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Overview

The Scale Administration and Control System (SCS) supports the Ministry’s risk rating,
administrative and data control requirements for the Cruising, Scaling and Waste
programs. The system implements a Scale Data Control Audit functionality, allows the
integrated inspection and check scale uploads, provides reporting and documentation
abilities and enhances the Mark- Site Designation to serve Timber Transport and Timber
Marking requirements. It isintegrated with HBS and complies with the Freedom of
Information and Protection of Privacy Act (FOIPP).

The SCSis used for the following purposes:
Management of scalers by:
2 Tracking licernces, appointments, authorizations and training history;

2 Maintaining a control table of training required for licerce types and reporting
scalers who have not completed upgraded training requirements;

2 Tracking scaling activity (i.e., volume) by scaler, and

?  Rick assessment of scalers using the Risk Rating Tab.
Management of scale sites by:

2 Tracking site detail, owner and operator information;

2 Issuing site authorizations and conditions of scale;

2 Tracking scaling activity (by volume) by scale site, and

2  Risk assessment of Scale Sites using the Risk Rating Tab.
Management of check scales and site inspections by:

2 Tracking site inspection detail;

2 Tracking check scale detail;

2 Monitoring compliance;

Management of Cruising and Waste Risk Assessments.
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Login and Getting Started
The Scale Control System URL will be:

http://apps27.for.qgov.bc.ca/scs/

Thisisthe same URL as the SCS1 address. The Ministry User will be authenticated
through SiteMinder and authorized through WebADE when SCSis accessed. Login will
occur when you login to your computer for the day, just as now when you login SCSis
available without a separate login process. The system will know from your username
what your role is and the Welcome Screen with specific Workbench details will display
accordingly.

Non-Ministry users will be authenticated using a BCelD and must contact
FORHISP.ADEHEL P@gov.bc.ca for access.

We suggest that you save the SCS web address to your Favourites or desktop for ease of
use.
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Common Functions 1

In SCS, al tasks start from the Scale Administration and Control System (SCS) -
Welcome screen (SCS:P001). When login is completed, the first screen displayed will be
the Welcome Screen.
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1.1 Internet Browser Toolbar

The Microsoft Internet Browser Toolbar should not be used for navigating throughout the
Scaler Administration and Control System(see Figure 1.1). Navigational tools are
provided within the application that allows the User to move from screen to screen. Use
of the Internet Browser Toolbar may cause errors within the application.

Figurel.l Internet Browser Toolbar.
Adobe Settings

Adobe Reader has preferences that determine if arequested PDF will return into your
web browser or popup an Adobe Reader window. By default the Adobe Reader
preferenceis set to open PDFs in your web browser which makes it difficult to navigate
to the report or letter you are trying to view. To change this default behaviour, open your
version of Adobe Reader and navigate to the Edit — Preferences item.

Aranidsdey

Tarwei

Go to Internet category on the left hand side of the page and then uncheck the ‘ Display
PDF in Browser’ box. Click OK.
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1.2 SCS Home Screen

The Welcome screen displays a unique screen number, menu items, and hyperlinks to
other government sites and provides information about the Scale Administration and
Control (SCS) System (see Figure 1.2). The screen also displays information about the
application such as the current version of SCS, which server the application resides on,
notes and current news.

Scale Administration and Control System (SC5) s b Y

S ot fmed b Sl m—

Walcome SCE: POl

@ Walcome to the Scale Administration and Control System [SC5)

Verglon: 020038
Environment: TEST
Server: PUDDING
User: CGLIDSTO
Rola: SCS_SYS_ADMIN

Introduction: The Scale Administration and Control System (5C5) suppots the Minisins risk raing
dmirisiratnog and cate coniral requirements. for the Cruming, Soaing. snd Wkl programd.

Node: Hower the mass owes 8 many ben for detalds sbout the Bem
Current Hews: into fral, final testing

I A .,
Figure 1.2 Welcome to SCS Screen (Home Screen).
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1.3 SCS Screen Header

The SCS Header will appear on each screen within the application. This includes the
SCS Home Link, or+line RoboHelp and the SCS Menu items (see Figure 1.3). The Menu
items displayed are dependent on the role of the User.

=15 Do

Y

SEAlE ARG A Control SystEm [SCS) Forasiminndit snts

e Feven nciel et | femranscs

P
e

Figure 1.3 SCS Screen Header.

Item Explanation

SCS Home Links to the SCS Home Page (Welcome). When clicked
from anywhere within the application the User will be
returned to this page.

Help Links to SCS Help function. When clicked from
anywhere within the application SCS Help will be
displayed for the page you are on.

SCS Scale Administration and Control System (SCS)
application name.

Menu When clicked the menu items provide quick access
through drop-down lists to specific functions depending
on menu choosen.

Menu items displayed in drop-down lists will be dependent on the
role of the User.
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1.4 SCS Menu ltems

W Scale Administration and Control System (SCS] = — it e BT

'.1. ey SwpETn ] LA M WA | AT

.—"_-'\.\I

Figure 1.4 SCSMenu Items.

Menu Item availability is dependent on the User’srole. Each menu item (see Figure 1.4),
when clicked, displaysadrop-down list allowing the User to choose the function
required.

Item Explanation

Queries Allows the User to choose one of the following queries:
* Clients
» Scalers
» Scale Sites

» Timber Cruise Plans

Mark Site Designations
Scaler Risk Assessments
Scale Site Risk Assessments
Timber Cruise Assessments
Waste Risk Assessments

Reports Allows the User to choose from the following reports:
» Scaler Register

¢ Scale Site Register

» Check Scale Activity

¢ Check Scale Analysis

* Mark Site Designation

e Scale Site Inspection Activity
« Species/Grade Check Scale
Scale Site Inspection Analysis
Scaling Administration
Scaling and Billing Exceptions
Timber Cruise

Create Allows the User to create:
Scaler

Scale Site

Mark Site Designations
Scale Authorization
Scale Site Authorization
Timber Cruise Plans

Handheld Management Allows the User to upload the following:
» Upload Check Scale

» Upload Site Inspections

» Download Questions

December 1, 2009 1-5
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Item

Explanation

Administration

Allows the User (depending on their role) to access:
» Work Bench (expiring authorizations)
* Maintenance of:

Templates

Conditions

Signature Blocks
Exams/Upgrades

Appointment Types

Valid Licence Attributes
Authorization Clauses

System
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1.5 SCS Home Page — Screen Body
The SCS body displays information about the Scale Administration and Control System

(see Figure 1.5).
Weltome S 0L
'y 4\ Welcome to the Scale Administration and Control System
(SCS)
Wersion: 020000
Enviranment: 1114
Jerier; oW DasHIANNE. 2
Uaer: S5 Chalf] ¢
Introducton: Tz Scake Adoerisiaion and Corhol Sydom (205 supoons the Mimsiy's
seAmrisTatvm and dana contrd rRqcRmans 0 sTaln Ahes, scakes ann makinte
daszignalionz
Mot Howariha monese over & mesn e For Gedails ekl 17w 1ham
Current Hewa Welcomell tolhe 505 Cere 3 Tesong
Figure 1.5 SCS Home Page Screen Body.
Item Explanation

Screen Number

Displays the screen number. Each screen in SCS will
display a unique number in the upper right hand corner of
the screen body. The screen number will be dependent
on the location within the application. For example, the
Welcome screen is number SCS: P0OO01.

Welcome

Displays the logo and title of the application.

Version

Displays the current version of SCS that the User is
accessing.

Environment

Displays the environment where the system currently

resides.
Server Displays the server that SCS resides on.
User Displays the current User logged into SCS.

Introduction

Provides a description of SCS.

Note

Display SCS notes.

Current News

Displays all current news or information about SCS that
the System Administrator has entered.

December 1, 2009
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1.6 SCS Screen Footer

aBoh wpabhydyp

SEASGPSCE 0|E0|5 6L shk|

WIEn o o § Eule :;f

Figure 1.6 SCSFooter.

Item

Explanation

Feedback

When clicked “Feedback” opens into an MS Mail window
that is automatically addressed to:
FORHISP.adhelp@gov.bc.ca. The email can include a
provider’'s feedback or a request for email assistance for
the application.

Disclaimer

When clicked “Disclaimer” links to the BC Government
Disclaimers for Warranty and Limitation of Liabilities
policies.

Privacy

When clicked “Privacy” Links to the BC Government
Privacy Statement in accordance with the Freedom of
Information and Protection Office Privacy Act

Copyright

When clicked “Copyright” Links to the BC Government
Copyright policy.

Ministry of Forests and
Range

When clicked the “Ministry of Forests and Range” the
links to the Home Page of the Ministry website.

1-8
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1.7 Hovering

Holding the mouse over a menu item will display details about the item.
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1.8 Hyperlinks

Some screens within SCS have hyperlinksthat navigate to another screen within the SCS

application. Hyperlinks are displayed in blue throughout the application. Clickingon the
hyperlink will display further information (see Figure 1.7).

+ by
E e 2 MR ™ &y, T
Lalilifs] -tfl'l‘l- EEEEF Forestsiand (Range
lsresad Ssragems | Aswrikakon

Gueries - Scalers - Results: AU PO

turaill Lok

L canitud, Hap . v LoalHaiw  beelfane  Wodehood  Leeinos lips  Scekan Chen /Lo

wins W Lnil watkFOREENG  HIGIH CLEFURL sLang L1

_E.l.l.: Cruan Scalm

Minkhur-y of Favam & Rangs

Figure 1.7 Hyperlinks.

For example, the “Scaler — Queries — Result” screen (SCS:P006) displays a hyperlink
from the Licence # field to the Scaler Record (see Figure 1.7). When the hyperlink is
clicked, anew screen will be displayed (see Figure 1.8).

Gueries - Scalers - Resiilts

He=ul Lisk 5 ‘ecorcs

|Licenco @ Hon st Lask Hame firsi Mame  Middic Hame Licence Type (Scalcs (Cliend | Lec)
i-'|l:l' 4 Zhilivark Farast DisTich EIOTH CLIFFORE =realing Oan414=5 ¢ 00
E-'\.I'-I'F lark lslane - Canlesl Coasd Forest Clshicl WETE FARTY Ry Sesling QanA- 1S 0o
E‘.-II'I'.I: SolumoE Forest Dt d DARE¥SHIRE DECHICE SYLMIA Sezling 00053142 00
i'Sl.'LL S Boundary - oresl Dosindd K00 SICHARL: STEVEN Zcahing L Nl
|GG Suros Boundory = oness Lecircd BNl WrR T JOHM ALAK =caling COTIES S L

Figure 1.8 Hyperlink Example Results— Licence Number.
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1.9 Tabs within Records

Some screens display Tabs. For example, the “ Scaler Record “and Scale Site Record
both display detailed information by clicking on a Tab (see Figures 1.9 and 1.10). Note
that the tab that is being accessed is lower than the other tabs and the tab title is bolded
with a white background. Tabs not being accessed appear to be greyed out.

Scaler Record

Soaar CORIN laEs s TS

Locsirs Slanue: ALl
SdiFeiod | 4R

|_u|:n.'-.l U.Ij Raie DO Sb P ORD i C3aslione ligon LGet UGl wase b aesl LG o || Sazaidt
Ty I;:ﬁ_! | _____I ul| I
) I
Scaker (Ol Lack 03049230 500
P 1 Cist Crlitwadk “oresi Clskz
Lcanes Tt Scalng
Efkectisa Do TS5 1403
Enpiny Daniz:

Figure 1.9 Summary Tab.

. - Haehel Baragzvan Armmwrsion

|corcinr andrese
Company Fame: dddrese Ling 10 4074 1090 WWEHLE
Last Hamrm LCEWEN Ardress Ling 20
First Hams CORME_LE Adress Ling 10
Ciy: ELRSEY

[SUE, Priie F Froaice EL
LT NTEE R TR PR [RETRI URHE A
il B i Boalal Lage:  U2AE
(RTLEC

mak

|I. CacE S B A LSO LURRELILL HEguek: Lkt onadl hagn UgIncl Gampael Anert onest CiEiao || Saarnh i
It [ rall . [ f [
E e | | e T | R | T e | 1 anaiizaa

L Ly T ity
SFormatafynd Range

05 POLD

e

Figure 1.10 Address Tab.
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1.10 Back Button

Some screens will display a*“Back” button. This button navigates to the previous page
(see Figure 1.11).

T

e = = RTATT Lo B WL
ustration and Control Syatem (SCS)_____iarectsiand itanke
" . L Haresod Sangemrd | Bdrmeraam

Gueries - Client - Results SCE POCY

Sosuf List: 3 rigoed s
Chemt Kiegufocl  Compamy Heme  LesMame  Frpdems  On BusihzsaPronsf CslPaons A Erel Address

Figure 1.11 Back Button.
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1.11 Reset Button

The “Reset” button clears all fields that have been entered manually (see Figures 1.12
and 1.13).

= S8 Homu »Hoig|

Seale Administration and Control System (SCS) L R o T
by

i=‘and Itnﬂﬁn

[Ty Rawnin. o inwan vaoswart oA

Scale Site Register Report 404 ROAT

Tleeznpeae: The wepart it 2l eoale sive snthonzed o nrarhoroed vy Theinct, Rezor or the whole Prosnes and provedes addtanal seabs aie smthenzsben

el

Chuue: pins nganl pussadin.

Fnramaar Saarch Daim

R Tie MZ0 Coarrpbyad] Thmwr Pt D -
Eoae Thp Fiotm Srabks o

Irchidy Aasthocized Sopkens | s =

Scas s s

The Srane: Curcalud |8
i i g | B
[ - NES AN

Lhoose vl sl oodes.

Frey Sal Swmxmbry Sul

Secks Filz Nunbir (= Srac S Hane =)

Previch: Repant Chaigent Chprties

Faramaar
Fig: Fammat MOF -

Eral Reciphons

Eramee gl

Figure 1.12 Screen Before Reset Button Clicked.
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+ 505 Huma

 Scale Administration and Control System (SCS)
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Tarien Tzpea

SCE: RECT
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Figure1.13 Screen After Reset Button Clicked.
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1.12 Pop-up

A pop-up displays either information relevant to a function or allowsthe User to perform
another function, such as a query. For example “Who Did It” icon (which appears as a
detective’s hat) displays information about the creation of the record (see Figure 1.14).
Another example would be a search button. Clicking this button will display a query

pop-up window (see Figure 1.15).

Reariz Zraww

Scale Administrationand Control System [SCSL i e
Tumriss

. Huadeid Meragerat

Acrisalon

Scaler Record SaC5: Og
|Lu|||.1|i 1741 Fame BEIHZS0R, Yo LALE Hegpuar b Ta Inkeien buiasd Bagain WBLNCE ST Leedi e foreal Lisbocd | Ssnch
Licascy # 18

Ecalor iCherrli Lack 0J004%IT 00 Hats s il

Roeag i Dt Frincz Jeoege Foresd Clobis W Cimlel  2O000 1400 1540053

Licence Type: Eealng Whs et 1SEIGCE NYD ALHIK

Efiec e Danr 207 12 04 #hen llpakalmt 200 &1t

Eapiry Dwia: LG TR T T B Ll e )

Seaier Qath Tazocn® Hh HagAm Cmisk *

Liconcy Saus EFRGR ks I

[ EdiRuud |

Wiy gns S o were =

Quaries - Clisnt 505 PO03
Choose youn Ld:.-Idl.:J!l:Elb:::h.Q
Paramater Soarch Data
Clignd {Client | Loc)  DOO0455% 7|
Company Hams;
| ast Hama:
First Hams:
Chaose your sort eqder.
Primary Sart Secondary Son
ChRarm V| | #!
Submit | | Fesst
Close
et qocke SL02)s0s, e e Snar s d o pup Ui p2 pe o ok Soet e B Locol rbeanct il
Figure 1.15 Query Pop-up Window.
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1.13 Close Button

In the SCS application the “Close button” appears inside a pop-up window alowing the
User to close the window when completed (see Figure 1.16).

/3 Who did It? - Webpage Dialog____[X|
Parameter Value

When Createc: 2008-01-17 14:22:16
Who Created:  IDIRSCS_SYS_ADMIN
When Updated: 2008-01-17 142216

Who Updated: IDIRSCS_SYS_ADWIN

Revi sior‘:agrnt 0

bkt fpeckoi S 10 ‘ﬂ Local inkramet

Figure 1.16 Close Button.
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1.14 PDF Letter Icon

|
The Letter Icon 51- when displayed, indicates that a completed letter can be displayed

by clicking on theicon. For example, if a Scale Site Authorization letter has been

generated, the letter icon will be displayed in the “ Scale Site Authorization” screen beside

the Authorization it is related to (see Figure 1.17).

IWERs FIURT | ArEETEAT

Scale Site Authorization

| Erale EBa s 1TF %zak Sivfame SPRCAT LARE 32=1F 22 Sy Sazed Foret Boghon Memizr: Rardh wdond Semck Dizrid

== ] [ e samara] e e [ [ ]

Aeiwnn |

||*|lh1'plln1i IHecrm llale fapey lale Cmceled (s Concelsbon Basem Stehs mlr on Letier

TIE P LIRS ) L0 valwy
|| Bl marArnT HOT-0-37 Bz
([ WAL Or-: 13 LR |
I e B b U | i WOT =344 Eairngd
| 25128 ANEIL-IT MO0 =4
T T

“Fpgekyh, Tliwlamer Pruasy Camriqhl

Figure 1.17 Letter Icon.
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1.15 Wildcard

SCS queries allow the use of awildcard for Searches. The Wildcard - % - can be inserted

to match any character and can be placed in the beginning, middle or end of a search item
(see Figure 1.15). Further informationon the Wildcard is available in Section 2.3.
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1.16 Filter

A filter alowsthe user to display a specific type of information on the screen instead of
all of theinformation (see Figure 1.18).

- iy
e LT LT i, R
= f=———————————————————Furuulniand Rumgs
- 1 ke b
Scale Sie Authonzatian B RET
|smn:a|-p S50 Sook SimMome: SILCGSELVAND CO Repore Morban oz Cowsisgen (einct Ced helscn o Oand | SAnst

: Creer | | | | e | T

al | [= L

B Atricn®  EMecove Dol B Cem  Conceleilems  ConceladasResscn Sialse  Eitorizsfon Leser
IOAa4-0 ia-14-01 Srkow
IS 114 -1 114 Foaac

Al Auieslu

Figurel1.18 Filter.
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1.17 Refresh

The “Refresh” button will update the currently displayed screento reflect a chosen filter
(see Figure 1.18).
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SCS Queries

2

Queries are accessed from the drop-down list of the “ SCS — Queries’ Menu (see Figure
2.1). Each query has a specific set of search criteria that the User may select depending
on the query type. Some Query screens have a sort function where sorting can be
determined before the query is submitted. Additionally, sorting can be performed on the
query results. Queries accessibility is dependent on User role.

=l 1

& e P TR
g s Rl A TTTIEES AT 2 DT e AT S DITHATEN o Y S AT | e o v | Eq.raﬁts‘anﬂ:ngngn
.. Hardbed Wenagemer: | Sdminsirabon

'-:} P.E:-rrh

» Hizly,

=z Munistry of =

Figure 2.1 QueriesMenu Access.

Queries Menu

Unique Screen
Number

Explanation

Clients

SCS:P003

Allows the User to search the database for a specific
client utilizing the following search criteria:
 Client (Client/Loc)

¢ Company Name
e Last Name

e First Name
The results are displayed in column format in the
sequence selected on screen P004.

Scalers

SCS:P005

Allows the User to search for a specific scaler(s)
using the following search criteria:

 Licence #

* Reg/Dist

Scaler (Client/Loc)

e Licence Type

* Last Name

» First Name

* Appointment Type

« Exam/Upgrade

The results are displayed in column format in the
sequence selected on screen P0O06.

December 1, 2009
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Unique Screen

Queries Menu Number Explanation
Scale Sites SCS:P043 Allows the User to search for specific scale sites
using the following search criteria:
e Scale Site #
* Reg/Dist
e Site Type

» Scale Site Name
« Site Owner (Client/Loc)

Timber Cruise SCS:P029 Allows the User to search for specific Timber Cruise
Plans Plan using:
e Plan #

e Cruise Type

e Cruise Method

 Licensee (Client/Loc)

* Reg/Dist

e Tenure Licence #

e Cutting Permit #

* Cruise Block(s)

 Cruiser

 Participants

* Date

* Field Check Recommended?
« Compilation Check Required?

* Maturity
Mark Site SCS:P066 Allows the User to search for a specific Mark Site
Designations Designation by searching by the Timber Mark.

The results are presented on screen P067.

Scaler Risk SCS:P124 Allows the User to search for a Scaler Risk
Assessments Assessment using:

¢ Assessment ID

e Level

e Complete
 Licence #

* Reg/Dist

» Scaler (Client/Loc)
* Licence Type

Scale Site Risk SCS:P126 Allows the User to search for a Scale Site Risk
Assessment Assessment using:

e Assessment ID

* Level

* Complete

e Licence #

* Reg/Dist

« Site Type

* Scale Site name
 Site Owner (Client/Loc)
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Queries Menu

Unique Screen
Number

Explanation

Timber Cruise
Risk
Assessment

SCS:P128

Allows the User to search for a specific Timber
Cruise Risk Assessment using:

e Plan #

e Cruise Type

e Cruise Method

« Licensee (Client/Loc)

* Reg/Dist

e Tenure Licence #

e Cutting Permit #

¢ Cruise Block(s)

 Cruiser

 Participants

* Date

 Field Check Recommended?
» Compilation Check Required?
* Maturity

Waste Risk
Assessment

SCS:P130

Allows the User to search for a specific Waste Risk
Assessment using:

¢ Risk Assessment ID

* Risk Assessment Completed
* Risk Level

¢ Waste Assessment Status
* Licensee (Client/Loc)

* Reg/Dist

e Forest File ID

* Timber Mark

e Cut Block

e Cutting Permit

e Survey Dates

The results are presented on screen P131.

December 1, 2009
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2.1 Query Buttons

Queries Menu

Explanation

Reset When clicked returns the User to the default state by clearing all of
the fields the User had entered.
Submit When clicked SCS searches the Client data base and displays the

result.
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2.2 Search Screen —Case

Search screens are case insensitive allowing the User to use either caps, lower case or a
combination of both, for example, STOcks will return Stocks, STOCKS, and/or stocks
(see Figures 2.2 and 2.3).

Parameter

Client (Client / Loc):

Company Name:
Last Hame:

First Hame;

Search Data

|t

“ﬂ
STOcks <:4

Figure 2.2 Search Data Parameter — Case | nsensitivity.

JResuit List: 5 reconds

Chent (Client ! Loc)  Company Hame L;?Hﬁml!
Qoo 8l SI0CKD
o0eaz12/0a STOCKE
O0CA3249 100 STOCKS
OOCE*A29 00 STOCKS
00112423100 STOCKS

Hirst Name
IHERESA
THERESA
HURRY
TERRANCE
EEMHETH

City

SELSM
HELSCH
SAARICHTOM
LAMLOOPS
SELONYMA

Husiness Phone#  LellFhone & Email Address

Figure 2.3 Resultsfor Search Data — Case Sensitivity Example.
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2.3 Wildcards

The search screens in the Queries Menu allow the User to utilize the wildcard - “%” (see
Figures 2.4 and 2.5) except for the “Mark Site Designations’ query.

D I
[Parameter Search Data 9
Client (Client/ Loc): [00009% |00~

Company Name:

Last Namea: JDHE!%

First Name: B

Figure 24 Queries Wildcard.

Result List: 1 records
Client {Clignt ' Loc) Company Hame LastHame FirstHame  City Eusiness Phone# Cell Phone#  Email Address |
nonaas4=jnn OMFS RARRY VERRIOM

Figure2.5 Queries Wildcard Results Example.
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2.4 Mandatory Fields

Some search criteriais mandatory when submitting aquery. If afield isrequired ared
asterisk * will appear beside the field name. If the User fails to enter the mandatory field
the query screen will be displayed with a message explaining that the field is required
(see Figures 2.6 and 2.7).

Parameter Search Data
n + Timber Mark: |
WA

Figure 26 Mandatory Fields.

n

Timber Mark is required. <‘r//

Parameter Search Data

* Timber Mark: |

[ Submit ] [ Reset ]

Figure2.7 Mandatory Field Required Message.
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2.5 Query Sort Order

Sort operations can be chosen from the Queries screen before the results are displayed
(see Figure 2.8). The Primary Sort defaults to the first item in the list or the User can
choose from the drop-down list. The Secondary list is optional and defaults to a blank
(which means that only the Primary sort sequence will apply) or the User can choose
from the drop-down list. However, once the query has been submitted most tables may
be sorted by clicking the column title in the query results for either ascending or
descending order.

Choose vour sort order.

Primary Sort Secondary Sort @
|
g LastName w First Mame w </[

Figure 2.8 Queries Sort Order Example.
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2.6 Resetting Parameters in a Query

The Reset button alows the User to clear ALL search criteria before the query has been
submitted and alows the User to start again (see Figures 2.9 and 2.10).

Guerias - Clant won =l

£ haes ovs SATT) pARMEeIarE
PaT A sanrh iy

Cherd 0o Miaze (0N '
Conrpaim Hatee
Laal Hunz i

HS] B Hohert

LR 5 0T ST o

Quearies - Cllent - B

Chaawe vour azmrek perarreiz

I
Fumnslar SwandiDala s
Chaal paki Ll

Srrapacy Narae

CBowne v 2odT e

Primany Sert Twzadary S

Cmin b

Suhre || Eaed

Figure 2.10 QueriesParameters After Reset.
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2.7 Entering Dates

Some queries may require the input of dates to assist in the narrowing of asearch. The

format for all datesin SCSisYYYYMMDD. The User may type in the date or click on
the calendar icon next to a date field (see Figure 2.11).

Paramsier Search Data

Reg | Dist: [al o |
: f‘_‘_'j

From Scale Dete: 20080102 =

To Scale Date: ﬁ

Figure2.11 Query Dates.
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2.8 Calendar Quick Keys

Quick Key Explanation

<Month > When < is clicked the previous month is displayed. When > is clicked
the next month will be displayed — see Figure 2.12.

< Year > When < is clicked the previous year is displayed. When > is clicked
the next year will be displayed — see Figure 2.12.

Today When clicked moves you to the current date — see Figure 2.12.

23] E‘\
E;~{ January > < 2008 ar”

SMTWTF S

o 31 1E| 34 5
5§ 7 8 91011 12
13 14 15 16 17 18 12
20 21 22 23 24 25 26

27 28 29 30 311 2
3 456 7% 89
0
S

Today

Figure 2.12 Calendar.
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2.9 Query Parameters

Each query screen will display a set of parameters depending on the query that the User
chooses (see Figure 2.13). Parameters can either be entered manually or through a drop-
down list on the field. Mandatory fields are displayed with a red asterisk * (note only the
Mark Designation Query has a mandatory field).

Parameter Search Data

Clignt {Client | Loc):
Company Name:
Last Hame:

First Name:

Figure 2.13 Queries Parameters Example.
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2.10 Query Results and Column Sorting

Upon completion of the query the User will receive a screen displaying the results. The

results, displayed in columns, can be sorted in ascending or descending order, by clicking
on the column header.

When the column is clicked, an arrow, next to the column header, indicates what order
the column is currently sorted by, for example, an upwards arrow indicates that the sort is

ascending and a downwards arrow indicates the sort is in descending order (See Figure
2.14).

e
sulu e and Control System (SCS) Frasiaimnd Hange |
e [—
Quaries - Cliont - Results J l 5C%
L L R, l —_—
| D (Tl ' L) -.llu ET 2N Lot s Fowl e - Oy Dy Floaw & I'.r-thr-I vl A28 wus
" - =Ty 3 L I:ﬁ -.':' d
|0 ! RONERT WAL TR
T CRIETT NG
inte ELLERI £

Figure 214 Queries Results— Sorting Columns.

If the results of query exceed 5000 entries the SCS system will
notify the User that the search exceeds the maximum return and
that the search should be refined. Only the first 500 records will be
displayed (see Figure 2.15).

Wrla b ST A
orestGiondi

Queres - Client - Resulis 505 POCS

@ o rretri o of recoe e Bas hean remmsd o rafias B0 sanc) ks renr o e o

% B AN TH TR A0i AT e e eeaTh o, (:_,-“f
Reangrl et 5001 rerads
.'lul. Limare] | I.u i Lampga

Ll e Iinsl Herme

Lhran
“FégTei i1 qAV e
Lk L
FRLCRFE 1 TRALK
E & 8 ORI LID s
] [Fik
] Eif
] Ui g
WLHE UrRIH
Vg el
WEUR 2Rl
Crq ] ] AT
“7=RFELT anF LR
wl L K RANGE
VAR LARHLES LLHSIER

Figure 2.15 Query Results Exceeding 5000 Records.
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2.11 Hyperlinks and Queries

Some result screens within SCS have hyperlinks that navigate to another screen within

the SCS application. These fields are displayed in blue (see Figure 2.16). For example,
when Scaler Query results are displayed the Licence #, highlighted in blue, can be clicked
to display the corresponding Scaler Record (see Figure 2.17).

‘Secale Administration and Control Systen [SC5)
[T .. Fuzah T B gtk Maragmeri | Afwiiraslor
jes - Scalers - Results

Raumilisl * woad
Ihace o Bag ! Tinr laeiHyma  Fro Some Pddw Sere Dirancs Tece Seadar (50w Ol oe
B e = sl sTEASH Fzlzh LMy =big DAL En TR

;‘n.‘.-?| | iirmam e

Sy
R, T
Farmatadand Furngs

Scaler Record SCE. 508
aren® JTPA Har AT BETER Rayer: Do FronsiBRagicr Mamist Bmviice Coord Fesan RlekA Annirh
=" I | [ g | [T | T | P | T
(1= 3

BERNT BT LGS A,
HEZi AT

TRV [ LAERRI OS]
Erg (e

Srmar (am Tasrad ran

Figure 217 Hyperlink Results Example.
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2.12 Tabs and Queries

Some of the hyperlinks will display screens with more than one tab. To move between
tabs, click on the tab heading (see Figure 2.18). Thetab that is being accessed is lower
than the other tabs and the tab title is darker. Tabs not being accessed only appear to be
greyed out and change this appearance when accessed (see Figure 2.16 and 2.17).

Heiz

+ 5CE Bz = He
HcaleAdministration-and-Control SystemBeg—— N el
Gy sk Gipkr ., HeloiMeared | GoymukeEg

Boale Site Recond
| SO SR E S1) SC0N SHEAIFH WER ||!;:::f'| CATISTEN  Roghei B30T00 KBS "DalFOphn  Ceaint: Jucwnd Fo SITnne Sawch
||l fi.\'.'h-r:.'m.-r\_- o .L):’_fd

'ﬁ..-'n'm'y

Tisadss 2! Lam Ssdors SECE-33-5

Hemnilss 2f Sunrpdse Jael 120l ©
Sarphe VAdaR Ja81 12 EIaE
SOAZE LTI TESLIZMOnir St

Figure2.18 Accessing Tabs.
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2.13 Queries — Create New Record

When submitted, the query results screen may allow the User to create a new record.
For example, a query may allow the User to create new records by clicking on the Create
button (see Figure 2.19). The create button will depend on what query function the User

initiated. For example, the Queries — Scaler — Results screen (SCS: PO06) screen allows
the User to create a Scaler if required.

anfrol B . (SCE|

frdwd frax=y i s

Quenes - Scalers - Resulis

505 5000

Fruliill e A0 wisuds

frasr-@ Ao Dist Lnrt bawi Ama Hamay Mo baree Lleonea Tn Scabar TR Lo

F1= Baekiwn e macd Dokl S1hGH Lt | EL I RF R TS R b FL I PR

4 i Vo Dl SR E E JoVES e WA Balg

i b Moy Mooy ki Tl Cd 13 CITERINGETRT DTeAL eTHICEE Godl1g Nahaile
11C [ocky Uzerbin “camCiolid  ZLLIC AT SO0 Goaling v

Foorey Lza-idn Srwe i SERGIHSCH OFLRERT WHIES A=y

JaEE reoa deanga Snenst Diedd UMTLAHT FREETH =1 Tk Araliag Vel

Figure 219 Queries— Scalers- Results.

2-16 December 1, 2009



Generating Letters

3

Generating aletter (see Figure 3.2) allows the User to customize letters including
signatory blocks, file format, email and copy recipients Letters, once they have been
generated, are displayed on the screen(see Figure 3.1) or may be available to view

whenever aletter icon is displayed (see Figure 3.3). Lettersthat are available are listed in

the table below.

Letter Generated from this Screen
Check Cruise Advisory Letter SCS:P078

Check Scale Advisory Letter SCS:R004

Mark Site Designation Letter SCS:R011

Scaler Authorization Letter SCS:R003

Scale Site Authorization Letter SCS:R006

% BrTsH
COLLBMBLA

M af Fomndts and Rangs

Frosnoa et Britah Colomou Fagatodd

SCALER AUTHCRIZATION

B ST AR

RS BT W WA TR T W R

Figure 3.1 Generate Letter — Scale Site Authorization.
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ALTONZANON T LdE
Srals Gied 7K
Efferion Nt LT
LEE P [T P
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Conditions 4

When a User is creating or editing Scaler Authorization, Site Authorization or Mark Site
Designation conditions can be added. For example, the conditions required for a Scale
Site Authorization are added using the drop down menu at the bottom of the screen.
Conditions are linked to the document being created. That is, only conditions for a Scale
Site Authorization will be shown if that is the document being created (see Figures4.1
and 4.2). Templates can also be used to create documents. See Section 15.3 for
instruction on using, adding and maintaining your own Templates. Only the role of
System Administrator can create new conditions.
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Figure 4.1 Adding Conditions.
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4-2

December 1, 2009



Revenue Branch Applying Templates

Applying Templates 5

A Template is a collected group of Conditions that have a particular use Using
Templates saves time when adding more than one condition. Each template is associated
to a Scale Site, Scaler or Mark Site Designation and can be applied to a particular type of
Scale Site (Piece, Weight, SFP or Cruise) and district of region(see Figure5.1). For
further details see Administration — Maintenance — Maintain Templatesin SCS. See
Section 15.3 of this guide for information on creating templates
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Figure5.1 Templates.
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Reports 6

Reports are accessed from the “ SCS — Reports’ menu and accessibility of what reports
that are displayed will be dependent on the User role. When the Reports menu item is
selected alist of Reports will be displayed from the menu drop-down list (see Figure 6.1).
Each report screen will:

2 Display a description of the type of report to be generated and a unique screen
number (see Figure 6.2).

2 Have a specific set of criteriathat the User may select depending on the type of
report desired.

2 Will dlow the User to choose options for the output of the report, for example,
whether to have the report viewed/sent in PDF or Excel format.

Some Reports screens allow the User to choose a report sort function where sorting can
be determined before the report is sent or viewed.

= 31 Fome « help

il by il

Scale Administration and Control System [(SCS) Farastatand K hnis

-y L T Ry e T )

CS_5YS_ADMM

introduction: The Scake Adminstaion and Controd System (SC5) supports the Ministny's rsk raling. administrative and data
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Figure 6.1 Reports.
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6.1 Reports List

Unique Screen

Report Menu | Number Explanation

Scaler SCS:R005 This report lists all scalers, authorized or

Register unauthorized, by District, Region or the whole
Province and provides additional scaler licence and
authorization details.

Scale Site SCS:R007 This report lists all scale sites, authorized or

Register unauthorized, by District, Region or the whole
Province and provides additional scale site
authorization details.

Check Scale | SCS:R008 This report displays a summary of how many check

Activity scales have been done, number of scalers checked
and supporting information.

Check Scale | SCS:R001 This report is a summary of check scales by

Analysis Organizational Unit or Check Scaler licence

Report number.

Mark Site SCS:R010 This report displays all designations by Timber Mark

Designation and or Scale Sites.

Designated SCS:R002 This report displays all the non-designated Timber

Mark Marks that appear at scale sites by District, Region

Exception or the whole province.

Scale Site SCS:R012 This report displays the number of authorized sites,

Inspection the number of sites inspected, whether they are

Activity Active/lnactive, the number of CIMS flagged Issue
and ERA cases opened and categorized by Weight,
Piece or SFP types.

Species/Grade| SCS:R013 This report displays the volume of an original scale

Check _Scale compared to the volume of check scale segregated

Analysis by species and grade.

Report

Scale Site SCS:R009 This report provides summary totals for inspections

Inspection and their questions that were completed within a

Analysis selected period.

Scaling SCS:R015 This report displays the number of authorizations,

Administration appointments and Mark Site Designations in an
Organizational unit.

Scaling SCS:R016 This report displays exceptions that occurred on the

Exceptions date of scale pertaining to authorizations for

Scalers, Scale Sites and a Scaler’s relationship to a
Scale Site.
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6.2 Report Buttons

Button Explanation

Report When clicked the report is generated according to the
parameters, sort order (if applicable) and output options the
User has chosen.

Reset When clicked returns the User to the default state by clearing

all of the fields the User may have entered.
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6.3 Report Description

Each Report chosen from the menu will display a description (see Figure 6.3). The
description explains the nature and whet will be displayed in the results.

Figure 6.3 Report Description Example.
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6.4 Report Parameters

Each Report screen will display a set of parameters dependent on the type of report the
User chooses. Some of the parameters fields will be pre-populated (see Figure 6.4).
Pre-populated fields will include those fields with drop-down lists and radio button. A
value may be selected from a drop-down list to replace the pre-populated vaue.
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Figure 6.4 Report Parameters.
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6.5 Mandatory Fields and Default Values

In Reports, all default values can be overridden by selecting another from the drop-down

list (see Figure 6.5) - or in the case of aradio button (see Figure 6.6) - by selecting
another radio button. Leaving all the defaults unchanged will return the maximum

number of report lines of data, which may result in extended processing times and large

reports.
Parameter SearCﬁ!ata
Reg ! Dist: Al
License Status: |.-:II ., v|
=i

Authorization Status: [ Al S b

Appaintmeant Typea: Cancelied

|Expired
|Mald

K4

Figure 6.5 Report—Default Value and Drop-down Down List Example.
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File Format: PDF w

Email Recipient: |

!
P
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Preview Report  ves &) Mo (O

Figure 6.6 Report— Radio Buttons.
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6.6 Report Date Fields

Some queries may require the input of dates to assist in the narrowing of a search. The

format for all datesin SCSis YYYYMMDD (see Figure 6.7). The User may typein the
date or click on the calendar icon next to a date field (see Figure 6.8).
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Figure6.7 Report Calendar.
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6.7 Report Sort Order Parameters

Sort operations can be chosen for some Reports before the results are viewed by the User
(see Figure 6.9). The Primary Sort defaults to the first item in the drop-down list or the
User may choose from the drop down list for the Primary sort item. Each drop-down list
will vary depending on the report being generated. The Secondary list is optional and
defaults to a blank (which means that only the Primary sort sequence will apply) or the
User can choose from the drop-down list on the Secondary sort as well.

Primary Sort Secondary Sort

| ScalerLast Mame V| w

Figure 6.8 Sort Order.
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6.8 Report Output Options

SCS alows the User to choose delivery options when generating areport. The User can

choose the desired file format

PDF or MS Excel, whether or not they require a copy to be

sent to arecipient by email and if they wish to preview the report results on their screen

(see Figure 6.10).
Option Explanation
File Format The report can be generated to either an MS Excel or PDF

format. The MS Excel format is not available for all reports.
If a MS Excel format is requested a prompt will be displayed
so the User can either “save” or “open” the report. If a PDF
format is requested the report is displayed on the screen
and can be saved once it has been displayed.

Email Recipient

Enter the email address if the Preview Report is set to “No”.

Preview Report

If a PDF format is requested the report is displayed on the
screen and can be saved once it is displayed. The report
can be sent to an email recipient. If the User clicks the
“Yes” button the email recipient is ignored.
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Figure6.9 Report Example.
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6.9 Report File Format

On some Reports the User can choose to have the report submitted to either aPDF or MS
Excel document by clicking on the drop-down in the file format (see Figures 6.11 and

6.12).

Email Recipient: |

Parameter D\\i

File Formar: |EDF E'E'I/
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Figure 6.10 Report File Format.
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Figure6.11 Report Results—PDF Format.
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6.10 Resetting Parameters in a Report

The Reset button alows the User to clear ALL search criteria before the query has been
submitted (see Figures 6.14 and 6.15).
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Figure6.12 Report Parameters Before Reset.
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Figure 6.13 Report Parameters After Reset.
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6.11 Preview Report

The User may desire to have the report displayed once it has completed. The default
setting for the report is “yes’ (see Figure 6.16).

If Preview Report has been set to “No” then the Email Recipient is arequired field. If the

field is not completed, SCS will return a message informing the User to add a recipient
and highlight the field in red (see Figure 6.17).

Parameter

Flle Format: | POF ¥

Email Recipient: B

Preview Report  vos (33 pg O <J

Figure6.14 Report Preview.

Paramater
File Format: POF - | E;g
eman Recipien: [ .

If Prexiew Report has bean set to Mo then the Email Reciplent is required. &, -1

Freview Repert  yes ) Mo &

Figure 6.15 Report Preview Recipient Requirement.
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6.12 Send/View Report

The “Send/View Report” button allows the user to generate the Report according to the
parameters set (see Figure 6.15).
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6.13 Printing a Report

Reports may be printed once they are generated. To print a PDF report, click the print
icon on the report header. |If the report has been exported to MS Excel, printing is then
dependent on your Ministry desktop configuration.
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6.14 Creating a Letter from a Scale Site Record

Some screens in a Scale Site Record allow the User to “Create a Letter”. For example, a
“Check Scale Advisory Letter Option” can be created when entering a Check Scale (see

Figure 6.18).
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Figure6.16 Creating a Report from Scale Site Record.
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Create 7

When the Create tab is clicked alist of Create items will be displayed in a drop-down list
(see Figure 7.1). Each create item allows the User to create new records and enter
specific information. Create menu items accessibility is dependent on User role.

Figure 7.1 Create Menu Access.
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7.1 Create List

Create Menu

Unique
Screen
Number

Explanation

Scaler

SCS:P007

Allows the User to create a scaler from an existing
client record requiring some or all of the following
Scaler details:

« Licence # (generated by SCS)
Scaler (Client/Loc)

Regional District

Licence Type

Effective Date

Scaler Oath Taken?

Appointment OR Exam/Upgrade details, must be
entered:

Appointment details:

* Appointment (LOV)

* Province Wide? (LOV)
« Effective Date

» Expiry Date

OR
Exam details:

« Exam/Upgrade (LOV)
¢ Completed By Date

Note: The Scaler must have either passed the
Licensed Scaler's exam, the Acting Scaler's exam or is
being appointed as an Acting Scaler without having
written the exam.

Scaler Site

SCS:P045

Allows the User to create a new Scale Site requiring
the data details as follows:

« Scale Site # (generated by SCS)

* Scale Site Name

e Owner (Client/Loc) — Note if the Scale
(Client/Loc) is not known then a Search may be
performed to locate it.

¢ Region/District (LOV)

e Timber Brand

* Latitude (Degrees, Minutes, Seconds)

* Longitude (Degrees, Minutes, Seconds)

 Description of Site Location Site Type

« Site Type (Weight, Piece, SFP, Cruise)

7-2
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Unique
Screen
Create Menu Number Explanation
Mark Site SCS:P068 | Allows the User to create a Mark Site Designation for
Designation some or all of the following information:
* MSD # (generated by SCS)
e Timber Mark
« Mark Holder (Client/Location) — generated by
SCS depending on the Timber Mark entered
e Mark Holder Name — generated by SCS
depending on the Timber Mark entered
« Mark Status — generated by SCS depending on
the Timber Mark entered
« Geographic Location
e Population
« Effective Date
» Expiry Date
* Reg/District
« District Wide?
e Est. Volume
e Est. Truck Loads
» Timber Description
» Transportation Date Description
« Other Requirements
Scaler SCS:P063 | Allows the User to create a Scaler Authorization from
Authorization the following information and to be able to add Scale
Site Conditions.
 Authorization # (generated by SCS)
» Authorized Scaler Licence # - Note if the
Authorized Scaler is not known then a Search
may be performed to locate it
« Effective Date
« Expiry Date
¢ Region/District
* District Wide?
Conditions are added by clicking the “Add Conditions”
button.
Scale Site SCS:P060 Allows the User to create a Scale Site Authorization

Authorization

using the following information.

December 1, 2009
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Create Menu

Unique
Screen
Number

Explanation

¢ Authorization # (generated by SCS)

» Scale Site # - Note if the Scale Site # is not
known then a Search may be performed to locate
it

« Effective Date

« Expiry Date

e Expected Annual Scale Volume

Conditions are added by clicking the “Add Conditions”
button or using a Template.
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7.2 Buttons

Button Explanation

Back When clicked the back button allows the User to return to
the previous screen.

Reset When clicked returns the User to the default state by

clearing all of the fields the User may have entered.

Save Record

When clicked SCS saves and displays created record.

Add Conditions

When clicked allows the User to add conditions to a Mark
Site Designation, Scaler Authorization and Scale Site
Authorization.

Search

When clicked returns a pop-up Queries window.

December 1, 2009
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7.3 Create Parameters

With each Create function the parameters will differ depending on which function the
User isaccessing. For example, Create Scaler requires that the scaler, Reg/Dist., Licence
Type, Effective Date and Scaler Oath, etc. be populated (i.e., are mandatory - see red
asterisk *) (see Figure 7.2). - in comparison to the parameters required in creating a
Scaler Authorization (see Figure7.3).
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Figure 7.3 Create Scaler Authorizations.
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7.4 Mandatory Fields

Mandatory fields a red asterisk * beside the field name (see Figure 7.4). If the User fails

to enter the mandatory field the screen will display a message explaining that the field is
required and that field will be highlighted in red (see Figure 7.5).

%

= @wﬂer (Client | Loc): ! [ =earch ]

Figure7.4 Create— Mandatory Field.

Licencea &
Scaler (Client | Loc): (00045000 _.-|]_‘: | Search
Reg ! Dist EHCO - Campbell Rrver Forest District bt

Licance Type: [#] Scaling %
Effective Date: _ o) C/

Efective Date is required,

Scaler Oath Taken? EYEF. ¥

Figure 7.5 Mandatory Effective Date Field Required Message.
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7.5 Wildcard

The search button displayed the in the “Create” screens allow the User to utilize the

wildcard - “%".

The search button displayed in the “ Create” screens allows the User to utilize the
wildcard - “%” (see Figures 7.6 and 7.7). Note that the Search button (see Figure 7.8) -

when clicked, displays a search pop-up for entry (see Figure 7.9).
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Figure 7.7 Wildcard Results.

7-8

December 1, 2009



Revenue Branch

Create

Authorization #:

*  Effective Dale:

*  Expiry Date:

“  ReglDist;

* [hstrict Wide?

* Authorized Scaler Licence #: |

|| Search 9
[ ]®
| K2
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Figure 7.8 Create— Search Button.

- b

| Wiy

- 4
» - e
t'anidiRangm

Scaler AU Chuee wu wadh praeasns s BN
Scaler Authoriz [P TPl
(et o o
Audtanzotan | 300 o -
. it Scaw [Osl Loz OEGEL o
R =, 1o T =
T EesayDuk LALERNTE
* Rop’Cist et i
© pemcttage | | AmsmTes T =|
e en -1 |= e
[Buche, [Taawr] Jf 5752 & A
- P
Py Sl S cambary Sl
[Lzncew = | ¥
" Eapmil] Rasat]
.

Figure 7.9 Create Search Pop-up Screen.
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7.6 Hyperlinks

Some screens within SCS have hyperlinks that navigate to another screen within the SCS
application. Thesefields are displayed in blue. For example, when Scaler Query results
are displayed the Licence Number highlighted in blue can be clicked to display the
corresponding Scaler Record (see Figure7.10).

Queries - Scalers - Results HC5: POOA
Rasult 72 moocs
Lpcproe i i st Lasl birsl [& TR S Licencs Seahs (Chanl
Hamia Hamn Hamn Typa loc)
1536 Southem Imenor Fores: A_DEN L Scaling DCCD4537 7 Do
Hegion
1539 Soulls=im Insiiw Fures. ATWOOD E ] Sealine 0004538 ¢ DO
Fegion
Rack
Closs

Figure7.10 Create Query Results Displaying Hyperlinks.
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7.7 Close

The Close button allows the User to close the Client query pop-up window and return to
the previous screen (see Figure 7.11). However, clicking a hyperlink will automatically
close the window and return the user back to the appropriate Create screen (see Figures
7.11 and 7.12).

If you close a query without selecting aresult row from the query Result List, then the
appropriate screen field will NOT be populated (see Figure 7.13).

= Wielnpings: Cialeg
Quorias = Cliant S5 POO3
Choosr you somre -h pom aneien
[epe—— [Ty

Cleet] Bt | L]
Coamysany Marsar

LARE Madives

Pl ? o gl ¢ e e e pan B e g W pesAiprst prfloc o Wl Lossl sdrang | Frobe e Mo e

Figure 7.11 Create Menu —Query Close Button.
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Figure 7.12 Close Screen — Return to Previous Screen After Clicking the Hyperlink.
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7.8 Back

The back button allows the User to return to the previous screen (see Figure 7.13 and
7.14).

If you return from a search without selecting a result row from the query Result List, then
the appropriate screen field will NOT be popul ated.

Closs
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Figure 7.13 Create Menu — Back Button.
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Figure 7.14 Create Menu —Back Button.
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7.9 Reset

The Reset button allows the User to clear ALL search criteria before the query has been
submitted ard allows the User to start again (see Figures 7.15 and 7.16).

~Hain

Scale Adminiafiation.and Control Syslem SCS). P
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e lalie mmm B

Expiny Do G :E-
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Figure7.15 Create Menu — Reset Button.
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Figure7.16 Create Menu— Screen After Reset.
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7.10 Save Record

The Save Record button saves the completed entry on the screen (see Figures 7.17 and
7.18). For example, when creating a Scaler the Appointment details, if added, will

appear in the Appointment Tab in the Scaler Record (see Figure 7.18).

§ B

Ecale Administration and Contral System (SCE)

[ty Fepty

oy nEmonmbasapeeers  Adeneraon

Scaler - Create

Ssalar infarmatan

Lkieine ®
ScalarIChent! Lack |DEOD:SED 0o (| Seeh |
L ] RSI-Cascades Forest Disincl -
Licerea Ty [E.E
E et Dali aan (B
Seabar Oen Taw® oo W
Parase smlect con of Sa Rllmeg
AT [ Sy el EET (=52 -
Brercs Tl Yen & Carrwiated B =]

Figure 7.17 Create Menu — Save Record.
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Figure 7.18 Create Menu — Save Record Results.
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7.11 Who Did It?

The “Who Did It Icon” & alows the User to view the creator of the record, who last
updated it and the date and time of the update (see Figure 7.19).

Parameter Value

When it was Created Date and Time the record was created (i.e., 2008-01-02 —
11:42:53).

Who Created The User who Created the record (i.e.,
IDIRSCS_SYS_ADMIN).

When Updated The date and time the record as last update (i.e.,
IDIRSCS_SYS_ADMIN).

Who Updated The User who last updated the record.

Revision Count The number of times the record has been revised.

/3 Who did It? -- Webpage Dialo
pag g

Parameter Value

When Created: 2008-01-02 15:40:53
Who Created: IDIRSCS_SYS_ADMIN
When Updated: 2008-01-02 15:54:11
Who Updated: IDIRSCS_SYS_ADMIN
Revision Count: 1

Figure 7.19 Who Did It 3. —Pop-up Window.
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7.12 Add/Remove Conditions

When the basic data has been added to the Scaler Authorization, Scale Site Authorization
or Mark Site Designation the user clicks the “Add Conditions’ button (see Figure 7.20).
SCS then validates the date entered, returning any error messages. If the datais error free
the relevant screen will be displayed that will allow Conditions to be entered (see Figure
7.21).

A Condition may be removed (if they are not mandatory) by clicking the “ Remove’
button — on that condition (see Figure 7.22).

The Mark Site Designation function “Add Condition” button will be
greyed out pending the entry of a Timber Mark.

= Budp

S TRTTT - i,
SFarestatand Ranbe

Scaler Authorization - Create AOC5 POG

Scaler Autharizatizn

Figure 7.20 Add Conditions Button.
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7.13 Creating Templates

A Templateisagroup of Authorization Conditions gathered for a particular purpose.
Creating templates where the Conditions will be the same every time (for example, Scale
Site Authorization — Piece) is efficient and time saving. Each template is associated to a
Scale Site type, Scaler (piece or weight) or Mark Site Designation and Region or District
by adding the pertinent conditions and then naming it. Templates can then be used for
authorizations rather than having to add conditions every time. Nonapplicable
conditions can be removed from an authorization by clicking the Remove button beside
the conditions.
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Figure 7.21 Conditions Added.
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Figure 7.22 Remove Conditions.
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Handheld Management is accessed from the “SCS — Handheld” menu and accessibility of
what is displayed will be dependent on the User role (see Figure 8.1). Handheld
management allows the data trarsfer of VM files and XML files to transfer data from the
handheld device to or from the database. To upload, the data must be at alocal location
accessible from the User’s workstation.

Iigres

Scale Administration and Control System (SCS) e A ek,

Welcome

Repirth creat . [EETETTITTEIET sowkiin

SCE Fo0l

Welcome to the Scale Administration and Control System (SC5)

L
Wersion: 02.00.33

Environment: FROD
Sarver: TIMSEL
User: CGLOSTO
Rele: SCS_SYS_ADMN

Infroduction: The Scak Admirestratian and Confrol Systemn (SCS) suppods the 8inisiry's nek raing, admirisrabve and data
cortrod renuirements far tha Cnasing, Scalng, and Wasle pragrams.

Note: Havarthe mause avar a many ilem for dalails abou e ilem.
Current News: Weicome to the Scale Administration and Conlral Systam

Figure 8.1 Handheld Management Menu.
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8.1 Handheld Management List

Data Transfer

Screen Number

Explanation

Check Scale SCS:P101 Allows the User to upload Check Scale
data from VM file structures.

Site Inspections SCS:P102 Allows the User to upload Site
Inspection data.

Inspection Questions SCS:P104 Allows the User to download Site

Inspection Questions.
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8.2 Buttons

Button Explanation

Browse Allows the User to navigate, locate and add files that need
uploading.

Upload Allows the User to upload the files listed in the Upload File
Name field.

Download Allows the User to hyperlink to the .xml files.
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8.3 Parameters

In each of the Upload Parameters screen there is only one mandatory Parameter

(indicated by the red asterisk * before the field name) to complete — the File Format (see
Figures8.2 and 8.3).

& 505 Hama * Hzip)
Scale Administration and Conirol System (SC2) Foreatatand Kange
A Snqerie . e Ibrotad Warasavact | Adricieralan
Data Transfar - Check Scals BLS 1IN
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Uplzad Cata File :}l

* Flle Haro: [Ferwer §./.
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Figure 8.2 Check Scale Parameters.
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Figure 83 Sitelnspection Parameters.
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9.1 Work Bench

Work Bench screen accessed from the Administration menu (see Figure 9.1, SCS:P002)
displays expiring authorizations. An expiring authorization is one that has an expiry date
within 30 days of today’s date. The User can choose to extend the authorization by a
fixed period of five (5) years (only for Site Authorizations) or any other value up to five
(5) years by clicking the “Add” button. Upon returning to the Work Bench screen
(SCS:P002) the authorization that has just been added will not be present. The User may
also remove the authorization which will effectively leave it to expire at the expiry date.
Upon returning to the Work Bench screen the removed authorization will not be listed.
See Chapter 14 — Work Bench Functions for more information on the functions of this
page.

« 505 Home = Falp

Scale Administrafion and Control System (SC3] J F“-;-;-__E_E%-,-;-n;. i*}gré;
ve

Oeaser | Aaanie [

. Vasdd Maavpemnl  Asmmerasn

Figure 9.1 Work Bench Menu.
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Administration - Work Bench

9.2 Buttons

Queries Menu

Explanation

Add

Allows the User to extend an expiring Scale Site
Authorization and Mark Site Designation. For example, If
the item is a Site Authorization then clicking “Add” will
present the Site Authorization screen SCS:P065 showing
that the expiry date has automatically been updated by 5
years. If the User wants to change this date, then the details
may be edited by clicking the “Edit Record” button. The Add
button must not be used with Scaler Authorizations. They
must be created new on expiry.

This item will not appear on the Work Bench screen again. If
the item remains untouched it will continue to display until an
extension has been added or the current date is greater than
the expiry date and it has expired.

Remove from List

Allows the User to remove the record from the list and
refreshes the Work Bench screen.

December 1, 2009
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9.3 Hyperlinks

Some fields displayed in the Work Bench screen are hyperlinked to other screens within
the application. These fields are displayed in blue (see Figure 9.2). For example, when
any of the Authorization # hyperlinks from the Expiring Scaler Authorization screens are
clicked the Scaler Authorization screen (SCS:P065) is displayed (see Figure 9.2).

When an authorization number hyperlink is clicked it will return to the Edit
Authorization screen. There the User can Edit, Delete or Create a Letter for this
Auhorization (see Figure 9.3).
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Figure 9.2 Hyperlinksin Work Bench.
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Figure 9.3 Edit Scale Site Authorization Screen.
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Administration items are accessed from the SCS Menu. When the Administration —
Maintenance menu item is clicked a list of Maintenance items will be displayed (see
Figure 10.1).

T e e r ' (@ QPUEVNUG NKRBE S i 'y F
Scale Adminisiration and Conirol System (SCS) — Formstand Rangn
. o e rhoka #

. Headribeaaeal |, e

Figure 10.1 Administration Maintenance Menu.

Unique
Maintenance Screen
Menu Number Explanation
Templates SCS:P080 Allows the User to view, create, delete or edit a list of

SCS application template. The delete button is only
available to a User with the role of System
Administrator. The list of Templates can be filtered by
type from a drop-down and/or sorted by any of the
column headers.

Conditions SCS:P083 Allows the User to view a list of SCS conditions. The
create, edit and delete button is only available to a
User with the role of System Administrator. The list of
Conditions can be filtered by type from a drop-down
and/or sorted by any of the column headers.

Questions SCS:P079 Allows the User to view a list of SCS questions. All
guestions are displayed and no filter is involved. The
create, edit or delete button is only available to a User
with the role of System Administrator.

Sighature SCS:P098 Allows the User to view, create or edit a SCS

Blocks Signatory block. The list of Signatories can be filtered
by type from a drop-down list. The delete button is
only available to a User with the role of System
Administrator.
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Unique
Maintenance Screen
Menu Number

Explanation

Exam/Upgrades SCS:P086

Allows the User to view, create, or edit an SCS exam
result. The list of Templates can be filtered by type
from a drop-down list. The delete button is only
available to a User with the role of System
Administrator.

Appointment SCS:P089
Types

Allows the User to view, create an Appointment Type.
All conditions are displayed and no filter is involved.
The delete button is only available to a User with the
role of System Administrator.

Valid Licence SCS:P092
Attributes

Allows the User to view, create or edit Valid Licence
Attributes is displayed and no filter is involved. The
delete button is only available to a User with the role of
System Administrator.

Authorization SCS:P095
Conditions

Allows the User to create or edit Valid Licence
Attributes is displayed and no filter is involved. The list
of Conditions can be filtered by type from a drop-down
list. The delete button is only available to a User with
the role of System Administrator.

Systems Allows a User with the role of System Administrator to
add Current News to the SCS application.
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10.1 Buttons

Maintenance Buttons

Explanation

Refresh

When clicked the currently displayed screen will be updated
and reflect the chosen filter.

Add

When clicked the User can create records.

Delete

When clicked the User is prompted to confirm the deletion.
Once confirmed the record is removed from the screen. The
delete button is only available to a User with the role of
System Administrator.

Sometimes a record is associated to a Scaler, for example, an
Exam/Upgrade #. In this case, SCS will return a message to
the User stating: “The current record has been associated to a
Scaler. Please set an expiry date for this Exam/Upgrade.”

Reset

When clicked returns the User to the default state by clearing
all of the fields the User may have entered.

Save Record

When clicked the record the User was editing or creating will
be added.

Delete The delete button is only available to a User with the role of
System Administrator.
Edit Record When clicked the User can change the record.
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10.2 Hyperlinks

Some screens within SCS have hyperlinks to that navigate to another screen within the
SCS application. These fields are displayed in blue (see Figure 10.2). For example,
when the Maintain Authorization Conditions screen (SCS:P083) is displayed the
“Condition#” highlighted in blue can be clicked to display a pop-up window with the
corresponding condition details (see Figure 10.3).

Condiions

Maintain Conditions

PrECUCBCBCBCECRORORIRIRIRING

-
-

=

e
-
-
-
.-
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e

Figure 10.3 Result of Clicking Hyperlink.
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10.3 Mandatory Fields

Mandatory fields are identified with ared asterisk * beside the field name. If the User

fails to enter the mandatory field the query screen will be displayed with a message
explaining that the field is required (see Figure 10.4).

Template Details
[,
Terplate #: 1061
- gmplatemame: |E:|::|AN-D|31-55A
* Type: Scale Site Authorizafion
* Reqg ! Dist IHC'Z]-ChiIIi'w'ack Forest District v

Figure 10.4 Administration Mandatory Fields.
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10.4 Who Did It?

The “Who Did It” Icon *ﬂallows the User to view the creator of the record, who last
updated it and the time of the update (see Figure 10.5).

Parameter Value

When it was Created Date and Time the record was created.
Example: 2008-01-02 — 11:42:53

Who Created The User who Created the record.
Example: - IDIRSCS_SYS_ADMIN

When Updated The date and time the record as last updated.
Example: 2008-01-02 — 11:42:53

Who Updated The User who last updated the record.
Example: 2008-01-02 —11:42:53

Revision Count The number of times the record has been revised.

21 Who did 1?7 - Webpage Dialog

Parameter Value

When Created: 2008-01-02 15:40:53
Who Created: IDIRSCS_SYS_ADMIN
When Updated: 2008-01-02 13:54:11
Who Updated: IDIRSCS_SYS_ADMIN
Revision Count: 1

l

Figure 10.5 Who Did It? Pop-up Window.
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This section describes step-by-step instructions for performing specific tasks.
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11.1 Client
11.1.1 Search for a Client
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To search for a client to determine their Client # and Location Code:

Select “Queries’ menu.

Sdect “Clients’.

SCSdisplays the Queries—Client screen (SCS: P003).

Enter search parameters.

Select sort sequences.

Click “ Submit” button.

SCS displays “ Queries — Client — Results’ screen (SCS:P004).

N o ok~ 0N PR
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11.2 Scalers

11.2.1 Search and View for a Scaler
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To search for and view Scaler records that match parameters defined by the User:

© © N o s~ DNPRE

Select “Queries’ menu.

Select “Scalers’.

SCSdisplays the Queries— Scaler screen (SCS: P005).

Enter search parameters.

Select sort sequences.

Click *Submit” button.

SCS displays “ Queries — Scaler — Results” screen (SCS: P006).
Click “Licence # hyperlink for a specific record.

SCS displays “Scaler Record” screen (SCS:P008).

10. To view specific Scaler information click on the appropriate Tab.

There is another way to search for a Scaler, and that is with the Scaler Record Screen:

1. On the Scaler Record screen (P012), click Search.
2. SCSdisplays SCS:P005.
3. Follow the steps above 4 - 10.

2008
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11.2.2 Create a Scaler
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To create a Scaler function allows the User to create a new Scaler Record:

P w NP

Select “Create’ menu.
Select “Scalers’.
SCS displays “Scaler — Create” screen (SCS:P007).

Search for Scaler (Client/loc) (must bein CLIENT) by clicking the search button and
following the steps for “Search for Client” beginning at step 4 or enter avalid Client
number.

Enter all mandatory data and any non-mandatory fields and/or Search for Scaler
(Client/Loc).

Enter either the “Appointment” or “Exam Upgrade” information.

7. Click ‘Save Record” button.
8. SCSdisplaysthe “Scaler Record” screen (SCS:P008).
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11.2.3 Edit Sc
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To edit Scaler’s Information:

© o N o g s~ e DdPRE

Sdect “Queries’ menu.
Select “Scalers’.
Search for “Scaler” that requires editing.
SCS returns “Queries - Scaers- Results’ screen (SCS:P006).
Click “Licence#’ hyperlink for a specific record.
SCSreturns the “ Scaler Record — Summary Tab” screen (SCS:P008).
Click “Edit Record” button.
SCS displays “ Scaler Record — Edit” screen (SCS:P009).
Edit applicable fields.

10. Click ‘Save Record” button.

11. SCS displays updated “Scaler Record’ screen (SCSP008).
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11.2.4 View Scaler Address
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To review a Scaler's Address:

Select “Queries’ menul.

Click “Address’ Tab.

© N o a0 bk~ w DN

Select “Scalers’ from the drop-down list.
Search for “Scaler” that requires viewing.
SCS returns “Queries - Scaers - Results’ screen (SCS:P006).

Click “Licence#’ hyperlink for a specific record.

SCS displays the “ Scaler Record — Summary Tab” screen (SCS:P008).

SCS displays “Scaler Record — Address’ (SCS:P010).
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11.2.5 View Scaler Authorizations Authorization Detail and Authorized
Scale Site
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ToReview a Scaler’'s Authorizations:

Sdect “Queries’ menu.

Select “Scalers’.

SCS displays “ Queries — Scalers’ screen (SCS:P005).

Search for “Scaler” that requires viewing.

SCSreturns “Queries - Scalers - Results’ screen (SCS:P006).

Click “Licence # hyperlink for a specific scaler.

SCS displays the “ Scaler Record — Summary Tab” screen (SCS:P008).

Click “Authorizations’ Tab.

SCS displays the “ Authorizations’ screen (SCS:P011) with alist of Authorizations.
10. If required, Choose “Filter” from the drop-down list, Click “Refresh”.

11. Click “Authorization #’ hyperlink SCS to see Authorization details as displayed on
the “ Scaler Record — Authorization” screen (SCS:P065).

12. Click “Authorized Sites’ hyperlink to see Authorized Sites details as displayed on
the “ Scale Site Record” SCS:P046.

© © N o s~ WD PE
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11.2.6 Create Scaler Authorizations
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To create an Authorization for a Scaler’ s Record:

1. Sdect “Create” menu.

2. Select “Scaler Authorization”.

3. SCSdisplaysthe “Scaler Authorization — Create” screen (SCS:P063).

4. Click “Search” to search for the “Scaler Authorization”.

5. Enter mandatory and any non- mandatory fields and/or Search for Scaler (Client/Loc)
Enter.

6. Click “Add Conditions’ button.

7. SCSdisplays “Scaer Authorization — Create” screen (SCS:P064).

8. Enter Job Functions, Scale Sites.

9. Enter Conditions. Conditions can be entered in 3 ways.

2 If you know the Condition number it can be entered manualy,
?  Search for the Condition,
2 Add aTemplate

10. Click “Save Record” button

11. SCSreturns to “Scaler Authorization” screen (SCS:P065) displaying added
authorizations.
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11.2.7 Edit Scaler Authorizations
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To edit an Authorization associated to a Scaler’ s Record:

Select “Queries’ menu.

Select “Scalers’.

SCS displays “ Queries — Scalers’ screen (SCS:P005).

Enter mandatory and any non- mandatory fields.

Click “ Submit” button

Click “Authorizations” Tab.

If required, Choose “Filter” from the drop-down list, Click “Refresh”.
Click “Authorization #' hyperlink for a specific authorization
SCS displays “Scaler Authorization” screen (SCS:P065).

10. Click “Edit Record” button

11. SCS displays “ Scaler Authorization — Edit” screen (SCS:P064).
12. Edit fields as applicable.

13. Click “Save Record” button

14. SCS displays “ Scaler Authorizations’ screen (SCS:P065).

© © N o g s~ wDdPE
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11.2.8 Cancel Scaler Authorizations
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To cancel an Authorization associated to a Scaler’ s Record.

Sdect “Queries’ menu.
Select “Scaers’.

© © N o g s~ wDdE

SCS displays “Queries — Scalers — Results’ screen (SCS:P006).
Search for “Scaler” that requires viewing.

Click “Licence #’ hyperlink for a specific scaler.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Authorizations’ Tab.
If required, Choose “Filter” from the drop-down list, Click “Refresh”.
Click “Authorization #’ hyperlink.

10. SCS displays “Scaler Authorization” screen (SCS:P065).
11. Click “Edit Record” button
12. SCS displays “ Scaler Authorization — Edit” screen (SCS:P064).
13. Enter “Cancellation Date” and “ Cancellation Reason”.

14. Click “Save Record” button
15. SCS displays “ Scaler Authorizations’ screen (SCS:P065).
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11.2.9 View Scaler - Check Scales
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To view Check Scales:

Sdect “Queries’ menu.

Select “Scalers’.

SCS displays “Queries - Scalers’” screen (SCS:P005).

Search for “Scaler”.

SCS displays “ Queries - Scalers - Results’ screen (SCS:P006).
Click “Licence#’ hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Check Scales’ Tab.

SCS displays “Scaler Record” screen (SCS:P012).

10. If required, Choose “Filter” from the drop-down list, Click “Refresh”.
11. SCSrefreshes “ Scaler Record” screen (SCS:P012).

© 0o N o g M e DdPRE
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11.2.10 Create Check Scale Record
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To Create a Check Scale Record for a Scaler:

Select “Queries’ menu.

Select “Scalers’.

SCS displays “Queries — Scalers’ screen (SCS:P005).

Search for “Scaler”.

SCS displays “Queries - Scalers - Results’ screen (SCS:P006).
Click “Licence#’ hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Check Scales’ Tab.

SCS displays “ Scaler Record - Check Scales screen (SCS:P012).
10. Click “Add Check Scale” button.

11. SCS displays “Check Scale - Create” screen (SCS:P0O75).

12. Enter “Return Type'.

13. Select “DN’ and “DDV "for “Check Scale” and “Origina Scae”.
14. Click “Next” button.

15. SCS displays “Check Scale - Create” screen (#2) screen (SCS:P0O76).
16. Enter mandatory and any non mandatory fields.

17. Click “Save Record” button.

18. SCS displays “Check Scale’ screen (SCS.P078).

© o N o g M ow Dd PR
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11.2.11 Edit Check Scales

To Edit Check Scales Information for an individual Scaler and the detail associated with
one or more check scale.

Check Scales can only be edited for Return Type = Log Tally.

Sdect “Queries’ menu.

Select “Scalers’.

SCS displays “Queries - Scalers’ screen (SCS:P005).

Search for “Scaler”.

SCS displays “Queries - Scalers - Results’ screen (SCS:P006).
Click “Licence#’ hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Check Scales’ Tab.

SCS returns “ Scaler Record” screen (SCS:P012).

10. User clicks “Check Scale#’ hyperlink for Check Scale.

11. SCSdisplays “Check Scale’ screen (SCS.P078).

12. Click “Edit Record” button.

13. SCSreturns “ Check Scale - Edit” screen (SCS.P077).

14. Edit fields.

15. Click “Save Record” button.

16. SCS displays “Check Scale” screen (SCS:P078) with changes.

© ® No a M wDNPRE
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11.2.12 Delete Check Scales (only System Administrator Role)
To delete a Check Scale:

Select “Queries’ menu.

Select “Scalers’.

SCS displays “Queries — Scalers’ screen (SCS:P005).

Search for “Scaler”.

SCS displays “Queries - Scalers - Results” screen (SCS:P006).
Click “Licence#" hyperlink for a specific record.

SCS displays the “Scaler Reword” screen (SCS:P008).

Click “Check Scales’ Tab.

SCS returns “ Scaler Record” screen (SCS:P012).

10. User clicks “Check Scale #” hyperlink for Check Scale.

11. SCS displays “Check Scale” screen (SCS:P0O78).

12. Click “Edit Record” button

13. SCSreturns “ Check Scale — Edit” screen (SCS.PO77).

14. Edit fields.

15. Click “Delete” button

16. SCS prompts. “Are you sure you want to delete this record?’.
17. Click “OK” to delete the record.

18. SCS removes the record from view and refreshes “ Scaler Record” screen (SCS:P012).

© o No g ko DR
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11.2.13 View Exams/Upgrade Tab
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To View the Exams and/or Upgrades for a given Scaler:

Select “Queries’ menu.

Select “Scalers’.

SCS returns “Queries - Scalers’ screen (SCS:P005).

Search for “Scaer”.

Click “Submit” button.

SCS displays “ Queries - Scalers - Results’ screen (SCS:P006).
Click “Licence #’ hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Exams/Upgrade’ Tab.

10. SCS displays “Exams/Upgrade Tab screen (SCS:P0O13).

© 0 N o g kM DR

11. If required, Choose “Filter” from the drop-down list, Click “Refresh”.
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11.2.14 Add Exam Upgrades
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To add Exam / Upgrades when the Scaler has completed an exam or an upgrade:

Sedlect “Queries’ menu.

Select “Scalers’.

SCS returns “ Queries — Scalers’ screen (SCS:P005).

Search for “Scaler”.

Click “Submit” button

SCS displays “Queries - Scalers - Results” screen (SCS:P006).
Click “Licence #’ hyperlink for a specific record.

SCS displaysthe “ Scaler Record” screen (SCS:P008).

Click “Exam/Upgrade” Tab.

10. SCSdisplays - “Exams/” screen (SCS.P013).

11. Choose “Filter” and Refresh

12. Click “Add Exam/Upgrade” button.

13. Screen displays Exams/Upgrades - Create” screen (SCS:P018).
14. Enter Exam/Upgrades fields.

15. Click ‘ Save Record” button

16. SCS displays “ Scaler Record - Exam Upgrade Tab” screen (SCS:P013).

© ® N o g M wDdRE
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11.2.15 Edit Exams/Upgrades
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To edit an existing Exam/Upgrade record for an individual Scaler:

Sdect “Queries’ menu.

Select “Scalers’.

SCS returns “Queries — Scalers’ screen (SCS:P005).

Search for “Scaler”.

SCS displays “Queries - Scalers - Results’ screen (SCS:P006).
Click “Licence#’ hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Examg/Upgrade’ Tab.

© ©® N o g M wDdPRE

10. If required, Choose “Filter” from the drop-down list, Click “Refresh”.
11. Click “Edit” button for the Exam/Upgrade to be changed.

12. SCS displays “Exams/Upgrades - Edit” screen (SCS.P018).

13. Edit “Completed by Date” field.

14. Click “Save Record” button.

15. SCS displays “ Scaler Record, Exam/Upgrade Tab” - screen (SCS:P0O13).

SCS displays “ Scaler Record - Exams/Upgrade Tab” screen (SCS:P013).
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11.2.16 Delete Exam/Upgrades — System Administrator Role Only
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To delete an existing Exam / Upgrade record for an individual Scaler:

Select “Queries’ menu.
Select “Scalers’.

Search for “Scae™”.

Click “Examg/Upgrade’ Tab.

© o N o g kMo DN PRE

SCSreturns “Queries - Scalers’ screen (SCS:P005).

SCS displays “ Queries — Scalers - Results’ screen (SCS:P006).
Click “Licence#" hyperlink for a specific record.
SCS displays the “ Scaler Record” screen (SCS:P008).

SCS displays “ Scaler Record - Exams/Upgrade” Tab screen (SCS:P013).

10. If required, Choose “Filter” from the drop-down list, Click “Refresh”.
11. Click “Delete” button for the Exam/Upgrade to be deleted.

12. SCS prompts “Are you sure you want to delete this record?’

13. Click “OK” to delete the record.

14. SCS removes the record from view and refreshes “ Scaler Record - Exams/Upgrade

Tab” screen (SCS:PO13).
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11.2.17 View Scaler Appointments
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To view alist of Appointments for anindividual Scaler:

Select “Queries’ menu.

Select “Scalers’.

SCS returns “Queries - Scalers’ screen (SCS:P005).

Search for “Scaler”.

SCS displays “Queries - Scalers - Resuts’ screen (SCS:P006).

Click “Licence#’ hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Appointments’ Tab.

SCS displays “ Scaler Record - Appointments Tab” screen (SCS:P014).
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11.2.18 Add Scaler Appointments

Scaler Appointment = Create
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To Create an Appointment Record for a Scaler when an Appointment has been granted:

Sdect “Queries’ menu.
Select “Scades’.

Search for “Scale™.

Click “Appointments’ Tab.

© 0o N o g kM w DR

10. Click “Add Appointment” but ton.

SCS returns “Queries - Scalers’ screen (SCS:P005).

SCS displays “Queries - Scalers - Results” screen (SCS:P006).
Click “Licence #’ hyperlink for a specific record.
SCS displays the “ Scaler Record” screen (SCS:P008).

SCS displays “ Scaler Record — Appointments” screen (SCS:P014).

11. SCS displays “Scaler Appointment - Create” screen (SCS:P019).

12. Enter “ Scaler Appointment” details.
13. Click “Save Record” button.

14. SCS displays “Scaler Record — Appointments Tab” screen (SCS:P014).
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11.2.19 Edit Scaler Appointment
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To edit the information contained in an existing Appointment record:

Select “Queries’ menu.
Select “Scaers’.

Search for “Scae”.

Click “Appointments’ Tab.

© 0N o g kMDD

10. Click “Edit” button

SCS returns “Queries - Scalers’ screen (SCS.P005).

SCS displays “Queries - Scalers - Results” screen (SCS:P006).
Click “Licence#" hyperlink for a specific record.
SCS displays the “ Scaler Record” screen (SCS:P008).

11. SCS displays “Scaler Appointment - Edit” screen (SCS:P019)

12. Edit fields as applicable.
13. Click “Save Record” button.

14. SCS displays “ Scaler Record - Appointments’ screen (SCS:P014).

SCS displays “ Scaler Record — Appointments Tab” screen (SCS:P014)
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11.2.20 Cancel Scaler Appointment
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To cancel an Appointment:

Select “Queries’ menu.

Select “Scalers’.

SCS returns “Queries - Scalers’ screen (SCS.P005).

Search for “Scaler”.

SCS displays “ Queries - Scalers - Results’ screen (SCS:P006).
Click “Licence#’ hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Appointments’ Tab.

SCS displays “ Scaler Record - Appointments Tab” screen (SCS:P014).
10. Click “Edit” button for the Appointment to be changed.

11. SCS displays “Scaler Appointment - Edit” screen (SCS.P019).
12. Enter “Cancellation Date” and “ Cancellation Reason”.

13. Click “Save Record” button

14. SCS displays “Scaler Record - Appointments’ screen (SCS:P014) displaying
Cancellation Date and Reason.
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11.2.21 Delete Scaler Ap

pointment —-System Administrator Role Only
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To Delete an Appointment:

Select “Queries’ menu.
Select “Scaers’.

Search for “Scae”.

© 0N o g kMDD

10. Click “Delete” button.

SCS returns “Queries - Scalers’ screen (SCS:P005).

SCS displays “Queries - Scalers - Results” screen (SCS: P006).

Click “Licence#" hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Appointments’ Tab.

SCS displays “ Scaler Record - Appointments Tab” screen (SCS:P014).

11. SCS prompts “Are you sure you want to delete this record?’
12. Click “OK” to delete record.

13. SCS removes the record from view and refreshes “ Scaler Record - Appointments

Tab” screen (SCS:P014).
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11.2.22 View Performance Remarks
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To view the Performance Remarks for a Scaler:

Select “Queries’ menu.

Select “Scalers’.

SCS returns “Queries - Scalers’ screen (SCS:P005).

Search for “Scaer”.

SCS displays “ Queries - Scalers - Results’ screen (SCS: PO06).

Click “Licence#’ hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Appointments’ Tab.

SCS displays “Scaler Record - Performance Remarks’ screen - (SCS:P015).
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11.2.23 Add Performance Remarks

Scalar Record 505 1S
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To view the Performance Remarks for a Scaler.

Select “Queries’ menu.

Select “Scalers’.

SCS returns “Queries - Scalers’ screen (SCS:P005).

Search for “Scaer”.

SCS displays “ Queries - Scalers - Results’ screen (SCS: PO06).

Click “Licence#’ hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Appointments’ Tab.

SCS displays “ Scaler Record - Performance Remarks’ screen (SCS:P015).
10. Click “Add Performance Remark” button.

11. SCS displays “ Scaler Record — Performance Remarks - Create” screen (SCS:P017).
12. Enter mandatory and any non- mandatory fields.

13. Click “Save Record” button.

14. SCSreturns to “ Scaler Performance Remark” screen (SCS:P016).
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11.2.24 Edit Performance Remarks

- F WEGREY of ™ %
Scale Administration and Conol Sysiem [S6s)] Forgst=iamnd Range
Com: Frams Coral Harched Unsgerard | fdemaser

Scaler Racord SO TR
licrncrn#: P02 Harrg | SF&EF ROWA N magirn Srultam e Fasel Fasiae Mietrick: DFmnon Sheeesn Fasael Riskis | Smarrh

B e | | e | | |l -

mnm i 0 Rum  SimpenaTn Surpmseicn Armcciaied  Deacrison

L3 Iroacisn 11N St Naks Frel Nels Chach

To Edit or Update a Performance Remark for a selected Scaler record:

Sdect “Queries’ menu.

Select “Scalers’.

SCS returns “Queries - Scalers’ screen (SCS:P005).

Search for “Scaler”

SCS displays “Queries - Scalers - Results’ screen (SCS: P006).

Click “Licence #' hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Appointments’” Tab.

SCS displays “ Scaler Record - Performance Remarks’ screen (SCS:P0O15)
10. Click “Edit” button for a Performance Remark

11. SCS displays “Scaler Record - Performance Remarks - Edit” screen (SCS: 017).
12. Edit fields as applicable.

13. Click “Save Record” button.

14. SCSreturns to “ Scaler Performance Remark” screen (SCS:P016).
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11.2.25 Delete Performance Remarks — System Administrator Role Only
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To Delete a Performance Remark for a selected Scaler record:

Select “Queries’ menu on Home Page (SCS:P001).

Select “Scalers’.

SCS returns “Queries - Scalers’ screen (SCS:P005).

Search for “Scaler”.

SCS displays “Queries - Scalers - Results’ screen (SCS: P006).
Click “Licence#’ hyperlink for a specific record.

SCS displays the “ Scaler Record” screen (SCS:P008).

Click “Appointments’” Tab.

SCS displays “ Scaler Record — Performance Remarks” screen (SCS:P015).
10. Click “Delete” for a Performance Remark.

11. SCS prompts “Are you sure you want to delete this record?’
12. Click “OK” to delete record.

13. SCS removes the record from view and refreshes “ Scaler Record - Performance
Remarks’ screen (SCS:P015) with record removed.
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11.2.26 Cancel Scaler Licence — System Administrator Role Only

rard Vel Gmaean
Scaler Record B
||.-:-:~|.'¢'=: B WAl LEFACE RORLALD Reglan: Sparncm bredat Farezl Region Distior D129 Shuzwap Fove 2l Dkl “ Eaanch
N S | e | PRV | (PP | PR | poemerermn e
T L ] maom  Seepaneicn Siemersion Smmecivied Fescrimion
" L Tape ST EwCwl Check

LT
IOO-14-10 R
ardrn Fis

[ i fnenmence Hemek _|

Uronce Sascolkd Dang ﬂ‘

[ ———
1 Hxem Hecow

To Cancel the licence of an individual Scaler:

Sdect “Queries’ menu.
Select “Scalers’.

Search for “Scale™”.

Click “Appointments’” Tab.

© ® N o g M wDdPRE

10. Enter “Licence Cancellation Date’.
11. Click “Save Record” button.

SCS returns “ Queries - Scalers’ screen (SCS:P005).

SCS displays “Queries - Scalers - Results’ screen (SCS: P006).
Click “Licence#’ hyperlink for a specific record.
SCS displays the “ Scaler Record” screen (SCS:P008).

SCS displays “ Scaler Record - Performance Remarks’ screen (SCS:P015).

12. SCSrefreshes “ Scaler Record - Performance Remarks Tab” (SCS:P015) displaying

Licence Cancelled Date.
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11.2.27 View Scaler — Check Scales (Tab) and Check Scale Details
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To view Check Scale Information:

Select “Queries’ menu.

Select “Scalers’.

SCS returns “Queries - Scalers’ screen (SCS:P005).

Search for “Scaer”.

SCS displays “Queries - Scalers - Results’ screen (SCS:P006).

Click “Licence#’ hyperlink for a specific record.

Click “Check Scales’ Tab.

SCS displays the “Check Scaler Record - Check Scales Tab” screen (SCS:P012).
If required, Choose “Filter” from the drop-down list, Click “Refresh”.

10. SCS displays “ Scaler Record - Check Scales Tab” screen as filtered.

11. Note the Licence Status on the Summary Tab (SCS:P008) is changed to “ Cancelled”.
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11.2.28 Create Check Scale Record
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To Create a Check Site Record:

1. Select “Queries’ menu.

2. Select “Scalers’.

3. SCSdisplays “Queries - Scalers’ screen (SCS:P005).

4. Search for “Scaler”.

5. SCSdisplays “Queries - Scalers - Results’ screen (SCS:P006).
6. Click “Licence#” hyperlink for a specific record.

7. SCSdisplaysthe “Scaler Record” screen (SCS:P008).

8. Click “Check Scales’ Tab.

9. SCSdisplays “Scaler Record - Check Scales screen (SCS:P012).

10. Click “Add Check Scale” button.

11. SCS displays “ Check Scale - Create” screen (SCS.PO75).

12. Enter “Return Type”.

13. Select “DN’ and “DDV "for “Check Scale’ and “Original Site”.

14. Click “Next” button.

15. SCS displays “ Check Scale - Create” screen (#2) screen (SCS:P0O76).
16. Enter mandatory and any non- mandatory fields.

17. Click “Save Record” button.

18. SCS displays “Check Scale’ screen (SCS.P078).
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12.1 Scale Site

1

2.1.1 View Scale Site Record — Summary
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To view the Scale Sites Record for a selected Scale Sites and the details for a specific
Scale Site Authorization:

1
2
3
4
5.
6
7
8
9

. “Queries’ menu.

. Select “Scale - Sites”.

. SCSdisplays “Queries - Scale Sites’ screen (SCS:P043).

. Enter “Search” criteria.

Click “Submit” button.

. SCSreturns “Queries - Scale- Sites Results’ screen (SCS:P044).

. Click “Scale Site #” hyperlink (blue) for a specific record

. SCSdisplays “Scale Site Record - Summary Tab” screen (SCS:P046) Tab.
. Click individua “Tabs’ to navigate Scale Site Record information.
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12.1.2 Edit Scale Site Record — Summary

Scale Adminigtration and Control System (SCS)
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To edit a Scale Site Summary Tab for a selected Scale Site:

© o No g kM ow Db

Select “Queries’ menu.
Select “Scale - Sites’.
SCS displays “Queries - Scale Sites’ screen (SCS:P043).
Enter “Search” fields.
Click “Submit” button.
SCS returns “Queries - Scale Sites Results’ screen (SCS:P044).

Click “Scale Site” hyperlink for a specific record.

SCS displays “ Scale Site Record - Summary Tab” screen (SCS:P046) Tab.
Click “Edit Record”.

10. SCS displays “ Scale Site Record - Edit” screen (SCS:P047).
11. Edit fields as applicable.
12. Click “Save Record”.

13. SCSdisplays Scale Site Record - Summary Tab” screen (SCS:P046).
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12.1.3 View - Contacts
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To view a specific Scale Site's contacts:

Select “Queries’ menu.

Select “Scale - Sites”.

SCS displays “Queries - Scale Sites” screen (SCS:P043).

Enter “Search” fields.

Click “Submit” button.

SCS returns “Queries - Scale Sites Results’ screen (SCS:P044).

Click “Scale Site# hyperlink for a specific record.

SCS displays “ Scale Site Record” screen (SCS:P046).

Click “Contacts’ Tab to view Site Owner and Site Owner Information (SCS:P0438).
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12.1.4 Create Contact - Primary Contact/Additional Site Contacts (Tab)
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To add aPrimary (or Additional Site) Contact for a selected Scale Site it will be added
from the CLIENT Management System. Contacts must first be created in the CLIENT
Management System in order for them to be carried over to the appropriate SCS screen.

In the CLIENT Management System:

Click on the Client tab and enter the CLIENT number of the site (copy and paste from
SCS) and click Go:
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2. Click on the Add button and the Client Contact screen will become available for
populating.
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3. Select Contact Type— Scale Site Contact, along with the contact name and other
information, then click Save.

——-
Client Management System
=

Sasmrch
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4. This can be done for as many Site Contacts as needed. This information is now
available to SCSfor Site Contacts.

5. Navigate to the Scale Site through the Query tab and click the contacts tab for the site
you want to add the contact to.

6. For Primary Contact click the Primary Contact button. For additional site contacts
click the Additional Contacts button on screen P048.
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Scake Administration and Control System (SCS)
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7. Search for the Client Contact 1D (generated in CLIENT) by searching by the Client

number of the site. Then choose the contact ID by clicking on the blue hyperlink of
the Client Contact ID.

E SCS - Windows Internet

Close

Queries - Business Contact - Results SCS-P106

Result List: 1 records

Client Contactld Name Client Number /Loc  Business Phone # Email Address
2520 JOESMITH 00024007 /00 (222) 222-2227
Close

8. Enter information to the following screen and click Save Record.
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Scale Administration and Control System (SCS)
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9. The Site Contact (Primary or Additional) will now show in the Contacts tab of the
Scale Site Record.
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Additional site Contacts may be entered in the same way but there can be only one
Primary Site Contact.
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12.1.5 Edit Contact - Primary Contact/Additional Site Contacts

Scale Administration and Control System (568}

arss . kmam R e
Scale She Record S MK
ScemNimE TR Scde e Hare STROATLARD CalISTT Neglat Cxod “ameifeger Merlzt Zext blaw Foee Dea Giemra |

[ w] [t
5ka Danar

[=Ln il N ES LEEE IR Lottt Uind

Sica Oramiar Inforrsation
ol Wl CaNHEs

Camperg Semk  SLAHOTURTE LS E0 LT drcremn Lire d: (EFROWTSTECT

L Wiz BOCVCSS LG 11 SH FLUR.
Fiibm~ ihceen Lira 2:
T [
Gan Frora @ i o T Frosi1za =
sa | ¥mm § Ly o
CHiPrEA Fraiad Lot BRI E
2= P TR
Freak
Primary 5ks Contac:
Crokad e Caraad Plrams Fex & Dreladd ais Srcaas Sk
Azs Irkorreaiian?
Gl oy ) Sor bad RAERAIG ANIE-NH GUDTTATE adors Tax
ek
AddEknal 8He Contacts
Ceotacs Haren Coract  Fhowad Taoc Frod Mddrean drocean iz Sk
Hde T
S CobDeyMeno e FEATETEY. LR L IOFL i M an —r
Vaen
T04 SALLIRGES Thems  GPEF SR EH L T L T

“Farosteiand Ronge

Isip

To edit a Primary or Additional Site Contact for a selected Scale Site:

Select “Queries’ nenu.

Select “Scale - Sites’.

SCS displays “Queries - Scale Site” screen (SCS.P043).
Enter “Search” fields.

Click “Submit” button

SCS returns “Queries - Scale Sites - Results’ screen (SCS:P044).
Click “Scale Site #' hyperlink for a specific record.

SCS displays “ Scale Site Record” screen (SCS:P046).
Click “Contacts’ Tab.

10. SCS displays “ Scale Site Record” screen (SCS” P048).

11. Scroll to ‘Primary Contact” or “Additional Site Contacts’.
12. Click “Edit” button next to the contact to be edited.

© ©® N o a M wDdPRE

13. SCS displays “ Scale Site Primary Contact - Edit” or “ Scale Site Contact - Edit”

screen (SCS:P050).

December 1, 2009
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14. Edit fidds.
15. Click “Save Record".
16. SCS displays “Scale Site Record” screen (SCS:P048).
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12.1.6 Delete Contact - Primary Contact/Additional Site Contacts
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To remove aPrimary or Additional Site Contact from a selected Scale Site;

Select “Scale - Sites’.

Enter “Search” fields.

© ©® N o a s~ w NPRF

Click “Contacts’ Tab

10. SCS displays “Scale Site Record” screen (SCS’P048).

Sdlect “Queries’ menu.

Click “Submit” button
SCS returns “Queries - Scale Sites - Results” screen (SCS:P044).
Click “Scale Site # hyperlink for a specific record.
SCSdisplays “ Scale Site Record” screen (SCS:P046).

SCS displays “Queries - Scale Site” screen (SCS:P043).

11. Click “Remove” button for the contact to be removed from the Scale Site.

12. SCS prompts. “Are you sure you want to delete this record?’

13. Click ‘OK”.

December 1, 2009
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14. SCS removes the record from view and refreshes “ Scaler Site Record” (SCS:P0438)

with contact removed.

12.1.7 View Activity Summary
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To view Scale Site Activity:

1.

> w

0.

Select “Queries’ menu.

Select “Scale - Sites”.

SCS displays “Queries - Scale Site” screen (SCS:P043).

Enter “Search” fields.

Click “Submit” button.

SCS returns “Queries - Scale Sites - Results” screen (SCS.P044).
Click “Scale Site #’ hyperlink for a specific record.

SCS displays “ Scale Site Record - Summary Tab” screen (SCS:P046).

Click “Activity Summary” Tab.

10. SCS displays “ Scale Site Record - Activity Summary” screen (SCS:P052).
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12.1.8 View Site Authorizations

To view alist of Authorizations for a selected Scale Site and the details for a specific
Scale Site Authorization:
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Sdect “Queries’ menu.

Select “Scale - Sites’.

SCS displays “Queries - Scale Site” screen (SCS:P043).

Enter “Search” fields.

Click “Submit” button.

SCS returns “Queries - Scale Sites - Results’ screen (SCS:P044).
Click “Scale Site #’ hyperlink for a specific record.

SCS displays “ Scale Site Record - Summary Tab” screen (SCS:P046).
Click “Site Authorization” Tab.

10. SCSdisplays “ Scale Site Authorization - Site Authorizations Tab” screen
(SCS:P0O53).
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12.1.9 Edit Site Authorizations
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To edit or add an additional Scale Site Authorization for a selected site:

1. Select “Queries’ menu.

2. Select “Scale - Sites’.

Enter “Search” fidds.

Click “Submit” button.

SCS displays “Queries - Scale Site” screen (SCS:P043).

SCS returns “Queries - Scale Sites - Results’ screen (SCS:P044).

7. Click “Scale Site # hyperlink for a specific record.

8.

9. Click “Site Authorization” Tab.

SCS displays “ Scale Site Record” screen (SCS:P046).

10. SCS displays “ Scale Site Authorization” (SCS:P053).

11. Click “Authorization #’ hyperlink.

12. SCS displays " Scale Site Authorization” (SCS.P062).

13. Click “Edit Record”.

12-14
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14. Edit “ Scde Site Authorization” and/or “Conditions’.
15. Click “Save Record”.

Note: After editing, the User can create an authorization letter by clicking on the “Create
Letter” button:
1. SCSdisplays “Scale Site Authorization Letter Options’ screen(SCS:R006)
2. Entersthe following:
2 Organization Parameters,
? Select Letter Signature,
2 Show Scale Site Authorization Signature,
2 Report Output Options.
3. Click “Send/View Report” button.
4. SCSdisplaysthe letter.
5. Close the browser to return to the application.
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12.1.10 Create Site Authorizations
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To create anew Scale Site Authorization for a selected Scale Site:

Select “Queries’ menu.

Select “Scale - Sites”.

SCS displays “Queries - Scale Site” screen (SCS:P043).

Enter “Search” fields.

Click “Submit” button

SCS returns “Queries - Scale Sites - Results’ screen (SCS:P044).

Click “Scale Site #' hyperlink for a Scale Site.

SCS displays “ Scale Site Record - Summary Tab” (SCS:P046).

Click “Site Authorization” Tab.

10. SCS displays “ Scale Site Authorization - Site Authorizations Tab” screen (SCS:P053).
11. Click “Add Authorization” button

12. SCSdisplays “ Scale Site Authorization - Create” screen (SCS:P060).

13. Complete mandatory and any nonr mandatory fields.

14. Click “Add Conditions” button.

15. SCSdisplays “ Scale Site Authorization - Create” screen with Conditions (SCS:P061).
16. Enter Condition(s) manually or by searching.

17. Click “Add” and/or “Apply” atemplate

18. Click “Save Record”.

19. CS displays “ Scale Site Authorization” screen (SCS:P062) screen with added
condition. Delete Site Authorizations.

© ® No g M dNPRF
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12.1.11 Delete Site Authorizations
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To Delete a Scaler Authorization:

Select “Queries’ menu.

SCS displays “ Queries - Scale Site” screen (SCS:P043).
Enter “Search” fields.

Click “Submit” button

Click “Scale Site #” hyperlink for a specific record.

Click “Authorized Scalers’ Tab.

© 0 N o g s~ DR

10. Click “Authorization #’ hyperlink.

11. SCS displays “ Scaler Authorization ” screen (SCS:P065).
12. Click “Delete” button

13. SCS prompts: “Are you sure you want to delete this record?
14. Click “OK” to delete record.

SCS returns “Queries - Scale Sites - Results” screen (SCS:P044).

SCS displays “ Scale Site Record - Summary Tab” screen (SCS:P046).

SCS displays “ Scale Site Record - Authorized Scalers’ screen (SCS:P054).

15. SCS removes the record from view and refreshes “ Scale Authorization - Site

Authorizations Tab” screen (SCSP011).

December 1, 2009
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12.1.12 View Authorized Scalers Record
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To view the current Scaler Authorizations for a selected Scale Site:

1. Select “Queries’ menu.

2. Select “Scale - Sites’.

3. SCSdisplays “Queries - Scale Site” screen (SCS.P043).

4. Enter “Search” fidds.
5. Click “Submit” button.

6. SCSreturns “Queries - Scale Sites - Results’ screen (SCS.P044).

7. Click “Scale Site#’ hyperlink for a specific record.

8. SCSdisplays “Scale Site Record - Summary Tab” screen (SCS.P046).

9. Click “Authorized Scalers’ Tab.

10. SCS displays “ Scale Site Record - Authorized Scalers Tab” screen (SCS:P054).

11. For details of the Authorization click either the “Authorizations#’ or “Licence #”

hyperlinks.
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12.1.13 Edit Authorized Scalers Record
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To edit an Authorized Scaler for a selected Scale Site;

0.

Select “Queries’ menu.

Select “Scale - Sites”.

SCS displays “Queries - Scale Site” screen (SCS.P043).

Enter “Search” fields.

Click “Submit” button

SCS returns “Queries - Scale Sites - Results” screen (SCS:P044).
Click “Scale Site # hyperlink.

SCS displays “ Scale Site Record - Summary Tab” screen (SCS:P046).

Click “Authorized Scader” Tab.

10. Click “Authorization #’ hyperlink for a specific record Scale Site.

11. SCS displays “Scaler Authorization” screen (SCS:P064).

12. Click “Edit Record” button
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13. Edit fields as applicable.
14. Click “Save Record”.

15. SCS displays “ Scaler Authorization” screen (SCS:P065) with changes.

After editing, the User can create an authorization letter by clicking
on the “Create Letter” button:

1. SCSdisplays “Scale Site Authorization Letter Options’ screen(SCS:R006).
2. Entersthe following:
2 Organization Parameters,
? Select Letter Signature,
2 Show Scale Site Authorization Signature,
2 Report Output Options.
3. Click “Send/View Report” button.
4. SCSdisplaysthe letter.
5. Close the browser to return to the application.

12.1.14 Create Authorized Scaler Record

Conditions that are mandatory will be displayed.

To Create a Scaler Authorization:

Select “Queries’ menu.

SCS displays “Queries - Scale Site” screen (SCS:P043).

Enter “Search” fields.

Click “Submit” button.

SCS returns “Queries - Scale Sites - Results’ screen (SCS:P044).
Click “Scale Site #’ hyperlink for a specific record

SCS displays “ Scale Site Record — Summary Tab” screen (SCS:P046).
Click “Authorized Scalers’ Tab.

SCSdisplays “ Scale Site Authorization - Authorized Scalers Tab” (SCS:P054).
10. Click “Add Authorization” button.

11. SCS displays “ Scaler Authorization - Create” screen (SCS:P063).

12. Enter mandatory and any non mandatory fields.

© o N o g M e DN PRE
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13. If required use the “ Search” feature.

14. Click “Add Conditions” button.

15. SCS displays “ Scaler Authorization - Create” screen (SCS:P064).

16. Enter the “Job Functions’, “Specia Forest Products’ if required.

17. Enter the “Job Site” (thisis mandatory).

18. Click “Search” button to locate Condition or enter the Condition manually.
19. Click “Add” button.

20. SCS adds the “Condition” to the Condition list.

21. Choose Template and click “Apply” button if required.

22. Click “Save Record”.

23. SCS displays “ Scaler Authorization” screen (SCS:P065) displaying added conditions.
OR

1. Select “Create’ menu.

2. SCSdisplays “Scaler Authorization - Create” screen (SCS:P063).

3. Follow steps 12 - 23 above.
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12.1.15 View/Search Mark Site Designations
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Select “Queries’ menu.

Select “ Scale Site” from the drop-down list.

SCS displays Queries - Scale Sites screen (SCS:P043).

Click “Submit”.

SCS returns “Queries - Scale Sites - Results’ screen (SCS:P044).
Click “Scale Site #’ hyperlink for a specific record.

SCS displays “ Scale Site Record - Summary Tab” screen (SCS:P046).
Click “MSD” Tab.

SCS displays “Designated Marks (Valid)” screen (SCS:P055).

12.1.16 Add Mark Site Designation
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Select “Queries’ menu.

Select “ Scale Site” from the drop-down list.

SCS displays “Queries - Scale Sites’ screen (SCS:P043).

Click “Submit”.

CSreturns “Queries - Scale Sites - Results’ screen (SCS:P044).
Click “Scale Site #’ hyperlink for a specific record.

SCS displays “ Scale Site Record - Summary Tab” screen (SCS:P046).
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8. Click “MSD” Tab.

9. SCSdisplays Designated Marks (Valid) (SCS:P055).

10. Click “Add Mark Site Designation” button.

11. SCSdisplays “Mark Site Designation - Create” screen (SCS:P068).
12. Enter Timber Mark and Update.

13. Mark Holder and Mark Status details automatically update.

14. Enter mandatory and any norr mandatory fields.

15. If required use the “ Search” feature.

16. Click “Add Conditions’ button.

17. SCSdisplays “Mark Site Designation - Create” screen (SCS:P069).

18. If, “Not-District-Wide” enter scale site(s) (can user search) and click “Add” for each
Scale Site.

19. SCSrefreshes “Mark Site Designation - Create” screen (SCS:P069) with the addition
of “Enter Species Content”, “Exemptions’, and Conditions.

20. Enter data as required in “ Species Content” and Exemptions’.
21. Add “Conditions’ either manually searching or applying a Template.

22. SCSrefreshes “Mark Site Designation - Create” screen (SCS:P069) with added
Species Content, Exemptions and Conditions.

23. Click “Save Record”.
24. SCS displays “Mark Site Designation” screen (SCS:P070).

OR

Select “ Create” menu.

Select “Mark Site Designation” from the drop-down list.
SCSdisplays “Mark Site - Designation - Create” screen (SCS:P068).
Complete Steps 12 - 24 above.

A W DN
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12.1.17 View Scale Site Inspections and Inspection Details
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To View Scale Site Inspections and Inspection Details for a Scale Site:
Select “Queries’ menul.

Select “ Scale Site” from the drop-down list.

SCS displays “Queries - Scale Sites’ screen (SCS:P043).

Enter Search Parameters and choose sort order.

Click “Submit”.

SCS displays “Queries - Scale Sites - Results’ screen (SCS:P044).
Click “Scale Site #' hyperlink for a specific record.

SCS displays “ Scale Site Record - Summary Tab” screen (SCS:P046).
Click “Inspections’ Tab.

10. SCS displays the Scale Site Record - Inspections Tab” screen (SCS:P056).
11. Click “Inspection#” hyperlink.

12. SCSdisplays “Site Inspection Details’ screen (SCS:P074).
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12.1.18 Create Inspections
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To create a Scale Site Inspection record for a specific Scale Site:

Sdect “Queries’ menu.

Select “ Scale Site” from the drop-down list.

SCS displays “Queries - Scale Sites” screen (SCS.P043).

Enter Search Parameters and choose sort order.

Click “Submit”.

SCS returns “Queries - Scale Sites - Result” screen (SCS.P044).

Click “Scale Site #' hyperlink for a specific record.

SCS displays “ Scale Site Record - Summary Tab” screen (SCS:P046).
Click “Inspections’ Tab.

10. SCS displays the Scale Site Record - Inspections Tab” screen (SCS:P056).
11. Click “Add Inspection” button.

12. SCSdisplays“ Site Inspection - Create” screen (SCS:.P072).

13. Enter mandatory and any nor+ mandatory fields.

14. Click “Next” button

15. SCSdisplays “ Site Inspection - Minor (Major or Regular) screen (SCS:P073).

© ® No a M wDdPE

16. Enter mandatory and any nor+ mandatory fields ensuring al Questions are
compl eted.

17. Click “Save Record”.
18. SCSdisplays*“ Site Inspection - Create” screen (SCS:P073) with Inspection Details.
19. SCS displays “Inspection - Minor (Mgjor or Regular) screen (SCS:P074).
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12.1.19 Edit a Scale Site Inspections
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To edit Scale Site Inspections for a specific Scale Site:

Select “Queries’ menu.

Select “Scale Site” from the drop-down list.

SCS displays “Queries - Scale Sites’ screen (SCS:P043).

Search for “Scaler Site”.

Click “Submit” button.

SCS returns “Queries - Scale Sites - Results’” screen (SCS:P044).
Click “Scale Site #’ hyperlink for a specific record.

SCS displays “ Scale Site Record — Summary Tab” screen (SCS:P046).
Click “Inspections’ Tab.
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10. SCS displays the Scale Site Record - Inspections Tab” screen (SCS:P056).

11. Click “Inspection #’ hyperlink for a specific record.

12. SCS displays the “Inspection - Minor (Major or Regular) screen (SCS:P074).

13. Click “Edit Record” button.

14. SCSdisplays* Site Inspection - Minor (Major or Regular) screen (SCS:P073).

15. Update “General Comments’.

16. Click “Save Record'.

17. Sr(]SS displays*“ Site Inspection - Minor (Mgjor or Regular)” screen (SCS:P074) with
changes.

12.1.20 View Scale Site Check Scales
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To view Check Scale information for Check Scales conducted at a specific Scale Site:

Select “Queries’ menu.

Select “ Scale Sites’ from the drop-down list.

SCS displays “Queries - Scale Sites’ screen (SCS:P043).

Enter Search Parameters and choose sort order-

Click “Submit”.

SCS returns “ Queries — Scale Sites — Results” screen (SCS:P044).
Click “Scale Site #” hyperlink for a specific record.

SCS displays “ Scale Site Record - Summary Tab” screen (SCS.P046).
Click “Check Scale” Tab.

10. SCS displays the Scale Site Record - Check Scale Tab” screen (SCS:P057).
11. Click “Check Scale#” hyperlink for Details for a specific record.

© N o gk DR
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12. SCS displays “Check Scale” screen (SCS:078).
13. Click “Back” to return to Scale Site Record” screen (SCS:P057).

12.1.21 Edit Check Scale
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To edit a Check Scale Information:

Can only edit “Return Type” of “Log Tally”

Sdect “Queries’ menu.

Select “ Scale Sites” from the drop-down list.

SCS displays “ Queries - Scale Sites” screen (SCS:P043).

Enter Search Parameters and choose sort order.

Click “Submit”.

SCS returns “Queries - Scale Sites - Results’ screen (SCS:P044).
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7. Click “Scale Site#" hyperlink for a specific record.

8. SCSdisplaysthe “ Scaler Record - Summary Tab” screen (SCS:P00S).
9. Click “Check Scales’ Tab.

10. SCS displays “ Scaler Record — Check Scales’ screen (SCS:P057).
11. Click “Check Scale#” hyperlink.

12. SCSdisplays “Check Scale’ screen (SCS.P078).

13. Click “Edit Record” button.

14. SCS displays “Check Scale - Edit” screen (SCS:PO77).

15. Edit fields as required.

16. Click " Save Record” button.

17. SCS displays “Check Scale” screen (SCS:P078) displaying changes.
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12.1.22 Add Check Scale

- nr.

Mhmmmﬂ—;n,.J‘ :,.: n,,.q.

b s e | AVeraTeia

Check Scale - Create

FLag Tak
i A Taly
T ] uar

ReLuri T

FhacH Srnle

Crininal Gzal

Sdect “Queries’ menu.
Select “ Scale Sites” from the drop-down list.

Enter Search Parameters and choose sort order.
Click “Submit”.

© ® No a M e NPRF

Click “Check Scales’ Tab.

SCS displays “ Queries - Scale Sites” screen (SCS:P043).

SCS returns “Queries - Scale Sites - Results’ screen (SCS:P044).
Click “Scale Site #’ hyperlink for a specific record.
SCS displays the “ Scaler Record - Summary Tab” screen (SCS:P008).

10. SCS displays “Scaler Record - Check Scales’ screen (SCS.P057).

11. Click “Add Check Scale’ button.

12. SCSdisplays “Check Scale - Create” screen (SCS:P0O75).

13. Enter mandatory and any nor+ mandatory fields.
14. Click “Next button”.

15. SCS displays “Check Scale - Create screen” (#2) screen (SCS:P0O76).

16. Enter mandatory and any nor mandatory fields.
17. Click “Save Record” button.
18. SCS displays “Check Scale’ screen (SCS.P078).
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12.1.23 View Scale Site Software — Not Functional
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To view the Site Software Use for a Scale Site:

1. Sdect “Queries’ menu.

2. Select “Scale Site” from the drop-down list.

3. SCSdisplays “Queries - Scale Sites’ screen (SCS.P043).

4. Enter Search Parameters and choose sort order.

5. Click “Submit”.

6. SCSreturns Queries - Scale Sites - Results (SCS:P044).

7. Click “Scale Site #’ hyperlink for a specific record.

8. SCSdisplays “Scale Site Record - Summary Tab” screen (SCS.P046).
9. Click “Software’ Tab.

10. SCS displays “ Scale Site Record - Software” screen (SCS:P058).
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13.1 Upload Check Scale
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Data TransTer - Check Scale

To transfer Check Scale data from the handheld into the database:
1. Select “Handheld Management” menu.

2. Sdect “Upload Check Scale’.

3. SCSdisplays “Data Transfer - Check Scale” screen (SCS:P101).
4. Click “Browse” to locate sendvm file.

5. Click “Upload” button.

6. SCSdisplays “Data Transfer - Check Scale” screen (SCS:P101) displaying the
message “ Transfer was successfully completed”.
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13.2 Upload Site Inspection

To transfer Site Inspection data from the handheld into the database:
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Data Transfer - Site Inspection
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To transfer Site Inspection data from the handheld into the database:

1.

2.

Select “Handheld Management” menu.

Select “Upload Site Inspection”.

SCS displays “Data Transfer - Site Inspection” screen (SCS:P102).
Click “Browse” to locate site_insp file.

Click “Upload” button.

SCS displays “Data Transfer - Check Scale” screen (SCS:P102) displaying the
message “ Transfer was successfully completed”.

December 1, 2009 133



Scale Administration and Control (SCS) User Guide Ministry of Forests and Range

13.3 Download Questions — (Not Currently Being Used)

To download Site Inspection Questions:
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To datatransfer Site Inspection Questions:

1. Sdect “Handheld Management” menu.

2. Sdect “Download Questions’.

3. SCSdisplays “Download Site Inspection Questions’ screen (SCS:P104).
4. Click the “sitel nspectionQuestions.xml ” hyperlink.

5. SCSdisplaysthe MS “Save As’ dialog screen.

6. Choose location to save.

7. Click “Save’ button.

8. Message states“ Download” complete.

9. Click “Close".
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Functions 14

Work Bench allows a User to view expiring Mark Site Designations, Site Authorizations
and Scaler Authorizations that have been associated to a User’s Region or district. It is
the responsibility of the User to update expiring designation/authorizations additions or
deletions.
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Figure14.1 Workbench Screen PO02.
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14.1 Remove Scaler Authorization

A Scaler Authorization may be removed from the “Expiring Scaler Authorization” list. It
should not be extended but deleted and a new authorization created.

1.

2.

Select “ Administration” menu.

Select “Work Bench”.

SCS displays “Work Bench'” screen (SCS:P002).

Click “Remove from List” button for a specific Expiring Scaling Authorization.
SCS prompts. “Are you sure you want to delete this record?”’

Click “OK” to delete record.

SCS removes the record from view and refreshes “Work Bench” screen (SCS:P002)
with record removed.

After the completion of extending the date of the Scaler
Authorization, the entry will no longer be displayed on the “Work
Bench” screen (SCS:P002).
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14.2 Adding Scale Site Authorizations

Adding a Scale Site Authorization allows the User to extend the Scale Site Authorization
for five more years.

1.

2.

Select “ Administration” menu.

Select “Work Bench”.

SCS displays “Work Bench” screen (SCS:P002).

4) Click “Add” button next to a specific “Expiring Scale Site Authorization”.
SCS displays “ Scale Site Authorization” screen (SCS:P062) displaying the new

expiry date listed under “ Scale Site Authorization” and removes the Scale Site from
the “Expiring Scale Site Authorizations’ list (SCS:P002) screen.
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14.3 Deleting Scale Site Authorizations

Deleting a Scale Site Authorization may be removed from the “ Expiring Scale
Authorization” list.

1.

2.

Select “Administration” menu

Select “Work Bench”.

SCS displays “Work Bench” screen (SCS:P002).

Click “Remove from List” button for a specific “Expiring Scale Site Authorizations”.
SCS prompts. “Are you sure you want to delete this record?’

Click “OK” to delete record.

SCS removes the record from view and refreshes “Work Bench” screen (SCS:P002)
with record removed.
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14.4 Adding Expiring Mark Site Designations

Adding an Expiring Mark Site Designations allows the User to extend the Scaler
Authorization for five more years.

1.

2.

Select “ Administration” menu

Select “Work Bench”.

SCS displays “Work Bench” screen (SCS:P002).

Click “Add” button next to a specific “Expiring Mark Site Designation”.

SCS displays “Mark Site Designation” screen (SCS:P070) displaying the new expiry

date listed under “ Scaler Authorization” and removes the Scaler from the “Expiring
Scale Site Authorizations” list (SCS:P064) screen

After the completion of extending the date of the Scaler
Authorization, the entry will no longer be displayed on the “Work
Bench” screen (SCS:P002).
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14.5 Deleting Expiring Mark Site Designations

Deleting a Mark Site Designation may be removed the Expiring Scale Authorization list.

1.

2.

Select “Administration” menu.

Select “Work Bench”.

SCS displays “Work Bench” screen (SCS:P002).

Click “Remove from list” button for a specific “Expiring Mark Site Designations’.
SCS prompts. “Are you sure you want to delete this record?’

Click “OK” to delete record.

SCS removes the record from view and refreshes “Work Bench” screen (SCS:P002).
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Administration — Maintenance

Functions 15

The Maintenance Menu alows User to the maintain Templates, Conditions, Questions,
Signatures Blocks Exam / Upgrades, Appointment Types, Valid Licence Attributes,
Authorization Clauses and System. They can be viewed, edited, created or deleted
according to the User’srole.
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15.1 Maintain Templates

Maintain Templates allows the Actor to view, edit and/or create a Template.
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Figure15.1 Maintain Templates.
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15.2 View Templates

To View Templates:

1.
2.

Select “ Administration” menu.

Select “Maintenance - Templates’.

SCS displays Maintain Templates screen (SCS.P080).

If required, Choose “Filter” from the drop-down list, Click “Refresh”.
SCS refreshes specified filtered Templates screen if filtered (SCS:P080).
Click “Template Name” hyperlink.

SCS displays “ Template Details/Conditions” screen (SCS:P081).
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15.3 Add Templates
To add Templates:

1.

2.

8.
0.

Select “ Administration” menu.

Select “Maintenance — Templates’.

SCS displays “Maintain Templates’ screen (SCS:P080).

Click “Add Template’ button.

SCS “Maintain Templates - Create” screen (SCS:P082).

Enter mandatory and any non- mandatory Detail fields.

SCS displays “Maintain Templates - Create” screen (SCS:P082).
SCSdisplays alist of “Template Condtions’.

Enter mandatory fields.

10. SCSdisplays alist of “Template Conditions’.

11. Click checkbox to select “Template Conditions’.

12. Click “Save Record”.

13. SCS displays “Maintain Templates’ screen (SCS:P081) with added template.
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15.4 Edit Template

To edit templates:

1.

2.

8.
0.

Select “Administration” menu.

Select “Maintenance — Templates’.

SCS displays “Maintain Templates - Templates’ screen (SCS:P080).
If required, Choose “Filter” from the drop-down list, Click “Refresh”.
SCS refreshes specified filtered Templates screen (SCS:P080).

Click “Template Name” hyperlink for specified template.

SCS displays “Maintain— Templates’ screen (SCS:P081).

Click “Edit Template’ button.

SCS displays “Maintain Templates - Edit” screen (SCS:P082).

10. Edit the fields as required.

11. Click “Save Record” button.

12. SCS displays “Maintain Templates’ screen (SCS:P081) with Template details and

Conditions with specified changes.

December 1, 2009 155



Scale Administration and Control (SCS) User Guide Ministry of Forests and Range

15.5 Delete Templates

To delete templ ates:

1.

2.

8.
0.

Select “Administration” menu.

Select “Maintenance — Templates’.

SCS displays “Maintain Templates — Templates’ screen (SCS:P080).
If required, Choose “Filter” from the drop-down list, Click “Refresh”.
SCS refreshes specified filtered “ Templates’ screen (SCS:P080).
Click “Template Name” hyperlink for specified template.

SCS displays “Maintain Templates’ screen (SCS:P081).

Click “Delete” button.

SCS prompts. “Are you sure you want to delete this record?’

10. Click “OK” to delete record.

11. SCS removes the record from view and refreshes “Maintain Templates - Templates’

screen (SCS:P080).
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15.6 Maintain Conditions

Maintain Conditions allows the Actor to view, edit and / or create Conditions.
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Figure 15.2 Maintain Conditions.

December 1, 2009 15-7



Scale Administration and Control (SCS) User Guide Ministry of Forests and Range

15.7 View Conditions

To view Conditions;

1.

2.

Select “ Administration” menu.

Select “Maintenance - Conditions”’.

SCS displays “Maintain Templates - Conditions’ screen (SCS.P083).
If required, Choose “Filter” from the drop-down list, Click “Refresh”.
SCS refreshes specified filtered “ Conditions’ screen (SCS:P083).
Click “Condition Name” hyperlink.

SCS displays “Conditions Details ” screen (SCS:P084).
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15.8 Add Conditions — Role of System Administrator Only

To add condtions:

1.

2.

Select “ Administration” menu.

Select “Maintenance - Conditions”.

SCS displays “Maintain Templates - Conditions’ screen (SCS.P083).
Click “Add Condition” button.

SCSdisplays “Maintain Conditions - Create’ screen (SCS:P085).
Enter mandatory and any non- mandatory fields.

Click “Save Record” button.

SCS displays “Conditions Detail s’ screen (SCS:P084) with added Condition.
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15.9 Edit Conditions

To edit Conditions;

1.

2.

10.

11.
12.

Select “ Administration” menu.

Select “Maintenance - Conditions”.

SCS displays “Maintain Questions— Conditions’ screen (SCS:P083).
If required, Choose “Filter” from the drop-down list, Click “Refresh”.
SCS refreshes specified filtered “ Conditions” screen (SCS:P083).
Click “Condition Name” hyperlink for specified template.

SCS displays “Condition Details’ screen (SCS:P084).

Click “Edit Condition” button.

SCS displays “Maintain Conditions - Edit” screen (SCS:P085).

Edit fields as applicable.

Click “Save Record” button.

SCS displays “Maintain Conditions - Conditions’ screen (SCS:P085) with specified
changes.
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15.10 Delete Conditions — Role of System Administrator Only

If a condition has been associated to a Site Authorization, Scaler
Authorization or Mark Site Designation it cannot be deleted. The
User can, however, expire the Condition and it will no longer be
usuable.

To delete Conditions:

1.

8.

0.

Select “Administration” menu.

Select “Maintain - Conditions’.

SCS displays “Maintain Conditions” screen (SCS:P083).

If required, Choose “Filter” from the drop-down list, Click “Refresh”.
SCSdisplays*” Condition Details’ screen (SCS:P083).

Click “Condition Name” hyperlink for specified condition.

SCS displays “Condition Details’” screen (SCS:P084).

Click “Delete” button.

SCS prompts. “Are you sure youwant to delete this record?’

10. Click “OK” to delete record.

11. SCS removes the record from view and refreshes SCS displays “Maintain Conditions

- Conditions’ screen (SCS:P083).
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15.11 Maintain Questions

Maintain Questions allows the User to view Questions related to Site Inspections. Al
other functions can only be performed by a User with the role of System Administrator.
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Figure 15.3 Maintain Questions.
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15.12 View Questions

To view Questions:

1.
2.

Sdlect “Administration” menu.

Select “Maintenance - Questions”.

SCSdisplays “Maintain Questions - Questions’ screen (SCS.P079).

Click “Question 1d” hyperlink for specified question.

SCS displays “Inspection Question — Details” screen (SCSP108)

December 1, 2009
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15.13 Add Question
To Add Questions:

1.

2.

8.
0.

Select “ Administration” menu.

Sdlect “Maintenance - Questions”.

SCSdisplays “Maintain Questions - Questions’ reen (SCS:P079).
Click “Add Question” button.

SCSdisplays “Maintain Questions - Create Details’ screen (SCS:P107).
Enter mandatory and any non- mandatory fields.

Click “Save Record” button.

SCS displays “Inspection Questions Details” screen (SCS:P108).

Edit fields as applicable.

10. Click “Save Record” button.

11. SCS displays “Maintain Questions’ screen (SCS:P108) with added Question.
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15.14 Edit Question

To edit Questions:

1.

2.

Select “ Administration” menu.

Sdlect “Maintenance - Questions”.

SCSdisplays “Maintain Questions - Questions’ screen (SCS:P079).
Click “Question 1d” hyperlink for specified question.

SCSdisplays “Maintain Questions - Edit” screen (SCS.P108).

Click “Edit Record” button.

SCSdisplays “Maintain Questions - Questions’ screen (SCS:P107) with Inspection
Question— Detalils.

Edit fields as required.

Click “Save Record” button.

10. SCS displays “Maintain Questions’ screen (SCS:P108) with specified edits.
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15.15 Delete Question — System Administrator Role Only

1.

2.
3.

Select “ Administration” menu.

Sdlect “Maintenance - Questions”.

SCSdisplays “Maintain Questions - Questions’ screen (SCS:P079).
Click “Question Id" hyperlink for specified question.

SCS displays “Inspection Question - Details’ screen (SCS:108).
Click “Delete” button.

SCS prompts. “Are you sure you want to delete this record?’

Click “OK".

SCSdisplays “Inspection Question - Details” screen (SCS:108) with Question
removed.

15-16 December 1, 2009



Revenue Branch

Administration - Maintenance Functions

15.16 Maintain Signature Block

Maintain Signature Blocks allows the User to view Signature Blocks that are displayed

on letters. The role of System Administrator is the only role capable of Creating or
Deleting Signatories.
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Figure 154 Maintain Signatories.
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15.17 View Signature Blocks

To View Signature Blocks:

1.

2.

Select “ Administration” menu.

Select “Maintenance - Signature Blocks”'.

SCSdisplays “Maintain Signatories’ screen (SCS:P098).

If required, Choose “Filter” from the drop-down list, Click “Refresh”.

SCS refreshes “Maintain Signatories’ screen (SCS:P098) filtered as specified.
Click “Block #’ hyperlink.

SCS displays “ Signatory Detail” screen (SCS:P099).
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15.18 Add Signatory
To add Signature Blocks:

1.

2.

Select “Administration” menu.

Select “Maintenance - Signature Blocks”'.

SCSdisplays “Maintain Signatories’ screen (SCS:P098).
Click “Add Signatory’ button.

SCS displays “ Signatory Detail” screen (SCSP100).
Enter mandatory and any non- mandatory fields.

Click “Save Record” button.

SCS displays “ Signatory Detail” screen (SCS:P099) with added Signatory.
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15.19 Delete Signatory

To Delete Signature Blocks:

1.

2.

8.
0.

Select “ Administration” menu.

Select “Maintenance - Signature Blocks”'.

SCSdisplays “Maintain Signatories’ screen (SCS:P098).

If required, Choose “Filter” from the drop-down list, Click “Refresh”.
SCS refreshes specified filtered Signatories screen (SCS:P098).
Click “Block #’ hyperlink.

SCS displays “ Signatory Detail” - (SCS:P099).

Click “Delete” button.

SCS prompts. “Are you sure you want to delete this record?’

10. Click “OK” to delete record.

11. SCS removes the record from view and refreshes “Maintain Signatories -

(SCS:P098).
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15.20 Edit Signatory
To edit Signature Blocks:

1.

2.

8.
0.

Select “ Administration” menu.

Select “Maintenance - Signature Blocks”'.

SCSdisplays “Maintain Signatories’ screen (SCS.P098).

If required, Choose “Filter” from the drop-down list, Click “Refresh”.
SCS refreshes specified filtered Signatories screen (SCS:P098).
Click “Block #’ hyperlink.

SCS displays “ Signatory Detail” screen (SCS:P099).

Click “Edit Signatory” button.

SCSdisplays “Maintain Signatories - Edit” screen (SCS.P100).

10. Edit fields as applicable.

11. Click “Save Record” button.

12. SCS returns to Maintain Signatories (SCS:P099) displaying changes.
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15.21 Maintain Exam/Upgrades

Maintain Exam/Upgrades allows the User to view, edit and/or create Exams and

Upgrades that will be related to a Scaler.
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Figure 15.5 Maintain Exams/Upgrades.
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15.22 View Exams/Upgrades

To view Exam/Upgrades:

1.
2.

Select “ Administration” menu.

Select “Maintenance - Exam/Upgrades’.

SCS displays “Maintain Exams/Upgrades’ screen (SCS.P086).

If required, Choose “Filter” from the drop-down list, Click “Refresh”.

SCS displays “Maintain Exams/Upgrades’ screen (SCS.086) filtered as specified.
Click “Exam / Upgrade #’ hyperlink.

SCS displays “Exam / Upgrade Detail” screen (SCS:P087.
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15.23 Add Exams/Upgrades
To Add Exam / Upgrades:

1.

2.

8.
0.

Select “ Administration” menu.

Select “Maintenance - Exam/Upgrades’.

SCS displays “Maintain Exams/Upgrades’ screen (SCS:P086).

If required, Choose “Filter” from the drop-down list, Click “Refresh”.

SCS displays “Maintain Exams/Upgrades’ screen (SCS.086) filtered as specified.
Click “Add Exam/Upgrade” button.

SCS displays “Exam / Upgrade Detail” screen (SCS:P088).

Enter mandatory and any non- mandatory fields.

Click “Save Record” button.

10. SCS displays “Exam/Upgrade Detail” screen with specified Exam/Upgrade Number

and details (SCS:P087).
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15.24 Edit Exams/Upgrades
To edit Exam/Upgrades:

1.

2.

8.
0.

Select “ Administration” menu.

Select “Maintenance - Exam/Upgrades’.

SCS displays “Maintain Exams/Upgrades’ screen (SCS.P086).

If required, Choose “Filter” from the drop-down list, Click “Refresh”.

SCS displays “Maintain Exams/Upgrades’ screen (SCS.086) filtered as specified.
Click “Exam / Upgrade #’ hyperlink.

SCS displays “Exam/Upgrade Detail” screen (SCS:P087).

Click “Edit Record” button.

SCS displays “Maintain Exams/Upgrades - Edit” screen (SCS:P088).

10. Edit fields as goplicable.

11. Click “Save Record” button.

12. SCS displays “Exam/Upgrade Detail” screen (SCS:P087) with changes.
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15.25 Delete Exams/Upgrades

If the record has been associated to a Scaler, it cannot be deleted.
The record, however, can be expired.

To delete Exam/Upgrades:

1.

2.

8.

9.

Select “Administration” menu.

Select “Maintenance - Exam/Upgrades’.

SCS displays “Maintain Exams/Upgrades’ screen (SCS:P086).

If required, Choose “Filter” from the drop-down list, Click “Refresh”.

Click “Exam/Upgrade #’ hyperlink.

SCS displays “Exam/Upgrade Detail” screen (SCS:P087) filtered as specified.
Click “Exam/Upgrade #  hyperlink.

SCS displays “Exam/Upgrade Detail” (SCS:P087).

Click “Delete” button.

10. SCS prompts’ “Are you sure you want to delete this record?’

11. Click “OK” to delete record.

12. SCS removes the record from view and refreshes “Maintain Exams/Upgrades’ screen

- (SCS:P086).
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15.26 Maintain Appointments

Maintain Appointments allows the User to view, edit and/or create Appointments.
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Figure 15.6 Maintain Appointments.
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15.27 View Appointment Types

To view Appointment Types:

1. Select “Administration” menu.

2. Seect “Maintenance - Appointment Types’.

3. SCSdisplays “Maintain Appointment Types’ screen (SCS:P089).
4. Click “Appointment Type” click column header to sort.

5. Click “Appointment Type” hyperlink.

6. SCSdisplays“Appointment Type Detail” screen (SCS:P090).
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15.28 Add Appointment Types — System Administrator Role

Only

To add Appointment Types:

1.

2.

Select “ Administration” menu.

Select “Maintenance - Appointment Types’.

SCS displays “Maintain Appointment Types’ screen (SCS:P089).
Click “Add Appointment Type” button.

SCS displays “ Appointment Type Detail” screen (SCS:P091).
Enter mandatory and any non- mandatory fields.

Click “Save Record” button.

SCS displays “Appointment Type Detail” screen (SCS:P090) with specified
Appointment Type and details.
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15.29 Edit Appointment Types

To edit Appointment Types:

1.

2.

8.
0.

Select “Administration” menu.

Select “Maintenance - Appointment Types’.

SCS displays “Maintain Appointment Types’ screen (SCS.P089).
Click “Appointment Type’ hyperlink.

SCS displays “ Appointment Type Detail” screen (SCS:P090).

Click “Edit Appointment” button.

SCS displays “Maintain Appointment Type- Edit” screen (SCS:P091).
Edit fields as applicable.

Click “Save Record” button.

10. SCSdisplays “Maintain Appointment Types — Appointmert Type Details’ screen

(SCS.089) with changes.
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15.30 Delete Appointment Types — System Administrator Role

Only

To delete Appointment Types:

1.

2.

8.

0.

Select “ Administration” menu.

Select “Maintenance - Appointment Types’.

SCS displays “Maintain Appointment Types’ screen (SCS:P089).
Click “Appointment Type” column header to sort.

Click “Appointment Type’ hyperlink.

SCS displays “ Appointment Type Detail” screen (SCS:P090).
Click “Delete” button.

SCS prompts: “Are you sure you want to delete this record?’

Click “OK” to delete record.

10. SCS removes the record from view and refreshes “Maintain Appointment Types’

screen (SCS:P089).
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15.31 Maintain Valid Licence Attributes

Maintain Valid Licence Attributes allows the User to view, edit and/or create Vaid
Licence Attrib utes.
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Figure15.7 Maintain Valid Licence Attributes.
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15.32 View Valid Licence Attributes

To view Valid Licence Attributes:

1.

2.

Select “ Administration” menu.

Select “Maintenance -Valid Licence Attributes’.

SCS displays “Maintain Valid Licence Attributes’ screen (SCS:P092).
If required, Choose “Filter” from the drop-down list, Click “Refresh”.

SCSdisplays “Maintain Valid Licence Attributes’ screen (SCS.092) filtered as
specified.

Click “Grading System Code” hyperlink.

SCS displays “Valid Licence Attribute Detail” screen (SCS:P093).
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15.33 Add Valid Licence Attributes
To add Valid Licence Attributes;

1.

2.

Sdlect “Administration” menu.

Select “Maintenance - Valid Licence Attributes’.

SCS displays “Maintain Valid Licence Attributes’ screen (SCS:P092).

If required, Choose “Filter” from the drop-down list, Click “Refresh”.

SCS displays “Maintain V alid Licence Attributes’ screen (SCS.092) filtered as

specified.

Click “Add Attribute’ button.

SCSdisplays “Maintain Valid Licence Attributes - Create” screen (SCS:P094).

Enter mandatory and any non- mandatory fields.

Click “Save Record” button.

10. SCSdisplays “Valid Licence Attribute Detail” screen (SCS:P093) with specified

Licence Attributes details.
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15.34 Edit Valid Licence Attributes
To edit Valid Licence Attributes:

1.

2.

8.
0.

Select “ Administration” menu.

Select “Maintenance - Valid Licence Attributes’.

SCS displays “Maintain Valid Licence Attributes’ screen (SCS:P092).
If required, Choose “Filter” from the drop-down list, Click “Refresh”.

SCSdisplays “Maintain Valid Licence Attributes’ screen (SCS.092) filtered as
specified.

Click “Grading System Code” hyperlink.
SCSdisplays “Valid Licence Attribute Detail” screen (SCS:P093).
Click “Edit Attribute” button.

SCSdisplays “Maintain Valid Licence Attributes - Edit” screen (SCS:P094).

10. Edit fields as applicable.

11. Click “Save Record”.

12. SCS displays “Valid Licence Attribute Detail” screen with specified changes.
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15.35 Delete Valid Licence Attributes — System Administrator

Role Only

To delete Valid Licerce Attributes:

1.

2.

8.
9.

Select “Administration” menu.

Select “Maintenance - Valid Licence Attributes”.

SCS displays “Maintain Valid Licence Attributes’ screen (SCS.P092).
If required, Choose “Filter” from the drop-down list, Click “Refresh”.

SCSdisplays “Maintain Valid Licence Attributes’ screen (SCS.092) filtered as
specified.

Click “Grading System Code” hyperlink.
SCS displays “Valid Licence Attrib ute Detail” screen (SCS:P093).
Click “Delete” button.

SCS prompts: “Are you sure you want to delete this record?’

10. Click “OK” to delete record.

11. SCS removes the record from view and refreshes “Maintain Valid Licence

Attributes’ screen (SCS:P092).
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15.36 Maintain System

Maintain System allows the System Administrator to change the current news that will be
displayed on the SCS Welcome Page.
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Figure15.8 Maintain System Message Screen.
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