Oracle

Using Oracle Public Sector Permits

October 2018

ORACLE



Using Oracle Public Sector Permits

Contents

Preface

ORrRACLE

1 Managing Public Users 1
Overview of Public User Accounts and Profiles 1
The Public User Registration Process 3
Accessing Public User Account Information 7
Adding Profiles to a Public User Account 8
Managing Public User Accounts 11
Verifying Public User Information 18
Managing Permits 21
Using the Agency Springboard 21
Applying for Permits 22
Managing Permit Applications 25
Working with Permit Details 28
Viewing the Permit Summary 30
Working with Property Information 31
Viewing Permit Application Details 32
Using Permit Workflow 34
Managing Permit Tasks 39
Adding Contacts to Permit 41
Applying Conditions to Permit 42
Working with Permit Attachments 45
Working with Permit Comments 46
Working with Fees and Payments 48
Working with Permit Communications 49
Using Permit Maps 52
Reviewing Permit Plans 59
Managing Plan Review Cycles 59
Assigning Plan Reviewers 60



Using Oracle Public Sector Permits

Performing Plan Reviews 61
4 Working with Permit Inspections 65
Managing Inspections for a Permit 65
Requesting Inspections 67
Viewing Assigned Inspections 69
Reviewing Inspection Details 70
Viewing Inspection Results 70
5 Using Oracle Inspector 73
Oracle Inspector Overview 73
6 Working with Payments 89
Payment Flow Overview 89
Payment Cart Overview 90
Working with Cashier Sessions 93
7 Working with Accounting 95
Viewing Accounting Transactions 95
Generating Journal Entries 95
Reviewing Journal Entries 97
Exporting Journal Entries 98
8 Using Accessibility Features 103
Overview of Accessibility 103
Using General Keyboard Shortcuts 103
Using the Keyboard with Data Collections 104
Using the Keyboard to Work with Page Controls 108

ORrRACLE



Using Oracle Public Sector Permits

ORACLE



Using Oracle Public Sector Permits Preface

Preface

This preface introduces information sources that can help you use the application and this guide.

Using Oracle Applications

This topic explains the text conventions used in this guide and points you to where you can find more information about using
Oracle applications.

Conventions

The following table explains the text conventions used in this guide.

Convention Meaning

boldface Boldface type indicates user interface elements, navigation paths, or values you enter or select.
monospace Monospace type indicates file, folder, and directory names, code examples, commands, and URLs.
> Greater than symbol separates elements in a navigation path.

Additional Resources

e  Community: Use Oracle Cloud Customer Connect to get information from experts at Oracle, the partner
community, and other users.

e Guides and Videos: Go to the Oracle Help Center to find guides and videos.
e Training: Take courses on Oracle Cloud from Oracle University.

Documentation Accessibility

This topic covers accessibility concepts for this guide.
For information about Oracle's commitment to accessibility, visit the Oracle Accessibility Program website.

Videos included in this guide are provided as a media alternative for text-based help topics also available in this guide.

Contacting Oracle

This topic explains how to contact Oracle for support and to provide feedback.
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Access to Oracle Support

Oracle customers that have purchased support have access to electronic support through My Oracle Support. For
information, visit My Oracle Support or visit Accessible Oracle Support if you are hearing impaired.

Comments and Suggestions

Please give us feedback about Oracle Public Sector Compliance and Regulation applications help and guides! You can send
an e-mail to: PSCR_US@oracle.com.
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1 Managing Public Users

Overview of Public User Accounts and Profiles

Public users can interact with an agency for either personal projects or for business projects. To distinguish personal activity
from business activity, the accounts for registered public users can have multiple profiles.

Accounts Versus Profiles

Accounts for registered public users can include one personal profile and one or more business profiles. The personal profile
represents the user’s personal dealings with the agency, while the business profiles each represent a business on whose
behalf the user interacts with the agency.

Permits are associated with specific profiles rather than with the overall account. When the user applies for a permit, the
permit is associated with the currently selected profile. Similarly, when users view their existing permits, the system displays
the subset of permits that are associated with the current profile.

The public user registration process creates a default profile for the user. During registration, the user indicates whether the
account use is personal or business. Information that is provided during registration is associated with this default profile.

After an account is created, additional profiles can be added. If an account has multiple profiles, any profile can be designated
as the default profile. Profiles can be made inactive, but they can’t be deleted.

Profile Selection

When a user signs in, the user’s default profile is the current profile. The profile name appears in the page header.

To switch profiles, the user clicks the current profile name to display a menu of account-related options. If any additional
active profiles exist, the menu includes a Select Profile section that lists all active profiles. To switch to a different profile, the
user clicks the desired profile name.

This example illustrates the Select Profile option in the menu under the current profile name.
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! E Lee Williams ¥

Select Profile

v Lee Williams

T [ - 3

Williams Contracting
Business

s Manage Account
My Preferences
Reset Password

() Sign Out

Account Data Versus Profile Data

Accounts have certain information that applies to all profiles. This account information includes the following:

e Name: the name of the person who owns the account.
e Access: the user name that is used for signing in, and the email address that is used during the registration process

e Additional Information: whether the user is a member of law enforcement or a judicial agency, and whether that
information has been verified.
Your agency configures whether to track this information and whether it needs verification.
This information is visible to agency staff, but public users cannot see it in self-service.

e Terms of Use: the terms of use to which the user agreed.

Profiles contain additional information. This profile-specific information does not get synchronized across multiple profiles.
Profile information includes the following:

e Profile Basics: the profile name, type, active/inactive status, and whether it is the default profile for the account.

¢ Profile Information: the business name and business type for a business profile. This category isn’t relevant to
personal profiles.

e Contact Information: addresses, emails, and phone numbers.

ORACLE
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e Contacts: people who might be added as contacts for permits that are associated with this profile.

When adding contacts to a permit, users can quickly pick contacts who are already associated with the profile rather
than having to manually add a new contact.

Licenses: a list of licenses such as contractor licenses, the contractor status for the profile, and any related
verification statuses.

e Trust Accounts: a list of payment accounts and any related verification statuses.

The Public User Registration Process

Although anonymous public users can access generic information, users must register before they can apply for permits and
manage their permits.

Here is a summary of the registration process:

e

6.
7.
8.

On the landing page for anonymous users, the public user clicks the Register link in the page header.
The user enters personal information on the Register page.

The user accepts the registration terms of use.

The user submits registration information.

A confirmation page directs the user to complete the registration process by following instructions in an email that
the system sends.

The user clicks the link in the email to set up the account password.
The user submits the password to complete the registration process.
The system takes the user to the registered public user landing page.

To sign in again in the future, public users click the Sign In link in the header of the landing page for anonymous users.

This is the first of two illustrations of the Register page.
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Register

* .
Account Use Personal ® Business

Salutation v
* First Name
* Last Name
* .
Business Name
* .

Email Address

* User Name

Are You a Contractor? Add License

This is the second of two illustrations of the Register page.

Country United States of America (US) v

Addreass Line 1
Address Line 2
Address Line 3

Address Line 4

State a
County <%
City o
ZipCode
Phaone b Ext.

@ Are You a Member of Law Enforcement or a Judicial Agency?

Terms and Conditions
Read and accept the terms and conditions before proceeding
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Entering Registration Information

The following registration information is required:

Page Element Description

Account Use Indicates whether this is a personal account or a business account.
Accounts can have both personal and business profiles. The registration process creates a single
profile, and additional profiles must be added later. The Account Use setting determines whether
the default profile that is created during registration is a personal or business profile.

For more information about profiles, see Overview of Public User Accounts and Profiles.

First Name and Last Name The user’s name, which is the same across all of the user’s profiles.

Business Name This field is visible only if the Account Use field indicates that this is a business account. The
business name entered here is associated with the business profile that the registration process
creates. If additional business profiles are added later, they have their own business names.

Email Address The user’s email address. After the user submits registration information, the system sends an email
to this address. The email contains a link that the user needs in order to complete the registration
process.

User Name The user name that the public user will use to sign in to the system. User names must be unique,

and the system displays an error message if the user tries to create an account under a user name
that already exists.

Note that the user does not select a password at this point. Password creation occurs after the user
submits registration information.

Are You a Contractor? The user’s contractor status is associated with the default profile that is created during the
registration process.

The default contractor status is No. If the user changes the answer to Yes, the adjacent Add
License button is enabled so the user can provide contractor license details. License information is
required when a user self-identifies as a contractor.

Clicking the Add License button opens the Contractor License Details page, which includes these
fields: License Type, License Number, Issued On, and Expiration Date.

After the user saves license information, the Add License button changes to an Edit License.
button.

During registration, the user can enter information for only one contractor license. After registering,
the user can add additional licenses from the Manage Account page. See Managing Public User

Accounts.
Country The default country is United States of America. Users should not change this value.
Are You a Member of Law This question appears only if it is enabled on the Public User Setup page.

Enforcement or a Judicial Agency?
The default answer to this question is No.

Users can access help for this question by clicking the question mark icon adjacent to the question.

The help explains that individuals who serve the public in these professions will have their name and
contact information masked from public view.
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Page Element Description

#" Note: Depending on the settings on the Public User Setup page, a user’s self-identification as a contractor
or as a member of law enforcement or a judicial agency might need to be verified by agency staff. Verification
requirements do not affect the registration process.

The following registration information is optional:

e Salutation (for example, Ms. or Mr.)
e Address

e Phone

Agreeing to Terms and Conditions

The Public User Setup page specifies whether public users must agree to terms and conditions. If users must agree, the
setup page also specifies the Terms of Use definition to use during registration, and public users must accept the terms and
conditions before submitting registration information.

When users must agree to the terms of use, the description from the Terms of Use definition appears as a link on the Register
page. Instructional text directs the user to read and accept the terms before proceeding.

To view and accept the terms, the user clicks the link to open a new window. The window displays the complete text of the
terms followed by a check box labeled | have read and accepted the terms and conditions. The user selects the check
box, then closes the window using the x in the top right corner of the window.

After the terms are accepted and the user is back on the main Register page, the instructional text for the terms link is
replaced with a selected check box labeled | have read and accepted the terms and conditions. A user who deselects
the check box is not allowed to register without first reopening the terms window to accept the terms again.

" Note: If the terms of use change, users who have already registered are required to accept the new terms.
When a user attempts to sign in after terms have changed, a window with the new terms opens, and the user
must select the agreement check box in order to continue. This occurs if a new effective-dated Terms of Use
definition goes into effect, either because you change the terms of use definition on the Public User Setup page,
or because the definition in use has a new effective date that is after the date that the user most recently signed
in.

Completing Registration by Resetting the Password

When the public user clicks the Register button, a confirmation page provides instructions for completing the registration
process. The instructions direct the user to an email with the necessary information.

The confirmation page also provides a registration ID number for reference in case the user needs to contact the agency for
help. The registration number is the user’s party ID.

These are the system actions and user steps that finalize the registration:

1. The system creates user account information in the Oracle Public Sector Compliance and Regulation system and in
the Fusion Applications system.

2. The system emails the user a link for completing the registration process.
3. The link takes the user to the Reset Password page in the Oracle Applications Cloud.
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Although the page name suggests that the user is resetting a password, the user is actually creating a password for
the first time.

4. The user enters a password and confirms it, then clicks the Submit button.

The system creates the password, completing the registration process.

6. The system transfers the user to the Public Sector Compliance and Regulation landing page for registered public
users.

o

The emailed link that the user clicked to access the Reset Password page includes the parameter that redirects the
user to the appropriate page.

Accessing Public User Account Information

Registered public users have self-service access to account management. Agency staff can also update account and profile
information for public users.

Account Management Navigation for Agency Staff
Agency staff accesses the Manage Account page using these steps:

1. Select Public User > Public Access User.
2. Search for the desired user account.
3. Click the > icon for the row with the desired user account.

Account Management Navigation for Registered Public Users

To access self-service account management functionality, a public user who has signed in follows these steps:

1. Signin to access the public user landing page.
2. Click the current profile name that appears in the page header.

A drop-down menu appears.

This example illustrates the drop-down menu under the current profile name.
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‘ E Lee Williams ¥

Select Profile
+ Lee Williams

ersonal - Default

Williams Contracting
Business

M Manage Account

My Preferences

Reset Password

() Sign Out
3. Select Manage Account.

Adding Profiles to a Public User Account

When a public user registers, the new account has a default profile with information supplied during the registration process.
The public user can create additional profiles through self-service account management. Agency staff also have access to
this account management option.

Create new profiles from the Manage Account page. For information on the different ways that registered public users and
agency staff access this page, see Accessing Public User Account Information.

This example illustrates the Manage Account page and the buttons used to create additional profiles.
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Manage Account

: Profile-Lee Williams Clone Profile Create New Profile
Account Information
Profile Basics Set a default profile, or update profile name and status.
Profiles - Personal >
I Contact Information Update phone number, email, and address.
Lee Williams Added 3 >

Personal

Creating a New Profile

To create a new profile:
Access the Manage Account page.
Click any profile name in the left frame of the page.

Click the Create New Profile button.
On the Create New Profile page, enter the following information:

Page Element Description

pPONS

Profile Name Enter a descriptive name. This is the name that appears in the page header when this profile
is in use.
Profile Type If the account does not already have a personal profile, select either Personal or Business.

If a personal profile already exists, the profile type is Business and the field is read-only.

Business Name If the profile type is Business, enter the business name. This field is not visible for personal
profiles.
Status Select Active or Inactive. A profile must be active to be the default profile or for a user to

switch to the profile.

5. Click Create.

The new profile is created. The only profile data is the basic data that you provided, so you need to manually add any
additional information such as contact information or licenses.

Cloning a Profile

Cloning profiles minimizes data entry when you want to create a new profile that has some of the same information as an
existing profile.

If the original profile has verified licenses or trust accounts, cloning the profile ensures that the verification status is carried into
the new profile and no new verification is needed.

To clone a profile:

1. Access the Manage Account page.
2. In the left frame of the page, select the profile that you want to clone.
3. Click the Clone Profile button.
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4. On the Clone Profile page, enter the following basic profile information:

Page Element Description

Clone From This read-only field displays the name of the profile that you’re cloning.

New Profile Enter a descriptive name for the new profile. This name appears on the landing page banner
when this profile is selected.

Profile Type If the account does not already have a personal profile, select either Personal or Business.

If a personal profile already exists, the profile type is Business and the field is read-only.

Business Name If the profile type is Business, enter the business name. This field is not visible for personal
profiles.

5. Select the check boxes for the types of information that you want to copy into the new profile:

Page Element Description

Contact Details Select this check box to automatically select the check boxes for all three specific contact
methods: Address, Phone, and Email.

Deselect this check box to clear the check boxes for all three specific contact methods.

You can also select and deselect the individual check boxes for each contact method.

Contacts Select this check box to copy contacts into the new profile.

Licenses Select this check box to copy licenses into the new profile. Verification statuses are also
copied to the new profile, so agency staff does not have to re-verify the information.

Trust Accounts Select this check box to copy trust account information into the new profile. Verification
statuses are also copied to the new profile, so agency staff does not have to re-verify the
information.

6. Click Create.

The new profile is created with the profile information that you specified. You can make additional changes manually.

Setting the Default Profile

The default profile is the one that is selected when a user first signs in. The default can’t be changed during the creation of a
new profile, but after the new profile is saved, it can be made into the default.

To designate a profile as the default profile:

apobdA

Access the Manage Account page.

In the left frame of the page, select the profile that you want to use as the default.
In the right frame of the page, select Profile Basics.

On the Profile Basics page, select the Default check box.

Click Save.
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The new default is saved. The Default check box on the previous default profile is deselected when the new default
is saved.

Managing Public User Accounts

This topic describes the account and profile information that can be updated using account management functionality. The
Manage Account page is available to both public users, who can manage their own accounts, and to agency staff, who can
manage information for any public user.

Registered public users access the Manage Account page from the menu under the user’s profile name in the page header.
Agency staff accesses the Manage Account page from the Public User Access page. For detailed navigation instructions, see
Accessing Public User Account Information.

Public User Access Versus Agency Staff Access

For the most part, public users and agency staff have access to the same account management options. These are the
exceptions:

e Public users can see the verification status for any data that requires agency verification, but only agency staff can
update the verification status.

e Public users do not see the Additional Information section of an account, which displays information about
membership in law enforcement or a judicial agency.

#" Note: Agency staff do not have access to user passwords, which are not part of account management.

Managing General Account Information

General account information includes data that is part of the overall user account rather than being related to a profile.
General account information is initially provided during the user registration process.

To manage account information :

1. Access the Manage Account page.

This page has two frames. Use the left frame to select either the overall account or a specific profile. Use the right
frame to view and update details for the selected item.
2. Select Account Information in the left frame.

This is selected by default when you first access the Manage Account page. When it is selected, the right frame
list the different types of account information. The row for each type of information includes the section name and
instructional text. The Name row additionally displays the user’s full name.
3. To view or update name information:
a. Click the Name row in the right frame.
The Name page appears.
b. Review or update information in the following fields: First Name, Middle Name, Last Name, Salutation,

Display Name (a read-only value that concatenates the user’s first, middle, and last names), Initials, Suffix,
and Title.

11
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c. Click Save to save changes and close the page.
4. To view account access information:
a. Click the Access item in the right frame.
The Access page appears.
b. Review the following read-only fields: User Name and Email.
This emalil is the one that was provided during registration. It is used for account access notifications such as
those related to setting passwords and changing or verifying account or profile information.
c. Click Cancel to close the page.
5. (Agency staff only) To view or update additional information:
a. Click the Additional Information item in the right frame.
The Additional Information page appears.

" Note: The Additional Information item is visible only if the option to track this information is enabled
on the Public User Setup page. Even if this option is enabled, the Additional Information item is not
visible in public user self-service.

b. Review or update the setting for the User is a member of law enforcement or a judiciary agency check
box.

c. Review or update the Verification Status related to the check box.

d. Click Save to save any changes and close the page.

6. To review the most recently accepted terms of use:

a. Click the Terms of Use item in the right frame.
A window with the full text of the terms of use appears.
There is no indication if the agency has updated the terms since the user last accepted them. However, with
public user self-service, the terms are always current as of the time the user signed into the current session.
This is because user must agree to any changes in the terms of use when signing in.

b. Click the x in the top right corner of the window to close it.

Viewing a Profile Summary

On the Manage Account page, the left frame lists all of the profiles that are associated with an account. Below each profile
name, the profile type appears. The word Default identifies the default profile. The word Inactive identifies any inactive profiles.

Selecting a profile in the left frame causes the right frame to display summary information about the profile. This information is
broken into sections.

Clicking a section opens a detail page with complete information, but you can also see summary data directly beneath the
section name on the Manage Account page.

To view the summary information for a profile:

1. Access the Manage Account page.
2. Select a profile in the left frame.

If no profiles are visible, click the Profiles header to expand the list of profiles.
3. Review the following summary information:

12
ORACLE



Using Oracle Public Sector Permits Chapter 1
Managing Public Users

Profile Section Information Displayed

Profile Basics The profile type: Personal or Business.

Profile Information No summary information appears.

Contact Information The number of contact methods for the profile.

Contacts The number of contacts for the profile.

Licenses The number of licenses for the profile, and whether the profile has contractor status.

The self-reported contractor status appears, but you must access license details to see if
the status has been verified.

Trust Accounts The number of trust accounts for the profile.

Updating Profile Basics

To update profile basics:

Access the Manage Account page.

Select a profile in the left frame.

Click the Profile Basics section to open the Profile Basics page.
Review and update the following fields:

Page Element Description

Profile Name The identifying name for the profile. This hame appears in the page header when this is the
current profile and in the Select Profile menu for switching profiles. This name also appears
in the profile list on the Manage Account page.

pPODNS

Default Select this check box to designate the profile as the default profile for the account.

The default profile is the one that’s used when the public user signs into the system. The
profile that gets created during the registration process is the default profile until you add
additional profiles and change the default.

Only one profile can be the default, so when you select this check box for one profile, the
check box is automatically deselected for the previous default.

The check box is read-only for the current default profile. This prevents you from deselecting
it and creating a situation where there is no default profile.

Profile Type Displays either Personal or Business. You cannot change the profile type.

Status Profiles can be Active or Inactive. Only active profiles appear in the Select Profile menu for
switching profiles.

The default profile must be active, so if you select the Default check box, the Status field
become read-only, and the status changes to Active if it was previously Inactive.

13
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5. Click Save or Cancel to return to the Manage Account page.

Updating Profile Information for a Business

To update profile information for a business:

pPODNS

Access the Manage Account page.

Select a profile in the left frame.

Click the Profile Information section to open the Profile Information page.
Review and update the following fields:

Page Element Description

Business Name A free text field for the business name.

Business Type A drop-down list of business types. The values for this field are defined on the Lookup Type
Details page for the ORA_PSC_CC_BUSN_TYPE lookup type.

5. Click Save or Cancel to return to the Manage Account page.

Managing Contact Information

Contact information consists of the user’s addresses, phone numbers, and emails. Only US addresses are supported.

The primary contact information for a profile is used as the default contact information in a permit application.

To update contact information:

pPODNS

a.

b.
c.

=h

9.

Access the Manage Account page.

Select a profile in the left frame.

Click the Contact Information section to open the Contact Information page.
To add or modify a contact method:

If you are adding a contact method, click Add in the appropriate section (Address, Phone, or Email) to open
the Details page.

If you are updating a contact method, click the > icon at the end of an existing row to open the Details page.

Select the Type.

The Details page displays different fields depending on the type of contact method, but all contact methods
include the Type field. Address types are Home and Work. Email and Phone types are Home and Business.
If you’re adding a new address, either enter the ZIP Code or click the don't know link.

Either action reveals additional address fields.

If you accessed an existing address, the additional address fields are already visible.

Enter the complete contact information: either an address, a Phone and Ext (extension), or an Email.

If this will be the primary address, phone number, or email, select the Primary check box.

Only one contact method of each type can be primary, so if you select the check box, the previous primary
address, phone number, or email (if any) is updated to no longer be primary.

Click Save or Cancel to close the Details page and return to the Contact Information page.

5. To delete a contact method, click Delete for the appropriate row.

ORACLE
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6. Click Cancel to return to the Manage Account page.

Managing Contacts

Contacts are people who can interact with the agency regarding business related to the associated profile. If a user wants
a person to be a contact for more than one profile, the system provides a simple way to copy contact information between
profiles.

#" Note: When a contact is copied to a new profile, the contact record is duplicated. Information is not kept in
sync going forward.

To manage contacts:

Access the Manage Account page.

Select a profile in the left frame.

Click the Contacts section to open the Contacts page.

To copy existing contacts from other profiles in this account:

pPODd 2

a. Click Copy from Other Profiles.

The Select Contact List page appears. It lists all contacts that are associated with other profiles for this
account. A contact who is already associated with multiple profile appears in the list multiple times.

The contact list displays the contact’s name, business name, address, email, and phone number.
b. Select one or more contacts to be copied.
c. Click Select.

The Select Contact List page closes. The selected profile(s) now appear on the Contacts page.
5. To add a new contact or modify an existing contact:

If you are adding a contact, click Add to open the Contact Details page.
If you are updating a contact, click the > icon at the end of the row to open the Contact Details page.
On the Contact Details page, enter the contact’s First Name, Middle Name, Last Name, and Business.

To enter an address, enter the ZIP Code or click the don't know link to reveal additional address fields, then
enter information in those address fields.

Enter a Phone and Ext (extension).
Enter an Email.
g. Click Save or Cancel to close the Contact Details page .

e oo

- 0

Any information you save immediately appears on the Contacts page.
h. Click Cancel on the Contact page to return to the Manage Account page.

Updating Licenses

The licenses section of the Manage Account page includes both a list of professional licenses and a statement of whether the
profile is for a contractor.

If your agency requires staff to verify contractor status and professional licenses, staff memibers who access the information
can update the verification statuses for both types of information. Public users can see but not update the verification
statuses.

15
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To update license information:

Access the Manage Account page.

Select a profile in the left frame.

Click the Licenses section to open the Licenses page.

Review or update these fields related to the user’s contractor status:

Page Element Description

Are you a Contractor? To indicate the contractor status, select either Yes or No.

pPON =

Verification Status This field is visible if the Public User Setup page is configured to require that contractor
status be verified.

The default value is Pending verification.

Agency staff updates the status to either Verified or Verification failed after independently
verifying the user’s contractor status.

# Note:
Although public users and agency staff can both see the verification status, only
agency staff can update the value.

5. To add a new license, click the Add, or to view an existing license, click the row for the license you want to view.

The License Details page opens.
6. Review and update the following fields on the Licenses page:

Page Element Description

License Type This is a free text field for entering the type of license, such as a General Contractor license
or an Electrical Contractor License.

License ID Enter the license number that uniquely identifies the license.

Start Date Enter the date that the license became valid.

Expire Date Enter the date that the license expires or requires renewal.

Verification Status This field is visible if the Public User Setup page is configured to require that licenses be
verified.

The default value for a new license is Pending verification.

Agency staff updates the status to either Verified or Verification failed after independently
verifying the license.

# Note:
Although public users and agency staff can both see the verification status, only
agency staff can update the value.
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Click Save or Cancel to return to the Licenses page.
Click Save or Cancel to return to the Manage Account page.

Saving on the Licenses page saves changes to the Are you a Contractor and Verification Status fields. Changes
to licenses are saved from the License Details page.

Updating Trust Accounts

The Trust Accounts section of a profile lists trust accounts that are used for payments to the agency.

If your agency requires staff to verify trust accounts, staff members who access the information can update the Verification
Status field. Public users can see the verification status, but they can’t update it.

poODN =

Access the Manage Account page.
Select a profile in the left frame.
Click the Trust Accounts section to open the Trust Accounts page.

To add a new trust account, click Add, or to view an existing trust account, click the row for the account you want
to view.

The Trust Account Details page opens.
Review and update the following fields on the Trust Account Details page:

Page Element Description

Account Number Enter the unigue account number for the trust account.

Description The description might include the financial institution name and other important information
about the account.

Status Select Active or Inactive.
Verification Status This field is visible if the Public User Setup page is configured to require that accounts be
verified.

The default value for a new account is Pending verification.

Agency staff updates the status to either Verified or Verification failed after independently
verifying the account information that the user provided.

# Note:
Although public users and agency staff can both see the verification status, only
agency staff can update the value.

6. Click Save or Cancel to return to the Trust Accounts page.
7. Click Cancel to return to the Manage Account page.

ORrRACLE
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Verifying Public User Information

You can configure the system to require verification of various types of public user account and profile data. The actual
verification occurs outside of the system, but after the information is verified, agency staff updates verification statuses to
indicate whether the information passed or failed the verification process.

Use the Public User Setup page to configure which types of information require verification. There can be up to four types of
information that need to be verified:

e \Whether the user is a member of law enforcement or a judiciary agency.
e Whether the user is a contractor.

e The user’s licenses.

e The user’s trust accounts.

One option for verifying information is to use the Manage Account page. With this option, agency staff can navigate to the
various pages that display each type of information, and they can update the verification status on those pages. For more
information, see Managing Public User Accounts.

Alternatively, the Public Access User page provides a convenient way to see and manage pending verification requests. This
page displays the number of pending verification requests for each user, and it provides a link to the Pending Verification
Requests page where you can update the verification status for individual requests.

This example illustrates the Public Access User page.

Public Access User

+ X Search... o | ¥
Name User Name Email Active Pending Verification Requests
Brandon Wood brandon.wood test@oracle.com Yes >

Sara Sara.Whit Yes 3 >

Anne Collins anne.collins Yes >

This example illustrates the Pending Verification Requests page.
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Pending Verification Requests

Sara (null)
Profile Name Type Verification Details Verification Status
Sara Whit User is a contractor Pending verification v
Sara Whit Enterprises User is a contractor Pending verification v

License Number SOL229

License Type Solar
Sara Whit Enterprises User added or updated license Pending verification v
Issued On 1/1/17

Expiration Date

Cancel Save

Managing Verification Requests

To find and manage pending verification requests:

1. Select Public User, > Public Access User.
2. Locate accounts with a value in the Pending Verification Requests column.

This column displays the number of pending requests for the user. It’s blank for users with no pending requests.

The surest way to locate accounts with pending verifications is to sort accounts based on the number of pending
requests. To sort by a specific column, click the triangle icon in the column header. Click again to reverse the sort
order.

3. Click a value in the Pending Verification Requests column to access the Pending Verification Requests page.

The page lists the pending verification requests for the selected user. Requests that have already been verified (or
failed verification) do not appear.

4. Review the following information for the requests to be verified:

Page Element Description

Profile Name Displays the profile that is associated with the data to be verified.

A user’s membership in law enforcement or a judiciary agency is general account
information, not profile information. A pending verification for this information is listed under
the default profile name..

Type (type of request) Explains what type of information must be verified. Values include:

o Useris a contractor
o Useris a member of law enforcement or a judiciary agency

o User added or updated license
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Page Element

Description
o User added or updated trust account

Verification Details

Displays identifying details for a license or trust account.

License details include the license number, license type, the date issued, and the expiration
date.

Trust account details include the account number and status.

This column is blank for requests to verify a user’s contractor status or membership in law
enforcement or a judiciary agency.

Verification Status

Because this page lists only pending verification requests, all rows initially have the status
Pending Verification.

5. Update the Verification Status for any requests where the verification process is complete.

Select either Verified or Verification failed, depending on whether you were able to verify the information.

6. Click the Save button.

ORrRACLE
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2 Managing Permits

Using the Agency Springboard

The Agency Springboard provides a starting point for agency staff to manage permits throughout the permit lifecycle.

You use these elements on the Agency Springboard to perform daily tasks and manage permit transactions.
e Alerts
e |WantTo
e Task Lists
e Tiles

Depending on the setup for Oracle Public Sector Permits, the Agency Springboard looks like the following example, which is
configured to show the | Want To actions bar, the task list element, and a selection of springboard tiles. Similar elements may
appear on the landing page for permit applicants.

This image of the sample Agency Springboard shows the global header, banner image, | Want To actions bar, task list
element, and nine springboard tiles. The Alerts banner is not shown in the example.

= ORACLE

sk i

My Tasks 22 My Workflow Tasks 0 My Plan Reviews 14

| Want To Apply for a Permit v

Group Tasks 118 My Inspections 8

Q20600

My Tasks Cashier Sessions Property Address Parcel Permit List Property Owner

000Q

Accounting Journal Setup and
Transactions Maintenance

Page Element Description

Alerts Appear as a banner and contains messages that important information.

| Want To Bar Appears as a drop-down list from which you choose an action, such as apply for a permit. The
actions in the | Want To bar and on the tiles can provide access to the same pages.
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Page Element Description

Task Lists Provide links to the Task Management page with predefined filters you access to manage tasks in
the permit cycle workflow. The counts for each type of task help you monitor workload.

For more information about tasks, see Managing Permit Tasks.

Tiles Appear as icons with links to the pages you use to administer permit transactions, such as
accounting, customer payments, plan reviews, inspections, conditions, and other permit details.

For example, click the Permit List tile to open a list of permit applications. For more information,
see Managing Permit Applications.

For information about setting up these elements on the Agency Springboard, see the guide for Implementing Public Sector
Permits.

Applying for Permits
Registered public users can apply for permits online, and agency staff can assist their constituency with permit applications
on the Apply for a Permit page. All users can research the different permit types using the Permit Guide, if available.

The applications for each permit type are configured by the agency during implementation.

Using the Apply for a Permit Page for Anonymous Users

Anonymous public users, or guests, can make an informed decision about the type of permit needed for their particular
project without registering. They can save recommendations from the permit questionnaire for reference but must register
before they can access the permit application.

This example illustrates the Apply for a Permit page for anonymous public users containing the field values described in the
following table.

ORrRACLE
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£ ORACLE A Englsh v v Signin  Register

Apply for a Permit

Browse Search Guide

Search Saved Recommendations

1. To navigate to the Apply for a Permit page from the guest landing page, the user clicks the Apply for a Permit tile.
2. On the Apply for a Permit page for anonymous users, guests can do the following:

Action Description

Browse permit types Click the Permit Types list to see the permit groups available to choose from. Guest users
are prompted to log in when they click a permit type.

Search for a permit type Search for a permit type by entering the name of the permit type or the first characters in the
Search field. Guest users are prompted to log in when they click a permit type.

Use the permit questionnaire Click the Permit Guide button to start a questionnaire that can help identify the
recommended permits for a project. The Permit Guide is available only if set up by the
agency using Oracle Policy Automation (OPA) or a custom implementation. The anonymous
public user can save the recommendations by entering an email address. The system sends
an acknowledgement number, which is used to access the saved permit recommendations

later.
Search saved permit Click the Search Saved Recommendations link to review previously saved permit
recommendations questionnaire results. The anonymous public user can use the Permit Guide to identify the

types of permits they need, save the recommendations, and access them by entering their
email address and acknowledgement number.

3. If users want to apply for permits, they must first register. To register, click the Register link in the global header to
create an account.
For more information about registering, see The Public User Registration Process.

If a guest has saved permit questionnaire results, the recommended permits are transferred to their profile as a registered
user.
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Using the Apply for a Permit Page for Registered Users

Registered public users can view permit recommendations saved when they were a guest user, fill out the permit
questionnaire to find more recommendations, and apply for the permit type of their choice.

This example illustrates the Apply for a Permit page for registered public users containing the field values described in the
following table.

< ORACLE 3 A° B REGISTERED PUBLIC USIR v

Apply for a Permit

Browse Search Guide
Permit Types v A Permit Guide

View Recommendations

Recommended Permits

Manjunatha-3 8/1/18 443 AM Residential Addition Roofing

Manju2 8/1/18 12:56 AM Residential Addition

1. To open the Apply for a Permit page from the registered user landing page, the user can:

o Click the Apply for a Permit tile.
o Select the option to apply for a permit in the | Want To bar.

2. On the Apply for a Permit page for registered users, permit applicants can do the following:

Action Description

Browse permit types Click the Permit Types list to see the permit groups available to choose from.

Select a permit type link to initiate a permit application.

Search for a permit type Search for a permit type by entering the name of the permit type or the first characters in the
Search field.

Select a permit type to initiate a permit application.

Use the permit questionnaire Click the Permit Guide button to start a questionnaire that can help identify the
recommended permits for a project and save the results. The Permit Guide is available only if
set up by the agency using Oracle Policy Automation (OPA) or a custom implementation.

View recommended permits Click the View Recommended Permits link to open the Recommended Permits page
where the registered user can review a list of saved permit recommendations.
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Action Description

Select the button for a recommended permit type to initiate a permit application, or click the
Delete icon to remove the recommendation from the list.

Search saved permit Click the Search Saved Recommendations link at the bottom of the Recommended

recommendations Permits page to review permit questionnaire results saved before registering. Use the email
and acknowledgement credentials provided while a guest user to search the previously
saved recommendations.

3. The applicant information is filled in automatically from the registration form.
The registered user proceeds step by step through the application form and clicks the Submit button to start the
permit process.

After submitting a permit application, the registered user can review and manage permit details throughout the permit
lifecycle. For more information, see Working with Permit Details.

Using the Apply for a Permit Page for Agency Staff

Agency staff can assist registered users with permit applications.

1. To open the Apply for a Permit page:
o Select the option to apply for a permit in the 1 Want To bar on the Agency Springboard.

o Go to the Permits list page and click the Apply for a Permit button.
2. On the Apply for a Permit page, agency staff can do the following:

Action Description

Browse permit types Click the Permit Types list to see the permit groups available to choose from.

Select a permit type link to initiate a permit application.

Search for a permit type Search for a permit type by entering the name of the permit type or the first characters in the
Search field.

Select a permit type to initiate a permit application.

3. In the first step of the permit application, the agency user selects the applicant from a searchable list. The search list
includes the applicant name, business name, address, email, and phone.
The agency user proceeds step by step through the application form and clicks the Submit button to start the
permit process.

For more information, see Managing Permit Applications.

Managing Permit Applications

You view an inventory of permits with application data and status, and access detailed permit records using the Permits
page.
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As agency staff, such as a permit technician, you use the Permits page to view a complete list of permit applications
submitted to your agency. Go to the permit list on the Permits page to perform these tasks:

e Manage permit application activity.
e Create or update permit records on behalf of applicants.
e Manually enter fee payments on behalf of applicants.

e Access comprehensive permit record details.

" Note: The Permits page provides a permit record summary to agency staff only. Registered users who have
applied for a permit for themselves, or as a representative for someone else, see only the permits that they are
associated with on the My Permits page. The My Permits page contains basic permit information. The user
profile controls which permits and permit data appear on the Permits and My Permits pages.

Registered users can access the My Permits page by selecting View my permits list from the actions drop-down list or by
clicking the My Permits icon on the Registered User Landing Page.

Agency staff can access the Permits page by clicking the Permit List tile on the Agency Springboard.

Using the Permits Page

1. Select the Permit List tile on the Agency Springboard.
2. On the Permits page, you can perform these actions to display permits that meet specific criteria:

Page Element Description

Download Click the download button to export the permit list to a .csv file.

Search Search by alphanumeric characters on the fields for permits in the list. The permits that meet
the search criteria are displayed on the page.

When you search on dates, use this format: MM/DD/YYYY.
Search results display only the primary address for the permit. You can confirm the correct

permit by clicking the Details button for the permit and reviewing all of the associated
addresses in the permit details.

Filter Apply filters to display permits that contain the selected parameter values in the list. Click the
filter button to open the Filter By options, where you can define and save your own filters.

Sort by Select an option to sort the permits in the list by these fields:

o Permit

o Permit Type
o Status

o Created By

o Created Date

o Applicant

List View or Map View View the inventory of permits in a list or on an interactive map. See Using Permit Maps.
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Description

Page Element

Click the Details button to access the details for the selected permit.

Managing Permit Activity

1. Select the Permit List tile on the Agency Springboard.
2. Use the permit information on the Permits page to manage permits submitted to your agency:

Page Element

Description

Alert icon Identify permits with a status affected by a condition or another issue, for example, hold,
lock, or notice.

Permit View the permit ID.

Status Review the permit status, for example, Payment Pending, Submitted, Pending, and Permit

Issued.

Last Updated Date

Review the date and time the permit was most recently updated.

Created By and Creation Date

Review the user name of the person who filled out the permit application and the date the
application was submitted.

Applicant Review the permit applicant’s name. This may not be the same as the person who created
the permit request.

Property Review the street address and parcel number of the property.
The permit list displays only the primary address. You can review all of the addresses
associated with the permit in the details, which you access by clicking the Details button for
the permit.

Fees Review the fees that may be applicable to the permit and a fee balance if the total has not
been paid. Once permit fees have been paid, the fees displayed are zero.

Actions Select one of the required actions:

o

Resubmit

The permit status is Pending Submit because there may be a problem initiating
workflow. Click this button to retry initiating workflow. You may need to try later, or if
issues still exist, contact your help desk. Resubmitting the permit does not affect the
fee calculations.

Pay

Select this button to submit a payment on behalf of the applicant.

ORrRACLE
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Creating or Updating a Permit Record

As a permit technician, you can create new permits or update existing permits. Only agency staff can update permits that
have already been submitted.

If a permit has a pending status, the applicant can make updates to the permit. When the applicant selects a pending permit
on the My Permits page, the service directs them back to the application form. For submitted permits, agency staff can make
changes.

1. Select the Permit List tile on the Agency Springboard.

2. To create a new permit, click the Apply for a Permit button to access the permit questionnaire and submit the
application.

3. To update an existing permit, click the Details button for the selected permit to open the pages comprising the
permit details.

4. Go to the page for the information you would like to update, using the links in the left navigation panel. For example,
if you want to update property information, click the Property Information button to open the Property Information
page. Click the Edit button to make changes. Clicking Done saves the changes.

Entering Permit Fee Payments

Applicants typically pay their fees online using the payment cart, but if needed, you can initiate a payment on behalf of the
applicant using the Pay button on the Permits page.

1. Select Permit List on the Agency Springboard.
2. Click the Pay button for the selected permit with an outstanding fee balance.

3. When using the Pay button, you bypass the payment cart and go directly to the Checkout page in payment
services.

For paying fees from the Fees and Payments page in the permit record details, see Working with Fees and Payments.

Accessing Permit Details

You can access permit application details from the Permit page.

1. Select Permit List on the Agency Springboard.
2. Click the Details button for the selected permit.

The Overview page for the permit appears in the content pane of the permit application details.
For more information about pages containing details about the permit application, see Viewing the Permit Summary.

Working with Permit Details

You find permit detail pages in a collection that consolidates all aspects of a permit application, including contacts,
communication, parcel information, fees and payments, plan reviews, inspections, and workflow.

The permit detail pages include the functionality you need to manage a permit throughout its lifecycle.

To access the permit detail pages:

1. Select Permit List on the Agency Springboard.
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2. Click the Details button for a permit.
3. Navigate to permit information using the links in the left panel.
The information for a permit comprises these pages:

Page Name Description

Overview View the core information regarding the selected permit with links to more detail.

See Viewing the Permit Summary.

Property Information View parcel data from the permit application and a map of the parcel location.

See Working with Property Information.

Workflow View the workflow status of each task as defined by the agency using Oracle Autonomous
Integration Cloud (OIC).

See Using Permit Workflow.

Permit Details Review information captured during the application intake that is specific to the permit type. For
example, for a solar permit, the applicant enters the number of solar panels to be installed.

See Viewing Permit Application Details.

Plan Reviews Perform administrative tasks for review cycles as a plan coordinator and perform reviews of building
plan documents prior to permit issuance as a plan reviewer on the Plan Review page.

See Managing Plan Review Cycles and Performing Plan Reviews.

Contacts Review and add contacts for the permit.

See Adding Contacts to Permit.

Conditions Review conditions placed on the permit or person that must be resolved to complete the permit
process.

See Applying Conditions to Permit.

Attachments View a list of files and upload or download documents on this page.

See Working with Permit Attachments.

Comments Review or add comments pertaining to this permit.

See Working with Permit Comments.

Inspection List Review a consolidated list of inspections related to a permit. As a permit coordinator, you manage
inspection activity for the permit on this page.

See Managing Inspections for a Permit.

Fees and Payments Review fees assessed and payments due. You can also add additional fee items and pay fee items
from this page.

See Working with Fees and Payments.
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Page Name Description

Communication Details Send ad hoc email messages and notifications associated with this permit.

See Working with Permit Communications.

Viewing the Permit Summary

You view a permit summary on the Overview page, where you get a snapshot of the core information regarding a permit with
links to more detail.

Using the Overview Page

1. Select Permits > Permit List .
2. On the Permits page, select the Details button for a permit in the grid.
3. Review information about the selected permit in the sections and navigate to more details on the Overview page:

Page Element Description

Overview Review the permit status, who submitted the application, the day the application was
submitted, and the permit issue date.

The applicant can enter a description of the permit record by clicking the Add link.

Applicant View the applicant’s name and contact information.

Click the View Details link to open the Contacts page, where you can add additional
contacts.

Workflow View a list of active and recently completed tasks, including the task status, assignment, last
updated date, and number of days in the current status.

Click the View Details link to open the Workflow page.

Fees and Payments View the total fees paid, amount due, and the date and amount of the last payment.

Click the View Details link to open the Fees and Payments page.

Inspections View the number of scheduled, upcoming, and completed inspections, as well as the
number of inspections that have passed and failed.

Click the View Details link to open the Inspection List page.
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Working with Property Information

Property information shows parcel data from the permit application and a map of the parcel location. You can add parcels,
and modify or delete the parcel, owner, and address information.

Property information is configured on the application forms by the agency during the design process. When filling out a permit
application, the public user enters information, which is then displayed in the detail pages of the permit. Only agency staff can
update information on the Property Information page after an application has been submitted.

Viewing the Parcel Information

You view a list of parcels associated with this permit on the Parcel List section. The list view displays parcel details. You can
also view the location of the parcels on a map.

Select Permits > Permit List .

On the Permits page, select the Details button for a permit in the grid.

On the Property Information page, view the list of parcels in the Parcel List section.

Click the parcel number button in the list to view the parcel details, owner, and address in the right pane.
Click the map icon to find the parcels in the list on a map.

oD~

Adding Parcels to the Permit

Select Permits > Permit List .

On the Permits page, select the Details button for a permit in the grid.

On the Property Information page, click the Search icon in the Parcel List section.

Use the search field on the Search Property page to find parcels by parcel number, address, or owner. Only parcels
enabled by the agency are available as lookup values.

Click the check boxes for one or more parcels.

Click the Add Selected button.

pPODM
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Updating Parcel Details

Select Permits > Permit List .

On the Permits page, select the Details button for a permit in the grid.

On the Property Information page, click the Edit button in the Parcel Number section.

On the Parcel Detail page, you can turn on the Primary switch to make this the primary parcel for the permit.
Update parcel data such as the property description, jurisdiction, subdivision, primary zone, zone description, land
use, parent parcel, parcel type, book, section, page, map book page, map name, boundary description, and so on.
Click Save.

ahronA
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Updating Parcel Owner Details

Select Permits > Permit List .

On the Permits page, select the Details button for a permit in the grid.

On the Property Information page, click the owner row in the Owner section.

On the Parcel Owner Detail page, you can turn on the Primary switch to make this the primary parcel owner.
Enter a value in the Zip Code field to add address information.

You can also update the owner name, secondary owner name, ownership type, home phone, and email address.

RN
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Adding Parcel Addresses

Select Permits > Permit List .

On the Permits page, select the Details button for a permit in the grid.

On the Property Information page, click the Search icon in the Address section.

Use the search field on the Search Property page to find parcels by parcel number, address, or owner.

pPODd 2

Only parcels associated with this permit are available as lookup values.
Click the check boxes for one or more parcels.
Click the Add Selected button.

Updating Parcel Addresses

Select Permits > Permit List .

On the Permits page, select the Details button for a permit in the grid.

On the Property Information page, click the address row in the Address section.

On the Parcel Address Detail page, you can turn on the Primary switch to make this the primary parcel address.

Update parcel address data such as address type, address line 1, address line 2, street number, street, street type,
unit, floor, direction, building, municipality, and longitude and latitude.

6. Click Save.
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Viewing Permit Application Details

You review information captured during the application intake that is specific to the permit type in the application details.
Some agency staff can update the permit details captured from the application.

When an agency designs the application form for a specific type of permit, they use elements that capture the information
necessary for evaluating adherence to permit requirements. For example, for a solar permit, an applicant would enter data
about the job (type of work, job cost, and so on) and solar details (type of roof, roof area, number of solar panels, and so on).
These application details are reflected on the Permit Details page for the permit.

This example illustrates the Permit Details page containing the information described in the surrounding text.

32
ORACLE



Using Oracle Public Sector Permits

Chapter 2
Managing Permits

Permit
S2018-57  Solar
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Solar Permit

4 Job Valuation
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Type of Construction

Roof Material
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Number of Inverters

Fooh gy
s
-

o
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Residential

Permit Application Details Description

Construction Information

Captures Information regarding the current construction site and the proposed construction project.

Demolition

Captures information related to the scope of the demolition and if hazardous materials or utilities
need to be considered—such as electricity, gas, water, and so on—when demolition is required as

part of the job.

Electrical EQuipment

Describes electrical features, such as outlet types, amps, voltage, and electric appliances.

Fence Information

Describes the proposed fence attributes, such as type, material, dimensions, location, and so on.

Grading Information

Describes the scope of grading work, such as the acreage affected, materials to be used and the

amount of material.

Insurance

Provides a contractor’s insurance type and policy information.

License Qualification

Enables a contractor to add any state licences they have.

Mechanical Equipment

Describes features of the job site related to ventilation, heating, cooling, fire safety, and so on.

Photovoltaic Information

Describes attributes of a site’s solar energy configuration, such as roof area, coverage area, inverter

information, and so on.

Plumbing Equipment

Describes attributes of a site’s plumbing configuration.

Pool Information

Describes attributes of a pool, such as type, depth, location, surrounding fencing, and so on.
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Permit Application Details Description

Property Information Describes the parcel as it is registered with the municipality, such as the parcel ID, parcel type, and
SO on.
Regulated Business Activity Enables you to specify any regulated activity or controlled substances allowed on the premises,

such as alcohol, carnival rides, casino games, and so on.

Right of Way Use Enables you to provide any details related to the use of a right-of-way on the property or to gain
access to the property, such as traffic, parking, or pedestrian impact.

Roof Information Describes features of a structure’s roof, such as existing roof type, proposed roof type, number of
layers, and so on.

Site and Zoning Describes features of the property related to acreage, flood preparedness, as well as zoning and
land usage information.

Special Event Enables applicants to specify information about an event, including the safety plan, concessions,
facilities, potential impacts, and traffic plans.

Yard Sale Enables applicants to specify yard sale information, such as the start time, end time, and the
number of days.

Updating Permit Application Details

The fields available to update depend on the permit details on the application form.

Select Permits > Permit List .

On the Permits page, select the Details button for a permit in the grid.
Click Permit Info to expand the section in the left navigation panel.
Click Permit Details.

On the Permit Details page, click the Edit button.

Update available fields on the page.

Click the Done button to save.

Noo DN

Using Permit Workflow

Permit workflow provides a defined structure for the permit lifecycle. Humans perform manual steps such as approving a
permit application and indicating when a plan review is complete, while the workflow engine updates performs automated
steps such as updating permit statuses and sending permit-related notifications.

Managing workflow tasks consists of updating the assignment, status, and priority for a task that a human performs. You can

also add comments to a task and edit workflow comments.

You do not, however, use workflow functionality to perform the actual task. For example, if workflow includes a task to review

plans, you need to review the plans manually, then you record your plan review decision in the plan review pages, then you
mark the workflow task complete.
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Workflow and Non-Workflow Tasks

This topic discusses the workflow tasks related to the overall permit lifecycle. Oracle Integration Cloud (OIC) provides the
workflow engine for these tasks, and agency staff manages these tasks on the permit details Workflow page.

Permits also generate tasks related to plan reviews and inspections. These tasks are not driven by the OIC workflow engine,
and you do not see these tasks on the Workflow page.

Oracle provides a consolidated Task Management page that agency staff can use to review both workflow and non-workflow
tasks. This page enables users to review task information and to reassign tasks (including claiming a task for oneself). For
information about this functionality, see Managing Permit Tasks.

Managing Permit Workflow Tasks

Use the two-panel view on the Workflow page to see past and current workflow tasks and to manage task assignments,
status, priority, and comments.

" Note: You can update or assign a task only if it is in progress. You can add comments to tasks that are
complete, but you cannot make other changes. You cannot make any changes to a task that is not started.

To manage a workflow task:

1. Select Permit > Permit List.
Click the > icon for the permit you want to view.
3. Use the navigation links on the left side of the screen to select Workflow.

The Workflow page appears on the right side of the page. This page can be toggled between a two—panel view and
a list view. The default two-panel view includes the following:

Panel Description

Task summary cards on the left. The left panel lists completed and in progress tasks. Each task appears on a card that lists
the following information:

o Taskname

o Task status.

Although completed tasks can have a variety of statuses based on the outcome of the
task, the status of an in progress task is always In Progress.

o Assignee

Tasks can be assigned to an individual, or they can be assigned to a group whose
members can claim the task.

o Either the due date (for in progress tasks) or the completion date (for completed
tasks).

Task details on the right. The right panel displays more details for the task that is selected in the left panel.

If the task is in progress, use the right panel to change the task assignment, update the
status and priority, or add task comments.

Completed tasks are not editable, but you can add comments to them.

4. Select a workflow task from the left frame to see details in the right frame.
5. Review read-only task information.
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These fields are not editable regardless of the task status:

Page Element Description

Task Name The task name as defined in the OIC workflow engine. For example, the Application
Acceptance task is for reviewing and accepting a permit application that has been
submitted.

Task ID The identifier for this specific instance of a task. For example, multiple permits have an
Application Acceptance task, but the Task ID for accepting the application is unique for each
permit.

Assigned To The name of the individual who is assigned to the task, or, if the task isn’t assigned to an
individual, displays the name of the group or role that is responsible for the task.

Assigned Date The date that the task assignment was last updated.

Assigned By The name of the person who last updated the task assignment. When an assignee claims a
task, the Assigned To and Assigned By names are the same.

Due Date The date by which the task must be completed. The workflow process definition in OIC sets
the due date. Generally the due date is defined as a specific amount of time after the task is
started.

6. If the task is in progress, you can reassign it using these buttons:

Page Element Description

Reassign Click to choose an assignee for the task.

See Managing Permit Tasks.

Claim Click to assign the task to yourself.

This button is visible only for tasks that are assigned to a group rather than to an individual.

Release Click to remove yourself as the task assignee. The task is reassigned to its default group so
that group members can see and claim the task.

This button is visible only for tasks that are assigned to you.

7. To update the status or priority of an in progress task, use these fields:

Page Element Description

Status Select a status that represents the final outcome of the task.

The task statuses depend on your workflow setup. For example, the available statuses for a
task that requires a simple approval might be Approve and Reject.

Other tasks might require different statuses. The sample permit workflow that Oracle
provides includes these statuses for the task where you review a permit application:
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Page Element Description

Accepted - Plan Review Not Required, Accepted - Plan Review Required, More Info
Needed, and Reject.

# Note:
Task statuses are not the same as permit status. However, the workflow engine can
update the permit status based on the outcome of a task.

Priority Set the priority to High, Medium, or Low. The priority is informational only.

8. Click Update to save your changes.

When you save your changes, the system does the following:

o Sends an update to the workflow engine in Oracle Integration Cloud, triggering any subsequent tasks in the

workflow.

For example, in a delivered sample workflow, approving a permit application triggers an update to the permit
status, which triggers an email to the applicant. The workflow then reaches a decision point that checks
whether a plan review is required. The next human step in the process is either completing a plan review or, if
no review is required, issuing the permit.

Refreshes the Workflow page, which becomes read-only if the task is complete.

Displays a Refresh icon on the read-only page so that you can check if any new human workflow tasks get
triggered.

9. Click Refresh to update the page and see if the completion of the task has triggered another workflow task for the
permit.

Processing time can vary, so you might need to wait before refreshing the page.

Adding Comments to a Workflow Task

Comments are a useful mechanism for adding information to a workflow task. You can control whether the comment is visible
to public users who view their permit workflow. The default setting is for comments to be visible, so you must manually hide
comments that you do not want the public user to see.

For more information about permit comments, see Working with Permit Comments.

To add a comment to a task:

pPODdS

Access the workflow task.

Click Add Comment.

To write a new comment from scratch, enter and format your comment in the rich text field on the page.
To create a new comment based on one or more existing comments:

a.
b.

Click Select Comments.

On the Select Comments page, click Favorite, Standard, or Recent to see the corresponding list of
comments.

Favorite, standard, and recent comment are described in the topic Working with Permit Comments.
Locate and select the comments you want to copy, using the search and filter options as needed.
Click Insert to copy the text of the selected comments into the field for the new comment.
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e. If necessary, modify the copied text.
If you want to hide the comment from public users, click the Hide from Public icon to toggle the visibility setting.

When the icon displays an open lock, the comment is visible to the public. This is the default setting for new
comments.

When the icon displays a closed padlock, the comment is hidden from the public.
Click Save to save the comment and return to the Workflow page.

Modifying a Comment in a Workflow Task

To modify a comment:

1.

3.

5.

Access the workflow task.
Click an existing comment to view it on the Comment page.
Modify the text of the comment as needed.

if you use the Select Comment option to add text from an exiting comment, the new text is added after any
existing text.

To modify the comment visibility, click the Hide From Public icon.

Clicking the icon toggles the setting. When the icon displays an open lock, the comment is visible to the public.
When the icon displays a closed padlock, the comment is hidden from the public.
Click Save to save changes and return to the Workflow page.

Deleting a Comment from a Workflow Task

To delete a comment:

1.
2.
3.

Access the workflow task.
Click an existing comment to view it on the Comment page.
Click Delete.

The comment is deleted, the window closes, and you return to the Workflow page.

Viewing the Overall Workflow for a Permit

Use the list view on the Workflow page to view all of the workflow tasks that a human must perform for a specific permit. This
list does not include system tasks such as updating the permit status and sending automated notifications.

The list includes completed, in progress, and not started steps. Showing all of these steps together provides a big-picture
view of the process. However, some steps that are not yet started might not be applicable depending on the workflow path.

#" Note: Unlike the two-panel view, the list view is visible to registered public users who access information for

their permits. The list view is read-only, so public users are never able to update tasks.

To use the list view:

aprONdA

Select Permit > Permit List.

Select a permit row and click the chevron.

Use the navigation links in the left frame to select Workflow.
Click the Show List View icon.

Review the task list.
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The task list displays:
o The Task Name and Status.
o The Last Updated Date.
o The Days Taken, which represents the number of days elapsed while the task is in progress.

The value is the number of days so far for an in progress task, or the total days from start to finish for a
completed task. This field is blank for tasks that have not started.
o Comments, which displays the two most recent comments.

For each comment, this column displays the creation date and time, the creator, and the comment text.
Lengthy comment text is truncated.
6. To review task history, click a specific task to open the Task Details page.

This page lists the dates that the task was updated along with the task status on that date, the number of days
taken as of that date, and all comments that were added on that date.
7. Close the Task Details page to return to the workflow list view.

Managing Permit Tasks

Permits-related tasks include workflow tasks related to the overall permit lifecycle as well as non-workflow tasks related to
plan reviews and inspections. The Task Management page enables you to review both workflow and non-workflow tasks and
to reassign tasks (including claiming a task for yourself).

Reviewing and Managing Tasks

1. On the agency springboard, select the My Tasks tile.
2. On the Task Management page, select the tab that lists the tasks that you want to review:

Task Tab Description Available Actions
My Tasks Lists tasks that are assigned to you. Release
Reassign
Group Tasks Lists workflow tasks that are assigned Claim
to a group to which you belong. Non-
workflow tasks (plan review tasks and Reassign

inspection tasks) do not appear here.

Tasks on the Group Tasks tab are not
assigned to individual group members.
So this list functions as a group work
queue from which individuals can claim
specific workflow tasks. When a task is
claimed, it is assigned to the individual
and no longer appear in the list of group
tasks.

All Tasks Lists all tasks assigned to groups to Reassign
which you belong, including tasks that
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Task Tab Description Available Actions

are assigned to you and to other group
members.

3. Use the search, filter, and sort options to refine the list of tasks as needed.
4. Use these fields to review task information:

Page Element Description

Task Type Identifies the nature of the task to be performed. Values include:

o Inspection
o Plan Review

o Workflow

The Workflow task type represents overall permit workflow.

Permit Displays the permit number and permit type for the associated permit.

Tasks Displays a task name and identifier that depend on the task type:

o For workflow tasks, the workflow process name and task ID appear. The task ID is for
the specific instance of the task.

o Forinspection tasks, the inspection name and ID appear.

o For plan review tasks, the plan review name and cycle count appear.

Status Displays the task status. Different types of tasks can have different statuses. For example,
inspection tasks can have the status Scheduled, which is not applicable to permit workflow
tasks.

Assignment Displays the date that the task assignment was last updated.

> Click to access details for the permit to which the task is related.. The page that appears

depends on the type of task. For example, clicking the button for a permit workflow takes
you to the Workflow page in the permit details.

5. To update the task assignment, select one of these options from the task’s Actions menu:

o Claim assigns the task to yourself. This action is available only for tasks that are currently assigned to a
group. It is not relevant on the

o Release removes the assignment without assigning a new owner. The task will now appear on the Group
Task list until it is claimed or reassigned.

o Reassign opens the Reassign Task page, where you can select a new assignee.

Reassigning a Workflow Task

Claiming a workflow task is a quick shortcut for assigning a task to yourself. To assign a task to someone else, though, you
must use the Reassign a