

1. In the left toolbar of an application, select Files

NEW PLAN

° Holds

E Contacts (1)
s Fees (2)
E Bonds

@ Accounts

Activities

2. Select Attachments tab to view document(s) that are not
part of a review (ex. Signatures)

3. Use the icons next to each attachment to update, identify, or
delete.

RR-2024-00003 (4150 BERKMA )
armaciments () | Review res (2
25 summary °
B eunle
O e comgory
e —— s 032

Sorataron  uploaded e G /00

4. Select Review Files tab to view document(s) that are part of
a review (ex. Site Plan)

* Manage Plan Search

VA - EP&LTrain (L 11/13/2024)

SOP-2024.00073 (1777 FLORA LN CHARLOTTESVILLE. VA 22911)

==
5. Use the icons next to each attachment to update, identify, or | _ s
delete e LateztVersion = AllownewCSSuplesds B @)
. B Dt
— 22 et e [7F
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Upload Documents

NEW PLAN
° Holds

E Contacts (1)
$ Fees (2)
1. In the left toolbar, select Files
E Bonds
E Accounts

Activities

No existing attachments

. Manage Application Soarch

ATTACHMENTS [0

5] commurication
CHOOSE & FILE T0 400

2. Select Attachments tab B e
a. If there are no existing attachments, select Choose
File to Add

b. If there are existing attachments, select o
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3. Either drag a file or choose a file to upload

Y

CHOOSE A FILE TO UPLOAD

e l:l

4. To make the upload visible in Civic Access:
a. Select Category/Group
b. Select Available Online

5. Select Attach

SAVE
6. Select -

Note: Available Online makes the document available to
everyone including the general public.

Category/Group

Attach Files

@

CHOOSE A FILE TO UPLOAD

\- - ’ i

cance. [

Available Online

Attach Files

@

CHOOSE A FILE TO UPLOAD

Available Oniine
uploadpng 01 | 4 [ ]
100 J ]

canceL NG
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Tyler Documentation
e Manage Application User Guide
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https://help.tyleru.com/ExtDocLinks/EPLContent/UG/2023/ManageApplicationUserGuide-2023.pdf#page=15

Inspections

Inspection requests can be received through 311, by phone, by email or in person. Most inspections are attached to a specific application.

Inspection Manager Dashboard

1. On the Hub, search in the Menu for Inspection Manager
Dashboard

Note: This is available to all users. However, only Managers
can see inspections for all team members.

My Links

E 37 oo sewch ¥ ch st gt Lo o
STaone a0z s W
My Reviews | resremzasmn siess et
1 . papaciion manage L : san
v " st 1
My Professional Licenses N - -

Favorite Apps

My Recent Cases

2. On the dashboard, select any one of the following:
a. Overdue
b. Today
c. Requested
d. An Inspector in the Today’s Inspections By
Resource list

Today's Inspections By Rescurce

TYLER THOMFSON

HEIDI BIRON

JEAN JOMES

KERRY ROBILLARD

SPENCER LOPEZ

BRITHEY ROPER

MATTKESLER

MARK BUSH

Completed Inspections By Day

[ —— .
)
® . I I I

Last Mantie InEpections by INSpection Group
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3. Each inspection shown displays these icons:

s

a. 7 - Selectto update status

p, O

C. - Select to manually or automatically assign
an inspector

Select to change scheduled date/time

d. - Select to view the inspection

Schedule & Assign

= Filer Options
EXPANDALL  CLEARALL

Inspection State

|

[ Showing 1 - 50 of 70 Records

@ STW-00009 + Private Stormwater Facility Inspection * Cory Spera
Location
1400 AMBER RIDGE D
CHARLOTTESVILLE, VA 22901

Parcel Numbes
057A0200003700

Requested Date
09/18/2024 1:00 PM

edule Date

10702/2024 12:00 AM

Location & = Resulis 50 v

Scheduled

4. Lead Inspector assigns an inspector, changes primary
inspector and/or assigns additional inspectors

chedule & Assign

PRODUCTION ENVIRONMENT (Use for Configuratior)

EXPANDAL GLEAALL

Insgzection Stte

Filier Optons

-

(]

ng 1- 50 of 79 Records

. (<] 10 - Engineering - Susan Holland
Ao
AFTON W 22520

parcal Number
0B4BO000DLEE00 972772024 12:00 AN

@  27R2024.00006 - Footing - Tyler Deplay

5430 ADVANGE MILLS RD
EARLYSYILLE, VA 22936

Farcel N
02000000000650

@  28R202400006 - Roughin Plumbing (ACT) - Tyler Deploy
Locotic Purse
5430 ADVANGE MILLS R 020000
EARLYSYILLE, VA 22936

Requested Dat
08/27/2024 12:00 AM.

[}

STM-000NA « Priuate Stsmuwater Facility Insnaction « Corv Snera

[::]

0 0 tocsion &

Resulie [0~
Inzseen -
Requested fPssign To
e uto assign
P o 43 Kilmer (0%)
Roaueatod
e Garts Haris (6%)
e Cory Spera (19%)
o Daniel Ratalaff (0%)
Requostad

D Shifflett [0%)

5. Lead Inspector schedules the date and time of the
inspection

Schedule & Assign

= Fiteroptions
EXPANDALL CLEARALL

Inspacticn State v
Voo @«
0 rees o«
O «
] o«

Inspection Types v

S

m: -

[0 showing 1 - 50 of 73 Records

@ LDP-2024-00010 + Engineering - Susan Holland

oeation Pare
2323 RD 0841
AFTON, VA 22920

el Nures Requestad
00000006600 09/27/2024 12:00 AM

@ ARR-2024-00006 - Footing - Tyler Deploy

S
5450 ADVANGE MILLS FO S —— Garzrv20a 1200 At
EARIYEVILLE, VA 22506

@  48R2024-00006 - Roughin Plumbing (ACT) - Ter Deploy

10/02/2024 12:00 AM

10/03/2024 12:00 Akt

Location T =

Resuhs [50 ~

] Reguested date Fri, Sep 27

[ Today

Mon, Oct 28

@ Next business doy  Tue, 0ct 23

L2 Pick date & ime.
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Manage an Inspection in EP&L

1. There are two ways to manage an inspection:
a. In the field: use the IG Inspect SOP
b. In the office: select My Inspections on the Hub

IG Inspect App

My Inspections

Split Map I iG lnspf'c'l' :.2.(()23.2,0

Pending Inspections for
e ud Mon Feb 19, 2024

E
£

Schedule Time: 07:00 PM

FIRE-000083-2019
Final Fire

Scheduled

Davin, Jose

Davin Developments
Mobile: (123) 456-7895
1137 N Brainard St
Napervilie, IL, 60563

Schedule Time: 07:00 PM

ELEC-000121-2020

Electrical Temporary
Service

Scheduled

Krause, Nancy

Mobile: 565-123-4554

819 Fieldcrest Dr
Naperville, IL, 60540

*

My Albemarle EP&L

Albemarle County, VA - Hub Train (Last refreshed 10/24/2024)

My Code Cases My Inspections

My Plans

B8 257

My Review Coordinator Tasks

My Tasks My Notifications

SOP - Supplementary Process Guide
Version 0.3
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https://albemarlecountyva.sharepoint.com/:b:/r/sites/CDD-Internal/CDD%20Document%20Library/CDD%20SOP/SOP%20-%20IG%20Inspect%20-%20Mobile%20Inspections.pdf?csf=1&web=1&e=ACqrkm

/)
2. From the EP&L My Inspections card, select b fora
specific inspection

m View Data - My Inspections

(571) 64.. Applicant us

$0.00 False

08/20/2.

True 22903

VA

3. Intheinspection, use the left menu to do more such as:

a. Details: Update the status, scheduled time and
actual time

b. Previous Inspections: Helps determine if this is a
reinspection

c. Checklist: Comments are visible to the general
public.

d. Files: View or upload photos. Note that photos
here are attached only to the inspection and not
the application

e. Internal Notes: Add useful information such as the
gate code.

NEW INSPECTION

E Details

° Location

E:'/ Additional Info

g Inspectors (1)

'@ Previous Inspections
Checklist

E Contacts (1)

$ Fees

@ Files

ﬁ Print Documents
n Internal Notes

E] Communication

'@ History

SOP - Supplementary Process Guide
Version 0.3
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4. If the inspection is passed, select a status of Approved or
Complete.

NEW INSPECTION

B petails
Q Location

B Additional Info

g Inspectors (1)

0) Previous Inspections

Checklist
B contaets (1)
S Fees

) Fies

% Print Documents

Zoning Site Inspection

Complete

Link Type
Plan
L

HO-2024-00097

Comments

08/20/2024
x I‘]EI;W?I]Zd

DE‘IZ[;;"‘ZDE;.
[

Request Time Date Entered
o] 12 : 00 AM 08/20/2024

B 12 100 AM 08/21/2024
= 2 :54 PM 08/20/2024

5. If the inspection does not pass, select a status of
Reinspection Required
a. A2 of the inspection is created
b. The applicant is notified
c. The inspection is no longer visible to the inspector
d. The applicant must request a reinspection which
will be automatically assigned as appropriate.

Manage Permit

BLDR 2024 00063 (2323 ARROWHEAD VALLEY RD CHARLOTTESVILLE, VA 22002)

5 summary

B peteils

9 Location

B additenal nfo
L2 Workflow

& Linked Records.
@ Holas

B comaers (2)
§ Fees(®)

= Bonds

(] Accauntz

Actiites

@ Land Disturbance.

& Issus Permit
step ted by Holland. Sussn on 11/0872024

[-

juired before Inspections can be scheduled

@ inspections
Last 1170012024 by Holland, Susar

@ Documents required before final inspections can be sched.
led

Inspections

prisreyorest
0

@ Above Ground Tank

2573 ARROWHEAD VALLEY RD 1171572024

CHARLOTTESVILLE. VA 2250

@ Above Ground Tank v.1 * Susan Holland

Leaanin
2373 ARROWHEAD VALLEY
CHARLOTTESVILLE, VA 2230

2

3

1170812024

Stneaute oo
1110872024

Tyler Documentation
e |nspection Manager Dashboard User Guide
e |nspections Mobile User Guide
e Manage Inspection User Guide

SOP - Supplementary Process Guide
Version 0.3
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https://help.tyleru.com/ExtDocLinks/EPLContent/UG/2023/InspectionManagerDashboardUserGuide-2023.pdf
https://help.tyleru.com/ExtDocLinks/EPLContent/UG/2023/InspectionsMobileUserGuide-2023.pdf
https://help.tyleru.com/ExtDocLinks/EPLContent/UG/2023/ManageInspectionUserGuide-2023.pdf

Inspection Cases
Inspection cases are only created to automatically schedule recurring inspections.

Create an Inspection Case from the Hub

= o i >

1. Search the Hub menu for Add Inspection Case

Note: The case will be attached to an address or parcel but
not an application

My Inspecions:

My Links

Fawarite Apps # i MyRecent Cases
fecem acteey .
s Tocn T B
= wosson 2c2 Pt
oz 7 Pt
— .
P
oo ”
o . Pin
Fema
ot
L comact
s
prject
auon - —
: Pt
7,1 Comact

Add Inspection Case

. . D Location Casa Dutails Accitional nfo Inspectors Fiss Cordrm
2. Complete required fields on all tabs
Addresses Parcels
SEARCH OR ADD ADDRESSES SEARCH PARCELS

SOP - Supplementary Process Guide
Version 0.3
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Create an Inspection Case from an Application

$ Fees(s)

& Bonds

(5] Accounts

1. In an application, select Inspection Cases in the left menu

Activities

) Fites

5 Print Documents

Note: The case will be attached to an application

© conditions
Tasks (1)

& ntemal Notes
[=] communication
A% Review Team
& impact Units

<0 History

Manage Permit

2. Select Add inspection Case Albemarle County, VA - EP&L Train (Last refreshed 11/13/2024)

PV-2024-00008 (2205 BUCK MOUNTAIN RD FREE UNION, VA 22940)

@ Holds

B8 Contacts (2)
S Fees(6)
B3 Bonds

(3] Accounts
Activities
) Fies

5 Print Documents

@ conditions
ADD INSPECTION GASE
Tasks

B Internal Notes

= Inspection Cases

SOP - Supplementary Process Guide
Version 0.3 14



Add Inspection Case

Inspection Case Type *

Recurring Erosion and Sediment Control 14 days %

Inspection Case Status *

Active b4

3. Complete all fields in the Add Inspection Case popup District

4. Select

Recurrence Cycle

14 Day Recurrence Cycle b4
Case Create Date * Case Start Date *
01/02/2025 m 02/01/2025 m Case End Date m

Primary Inspector *

Susan Holland X

Tyler Documentation
e Add Inspection Case User Guide
e Manage Inspection Case User Guide

SOP - Supplementary Process Guide
Version 0.3 15


https://help.tyleru.com/ExtDocLinks/EPLContent/UG/2023/AddInspectionCaseUserGuide-2023.pdf
https://help.tyleru.com/ExtDocLinks/EPLContent/UG/2023/ManageInspectionCasesUserGuide-2023.pdf

Reviews

For Review Coordinators
e Use the Review Coordinator SOP

For Reviewers
e Use the Reviews SOP

SOP - Supplementary Process Guide
Version 0.3
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https://albemarlecountyva.sharepoint.com/:b:/r/sites/CDD-Internal/CDD%20Document%20Library/CDD%20SOP/SOP%20-%20Review%20Coordinator.pdf?csf=1&web=1&e=emEF8s
https://albemarlecountyva.sharepoint.com/:b:/r/sites/CDD-Internal/CDD%20Document%20Library/CDD%20SOP/SOP%20-%20Reviews.pdf?csf=1&web=1&e=BkFy20

Tasks
Manage Tasks

1. Select My Tasks on the Hub

Albemarle County - Tyler Hub PRODUCTION

My Inspections

e

My Permits

My Code Cases

My Reviews

An error occurred retrieving data.

My Professional Licenses

a

My Notifications

Select Open My Task link on a task

Task Cas.

ACE-20.

CDDING.

CDDING.

ZIMA-20.

Task Type

Other

Other

Other

Generate ..

Task Statu... Task Subject Task Body

Not Start..  Miscellan...

Waiting 0.. Miscellan

In Progress Miscellan

Not Start.. Generate ..

Miscellan,

Miscellan,

Miscellan.

Need to

Task Start

04/17/20.

07/11/20.

0711720,

08/20/20..

Task Due D.

08/25/20.

Task Comp.

Task Priority
Normal
Normal

Normal

Task Assig... Task Percent
Cory Spe...

Cory Spe

Cory Spe

Cory Spe

Module Na.

0 Plan Man...

0 Plan Man

0 Plan Man.

0 Plan Man...

Task Creat.. Task Caseld
Tyler Depl.. 2115867..
Susan Ho.. 2232d2f7.

Susan Ho.. 2232d2f7...

Cory Spera 10bbdSe..

View Paren

https:/fal...

https://al

https://al

hitps:/fal

Task App U

https:/ial..

hitps://s.
hitps://al.

hitps://al.

&

Task App Link

Open My Tasks
Open My Tasks
Open My Tasks

Open My Tasks

SOP - Supplementary Process Guide
Version 0.3
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3. Select to launch a task

Subject 4 Status Open Task Target

Generate Mailing List Not Started ZMA-2024-00006
Miscallansous task typa Not Started ACE-2024-00002
Miscsllansous task type Laynaen Semeans

Miscellaneous task type In Progress ING-2024-0001

Assigned To =

Cory Spera

Cory Spera

Cory Spera

Cory Spera

Created By = Due date

Cory Spera

Tyler Deploy

Susan Holland

Susan Holland

06/25/2024

4. Update the Task Status as you work the task

UPDATE
5. Select - to save task status

Generate Malling List - 8/20/2024

Generate Mailing List

Need to Generate Mailing List for Planning Case.

Speea, Cory @

Completed -

812612024

8/2012024 5]

B Show On Calendar

CANCEL

SOP - Supplementary Process Guide
Version 0.3
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6. When the Task Status is Completed, the task displays
green in the workflow

VA - EP&L Trai

2ZMA2025-00015 (1234)

NEWPLAN

L3 Workilow

& Linked Records
@ ok

B contacs ()
$ Fora(y)

B Bonds

13/2024)

] Manage Mailing List o :
@ OC Application Review 1 E
Step complar extiow on 01/02/%
Mailing List - Gompleted - Gensrate Mailing List m i
& review s o comps
Stap complatad by Holland, Susan on 01/02/2025 U 0110272025 o01/07/2025 010212025
@ Obrain Advertisement/Mailing Fee Gost VN
@ Manage Mailing List Primie Oror sotD
a 122025 by Hlland, Sus o 2

@ Log Fees and Notify Applicant v ol

0 n

Tyler Documentation
e Common Components Guide

SOP - Supplementary Process Guide
Version 0.3
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https://help.tyleru.com/ExtDocLinks/EPLContent/UG/2021/CommonComponentsGuide-2021.pdf#page=21

Update Status

An application’s status can be updated manually. Some statuses update the Completed Date or Final Date.

1. In the left menu of an application, select Details

NEW PLAN

== Summary

E Details

9 Location

2. Inthe Status field, select X or the dropdown arrow

Home Occupation

Home Occupations - Minor Samuel Miller

In Review Application Services

test

08/13/2024

SOP - Supplementary Process Guide
Version 0.3




4. Selec

t

3. Select the appropriate status from the dropdown menu.

R CHARLOTTESVILLE, VA 22903)

Home Occupation

Home Occupations - Minor

Accepted

Adopted

Approval Expired

Approved

Bond Released

Samuel Miller

Application Services

08/13/2024

SAVE CANCEL

Tyler Documentation
e Manage Application User Guide

SOP - Supplementary Process Guide

Version 0.3
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https://help.tyleru.com/ExtDocLinks/EPLContent/UG/2023/ManageApplicationUserGuide-2023.pdf#page=5

