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Chapter 1 - Introduction

Bureau of Solid Waste and Hazardous Waste has implemented a Hazardous Waste
Informational Field Tracking (SWIFT) system project. The system facilitates a more
efficient, consistent, and complete process to record regulatory data and improve
compliance inspection information consistency. The goal of the system is to unify the
ability for field staff to have all relevant information at their disposal for performing job
functions for compliance and enforcement via a field data unit (i.e. ruggedized laptop).

1.1 Authentication

SWIFT authentication is established upon initial use of the application. Users will be
prompted for credentials which are supplied by the SWIFT staff during deployment and
coincide with the user’s current network login information. Users will be prompted for
their SWIFT logon information during each synchronization process. Detailed
information about synchronization is provided in Chapter 3.

1.2 New Inspectors

New inspectors will follow the current protocol used to request network accounts
through the DWM Helpdesk.

Upon obtaining this information, contact SWIFT Support to have a SWIFT profile
established. SWIFT Support can be contacted at: SWIFT_Support@dep.state.fl.us

1.3 Password Resets

If a user forgets their password, submit a password reset request to SWIFT support at
SWIFT_ Support@dep.state.fl.us

1.4 SWIET Training URLS

The following URLSs are the production URLSs to gain access to SWIFT in both
connected and disconnected state.

Website URL
SWIFT Hazardous Waste http://depprod.dep.state.fl.us:7777/DwmSwifthw
Connected
SWIFT Hazardous Waste http://localhost:8888/DwmSwifthw
Disconnected




1.5 Accessing SWIFT

After entering the production URL into the Windows IE browser, the following dialog box
may display. This is a Windows prompt based on Windows settings and is not related
to the SWIFT application. Enter anything into the User Name field (in the example
below, the letter ‘a’ was entered) leave the “Password” field blank and then click “Ok”.

Connecting to cimprod. dep.state.fl.us,

User name; |g a |

Password: |

[CIRemember my password

The Florida Department of Environmental Protection “MyFDEP” welcome page is
displayed.

I\’IYFDEP HeLP  Contact Us

- " - - . - Canc
Florida Department of Environmental Protection ANGEL

Welcome to Florida Deiartment of Environmental Protection. Rei\stered users 5|in in

Sign In

* Mon-Employees: Please use your email address for your User Name

User Name [FLORIDADER NETSPACE_RD |

Password | --------- | ‘

Forgot Password

|

Unauthorized use of this site is prehibited and may subject you te civil and criminal prosecution

In the “User Name” field enter the user’s ID in the FloridaDep.net format. The format is
FLORIDADEP.NET$USER_ID. In the example above, the user ID is ‘PACE_RD’ so the
full User Name would be ‘FLORIDADEP.NET$PACE_RD’. Enter the password
assigned to the User Id and click “Ok” to continue.

From the DEP single sign on page (SSO) users have access to both the SWIFT
application as well as the Oracle BPEL worklist. To enter the application, click the
“SWIFT Hazardous Waste” link.



ATE - AuG 05, 2008 |

Rhonda D. Pace you have successfully logged on. People Search

SWIFT Help About

‘ H Search ]
Welcome to the Solid and Hazardous Waste Informational Field Tracking system.
[SWIFT Hazardous Waste
SWIFT Soli
Oracle BPE

3

| =
The SWIFT welcome screen is displayed.

SWIFT Hazardous Waste v1.3
Welcome Rhonda Pace

Welcome to the Solid and Hazardous Waste Information Field Tracking (SWIFT) home page. DEP inspectors use SWIFT to collect point-of-observation data from field
inspections using fablet PC Toughbooks and synchronize their data back to the DEP network where it is widely available fo various individuals and groups. DEP

i
managers use the SWIFT portal to track and report on all compliance and enforcement activities. Other groups (Office of General Counsel, Cleanup, etc.) may use the
SWIFT Deskiop web-based application to view all the detailed information collected by the inspectors out in the field.

Hazardous Waste

R

DEP Home | About DEP | DEP Programs | Contact DEF | Site Map

Bob Martinez Center
2600 Blair Stone Road
Tallahassee, Florida 32399-2400
850-245-2118 (phone)/ 850-245-2128 (fax)

Hazardous Waste 1.3 (DEP Beta)
Updated on 20090211-135355




Chapter 2 - Navigation

The following provides detail instruction for how to navigate, find, and execute functions
within SWIFT.

*Note — the application utilizes a consistent flow of information for each area of the
system. All functions operationally work the same and are only limited based on a given
business process definition.

2.1 Menus

SWIFT utilizes several types of navigation techniques all with a specific intended use.
Menus are used at a high level outside the context of a facility. Home, Facility Browser,
Library Documents, Bulletins and Reminders are examples of horizontal menu items.

ot S Q I= o= > B
sSession Handler Browser Library Bulletins Feedback Reminders (2) Open Activities (5)
2.2 Tabs

Tabs are used to group related information and make large amounts of data readily
available while minimizing screen real estate. If there is no data for the tab, it will
display as disabled or grayed out (as a visual queue to the user that no data is present
in the tab).

Facility Data ) Activities Violations Permits Links Comments Aftachments

(=] Compliance Enforcement Legacy Areas Document Management

2.3 Text Links

Text Links are another form of navigation. In SWIFT, text links initiate activities and
open popup windows for additional user interaction. Facility Search and adding
Comments and Attachments are examples of popup windows. Text links have an
adjacent icon and both the text and icon are clickable portions of the link.

@Narrative Inspection EView Report v Return to Activity Browser 5 Edit Inspection B Submit for Approval

@Fnllnw Up Inspection ESMNCL E Informal Verbal Enforcement B2 Formal Enforcement




2.4 Dropdowns

Dropdown boxes are text boxes with any number of different options available for the
user to choose. A user may only select one option at a time. Once the option required
is highlighted, there will usually be a “submit” or “go” button associated with the
dropdown list to activate the selection. This form of navigation is used when performing
a site inspection. In the inspection process the checklists are presented as options
within a dropdown.

Inspection Type b
Routine

Complaint

Follow-Up

Permitting

Pre-Arranged

Compliance Assistance Site Visit

2.5 Radio Buttons

Radio Button navigation is a grouping of selection options where only one option can
be selected at a time. When a user selects one radio button, all the others are
automatically deselected. This form of navigation is used when citing a violation. Each
criteria section within the violation pages is presented as a radio button.

Deviation

O Major O Moderate O Minor O Undetermined

2.6 Check Boxes

Check Boxes are another form of navigational grouping. Check boxes allow the user
to select multiple options. This form of navigation is used when performing a site
inspection.

[[] I Rhonda Pace asked the question "Would you CWS Pharmacy like a referral for F2 assessment?".
[] 1 RheondaPace am referring the facility for P2 assesment at the request of the facility.
2.7 List Data

List Data is displayed throughout the application. To minimize clutter in the browser,
lists are limited to a pre-defined number of records. If the data set exceeds the default
number of displayed records, pagination navigation is used. Six buttons are available in
pagination. From left to right; ' First Page, ¢ Fast Backwards, €' Previous Page,

*| Next Page, **| Fast Forward, ?| Last Page. Pages are selected using the nested

page numbers. Selecting an item in the list is accomplished by clicking anywhere on
the item row.



1,000 Record(=s) found, displaying 10 record(s), from 1 to 10. Page 1 / 100.

ME ID ~ EPAID Hame Address City Locked Locked By
93 FLDS24245284  Ozcecla Auto Salvage 4591 5 Orange Bloszom Trl Kizzimmees
240 FLOO47094073 | Tetal Distribution Services Car Wash Recycle System 1401 E Landstreet Rd Orlando
304 FLOOOO03581220 | Auburndale Power Partners, L P 1501 W Derby Ave Auburndale
305 FLDS31754856  Murphy Auto Group Inc DBA Toyota of Winter Haven 4059 Lake Alfred Rd Winter Haven
412 FLD9E1858820 | Tigch Coin Laundry 10450 W Terry St Bonita Springs
FLD045003613 @ Georgia Pacific Corrugated LLC 400 State Road 70 W Lake Placid
m
FLD9E4253284  Florida Distillers Company 425 Recker Hwy Auburndale
1038 FLD152784767 | Howeco Environmental Services 243 43rd 5t 3 St Petersburg
1239 FLD161150445 = Metalplate Galvanizing, Inc 7123 Moncrief Rd W Jackzonvile
LARE<INES 2/ 3 4 5/ 6 7 8 9 103 |3

2.8 Collapsible Sections

Several areas throughout the application contain collapsible fields. These sections can
be expanded by clicking the section header and collapsed again in the same manner.
This type of field is designed to allow a more manageable view from a user’s
perspective and in a tablet PC environment. For an additional level of control, users

may choose to “Collapse All” = or “Expand All” =

[=] Miscellaneous Units =

C_—) 40 CFR Part 254 Subpart X - Miscellaneous Units

Q Environmental performance standards (264.601)



Chapter 3 - Disconnected State

The following is a description of the working modes users will encounter in performing
tasks within SWIFT. There are two distinct modes of operation; disconnected and
connected. The disconnected state represents a condition where the ToughBook is not
connected to the FDEP network or via live Internet connectivity. The connected state
represents a physical connection by either dedicated FDEP network or live internet
connectivity.

3.1 Connected State

The following are step by step instructions on how to establish a session for
Disconnected state in SWIFT. A user may create a session either from a desktop or
through the ToughBook in the Connected application.

[Note: It is assumed the application has already been accessed within an Internet
Explorer (IE) 7 browser window and the user has logged in and opened the application.]

3.2 Establishing a Session

1. From the main menu, click the Session button at the top left of the screen. Note the
status (located directly beneath the Session menu item) indicates “No Facilities
Checked Out.” This status will change once the session is established. To begin
searching for facilities, click the “Session Search/List” link. The Session Search/List
dialog box will display.

SWIFT Hazardous Waste v1.3

K @ (=) = bl

= e D =
Session  HandlerBrowser ~ Library  Bulletins ~ Fesdback ~ Reminders(2) ~ OpenActivities (5]  Admin

No Session Facilities Selected

+Session Search/List

\. f‘\“}v—ﬁ -

7‘.’.’ _-M—\“' ‘“’",A «..I"““'w-“‘- . ra;_"u\ ol e _r"““"‘f“-f __4__““‘0“,‘“?,\.._

2. The list can be paged through by clicking the Next/Previous icons at the bottom of
the display box. Also Facilities can be searched by typing in appropriate
parameters. Wildcard searches may be performed by selecting one of the 4 radio
buttons: “Contains” (default selection), “Exact Match”, “Starts With” and “Ends With”
and typing in part of the parameter. In the following example, ‘cv’ was typed into the
“Name” criteria text box as a partial parameter and the “Contains” radio button was
selected. When the search is initiated, only those facilities beginning with the letters
‘cv’ were returned. Please note that partial number criteria, such as the ID’s and ZIP
codes are not searchable. To view all facilities available to the logged in user, click
the “Search” link without typing in any search criteria.

10



Session Search/List

ME ID: Address: County:
EPA 1ID: City: District:
Name: v Zip Code: Last Notified Status:
(3) Contains () Exact Match () Starts With () Ends With L Saarch Hsae D Close

89 Record(s) found, displaying 10 record(s), from 1 to 10. Page 1 / 9.

ME ID EPAID Hame Address City Locked Locked By

7585 FLRO00102442 Ccvs 1800 E Highway 50 Clermont
22116 FLD984204016 Mobil 02 - Cw5 7424 Lake Underhill Rd Qrlando
33454 FLD924202554 Mebil Qil Corp S5 #Cve 8100 W McNab Rd North Lauderdale
33595 FLD384204222 Mobil Qil Corp 55 #Cvf 2399 5 University Dr Davie
33815 FLDS82103277 Belisouth Jevifimb 2200 Oid Middieburg Rd N Jacksonville
36089 FLRO00117283 CWS Pharmacy #3399 6105 Us 88 N Lakeland
36139 FLRODO11807S CWG #4248 11880 Biscayne Bivd Morth Miami
36170 FLR0O000814563 CV'S Pharmacy #3981 91410 Overseas Hwy Tavernier
36458 FLROOOO7E428 CVS Pharmacy #1103 99434 Overseas Hwy Key Largo
36988 FLR0O00020784 Belisouth Jeviflam 31234 2048 Hendricks Ave Jacksonville

£ 24 £ 2,3 4.5 6 8 LS ANe |

3. Clicking the facility will highlight it in dark gray as a visual indicator that the facility

has been selected for “Checking Out.” If a facility has been selected (highlighted) in
error, press and hold down the CTRL key on the computer keyboard and click the
highlighted facility that needs to be unselected. Once all facilities that need to be
“Checked Out” for the session are selected, click the “Save” button.

Session Search/List

T o e
EPA ID: City: District:
Name: cv Zip Code: Last Notified Status:
(%) Contains () Exact Match () Starts With (' Ends With Cd Saarch Hsae Bclose
89 Record(s) found, displaying 10 record(s), from 1 to 10. Page 1 / 9.
ME ID EPA ID lame Address City Locked Locked By

22116

FLD984204016

Mobil 02 - CvS

7424 Lake Underhill Rd

Orlando

FLD984202564 Mobil Qil Corp 55 #Cve 8100 W McNab Rd North Lauderdale -_

33585

33815

FLD984204222
FLDS82103277

Mobil Qil Corp SS #Cvf

Bellsouth Jevifimb

2399 S University Dr

2200 Old Middieburg Rd N

Davie

Jacksonville

m FLRO0D117283 CVS Pharmacy #3399 6105Us 98 N Lakeland -_

36139 FLRO00118075 CWS #4245 11850 Biscayne Bivd North Miami
368170 FLRO00081483 CWS Pharmacy #3981 91410 Overseas Hwy Tavernier
36458 FLRO00078428 CWS Pharmacy #1103 99434 Overzeas Hwy Key Largo
36988 FLROODOZ07E4 Bellsouth Jevifism 31224 2048 Hendricks Ave Jacksonville

6%«

3 4/ 5/ 67 8

Once the session has been saved, the status will change to “Facility Check Out:
Created” and the list of selected facilities will display. Please Note: No more than 25
facilities can be checked out by a single user at one time. Selecting 26 or more will
result in an error. Also, if a facility has already been saved to a session by a user
and a second user highlights it and clicks save, the session will still be created but

11



the following error message will display in red: “The following facilities have been
saved in another session and were not added to your session.”

SWIFT Hazardous Waste v1.3

a = = B a =Y
Libi

Session  Handler Browser ibrary ~ Bulletins ~ Feedback ~ Reminders(2)  Open Activities (5}  Admin

Session Facilities Selected :

3 Facilities selected, displaying 3 record(s), from 1 te 3. Page 1/ 1.
ME ID Name Address City Remove
7585 cvs 1800 E Highway S0 Clermont it 1]
33494 Mobil Oil Corp SS #Cve 8100 W McNab Rd North Lauderdale >

38089 CVS Pharmacy #3399 8105 Us 98 N Lakeland ]

“Session Search/List [ Go Disconnected @ Remove All Facilities

5. NOTE: When creating a session from the desktop, do not click the “Go
Disconnected” link as a disconnected application has not been fully loaded on the
desktop workstation. This link is only applicable when establishing a session on a
ToughBook.

Very Important: Once the session is established, the user must close the browser
before opening the connected application on their ToughBook.

6. At this point, the facilities may be removed from the session before going
Disconnected. To do so, click the “Remove All Facilities” link. This will delete all
saved facilities from the session. Individual facilities can be deleted by clicking the
“Remove” icon within the facility row. [NOTE: The status may still indicate “Created.”
This issue has been identified and we are working on correcting it]

3.3 Disconnected State

1. Once a session has been established (either via desktop or ToughBook), go to the
Disconnected client installed on the ToughBook and login. If the session was
created on the Toughbook, to open the Disconnected client click the “Go
Disconnected” link. If the session was created on a desktop, the user can open the
client by opening the Windows IE Browser and typing the following URL in the
address bar: http://localhost:8888/DwmSwifthw

Very Important: Users must have internet connectivity to complete the session by
clicking the “Go Disconnect’ link.

2. The application will begin a loading process that will down load all facilities that were
“checked out” during the session. There will be a series of messages displayed
indicating the progress of the load. Once a user enters a disconnected state, there
will be a “Disconnected Mode” status at the top of the page as a visual indicator of
what state is being presented. If “Disconnected Mode” is not displayed at the top,
then the user is in “Connected State.”

12



SWIFT Hazardous Waste v1.0 RC03

Loading sobd waste check i codies

3

[Ere—p—

i P YRS ey

il e e it g i, [N B it G s g

3. Atter the facilities have completed loading, enter the application by clicking the
appropriate program area button. Once in, click on “Session” to confirm that the
facilities “checked out” have been loaded. From this point, a user may disconnect
from the internet connection or network cable and perform any activity they could
engage in via the online (Connected State) application. A BPEL Workflow activity is
the only feature that cannot be accessed as the user must be connected to send
Inspections, NCLs, etc. through the BPEL process to the supervisor for approval. All
facilities loaded, now present as “Locked” to any other user.

@-‘__” » [l mpmocainostaassmwmswintnw %] %3 [5] [coose e

: Links @] SWIFT SW Disconnected | SWIFT SW Connected & | SWIFT HW Disconne cted | SWIFT HW Cannected & st B &

v ‘@SWIFFLugm [ ‘ (M- B @ - [rese s GTods e

_ Disconnected Mode -

Please enter your Username and Password

Username: | |

Password: | |

=
A:zﬁ DEP Home | About DEP | DEP Programs | Contact DEP | Site Map
"

et

Bob Martinez Center
2600 Blair Stone Road
Tallshassee, Florida 32399-2400
850-245-2118 (phone) / 850-245-2128 (fax)

Solid Waste 1.1 (DEP Beta)
Updated on 20080707-140656

3.4 Synchronization

1. While in the disconnected state with fully loaded facilities, if another user tries to
access one of the “checked out” facilities via the connected state application, they
will be able to view all non-activity data. Any activity or event which would cause a
change to the facility’s data set will be disabled until the facility has been

13



synchronized. Users can access facilities in connected state that are locked by
them.

& Cracker Boy Boat Works Inc - 843 - FLR000011221

Q Facility Data - Activities +  Violations +  Permits +  Links +  Comments +  Attachments

no

To synchronize the facilities and release the “locked” status, click on the Session
menu item. The list of “checked out” facilities is displayed with a “Synchronize” link
beneath. Click the “Synchronize” link. [NOTE: Currently, synchronization is all or
none. A user cannot select which facilities they wish to synch. Once a user clicks
the synchronization link, all facilities checked out by that user will synchronize and
the session will be terminated. In case of a synchronization error, please contact
the support group for further direction.

SWIFT Hazardous Waste v1.3

2 e | @& | & | 5 B P &

Session Handler Browser Library Bulletins Feedback Reminders (1) Open Activities (98) Admin

Facility Check Out: Load In Progress

1 Facilities selected, displaying 1 record(s), from 1 to 1. Page 1/ 1.
ME ID Name Address City Remove

851 Famous Craft 7921 15th StE Sarasota 1]

2, s ;
= Synchronize “&¥ Clear Session

—
F’:}{’*’ DEF Home | About DEP | DEP Programs | Contact DEF | Site Map
Li
EACi Bob Martinez Center
2600 Blair Stone Road
Tallahassee, Florida 32399-2400
850-245-2118 (phone) / 350-245-2128 (fax)

3. Once the synchronization is complete, the Disconnected client is closed and the
Connected client is opened to the login page. Login to the connected state to view
the data entered while in disconnected.

14



Chapter 4 - Facility Search and Journal

The following provides functional overview of the search and journal capabilities of
SWIFT. These features provide a great deal of flexibility in finding disparate information
throughout the system and easy access to the chronological aspects of all information
retained within SWIFT for a given facility.

4.1 Facility Search and List

While in the Handler Browser perspective, click the Facility Search/List text link in the
upper right hand corner of the browser when searching and/or selecting a facility.

. Facility Search/List

Enter search criteria in any or all of the available fields, click Search. A list of facilities
matching the criteria is returned and displayed. The same wildcard search options
available in Sessions are also available in the Handler Browser. Select a facility by
clicking the facility record from the list. The facility data is retrieved and displayed in the
Handler Browser perspective. The Facility Search/List is automatically closed upon
selection. Sorting and grouping functionality will be added in later phases of production.
Users may also click the “Search” button without entering any criteria to display the full
list of facilities assigned to each user. The ‘Locked’ and ‘Locked By’ columns of the list
indicate a user has the facility “checked out” in Disconnected state. If the facility is

‘Locked’, an icon “= appears in the Locked column and the user ID appears in the
‘Locked By’ column. Facilities locked by other users are view only until the user
synchronizes the datasets.

15



Facility Search/List

1,000 Record(s) found, displaying 10 record(s), from 1 to 10. Page 1 [ 100.

ME ID EPAID Name Address City
93 FLD984249284 | Osceola Auto Salvage 4591 5 Orange Bloszom Trl Kizsimmee

240 FLD047094073 | Total Distribution Services Car Wash Recycle System 1401 E Landstreet Rd Orlando
304 FLOD0O361220 | Auburndale Power Partners, L P 1501 W Derby Ave Auburndale
305 FLD381754856 | Murphy Auto Group Inc DBA Toyota of Winter Haven 4099 Lake Alfred Rd Winter Haven
412 FLD92185%820 | Tisch Coin Laundry 10450 W Terry St Bonita Springs
C46 FLD045003513 | Georgia Pacific Corrugated LLC 400 State Road 70 W Lake Placid
843 FLROOD011221 | Cracker Boy Boat Works Inc 1124 Ave C Riviera Beach
973 FLD984253284 | Florida Ditillers Company 425 Recker Hwy Auburndale
1038 FLD152764767 | Howco Environmental Services 843 43rd St S St Petersburg

K| < 2.3 4,506 7 89/ 10 &>

ME ID: Address: County:

EPA ID: City: District:

Name: Zip Code: Last Notified Status:
(*) Contains () Exact Match () Starts With () Ends With LGl DRoset  BClose

Locked Locked By

SIS | WiLuaMs_TD

FLD161150446 | Metalplate Galvanizing, Inc 7123 Moncrief Rd W Jacksonville -_
3,

4.2 Journal

The Journal provides a chronological list (log) of all events, activities, outcomes,

documents, attachments, comments, and any other interaction that

documented about the facility. Documents, reports, and attached files are presented as
To begin running a

links; the user may click on the link and immediately view the item.
Journal Report, click the Journal button.

b2
Journal

When clicking the Journal button, the “Select Journal Criteria” dialog box displays. The
provided to compile

user may perform an ad hoc query by selecting the various options
an individual Journal document.
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Select Journal Criteria

I~

Open
Inspection Status: |clgsed

Legacy ¥

Phone Conversation
o Record Meeting
Activity Type: 0,0 ment Management
(Hold the Ctrl key to  ||Enforcement Tracking
select/deselect more than one  ||Legacy Enforcement
activity) | Electronic Communication
Informal Verbal Enforcement
Mone

Facility Attachments:
Facility Comments:

Open
Violation Status: |cjgzed

Checklist Independent %

T -

Open
Area Of Concern Status: |(-jgsed

Checklist Independent %

|

Ea

EEView Journal Report PReset OClose

Once the criteria selection is completed, click on the “View Journal Report” button. The
user will receive a notification indicating that the journal is being prepared. Click OK to
close the notification message. Once the Journal has been compiled, the user has the
option of opening or saving the report. Selecting “Open” will display the report on
screen. When saving, the report saves as a PDF document and can be opened and/or
printed at a later time.
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&
&
FLORIDA DEPARTMENT OF ENVIRONMENTAL PROTECTION ;
Journal Report f
¢
80744 - Hillsborough Collision Center r
The following criteria was selected for the Journal Report: K
Inspection Status: All ,
Activity Type: All ’
Facility Comments: All :
Facility Attachments: All J
Violation Status: All
Area Of Concern Status: All (
Activity Status: Open }
On-Site Start Date:  05/19/2008 On-Site Finish Date: 05/12/2008 y
d
Activity Result: Major Out of Compliance Activity Status: Closed
On-Site Start Date:  05/19/2008 On-Site Finish Date: 05/12/2008
Activity Closed 05/19/2008 Activity Closed By: Pace, Rhonda
Comments: Y
Comment Date: 05/M1%/2008 User: Pace, Rhonda
Description: Approved by pace_r
Comment Date: 05192008 User. Pace, Rhonda r
Description: Submitted for approval by pace_r \
Attachments:
Attachment Date: 05/15/2008 User: Pace, Rhonda

L.

'*‘l-k-""‘“‘r\-wﬂ"h\ wa_"‘\ o W #—’ AL S Y ',_‘\

4.3 Internet Security Instructions for viewing Reports in SWIFT

When viewing a Journal Report or Inspection Report for the first time, the computer’s
security settings may need to be adjusted to allow for the pop-up window to display the
requested report. [Note: Setting security features on the user’'s ToughBook may need
to be done by someone in the IT department. Depending on the permissions, the user
may or may not have the privileges to change the following.]

To adjust security settings:
1. Go to the SWIFT application
2. Goto “Tools” on the Internet Browser toolbar
3. Select “Internet Options”
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{= SWIFT HW v1.0 RCO3 - Windows Internet Explorer

6@; - |E| http: g fswift. inspired-tech . netfDuwm Swifthw frwelcome. if ace fren=2

File Edit “iew Favarites Help

Links @ | SWIFT Connected - Logi  Delete Browsing History. ..

Gﬂoglt |G|v Pop-up Blocker [ a4 * Bookmarks = |E

@ snaat B B Phishing Filter »

: - | Manage Add-ons r
17

ﬁil g SR Subscribe ko this Feed. .. l

Feed Discovery »
Windows Update

Windows Messenger

Welcome Rhonda Pace ) )
Diagnose Connection Problems. ..

@ Home Session

Sun Java Console Bulleting Fi

Hillsborough Co

Facility Data

Compliance Enfercemsnt I Legacy I Areas I Document Management ]

Activities Violationz I Permita I Links I Comments T_

Tnitiate Activities

4. Select the “Security” tab
5. Select the Check mark Icon with “Trusted Sites” under it

Internet Options

General | Security |F‘rivacy || Content || Connections | Programs || .C\dvanced|

Select a zone bo wiew or C security settings.

@ V@ VvV O

Internet Local inkranet  Trusted sites  Restricted
sites

Trusted sites 3
: : . Sites
’ This zone contains websites that you

trust not ko damage your computer or

vour files,
¥ou hawe websites in this zone,

Security level For this zone

Custom
Cuskom settings.
- To change the settings, click Custom level,

7] - To use the recommended settings, click Default level,

[ Custom level, . _”_ Default level J

[ Reset all zones to default level ]

[ ok ]| concel || pply
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6. Select the “Sites” button in the middle of the page
7. Un-check the “Require server verification (https: ) for all sites in this zone”

@smwmum

Trusted sites

‘fou can add and remove websites from this zone. All websites in
this zone will use the zone's security settings.

Add this website ko the zone:

| bkt f fswift inspired-tech, nek | [ Add
Websites: ‘
http:ff10.10.12.102 Rermoyve
http:fidepbeta, dep, state.fl.us
http:/fepic229.dep.state. fl.us
http:ffmmuthel . inspired-tech. local

[Irequire server verification (https:) For all sites in this zone

Close

[ Cuskom level, J[ Default level J

[ Reset all zones to default level ]

[ Ok ][ Cancel ] o

8. Ensure the SWIFT URL http://depprod.dep.state.fl.us:7777/DwmSwifthw is in
the “Add this website to the zone:” box

9. Select the “Add” button

10.The SWIFT URL http://depprod.dep.state.fl.us:7777/DwmSwifthw should now
be in the list of websites

11.Select CLOSE

12. Select the “Custom Level” button in the “Internet Options Trusted Site” box
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Internet Options

| General [ Security | Privacy | Content | Connections | Programs | Advanced |

Select a zone to view or change security settings,

@ € / ©

Internet Localintranet  Trusted sites  Restricked
sites

Trusted sites
This zone contains websites that you
trust not ko damage your computer or

wour files.
You have websites in this zone,

Security level For this zone

Custom
Custam settings.
- Ta change the settings, click Custom level,
- Touse the recommended settings, click Default level,

[ Custom level... H Default level ]
/ [ Reset all zones to default level ]
[ a4 ] [ Cancel ] Apphy

13.This “Security Settings — Trusted Sites Zone” box will appear:

Security Settings - Trusted Sites Zone

Setkings

|| Seripk Ackiver controls marked safe For scripting®
() Disable
(%) Enable
O Prompt

@ﬂ’ Downloads

.gg Aukamatic prompting For File downloads
() Disable =
(%) Enable

@‘g File download
() Disable
G} Enable b

._03 Font download
() Disable
(% Enable
O Prompt

aft Frshla RET Frarmamnrl cabon

£ il |

*Takes effect after you restart Internet Explorer

|

'€

|

Reset cuskom settings

Reset to: |Medium {default) Vl l Reset.., J

[ CK ] [ Caniel ]

14.Scroll down to Downloads

15. By Default the “Disable” radio button is checked in the File Download section
16. Select the “Enable” radio button

17.Select OK

18. Select Apply

19. Select OK again

20. Initiate pulling up a Report in SWIFT
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Chapter 5 - Authoring Facilities

The following provides instructions on authoring new facilities within the SWIFT
application. New facilities may be authored while either in a Connected or
Disconnected state. Once authored, inspectors may perform any activity available in
the SWIFT application.

5.1 Authoring in Connected Mode

To add new facilities while in Connected mode, click the Facility Search/List in the upper
right hand corner of the application. — ‘Eacility Search/List

:rhe Facility Search/List dialog box is displayed.

| Facility Search/List

ME ID: Address: County: »
EPA ID: City: District:
Name: Zip Code: Last Notified Status: | v

(%) Contains () Exact Match () Starts With () Ends With ki Now Eacilit 6 Sasech B Reset  EClose
-£dd MNew Facility =earcn hesetl Llose

0 Record(s) found, displaying 0 record(s), from 0 to 0. Page 0 / 0.

Click the “Add New Facility” link = Add Mew Facility to open the editable Facility Data
interface. The tabs for Activities, Violations, Comments and Attachments are disabled
(displayed in gray) until the new facility has been saved.
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The fields in red indicate mandatory fields. In addition the user MUST enter either an
address in the Address field or driving directions or Latitude/Longitude coordinates in
the Directions field. After entering the data in the interface click “Save” to continue.

Very Important: Facilities authored in the Connected mode cannot be edited. Verify the
data entered into the interface is accurate before clicking “Save”

Other options on this interface are “Reset” which will clear all the entered data and
“Cancel” which will close the “Facility Data” interface without creating a new facility.

Once saved, the Facility Data with the completed information is displayed and the
previously disabled tabs, Activities, Violations, Comments and Attachments are
enabled.

House of Cookies Eacility Search/List ¥ Joumnal

Facility Data ) Activities Violations Links Comments Attachments

All activities available in the SWIFT application are also available in the newly authored
facility. However, in accordance with DEP business rules, only one site inspection can
be started per newly authored facility. In addition, the site inspection, as well as any
activity that requires submission for approval, cannot be submitted until a MEID has
been assigned to the facility.
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Welcome Rhonda Pace

% e a I= bl B a8 B
Session  Handler Browser  Library  Bulletins ~ Feedback  Reminders(Z)  Open Activities (23)  Admin
—
. Newly authored facili note the
House of Cookies y ty ( [ Facility SearchiList ¥ Journal
abscence of a MEID).
FacilityData (&) Activities Violations Links Comments Attachments
) compliance Enforcement Legacy Areas Document Management

Initiate Activities

m\nsgectmn (3 Record Phone Call (B Record Ileeting (3 Record Electronic Communication

Ho Compliance Activities

ey
f.. }4’* DEP Home | About DEP | DEP Programs | Contact DEP | Site Map
FLORDA |

Bob Martinez Center
2600 Blair Stone Road
Tallahassee, Florida 32399-2400
850-245-2118 (phone}/ 850-245-2128 (fax)

Hazardous Waste 1.4 (DEFP Beta)
Updated on 20090323-155538

5.2 Authoring in Disconnected Mode

Authoring a facility in Disconnected mode is very similar to authoring while Connected
with the significant difference being the capturing of the GEO Location data (Lat/Long).

As in the instructions for Authoring in Connected mode, click the Facility Search/List in
the upper right hand corner of the application. — -Eacility Search/List

The Facility Search/List dialog box is displayed.

Facility Search/List

ME 1D: Address:
EPA ID: City: District:
Name: Zip Code:
- |Add New Facility - \Search DReset  DClose

0 Record(s) found, displaying 0 record(s), from 0 to 0. Page 0 / 0.

Click the “Add New Facility” link ~ &dd Mew Facility to open the editable Facility Data
interface. The tabs for Activities, Violations, Comments and Attachments are disabled
(displayed in gray as a visual indicator) until the new facility data has been saved.
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% @ a = B
Session Handler Browser Library Bulletins Reminders (2)
A Facility Search/l ist ¥ Journal
) Facility Data
Handler Detail
Proposed Name: Submitted Name:
District: | \ﬂ County: | :l
District Begin Date: 031"24.-’2009| = County Begin Date: 03;"24.-’2009| =
EI Begin Date: 03{24!2009| = city: | v|
State: FL zip: | v
ME Type: Hazardous Waste Generator EI Type: Hazardous Waste Regulation Program
Land Type: v Address:
Directions:
Location
Object of Interest: |Hand|er v
Proximity to Object: | Approximate feature location e !
Latitude: : : B Collect Current Position
Longitude: : : ‘@ Reset Current Location
Comments:
Esae P Reset DClose
Ll
giy’* DEF Home | About DEP | DEP Programs | Contact DEP | Site Map
Fis 1]
e Bob Martinez Center
2600 Blair Stone Road
Tallahassee, Florida 32399-2400
850-245-2118 (phone) / 850-245-2128 (fax)
Hazardows Waste 1.4 (Disconnected)
Updated on 20090323-102846

The fields in red indicate mandatory fields. In Disconnected mode, the user has the
added ability of capturing a GPS coordinate as well as additional optional fields. If the
Inspector is unable to obtain GPS coordinates due to equipment failure or obstructed
access to a satellite users MUST enter either an address in the “Address” field or driving
directions or a latitude/longitude (gathered by another GPS device) in the “Directions”
field. Enter the required data and any additional information available.

To capture the GPS coordinates click the “Collect Current Position” link. Please note,

the coordinates cannot be manually entered into the Latitude/Longitude fields through
this interface, however they can be recorded in the “Directions” field. Users must be in
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a stationary position to obtain the coordinates and within unobstructed access of a
satellite. Capturing the GEO location is not mandatory for synchronization to the SWIFT
server.

a satellite signal, the error message below will display.

If there is a problem accessing

Click the “Close” link and try moving to another position within the facility before clicking
the “Collect Current Position” link again.

A successful capture will display the Lat/Long coordinates in the appropriate textboxes.
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‘Welcome Rhonda Pace

- = A
% (<] a = ]
ssion Handler Browser Library Bulletins Reminders (2)
L Eacility Searchilist ¥ Joumal
() Facility Data

Handler Detail

Proposed Name: Mickey's House of Mouse Submitted Name:
District: @ County: E’Egeivl
District Begin Date: _[]31"244’2009| = County Begin Date: _031’244’2009 =
EI Begin Date: |03/24/2009| & City: |ORLANDO v
State: FL zip: 32831 |
ME Type: Hazardous Waste Generator EI Type: Hazardous Waste Regulation Program
Land Type: | Land owned by a private entity, v Address:
Directions:
Location
Object of Interest: | Handler |
Proximity to Object: | Approximate feature location »
Latitude: 22 ¢ 28524 EwCallect Current Position
Longitude: &+ s 14 298,728 @ Reset Current Location

Comment is optional
Comments:

EHsave @ Reset Bclose

ff’w \ DEP Home | About DEP | DEP Programs | Contact DEP | Site Map
Fi 5 B .
eemmm— Bob Martinez Center

2600 Blair Stone Road
Tallahassee, Florida 32399-2400
850-245-2118 (phone) / 850-245-2128 (fax)

Hazardous Waste 1.4 (Disconnected)
Updated on 20090323-102846

Note that the coordinates appear in a gray font as a visual indicator that they are not
editable. However, the inspector may choose to obtain a different set of coordinates. To
do so, click the “Reset Current Location” link and the Lat/Long fields will be cleared.
Only one set of GPS coordinates may be captured per newly authored facility. Once
the facility is saved, the coordinates cannot be edited within the SWIFT application.

Collecting the GEO location data is optional for saving the newly authored facility and

for synchronization. If the inspector chooses not to capture a GPS location, the
following Warning Message will display after clicking “Save”.
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3
P

“_./ Do you wish to continue save without GEC location data?

[ QK ][ Caniel ]

Click “Ok” to continue. As previously stated, if no Geo Location is recorded inspectors
must enter data in either the “Address” or “Directions” fields. The Facility Data interface
is displayed and the previously disabled tabs; Activities, Violations, Comments and
Attachments are enabled.

Mickey's House of Mouse ~Facility Search/list ¥ Joumal

(%] Facility Data Activities Violations Comments Attachments

All activities available in the SWIFT application are also available in the newly authored
facility. However, in accordance with DEP business rules, only one site inspection can
be started per newly authored facility. In addition, the site inspection, as well as any
activity that requires submission for approval, cannot be submitted until a MEID has
been assigned to the facility.
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Welcome Rhonda Pace - Disconnected Mode -

% @ a = Fe)

ssion Handler Browser Library Bulletins Reminders (2)

Mickey's House of Mouse

€) FacilityData  + Activiti + Violati 2 K t

Handler Detail

Proposed Mame: Mickey's House of Mouse

District: (D
District Begin Date: 03/24/2009
EI Begin Date: 03/24/2009
State: FL

ME Type: Hazardous Waste Generator

Land Type: PRI

Directions:

Location

Object of Interest: |Handler v

Submitted Name:
County:

County Begin Date:
City:

Zip:

EI Type:

Address:

Proximity to Object: |Appr0)umahe feature location

Latitude: 30 +:25
Longitude: &4 L4

Comment is optional

Comments:

B4 Edit M Delete

EE

'—I"'tFacmty SearchiList “Joumal

Orange
03/24/2009
ORLANDO
32831

Hazardous Waste Regulation Program

EwCollect Current Position

@ Reset Current Location

DEF Home | About DEF | DEF Programs | Contact DEP | Site Map

Bob Martinez Center
2600 Blair Stone Road
Tallahassee, Florida 32399-2400
850-245-2118 (phone) / 850-245-2128 (fax)

Hazardous Waste 1.4 (Disconnected)
Updated on 20090323-102846

Once saved, newly authored facilities can be deleted prior to synchronization. To do so,

Windows Internet Explorer

5\ ? ) Deleting this fadlity and all of its associated activities... Are you sure?

[ ok ][ cance |
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click the “Delete” button. The following Warning Message will display.



Click “Ok” to continue with the deletion. It is important to note that deleting the facility
will delete all associated activities that have been performed against it including the site
inspection. Once deleted, the information cannot be recovered.

Users may also edit the newly authored facility (this feature not available in Connected
mode) by clicking the “Edit” link, updating the information and clicking “Update”.

5.3 Troubleshooting the “Capture Current Location” Feature

Certain hardware or software issues may cause the error displayed below.

Location

Object of Interest: ?H._a_ljdlgr £
Proximity to Object: :.-ipproximate feab.lre.locaﬁon v/
Latitude: : : B Collect Current Position
Longitude: : : @ Reset Current Location
Comments:
- D Reset B Close * The system was unable to determine current coordinates from your current location.

If this occurs, close out all applications and restart the Toughbook. If the problem
persists after rebooting, please contact SWIFT Support
SWIFT_Support@dep.state.fl.us

5.4 Accessing a Newly Authored Facility

Once saved as a facility, activities may be performed against the facility or users may
choose to access other facilities available to them. In the event of the latter, the
inspector may need to, at some point, navigate back to the newly authored facility. The
following instructions apply regardless if the user is in Connected or Disconnected
mode. Please note: Newly authored facilities cannot be added to sessions for use/view
in Disconnected Mode.

To return to an authored facility, click the Facility Search/List and enter the criteria to
narrow the results to the newly authored facility. In the example below, a facility called
“House of Cookies” was created. Entering this criterion in the “Name” field and clicking
“Search” displays the facility in the results list.
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Facility Search[List

ME 1D: Address: County:
EPA 1D: City: District:
Mame: House of cookies Zip Code: Last Notified Status:
© Contains O Exact Match O Starts With O Ends With " |Add Mew Facility | Search PReset D Close
1 Record(s) found, displaying 1 record(s), from 1 to 1. Page 1/ 1.
ME ID ~ EPA ID Name Address City Locked Locked By
8078 House of Cookies 1925 Aloma Ave Aloma

Clicking the row displaying the “House of Cookies” facility, displays the Facility Data

interface. The newly authored facility is displayed.

% @ a = =] Fe] B B
Session Handler Browser Library Bulletins Feedback Reminders (2) ‘Open Activities (23} Admin
House of Cookies - 80758 4 Facility Search/List % Journal
) Facility Data + Activities Violations Links *  Comments *  Attachments
£ Pre Handler Detail
Name EPA ID Source § Date
Sub. Name House of Cockies.
Address: 125 Aloma v ME ID 80758 ME oo
Status
County 3 | Orang=
City Aloma State Florda Zip 2752 3z District CD | Central District
Cont. L Cont. F e Cont.
Name Name CenTRie Phone
Mailing Contact
Addr. Addr.
City State Zip City’ State zip
Ovmer Land Owner Oper.
Type Type Phone Phone
Owner Oper.
Name Name
Owner
Addr. Oper. Addr.
City State Zip City State zip

Tab Navigation

[] ContactData [] Owner Operator [] Location [] Waste Activiies [[] Waste Codes
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Chapter 6 - Handler Browser

The following provides functional overview of the facility browser function. This feature
is key to establishing the facility the user is interested in working with for a given field
activity. All aspects of functionality are explained in this section.

6.1 User Interface Reference

The Hazardous Waste Information Field Tracking main screen displays in the “Handler
Browser” perspective.

Welcome to the Solid and Hazardous Waste Information Field Tracking (SWIFT) home page DEP inspectors use SWIFT to collect point-of-observation data from field
inspections using tablet PC Toughbooks and synchronize their data back to the DEP network where it is widely available to various individuals and groups. DEP
managers use the SWIFT portal to track and report on all compliance and enfarcement activities. Other groups (Office of General Counsel, Cleanup, efc.) may use the
SWIFT Deskiop web-based application to view all the detailed information collected by the inspectors out in the field

SWIFT Hazardous Waste v1.0 RC03

Hazardous Waste

DEF Home | About DEF | DEF Frograms | Contact DEF | Site Map

Bob Wartinez Center
2600 Blair Stone Road
Tallahassee, Florida 32399-2400
850-245-2118 (phone) | B50-245-2128 (fax)

The “Handler Browser” has four (4) major regions for presenting and navigating
information and accessing workflow (as described in the table below):

Region

Description

All main level application features a user can perform independent of
selecting a specific facility

Feature Description

Session Presents the user with ability to “check-out” facilities to work
in disconnected state and to synchronize (check-in) facilities
after performing activities.

Handler Presents the user with all facility specific features of the

Browser application. This is where facility information is navigated
and workflow is managed.

Library Presents the user with the ability to access a library of

Documents documents in connected (on network) and disconnected (off

network) states. The library documents are presented in
categories (or groupings) that are defined by the program
area. These are documents that are not specific to a facility.
Facility specific documents are found in the “Facility
Browser” perspective.

Bulletins/Alert

Allows administrative users to generate and view bulletins.

Feedback

Clicking the feedback menu item opens a form to allow
users to send comments, suggestions or issues directly to
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SWIFT Support

Reminders

Allows users to create and manage day reminders outside
of a facility context.

Open Activities

Displays a complete list of all activities that are NOT in a
‘Closed’ state.

Region

Description

Presents all functions a user needs to perform for a facility, independent of a
specific work flow.

Feature

Description

Facility Search
List

Provides the ability to locate facilities. The user is
presented with a variety of search criteria that can narrow
the list of facilities from which to pick. Examples include:
facility name, 1D, address, district, county, type of facility,
etc. From the search list results, the user selects which
facility to view. The user also has control of whether the
system will perform a query to Oculus to obtain a current list
of all documents for the facility being selected. In this
manner, the user can improve performance associated with
navigating/selecting facilities.

Journal Provides a chronological list (log) of all events, activities,
outcomes, documents, attachments, comments, and any
other interaction that has been documented about the
facility. Documents, reports, and attached files are
presented as links; the user may click on the link and
immediately view the item.

Region | Description
e Presents all functions a user needs to perform workflow driven activities.

Feature Description

Facility Data Allows the user to view and update (if allowed by business
rule) regulatory data. The user customizes their view of
information as described in 4a & 4b.

Activities Provides the perspective from which all workflows are

executed (i.e., compliance and enforcement) workflows are
executed.

Also provides a navigation and maintenance view for all
activities associated with a facility (including legacy activities
imported from other systems).

Compliance activities shown were checklist driven. The
user identifies the facility types being inspected, selects the
type of inspection activity (i.e., routine, complaint, etc.) and
the workflow process presents an interaction that allows the
inspector to address all checklist items. Selecting a “not ok”
to any condition prompts the user to cite an area of concern
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or violation specific to that question (rule text appears on
screen). The user indicates deviation level and harm level;
the system derives the significance (SNC) based on
business rules for deviation & harm. The user may attach
files (such as pictures or scanned in documents) directly
associated with the violation at this time. An explanation is
entered and any corrective action required before the user
saves the new violation.

Violations Provides a navigation and maintenance view for all
violations associated with a facility. Also provides a specific
tab for viewing violations imported from legacy systems.

Permitting Provides a view of related permitting information associated
with a facility. Future enhancements will extend the
permitting view to include the permitting workflow process.

Links Provides a list of helpful links the inspector can utilize while
connected to a network.
Comments Comments can be stored at the facility level and viewed.

Comments added from within an activity such as an
inspection or enforcement activity are viewable from within
that activity.

Attachments Attachments can be stored at the facility level and viewed.
Attachments added from within an activity such as an
inspection or enforcement activity are viewable from within
that activity.

Region

Description

Presents all regulatory data about a facility. A user is allowed to modify only
data that has been “business rule” approved by the program area. A user’s
role is also used to allow or restrict any update capability.

Tabs displayed once the user selects “Facility Data” are determined by each
user (see 4b). The user may save preferences for tabbed data and the
system will “remember” those selections and present those tabs each time
the user selects “Facility Data.” If there is no data for the tab, it will display as
disabled (as a visual queue to the user that no data is present on the tab).

This collection of checkboxes represents the categories (or groupings) of
regulatory data available to the user. Checking (selecting) a box in this area
causes a tab for that data to immediately display. The user is not limited to
any combination of selections. In fact, the user might select no regulatory
data items to view and the “Facility Data” tab will simply contain the check
boxes that allow the user to “turn on” the tabs again. Tabs that do not contain
data to display will be disabled (grayed out) as a visual queue that no data is
available.
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6.2

6.2.1

6.2.2

SWIFT Hazardous Waste v1.3

a | B | =

L ]
Session  HandlerBrowser  Library  Bulletins  Feedback  Reminders(2)  Open Activities (5]

() Cracker Boy Boat Works Inc - 843 - FLR000011221 ‘* L Facility Search/List ®Joumal

€ Facility Data Activities Violations Permits Links Comments Attachments 4——'
(=] Hanmeh

EPAID: | FLROD0O11Z2S

WEID: 243

State: | Fionaa Zip: 3344 Non-ofif flag: O

Mailing Addr.: | 1124 A
City:  Riviers Besch State: |FL Zip: | 33402 o
Tab Navigation

[] ContactData [] Owner Operator [] Location [ HAIC [] Waste [] Waste Activiies
[0 Transporter [ PermitStatus  [] Facilty Significances

Facility Data

Regulatory Data

Upon initial login to the SWIFT application only the Regulatory Data tab will
display. This section allows the user to view and update (if allowed by business
rule) the facilities regulatory data.

Additional Tab Navigation

Users may choose from a selection of optional “Tab Navigation” check boxes,
which are presented at the bottom of the Facility Data section.

Tab Navigation

[] CentactData [] Owner Opsrator [7] Location [] HAIC [[] Waste [7] Waste Activities

[ Transporter [] Permit Status [ Facility Significances

Once a check box is clicked, a new tab will display within the Facility Data
section. After initial login to the SWIFT application, the tabs displayed (once the
user selects Facility Data) are determined by each user. The user may save
preferences for tabbed data and the system will “remember” those selections and
present those tabs each subsequent time the user enters the Facility Data
section within the session. If there is no data for the tab, it will display as
disabled (as a visual queue to the user that no data is present on the tab). The
Facility Significances tab contains information regarding the facilities Federal
status. Detailed history would be contained within this tab.
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2 e a 2 B 3 3
Session Handler Browser  Library  Bulletins ~ Feedback  Reminders(2)  Open Activities (§)  Admin
S Cracker Boy Boat Works Inc - 843 - FLR000011221 {Facility Search/list ¥ Journal
o Facility Data Activities Violations Permits Links Comments Attachments

Handler Detail () Facility Significances

Tab Navigation

[ contactData [] OwnerOperator [] Location [0 nac [J waste [] waste Activities

[] Transporter [] Permit Status Facility Significances

6.3 Activities

6.3.1 Compliance Workflow

The Compliance tab is the default for the Activities tab. From within the
Compliance tab, users have the ability to start or edit an inspection, record a
phone Call or record a meeting.

6.3.1.1 Site Inspection

The following information in this chapter provides detailed explanations of the
screens within an inspection and step-by-step instructions on how to perform
a compliance inspection in SWIFT. These directions apply to both the
Connected and Disconnected states. It is assumed a facility has already
been selected. Navigate to the Activities Tab and click the Inspection text link
in the Initiate Activities section to initiate the inspection process.
2 ) a | E = D

Session Handler Browser Library Bulletins Feedback Reminders (2) Open Activities (5)

Osceola Auto Salvage - 93 - FLD984249284

Facility Data ) Activities Violations Permits Links Comments Attachments

) com pliance Enforcement Legacy Areas Document Management

Initiate Activities
mlnsgection @Record Phone Call @Record Meeting @Record Electronic Communication

Facility Activities

() Site Inspection

5 Record(s) found, displaying 5 record(s), from 1 to 5. Page 1/ 1.

\_J_.\* s M‘NW"“-\' ~_& 4 mstianag By ik A "\.\_\_w_ﬂyv\ W\/

Cover Page
Clicking the Inspection link from the Compliance tab displays the Cover Page.

The Cover Page consists of several sections most of which are mandatory to
complete before proceeding into the inspection process.
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SWIFT Hazardous Waste v1.3 d
Welcome Rhonda Pace
2 @ a2

ke - B
Session  HandlerBrowser  Library  Bulletins  Feedback  Reminders(2)  OpenActivities (5)  Admin

Osceola Auto Salvage - 93 - FLD984249284 W Joumal

() Inspection Details
B Next

Principal Investigator: Rhonda Pace

On Site Start Date:  |02/12/2009 =
©On Site Finish Date: |02/12/2009 =

[0 1 Rnenda Pace asked the question "Would you Osceola Aute Salvage like a referral for P2 assessment?”.

[J I Rhonda Pace am referring the facility for P2 assessment at the request of the facility.
() Waste Streams | Manifests

() Participants

() Inspection Type
Notified As: SQG (100-1000 kg/month) Last Inspected As: LQG (>1000 kg/month), Transporter, Transfer Facilty, Used Oil
Notified As Date: 01/06/1993 Last Inspected As Date: 02/11/2009
Facity Type & Inspecton Type v [3 Add Inspection Type

() Waste Activity

Receipt Date: 02/11/2009
Source: State Inspection
Comments:

€ Generator Transporter TSD Used Oil HW Fuel Recycler Other Uni. Waste

. Other Status:
Generator Capacity:

© Large Quantity Generator @ Household Hazardous Waste Certification:
o ) Household Hazardous Waste + CESQG
Small Quantity Generator .
© Vessel Certifier Name:
) Conditienally Exempt 5QG . 3
O Importer Certifier Title:

) Non-Handler
) Closed

© Mixed RCRA/Radioactive Certification

Signed Date:
O Offsite Waste Receipt
B Next
.
£ }a’* DEP Home | About DEP | DEP Programs | Contact DEP | Site Map
RopOA |

Bob Martinez Center
2600 Blair Stone Road
Tallahassee, Florida 32399-2400
850-245-2118 (phone) / 850-245-2128 (fax)

Hezarcous Waste 1.3 (DEP Beta)
Updsted on 20090211-135355

The first section is Inspection Details. Here the initiating inspector’s name is
displayed and the “On Site Start Date” and “On Site Finish Date” is indicated.
Both of these dates default to the current date but a user may change either
date by clicking the calendar icon and selecting a date from the displayed
calendar or manually typing the date. Also, optional check boxes are
available to indicate that (1) the inspector has offered to recommend the
facility for P2 Assessment and that (2) the inspector is referring the facility for
P2 Assessment at the request of the facility.

) Inspestion Detais

B et
Principal Investigator: #nenda Face

On Site Start Date: | 0211272009
O Site Finish Date: | 02122009

[0 I Rhenda Pace ssked the guestion "Would you Osceuls Aulo Salvage ke & referral for P2 sssessrment™,

[ 1#nonda Pace am refarring the facility for P2 assessment at the request of the facility.
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The second section is Waste Streams / Manifest. This section is entirely
optional and is provided as a work sheet for inspectors to determine how to
proceed in the inspection process.

) Viaste Streams | Manifests

Please Describe the facility's hazardous waste streams.

Waste Description EPA Waste Code Generation Rate Disposal Facility EPA Correctid Testing | Process
9 3 (3 Add Waste Stream

No Waste Streams

Please Describe the facility's manifests.

Manifest Humber Date Destination Error(s) o
Add Manifest Entry

No Manifests

In the Participants section, the initiating inspector’'s name is automatically
entered as a participant and cannot be deleted. In addition, the inspector’s
signature is the only mandatory signature required on the inspection report.

) Participants

3 g Participant
1 Record(s) found, displaying 1 record(s), from 1 to 1. Page 1 / 1.

Involvement Name Title  Organization Signature Delete Edit

Principal Investigator Rhonda Pace | Inspector Record i

To add additional participants to the site inspection, click the “Add Participant”
link.

Very Important: A Representative Participant MUST be added before
submission of the inspection.

Add/Edit Participant
Participant Type: Inspector b
Name:
Title:

Organization:

Mo Signature Required:

ave D Cancel

In the Add/Edit Participant dialog box, select the “Participant Type” from the
drop down and enter the participant's name. The “Title,” “Organization,” and
“No Signature Required” fields are optional. Click “Save” to add the
participant. Note that the “No Signature Required” check box is selected
(checked on) by default indicating that the participants signature is not
required.

The Inspection Type is also a mandatory section. You can add as many
inspection types as needed for the inspection being conducted but at least
one ‘Inspection Type’ MUST be added. Begin by selecting a ‘Facility Type’
and an ‘Inspection Type’ from the drop down lists and clicking the “Add
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Inspection Type” link.  If an inspection type is added in error, click the delete
icon 2 to remove it from the ‘Inspection Type’ list. “Ownership Type” is also
mandatory. Select the appropriate option(s). Multiple selections are
permitted. To select multiple types, press and hold the CTRL key while
clicking the options. Selected the options will be highlighted in dark blue.

) Inspection Type

Notified As: 506 (100-1000 kg/month) Last Inspected As: LQG (>1000 kg/month), Transporter, Transfer Facilty, Used Oi
Notified As Date: 01/08/1993 Last Inspected As Date: 02/11/2009

Facility Type b Inspection Type - QAdd Inspection Type

The “Waste Activity” section is the final section on the Cover Page and is
expanded by default. The Waste Activity choices are defaulted according to
either the last inspection or notification (if one previously exists). If there are
no changes to the facilities waste activities, click next to continue. If there are
changes, select the appropriate tab and click appropriate selections within.
For the purpose of this explanation, the ‘Generator’ tab is selected and the
‘Large Quantity Generator’ and ‘Household Hazardous Waste’ radio buttons
selected.

) Waste Activity

Receipt Date: 02/11/2009
Source: Stale nspection
Comments:

) Generaf tor Transporter TSD Used oil HW Fuel Recycler Other Uni. Waste
Other Status:
Generator Capacity:

(® Household Hazardous Waste Certification:

@ Large Quantity Generator %
0 Household Hazardeus Waste + CESQG

(o]
O small Quantity Generator & vessal Certifier Name:

) Conditionally Exempt 5QG = o i
© Importer Certifier Title:

) Non-Handler =

- O Mixed RCRA/Radioactive Certification

) Closed = Signed Date:
() Offsite Waste Receipt

Once all waste activities have been selected, click “Next” to proceed. Itis
important to note that clicking “Next” saves all the data collected on the Cover
Page. The waste activities indicated, are immediately updated in CHAZ.
Subsequent changes to the Waste Activities within the life of the open
inspection will be recorded to track their history. Subsequent inspections
opened will display the Last Inspected As information from what was entered
in the previous inspection or if a subsequent notification was received.

Categories/Checklist Screen

From the Cover Page, the Categories/Checklist screen is displayed. Here the
Activity Status for the inspection is shown (in the illustration below, the status
is “Open”).
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| = -] I 4 i e &
| Session  Handier Browser | Litvary  Bulleline | Feedback | Reminders (2] | Open Actiities (8] Admin

Osceola Auto Salvage - 93 - FLDOB4249284 W

Actions that can be taken from this page include:

Narrative Inspection allows the user to enter text to further discuss the details
of the inspection. This free form text will be presented in the Inspection
Report. Instructions on completing this section are detailed below.

Cover Page allows the user to navigate back to the Cover Page.
Activity Browser allows the user to navigate back to the Activity Browser.

Save allows the user to manually save any data collection or modifications.
The database saves the inspection data automatically as a user navigates
from one screen to the next. However, it is a good practice to click the Save
button in case of power failure or Internet disruption to avoid any data loss.

View Report allows the user to view a PDF version of the report. Inspections
that have not been finalized (closed) will display a DRAFT watermark in the
upper left hand corner of the report.

Submit for Approval allows the user to submit the finished inspection to their
supervisor for approval.

Search Violations allows the user to search for rules to cite Violations or
Areas of Concern. Once a minimum of one violation is cited, an additional
link will appear to allow users to view a listing of violations cited. Instructions
on using this feature are detailed in the Citing a Violation or Area of Concern
section below.

Also, displayed on this screen is a listing of all the checklist categories. All
available categories will be displayed on the Category/Checklist screen
regardless of any selections made on the Cover Page.
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Category Violation

Treatment Storage or Dizpozal Add
Largs Quantity Generators Add
Small Quantity Generators Add

Used Oil Program Add
Other Add

Clicking on any category name will display the categories’ associated
checklists. In the graphic below, the Used Oil Program was selected as
evidenced by the Category name being highlighted in dark gray. Immediately
beneath the Category section, the checklists associated with the highlighted
category are displayed, (in this example, the Used Oil Program Checklists).

Category Violation
Treatment Storage or Disposal Add
Large Quantity Generators Add
Small Quantity Generators Add
Other Add
Append
Uszed Qil Program Checklists To
Report
Used Oil Generator Checklist |
Used il Marketer Fl
Used Oil Processor |
Used 0il Transporter Fl

From within the checklist section, there are two actions which can be taken.
Clicking the “Append To Report” checkbox will append the designated
checklist(s) to the Inspection Report.

Clicking on any of the individual checklists will display the checklists to the
right of the Category/Checklist section. In the graphic below, the Used QOil
Generator Checklist is selected.

Category Violation Used Oil Generator Checklist
Treatment Storage or Dizposal Add
) on site storage of unmixed used oil or fiter shipped through certified transporters
Large Quantity Generators Add
Small Quantity Generators dd ) Generator Self Transport
Used i Program Add o Processor, Marketer & Burner Applicability
Other dd
Append
Used Oil Program Checklists To
Report
Used Oil Generator Checklist “
Used Oil Marketer F
Used Oil Processor O
Used Oil Transporter F
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Narrative Inspection

The “Narrative Inspection” link is an optional section, which allows the
inspector to add text to be displayed in the inspection report. There are three
(3) sections of narrative that can be included: “Introduction Narrative,”
“Process Description Narrative” and “Conclusion Narrative.” After typing in
the text, click “Save Narrative Comments” to commit the information. To
continue working on the inspection, click the “Cover Page” link then click
“Next” to return to the checklist section.

Session  Handler Browser  Library  Bulletins Feedback  Reminders (2) Open Activities (6] Admin
Osceola Auto Salvage - 93 - FLD984249284 ¥ Joumal
Activity Status: Open
(B Narrative Inspection @Cover Page ¥ Actiity Oveniew =l Save Narrative Comments  E9View Report

Introduction Narrative 2
characters remaining

Process Description Narrative
characters remaining

Conclusion Narrative .
characters remaining

Citing a Violation or Area of Concern

Violations and Areas of concern are cited from the Category/Checklist screen.
There are three (3) distinct ways to cite Violations/Areas of Concern. They
can be cited directly from the Category, or from within a checklist, or by
forming ad hoc rule combinations. The first way, from a Category, is
discussed in Method One (1) below.

Category Method
As stated previously, all available categories are displayed on the
Category/Checklist section. Next to the category name is an “Add” link.

Category Violation
Treatment Storage or Disposal Add
Large Quantity Generators Add
Small Quantity Generators Add
Uzed Qil Program Add
Other Add

Clicking the “Add” link opens the Violation Citation screen. This screen has
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five (5) main collapsible sections: Rule Search, Add/Edit Violation, Violations,
Comments and Attachments.

The Rule Search section allows the user to search for a specific rule(s) in
order to cite a Violation or Area of Concern (AOC). Contained below are
detailed instructions on how to search for rules, which will be provided in the
Searching for Rules section.

The Add/Edit Violation section displays the rule that was searched for and
added to the Violation or Area of Concern and provides the fields necessary
for the citation. Contained below are detailed instructions on how to complete
the citation form, which will be provided in the Add/Edit Violation section.

The Violations section will display all the violations or Areas of Concern that
have been cited during the inspection.

The Comments and Attachment sections will display a list of any Comments
or Attachments that have been added for a selected Violation/AOC.

g I 5 fel - &
Sesson | MandierOrowser | Library | Dulleting  feedback  Meminders(Zl | OpenActvities (5] Admin

Osceola Auto Salvage - 93 - FLD9B4AZ49284 W Joumal
€3 Rule Search

Frogram Area: - Rube Numbrer:

Me Source: - Category: | Trestment Storage o Dapossl ™

) Aca Lo Vietton

02/12/2009

Bie vsiasons
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Searching for a Rule
For the purposes of this illustration, the “Add” link next to the Treatment
Storage or Disposal category was clicked.

Note in the Rule Search section graphic above, the Category dropdown
defaults to Treatment Storage or Disposal. This was the category where the
“Add” link was selected. Users may also choose to change the category, or
refine the search by entering additional parameters. If the search results
exceed 200 rules, the following error is displayed; “A Maximum of 200 Has
Been Selected. Please use the search criteria to narrow your search.” Users
may choose to add more parameters to further refine the search or page
through results listed. In this example, no additional parameters were
selected. Click “Search” to view the results.

The resulting search list (see graphic below) displays 182 rules associated
with the Treatment Storage or Disposal category.

&) Rule Search

vialation Area : v Progeam Area: v Rule Number:

Rule Description: Rule Source: - Category: |Treatment Storage or Disposal

P Regst LSearch

Rule Number Souren
28141 Federal Regulations

261 48N1) Fegersl Reguiabions

as defived in 40 CFR 2612

221 Federn ieguittiens

264.1120b)0) f ederal Rsgulabons

at N8 ArTNGRd b receive hATArdoas Wit frem o foreign ssurce must natify the Aeginal Adminstrator in wrting at kast
1 the dase the washe i expecins b nrrve at the facity. Notice of sussequent shpmants of the 3ame whsie from the same foreign

Hazarscus

TR |

Users may select one or multiple rules by clicking the appropriate row. Once
selected, the rule is highlighted in dark gray as a visual indicator of the

choices made. To deselect a rule, press and hold the CTRL key @ Iocated
on the computer keyboard and click the rule.
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) Rule search

Viokstion Aras s Program Area: Rule Number:
Rule Description: Rule Source: Category: | Treatment Storage or Disposal |

Add ‘@ ResetSearch

182 Record(s) found, displaying 10 record(s), from 1 to 10. Page 1/ 19.

Rule Description Program Area

Rule Number Source \iotation

ea

i S 4 | Notwihstanding paragraphs (a) through (d) of this section and provided the debris as defined in part 268 of this chapter does not exhibit a characteristic Hazardous
U 3 identified at subpart C of this part, the following materials are not subject to regulation under 40 CFR parts 260, 261 to 266, 268, or 270: Waste

Secondary materials that are reclaimed and returned to the original process or processes in which they were generated where they are reused in the production  Hazardous

261.4(a)(8) Federal Regulstions |~ 2614

process provided Waste
e Feseral Requistions | 262 | aZardous waste determination. A person who generates a sold waste, as defined in 40 CFR 2612, must determine ifthat waste is & hazardous waste using Hazardous
the followring method: Waste

The owner or operatar of a hazardous waste management facity must have a written ciosure plan. In addition, certain surface impoundments and

from which the owner or perator intends 1o remove or decontaminate the hazardous waste at partial or final closure are required by 264.22¢ .

Waste

Federal Regulations 284.258(c)(1)(j) to have contingent ciosure plans. The plan must be submitted with the permit application, in accordance with 270.14(b)(13) of this
approved by the Regional Administrator as part of the permit issuance procedures under part 124 o this chapter. In accordance with 270 32 of this
closure plan wil become a condition of any RCRA permi.

An estimate of the maximum inventory of hazardous wastes ever on-site over the active life of the facilty and a detailed description of the methods to be used

264.112(b)(3) Federal Requistions |~ 264G during partial closures and final closure, including, but not limited to, methods for removing, transporting, treating, storing, or disposing of all hazardous wastes, Hﬁzr:‘"e“
and dentification of the type(s) of the off-site hazardous waste management unts fo be used, if applicable; and :
Viriten Plan. The owner or operator of a hazardous waste disposal unit must have a writen post-closure plan. In addtion, certain surface impoundments and
wiaste pikes from which the owner or operator intends to remove or decontaminate the hazardous wastes at partal or final closure are required by 264.228(c)(1)
(i) anc 264.258(c}i1)(i) to have contingent post-closure plans. Owners or operators of surface impoundments and waste pies not otherwise required to
prepare contingent post-closure plans under 264228(c)(1)(i) and 264.258(c)(1)(i) must submit & post-closure plan to the Regional Administrator wihin 90 days | Hazardous
24 Thla) Federal Reguistions. | 284G | 1/t e date that the owner or operator or Regional administrator determines that the hazardous wasts management unit must be closed as a landfil, subject to Waste
the requirements of 264.117 through 264.120. The plan must be submitied with the permit application, in accordance with 270.14(b)(13) of this chapter, and
approved by the Regional Administrator as part of the permit issuance procedures under part 124 of this chapter. In accordance with 270.32 of this chapter, the
approved post-closure plan wil become a condtion of any RCRA permt issusd
Amendment of plan. The ownsr or opsrstor must submi a writtsn notification of or request for a permit modification to authoriz & change in the approved post-
2684.118(0) Federal Reguiatons | 264.C | closure plan in accordance with the applicable requirements in parts 124 and 270, The written notification or request must include a copy of the amended post- sy
closure plan for review or approval by the Regional Administrator :
ez Federal Requiations | 254 g | Reauired notices. [ Comment An owner' or operator's aiure to noty the new owner or operator of he requirements of his part i no way relieves the new Hazardous
owener or operator of his obigation to comply with al appicable requirements.] Waste
264.12(a) Federal Regulations |~ 264.8 Haznidotia
: Waste

The owiner or operator of a faciity that has arranged to receive hazardous waste from a foreign source must nofify the Regional Administrator in writng at least
264.12(a)1) Federal Regulstions 2648 | four weeks in advance of the date the waste is expected to arrive at the facilfy. Notice of subsequent shipments of the same waste from the same forsign i
source is not requirsd.

TR - B

Once one rule has been selected, the “Add” link is enabled. Select all the
rules that apply to the Violation or AOC being cited and click “Add” to save
them. In this example, Rule Numbers 261.3(f) and 264.112(a) (1) were
selected.

Due to RCRA Translation business rules, a violation cannot contain Federal
Regulations, which contain multiple violation areas. In the example above,
the Rule Number 261.3(f) has a Violation Area of 261.A. Rule Number
264.112(a) (1) has a Violation Area of 264.G. Since the Violation Areas are
not the same, the SWIFT application will accept the first rule {261.3(f)} and
add it to the Add/Edit Violation section and return the error “All federally
sourced rules must have the same violation area” in regards to the 264.112(a)

(1).
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() Add!Edit Violation
Rules All federally sourced rules must have the same violation area.

Rule Number Source Viclafion Rule Description Delete
Area
Motwithstanding paragraphs (a) thraugh (d) of this section and provided the debris as defined in part 288 of this chapter does nat exhibit a characteristic %

61.3(1) e s | 261A
20531 Federal Reqidton 281A | ientified at subpart C of this part, the following materials are not subject to reguiation under 40 CFR parts 260, 261 to 266, 268, or 270

Citation Type

Cited Date
O Area of Concern O Violation
= e 02/12/2009 =
Deviation Harm Level
O Major O Moderate O Minor O Undetermined O Major O Mederate O Minor O Undetermined
Explanation Corrective Action

Area

Navigation

Badd  PReset DAddAca Dclose

At this point, users may add additional rules as long as they are within the
same violation area (261.A in this example), or cite the Violation or AOC by
selecting and entering the appropriate information.

Add/Edit Violation
The user selects the Citation Type by choosing either the Violation or Area of
Concern radio button.

The cited date for the violation will always default to the inspection “Onsite
Start Date.” However, a user may override the date by manually typing in the
date or selecting the pop-up calendar feature. The cited date cannot be
earlier than the “On Site Start Date” indicated on the Cover Page or later than
the current date.

For Violations, the Deviation and Harm Level are mandatory fields and default
to “Undetermined” upon the selection of the Violation radio button as the
Citation Type. When an Area of Concern is selected for the Citation Type,
the Deviation and Harm Level options are disabled.

The Explanation and Corrective Action text boxes are also mandatory for
Violation citation types. For AOC'’s only the Explanation is mandatory, and
the Corrective Action optional.

Explanation Comrective Action
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The last section in the Add/Edit Violations section is the Area. A few things to
note, if areas have been added via the “Areas” tab, the list will display them in
the area section. If no areas were previously added, clicking the “Add Area”
link will display a pop-up box allowing new areas to be added (see Chapter 5,
Section 5.3.4 Areas).

When citing a Violation or Area of Concern, the area is an optional field.
Selecting an area from the list will display a read only version of the areas
description. If a user wants to edit the description, they must do so through
the “Areas” tab.

Area
EE— Test

The Violations section displays a list of all the Areas of Concern or Violations
that have been cited during the current inspection.

£ vislauena

Clicking on one of the rows will display the Violation/Area of Concern detail
information and allow for editing of the citation or provide the opportunity for
Comments and Attachments to be added. Citation Types are indicated by an
“A” for Area of Concern and “V” for Violation. The status for both will remain
as “Pending” until the inspection has been closed and then the status will
update to “Open.”

Continue searching and citing violations as needed. As previously noted, the
Category may be changed in the Rule Search section to search other
categories or the user my return to the Category/Checklist screen and select
another category by clicking “Add” next to the category name. The user may
also choose to add Violations/Areas of Concerns from either of the two (2)
additional methods available. To return to the Category/Checklist screen,
click the ®cese Close button at the bottom of the Add/Edit Violations section or
at the top of the Violations section.

Checklist Method

The second way to cite violations is through the traditional method of using
Checklists. In this example, the “Other” category has been selected, and
from this category, the associated Universal Waste Batteries checklists have
been selected. Just as in the Category Method, “Add” links are situated next
to the checklist question. (If no link appears, this question has been
determined by the Program Area to not be citable).
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Universal Waste Batteries

€ Universal Waste Batteries
D Question
36.10 Are batteries that show evidence of leakage, spillage, or damage that could cause leaks contained?

If katterie= are contained, are containers clozed, structurally =ound, and compatible with the battery

36.20 contents and without leaks?
36,30 Are batteriezs managed in =uch a way that ensurez the cazing iz not breached and remains intact and
' closed?
26,40 Are batteries or containers of batteries labeled with either "Univerzal Waste Batteriez™ or "Waste Batteriez™

or "Used Batteries"?

Clicking “Add” next to any question will display the Violations Screen. In this
example, question 36.10 was selected. This is the same screen that
appeared when the Category “Add” link was clicked. However, this time the
Violation Area dropdown defaults to 273.B and the Category dropdown is
blank.

The Program Area has determined that this particular question can have one
of two Federally Sourced rules associated with it. Since the two (2) rules are
of different Violation Areas, the alert message “All federally sourced rules
must have the same violation area” is displayed above the rule and both
associated rules are displayed. The user MUST delete one of the rules in
order to continue citing the violation.
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- - = =Y =
2 @ a E &g Fe] B &
Session Handler Browser Library Bulletins Feedback Reminders (2) Open Activities (6) Admin

Osceola Auto Salvage - 93 - FLD984249284
) Rule Search

Violation Area : 2738 B Program Area: | Rule Number:

Rule Description: Rule Source: | ~ Category: |

@ Reset “LSearch
0 Record(s) found, displaying 0 record(s}, from 0 to 0. Page 0 / O.

) Add i Edit Violation
Rules All federally sourced rules must have the same violation area.

Rule Number Source Mctation Rule Description
Area
‘A small quantity handler of universal waste must contain any universal waste battery that shows evidence of leakage, spillage, or damage that could cause
273.13(a)(1) Federal Regulations 2738 leakage under reasonably foreseeable conditions in a container. The container must be closed, structurally sound, compatible with the contents of the
battery, and must lack evidence of leakage, spillage, or damage that could cause leakage under reasonably foreseeable conditions

A largs quantity handler of universal waste must contain any universal wasts battery that shows evidence of leakage, spilage, or damage that could cause

273.33(2)(1) Federal Regulations  272.C  leakage under reasonably foreseeable conditions in a container. The container must be closed, structurally sound, compatible with the contents of the
battery, and must lack evidence of leakage, spilage, or damage that could cause leakage under reasonably foreseeable conditions.

Citation Type

Cited Date
O Area Of Concern Violation RO
e © 02/12/2009 =
Deviation Harm Level
© Major ) Moderate ) Minor (O Undetermined O Major O Moderate O Minor O Undetermined
Explanation Corrective Action

Clicking the Delete icon next to the rule be deleted will display a warning
message asking the user to confirm the deletion.

Windows Internet Explorer P§|

\_;';/' Are wou sure wou wank to delete the selected rule?

[ (94 H Cancel ]

Click “OK” and the rule will be removed from the Add/Edit Violation section.

Not all checklist questions will require the user to edit the associated rules.
However, the ability to add and/or delete rules to a checklist question in
addition to the already associated rules is available. To continue citing the
violation, refer to the Add/Edit Violation section above.

Search Rules Method

The final method of citing a violation is by directly searching for a rule using
the rule search engine. The “Search Violations” link is available from the
Categories/Checklist screen. Clicking the link opens the Violation screen with
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all parameters blank.
% @ a i= = B L S
Session Handler Browser Library Bulletins Feedback Reminders (2) Open Activities (6) Admin

Osceola Auto Salvage - 93 - FLD984249284

) Rule Search

v Program Area: v Rule Number:

Violation Area :

Rule Description: Rule Source: v Category:
@ Resat I search

0 Record(s) found, displaying 0 record(s), from 0 to 0. Page 0/ 0.

() Add! Edit Violation

Rules
No Rules Selected

Citation Type Cited Date

) Area Of Concern () Violation 021272008 B

Deviation Harm Level

O Majer O Moderate ) Minor ) Undetermined O Major O Moderate (O Minor (3 Undetermined

Corrective Action

Explanati
]

Users may search by entering one or more criteria in the various fields. The
more criteria entered will narrow the search even more. For details on
searching for rules, review the Searching for Rules section above. To clear
the fields of previously entered criteria, click the “Reset” link. Continue
searching and adding violations as previously detailed in the Add/Edit
Violation section.

View Violations

Once a minimum of one violation has been cited, regardless of the method
used to cite it, the “View Violations” link is enabled on the Category/Checklist
screen. This link remains hidden in new inspections until the first violation or
area of concern is added.

Activity Status: Open
(B Narrative Inspection @Cover Page ¥ Actiity Oveniew [=iSave  [EView Report  EWSubmit for Approval

B Search Violations — B#View Violations

Category Violation
Treatment Storage or Disposal Add
Large Quantity Generators Add
Small Quantity Generators Add
Used Oil Program Add
Other Add

Activity Status: Open
(B Narrative Inspection @Cover Page  “ Actiity Overview |HlSave  EView Report  EWSubmit for Approval

B Search Violations — E#View Violations

Clicking this link opens the Violation screen with all sections but the Violations
section collapsed.
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Session Handler Browser Library Bulletins Feedback Reminders (2)

Osceola Auto Salvage - 93 - FLD984249284
() Rule Search

() Add/Edit Violation

() violations

Citation Type DateCited  Rules
Area Of Concern | 02/12/2009 | 261.3(f)
Violation 02/12/2008 | 264.12

Violation

() comments

() Attachments

Facility Area  Status Significance

Area S1

02/12/2008 | 273.13(a)(1)

&
Open Activities (6) Admin

D lose

3 Record(s) found, displaying 3 record(s), from 1 to 3. Page 1 / 1.

CheckList Section Question Number
Pending
Pending = Minor

Pending | Minor Universal Waste Batteries | 3510

¥ Joumal

Modifications to existing Violations or Areas of Concern can be updated here
by clicking on the appropriate row. The details of the Violation/AOC are
displayed with the ability to make updates, which includes adding/deleting
associated rules. In the graphic below, the Violation added using the

Checklist Method was selected.

USCe0Ia AUTO salvage - 93 - FLDYB3Z49288 F Journal
() Rule Search
() Add i Edit Violation
Rules
Rule Humber Source Viz\ation Rule Description Delete
rea

A small quantity handler of universal waste must contain any universal waste battery that shows evidence of leakage, spillage, or damage that could cause

273.13(a)(1) Federal Regulations 2738

leakage under reazonably foreseeable conditions in a container. The container must be closed, structurally sound, compatible with the contents of the battery,

and must lack evidence of leakage, spilage, or damage that could cause leakage under reasonably foresesable condtions

Citation Type

() Area Of Concern (® Viclation

Deviation

) Major O Moderate @ Minor (O Undetermined
Explanation

adfad
Area

Area 51

Navigation Modify citation and click Update button to save changes
Eupdate  MDelste Badd e Dclose

Cited Date

02/12/2009 =

Harm Level

) Major O Moderate @ Minor (O Undetermined

Corrective Action

dgadf

An “Update” and “Delete” link are now available. Changes can be made to
any field and the “Update” link clicked to commit the changes or the entire
Violation/AOC may be deleted by clicking the “Delete” link.

View Report
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At anytime during the inspection process, the “View Report” link may be
clicked to view the Draft report. Once the inspection is finalized (in a closed
status), the report is considered in its final state and the Draft watermark is
removed. Clicking the link displays a message box indicating that the
attachment is being prepared.

Windows Internet Explorer E'
! E Freparing Attachment

File Download X
Do you want to open or save this file?

ﬂt: Mame: HazardoushastelnspectionReport. pdf
| Type: Adobe Acrohat Document, 52.3KB
From: depprep.dep.state.fl us

[ Dpen ][ Save IL Cancel ,l

harm your computer. IF you da not trust the source, do not open or

l@, ‘while files from the Intemet can be useful. some files can potentially
save this file. What's the risk?

._i., Start downloading From site: http://depprep. dep.state fl.us: 777 7/DwmSwifthi E,', Unknown Zone w100 v

User may choose to save the report or open. Clicking the “Open” button
opens the report in a new window as a PDF.
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File Edt HazardousWastelnspectionRepori[2].pdf - Adobe Acrobat Pro

v |#2|| X [caogle

depprep. dep. state. fl.us: 7777 (DwmSwifthwwelcome. Face?rvn=2

File Edit Wew Document Comments Forms Tools Advanced Window Help

& &
_0.51 :ﬂ Creats = @ Combine * @ Collsborate ﬁ Sacure ~ / Sign + Forms - [y Mukinedis ~ 9 e ©
LR o)) —

=~ |k Page - {F Tools “

oumna

|>

Florida Department of
Environmental Protection

Hazardous Waste Inspection Report

FACILITY INFORMATION: 0
Facility Name: Osceola Aufo Salvage

On-Site Inspection Start Date: 02/12/2009 On-Site Inspection End Date: 02/12/2009
ME ID#: 93 EPA ID#: FLD934249284

Facility Street Address: 4691 S Orange Blossom Trl, Kissimmee, Florida 34746-6231

Contact Mailing Address: 4691 S Orange Blossom Trl, Kissimmee, Florida 34746-6231

County Name: Osceola Contact Phone:

NOTIFIED AS:
SQG (100-1000 kg/month)

*RAAN N AN A N N

INSPECTION PARTICIPANTS:

Principal Inspector:  Rhonda Pace, Inspector

Other Participants:
st P I“‘J\W‘MM B e "*Mw

Submit for Approval

The final step in the inspection process is submitting the report for approval.
Clicking the link displays a warning message to remind the user to verify that
the correct Waste Activity codes have been indicated.

Windows Internet Explorer

L wWarning, please verify the State Inspection Waske Activity Recard reflects the current skatus of the Facility, Seleck Ok bo proceed or Cancel to modify
\'\) the Waske Ackivity Recard.

[ aK ][ Cancel J

Click “Ok” to proceed. The Inspector Submission Comments dialog box is
displayed. This feature allows the inspector to send final comments to the
supervisor regarding the submission of the document. At this time, the
comments are mandatory to complete the submission process. Upon
entering the comments, click “Submit” to finalize the submission process.
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Inspector Submission Comments

EHsubmit O cancel

Once comments are entered and the “Submit” link is clicked, the SWIFT
application checks for various mandatory items the inspection must contain
and returns any appropriate errors. Below is a list of possible errors that can
be returned. Each one will be addressed individually.

€ site inspection Comments Attachments Violations (0/5)

Activity Status: Submission Failed

« Atleast one inspection type is required.

« Principal Investigator signature is required for the Principal Investigator Rhonda Pace OR Please check no signature required prior to Submitting the
Inspection report for Approval

« Please add Representative as a Participant to the Participants List in Activity Overview prior to Submitting the Inspection report for Approval

(B Narrative Inspection  EView Report % Return to Activity Browser  EGEdit Ir i Er Submit for Approval

mFoHow Up Inspection BANCL  Ed|nformal Verbal Enforcement EdFormal Enforcement

[3 Add Participant
1 Recerd(s) found, displaying 1 record(s), from 1 to 1. Page 1/ 1.
Involvement Name Title Organization Signature Delete Edit
Principal Investigater = Rhonda Pace  Inspector Record 2]
) Meetings
[ Record Mestin
0 Record(s) found, displaying 0 record(s), from 0 to 0. Page 0 / 0.

) Electronic Communication

(B Record Electronic Communication
0 Record(s) found, displaying 0 record(s), from 0 to 0. Page 0/ 0.

() Phone Conversations

[BRecord Phone Conversation
0 Record(s) found, displaying 0 record(s), from 0 to 0. Page 0/ 0.

Submission Error Messages

Inspection Type Error
If the inspector did not indicate an inspection type on the Cover Page when
initiating the inspection, the “At least one inspection type is required” error

message will be returned. To correct this error, click on the “Edit Inspection”
link to display the Cover Page.
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() Inspection Type

Notified As: 500G (100-1000 kgimonth) Last Inspected As: LQG (>1000 kg/month), Transporter, Transfer Facilty, Used 0il
Notified As Date: 01/06/1993 Last Inspected As Date: 02122009
Cwnership Type
Fadiity Type b’ Inspection Type b’ (3 add Inspection Type Private
Federal
County
Municipal

In the Inspection Type section, add at least one inspection type by selecting a
“Facility Type” and “Inspection Type” from the appropriate dropdowns and
clicking the “Add Inspection Type” link.

() Inspection Type

Notified As: 5QG (100-1000 kg/menth) Last Inspected As: LQG (=1000 kg/imonth), Transporter, Transfer Facilty, Used Oil
Notified As Date: 01/06/1993 Last Inspected As Date: 02122009
Crwnership Type

Faciity Type v Inspection Type bt @Add Inspection Type Private

Federal
LQG (>1000 kg/month) Routine P

County
Municipal

Signature Error

If the Principal Inspector or any additional participants whose signatures are
required to complete the inspection have not signed the inspection report, the
error message “Principal Investigator signature is required for the Principal
Investigator Rhonda Pace OR Please check no signature required prior to
Submitting the Inspection report for Approval” will display. To correct this
error, click the “Edit Inspection” link and expand the Participants section.

) Participants

(B Add Participant
1 Recerd(s) found, displaying 1 record(s), from 1 te 1. Page 1/ 1.

Involvement Name Title Organization Signature Delete Edit

Principal Investigator | Rhonda Pace | Inspector Record 4]

Next to each of the participants is a “Record” link. Clicking this link will open
a Flash plug-in that has been fully integrated with the SWIFT application. If
for some reason the signature block does not display, check to make sure
you have an update version of Macromedia Flash Player installed.

= I= Fe) =
Session Handler Browser Library Bulletins Feedback Reminders (2) Open Activities (8) Admin

Osceola Auto Salvage - 93 - FLD984249284 Please sign on the line below, click Submit, then click Done. B Journal

Clear Submit

‘/Dane

|
Using the stylus on the Toughbook or the mouse on a desktop, sign the name

on the signature line. If you need to make corrections, click “Clear” and try
again. Once satisfied with the signature, click “Submit” and the signature will
be committed. Click “Done” to exit the signature block.
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Session Handler Browser ~ Library  Bulleins ~ Feedback  Reminders(2)  Open Activities (§)  Admin

Osceola Auto Salvage - 93 - FLD984249284 Please sign on the line below, click Submit, then click Done.

7N\

Signature Accepted

e T

=]
=
El
&

¥ Joumal

Representative Error

If the user has forgotten to enter a representative upon initiating the
inspection when the inspection is submitted, the error message “Please add
Representative as a Participant to the Participants List in Activity Overview
prior to Submitting the Inspection report for Approval” is displayed. To correct
this error, click the “Edit Inspection” link and expand the Participants section.

) Participants

1 Recerd(s) found, displaying 1 record(s), from 1 te 1. Page 1/ 1.

Involvemen t Name Title Organization Signature Delete Edit

Principal Investigator | Rhonda Pace | Inspector Record 4]

Follow the direction as detailed in the Participants section of the Cover Page
instructions.

Once all the errors are corrected, click the “Submit for Approval” link again.
Click “Ok” on the Waste Activity message box. Update the “Inspector
Submission Comments” if necessary and click “Submit”.

Upon successful submission, the BPEL process is engaged and an email
notification is sent to both the initiating inspector as well as the designated
approver. The email sent to the appointed approver contains the activity
information and a link to the BPM Worklist. For instructions on accessing and
using the Business Process Management tool (BPM), see Chapter 6 —
Business Process Management Tools. The status is updated to “Submitted”
and the “Site Inspection” activity screen is displayed
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Oscecla Auto Salvage - 93 - FLDSBA245284

racikeyDats ) Acwitien Viclationa Permits Links Commants Astschments

-

Upon approval, the inspection status is updated to “Approved” and the
inspection can be finished or reopened. The Finish Inspection process locks
the inspection from further edits, generates the final report, changes the
inspection status to “Closed” and submits the inspection report to Oculus for
posting. This also changes the status on violations within the inspection from
‘Pending’ to ‘Open.” Only facilities that have an EPA ID may be finished. If
the facility does not have an EPA ID, the inspector must wait until the facility
has been promoted before finishing the inspection. Once an inspection is in a
closed state, it cannot be reopened. However, an inspector can initiate a
Follow-up inspection.

Sitn Inapeetion Temmarmy

Activity Status: Approved

Once approved, the “Activity Status" is updated to "Approved” and the
*Finish Inspection” and "Reopen Inspection™ text links are enabled.

7N

18 View Regod v Reluen 1o Actiity Beows: @ Ficish heosction B Eoosn hisodetion

To finish an inspection, click the “Finish Inspection” link. A warning message
will display prompting verification to proceed and then click “OK.”

?r/ Are wou sure you want ko Finish the selected ackivity?
-

[ O ][ Cancel ]

The “Select Activity Result” dialog box will display. The significance of the
inspection is predetermined and the choice is displayed as the highlighted
option (“Major Out of Compliance” in the example below). The inspector may
override the defaulted significance by clicking the preferred option. Click
“Save” to commit the selection.
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Select Activity Result

In Compliance
Major Out of Compliance

‘Minor Qut of Compliance

Hsae Orancel

Activity Result:

The “Document Taxonomy” dialog box is displayed. Select the “Facility Type
from the drop down box. The subject line (that appears in Oculus) is
defaulted to “INSPECTION REPORT FINAL.” To the right of the subject line,
there is a text box where users may add text to the subject line. The subject
line cannot be longer than 60 characters in total. Once the taxonomy dialog
box is complete, click the “Save” link to finalize the inspection process. The
status of the inspection is now “Closed.”

Document Taxonomy

HAZARDOLUS WASTE GENERATOR (HWG) A
PERMITTED-COMSENTED T5D (PCTSD)

Facility Type: |[REGISTERED HAZARDOUS WASTE TRANSPORTER (RHWT)
REGISTERED USED OIL HAMDLER. (RUCH)
REGISTERED MERCURY HANDLER. (RMH) v

Taxonomy:

Subject: INSPECTION REPORT FINAL

Catalog:

Discovery_Compliance

Profile:

INSPECTION RELATED

Repository Document Type:

Restricted:

Hsae ©Ocancel

An inspection can be reopened prior to closing (clicking the “Finish
Inspection” link) by clicking the “Reopen Inspection.” Doing so will change
the inspection status to “Open.” Once the necessary edits have been made,
the inspection will need to be submitted for approval again.

) site Inspection Comments Attachments Violations (0/1)

Aft{‘f'itv Details Once approved, the "Activity Status" is updated to “Approved" and the
Activity Status: Approved <=—————= "Finish Inspection" and "Reopen Inspection" text links are enabled.

Actions /\

8 View Report % Retumn to Activity Browser B® Finish Inspection B4 Reopen Inspection

58



Upon clicking the “Reopen Inspection” link, the user is prompted to confirm
this action.

A %
“?f} Are you sure you wank to re-open the selected Activity? Daing so will require ta re-submit the Inspection!

Clicking “Ok” will direct the user back to the Activity Browser page and
changes the Inspection Status to “Open” (see Site Inspection ID 77 in the
graphic below). From this point, clicking the “Select’ link will open the Cover
Page of the inspection.

&) compaance Enforceme ot Legacy Ao Document Management

,,,,,,,

A disapproved inspection will return to an “Open” status to allow the user to
make edits and resubmit.

6.3.1.2 Follow Up Inspection

Follow-up Inspections may be performed upon the finishing of an Inspection.
The initiating inspection MUST be in a “Closed” status before the option of a
follow up is allowed.

1. Toinitiate a follow-up inspection, select the “Closed” inspection from
the Activity Browser page.

&) Compliance Enforcermen t Legauy Areas Document { Management t

4 d, dlaplaying (), from a
D Hara Opement By Upened TR sahs  Aesul |.I|T:%":3n wapecion hooort | Select | Delete
LEE] DLRSE000 | facesnoa | Cleaed Womwy Salest [r.3
11884 082672008 e View | Sglest | 08
11885 varie2008 o view | Seles | (8
11588 Darta2008 ten Vigw' | Solect | 8
12001 Ste kwecton var25/2008 e view | Seles | (8
R % % e L.
) Leascy Ste Inspection
2 Record(s] lourd, dglaying 2 record(s), fram 1 to 2. Page 17 1,
D Hame Opened By Jpened | Chesd  sus  Mesull |.I|r:;l.§:3n ey Seiect  Delets
Legasy Sts baperson Harris, John DIAAZ005 01133005 Choasd A ol o1 Seleet ]
Comgaance

2. The Inspection Overview page is opened.
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) site nspection Comments Atsschments Vislations (5]

n"allnw'.'n-ns:cilon EINGL  Efomal Vel Enforcement  B3F simal Enforcemont

2 e 4 ing 2 dl
I Name Tetlm Qrganization Signature Delete  ban
A
P — o
Meetmy
B eco Mestiog
found, disolayng f
Blectronic Commanication
BB fiscond Elsstranic Ga
cord(s d g O res [
) Pnone Conversations
@ Record Phone Comsisation
disciaying 0 record m

3. Click the “Follow-Up Inspection” link. The inspection Cover Page is
displayed. Follow the directions as previously instructed on Site
inspections. (Chapter 5, Section 5.3.1.1)

4. When viewing the Activity Browser, follow-up inspections are linked by
the activity ID located in the first column of the data array. The fourth
column from the right “Initiating Inspection Id” displays the original
inspection ID linked to the follow-up inspection.

) Compliance Enforcement Legacy Areas Document Management

Initiate Activities
3 [BRecord Phone Call  B3Record Meeting (B Record El ic C

Facility Activities
) site Inspection
7 Record(s) found, displaying S record(s), from 1to 5. Page 1/ 2.

Opened Closed tetng

D Hame Opened By ity imniy Status Result \nsp‘ert".iion V'";‘;'::L‘gn ‘":z:‘r‘:’" Select  Delete
12100 Ste Inspection Cushard, Todd 02/05/2009 Open View lect 2]
12213 Sie Inspection Pace, Rhonda 02/13/2009 Open 12210 Select View Select 7]
12210 Ste nspection Pace, Rhonda 02122009 021132008  Closed View Select =1
11902 Ste Inspection Pace, Rhonda 01/312009 | 021032009  Closed View Select 2]
920000001 Site Inspection Pryor, Vincent 02/11/2009 Open View Select 1.1

K €< 2 3 3 =

6.3.1.3 Editing an Inspection

In some instances, an inspection may need to be edited prior to submission.
Only inspections with an “Open” or “Submission Failed” status can be edited.

5. To edit an inspection, navigate to the Compliance tab within the
Activities section of the Handler Browser. A listing of all the
compliance activities created will be displayed.
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) Ccompliance Enforcement Legacy Areas Document Management

Initiate Activities
@ [BRecord Phone Call [ Record Meeting  BRecord Communication

Facility Activities
) site Inspection

7 Record(s) found, displaying 5 record(s), from 1 to 5. Page 1/ 2.

Opened Closed INtSting |\ voting | Inspection
D Name Opened By Fo e status Resut | INSPECOn | pcoion Report | SeCt  Delete
12100 Site Inspection Cushard, Todd 02/05/2008 Open View Select ]
12213 Site Inspection Pace, Rhonda 02112/2009 Open 12210 Select Select 2
12210 Site Inspection Pace, Rhanda 02112/2009 | 02/13/2009 | Closed Uior Outot View Select [
Compliance
11902 Site Inspection Pace, Rhonda 017312009 | 020372009 | Ciosed Maprihutor View Select 7]
Compliance
920000001 Site Inspection Pryor, Vincent 0211112008 Open View Select el
%) (<% € z| @ B E

6. Click the “Select” text link within the inspection record that requires
editing.

&) site mspection Comment s Aftachments WVicdstions {375)
Activity
(B piarrativ gectipn  [View Regot v Retwn to Actiity Drawser B Inspection  EWSubend for Appeoea
Brallow Up Inspecton BNCL  @inlomal Vol Eforcoment— B3Fonmal Erforcament
(3 £dd Panicipant
1 Record(s) found, displaving 1 record(s), fram 1to 1. Fage 1/ 1.
Title  Organizstion Signature Deiete  Edit
Agcord =]
(BRecord Mesting

cordis) found, displaymg fram @ g
) Phane Con o
Brscon
il ol ng 0 a cl

7. Click the “Edit Inspection” text link. The checklist cover Page for the
selected inspection will be displayed. Make any changes necessary to
the cover Page and click “Next.” If there are no changes to the cover
Page, click “Next” to continue through to the checklists. Continue
working the checklists as explained in the “Site Inspection” section of
this manual.

6.3.1.4 Record Phone Call

Additional actions available in the Compliance Activities section are Record
Phone Call, Record Meeting and Record Electronic Communication. These
activities allow users to document phone calls and meetings pertinent to a
facilities compliance status or that generate information helpful when
performing future inspections. These activities are initiated by clicking the
appropriate icon.

Initiate Activities
@ Inspection 3 Record Phone call 3 Record Meeting B Record Electronic Communication
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Record Phone Call collects the date of the event, the type of call (incoming or
outgoing), a phone number and a subject. The subject field is similar to a
comment field and allows a user to record the information collected during the
event. To record a phone call, click the “Record Phone Call” link and enter
the necessary information. All fields are mandatory.

The Phone Conversation section has two additional tabs that are disabled
(grayed out). Once the fields on the Phone Conversation screen have been
saved, the Comments and Attachments tabs will be enabled. To add
Comments and/or Attachments, please refer to Chapters 9 Comments and
Chapter 10 Attachments for full instructions. In addition to the Comments and
Attachments tabs, a fourth tab, Violations, is now displayed. Clicking on the
Violations tab displays a listing of all violations the facility has been cited.
Clicking on a Violation within the listing will display the details of the violation
and, if the violation is in an “Open” state, provide the opportunity to resolve
the violation. For more information on resolving violations, please refer to
Chapter 7, Section 7.2 Resolving Violations.

&) Pnone conversation

Phone Conversation
Date: |02/13/2009 |

call Type: @ Incoming O Outgoing

Phone Number:

Subject:

)

ae  @Cancel

Once a phone conversation has been saved, the activity will be displayed with
an “Open” status in the Compliance tab lists of activities. To close an open
Phone Conversation, select the activity by clicking the “Select” text link. Once
inside the activity, click “Finish.” The status is changed to “Closed” and no
edits can be made to the activity.

&) Phone Conversation Comments Attachments Violations (3/5)

Phone Conversation
Date: |02/13/2009

@ Incoming O Outgainy
call Type: bt

Phone Number:

Subject:
TEST

Hsae ©Ocance  DFinish
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A history of all the Record Phone Calls for that facility is displayed in a
collapsible section on the Compliance Tab.

& compance Enforcement Legacy Areas Document Msnsgrment

Initiate Activities

Binspocron  DEscord Prone Call - BRecond Mesting B Rscond Electronic Communication

Faciity Activities

[ d, & recard(; "
Inisiating
opened Closed i, Imtiasng  imspection o "
n Mame: Opered By Date s Statun Resul |lll|>|r;.| iapection  hoport| | Selest  Delel
100 [ oames | Oges g Salag "]
1 sieg Ligw Sgleg =
i e, Fno Wimw Sglegy -]
Pace, RRand imw Selec -]
82400200 Poyee, Vieces " Sl o
It < < B
) Legacy se Inapection
2 Record(s) found, displaying 2 record(s), from 1to 2. Page 1/ 1
Initiating
Opered Clesed wi T
o Hane Opmnent By = e Statun [ P cecton Suh D
o, o e Salnc
DINTE00E | OWTRI05  Clowed slsct Sslegt
ed (),
o - Dypmrsed Clesod - —
e Opened by ‘Bate i us. . Select
12105 Phose Comvenstion Pryor, Vicert 02052008 | 0IMST008  Closed Eompiete Select ]
1z Frioss Cosversaten Paca, Ahanas oM ) Select =]

0 Bectronic Communiation

Ho Elcions Commenicatin Actits fond
) e

3 informal Verbal Endorcement

Ho I zemal Veral Entzrcament Acties found

6.3.1.5 Record Meeting

Similar to Record a Phone Call, Record Meeting activity collects the date,
location and subject of a meeting. To record a meeting, click the “Record
Meeting” link.

€) meeting
Meeting
02/13/2009 ]
Date:
Location:
Subject:

2]

Sae  Ocancel

As with the Record a Phone Call, the Comments, Attachments and Violations
tab will be enabled upon saving the meeting activity.
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Once a meeting activity has been saved, the activity will be displayed with an
“Open” status in the Compliance tab lists of activities. To close an open
meeting, select the activity by clicking the “Select” text link. Once inside the
activity, click “Finish.” The status is changed to “Closed” and no edits can be
made to the activity.

) meeting Comments Attachments Violations (3i5)
Meeting
02/13/2009 =
Date:

Location: Test
Subject:
Test

Hsae Ocancel DFinish

A history of all the Record Meetings for that facility is displayed in a
collapsible section on the Compliance Tab.

) compliance +  Enforcement Legacy Areas Document Management

Initiate Activities

(3 [BRecord Phone Call  [BRacord Mesting (3 Racord Electronic Communication

Facility Activities
() site Inspection

7 Record(s) found, displaying 5 record(s), from 1 to 5. Page 1/ 2.

Initiating | .
Opened Closed Initiating  Inspection
D Name Opened By e i Status BascttHiomgeston | o B | SRR S| setort | Dot
12100 Ste nspction Cushard, Toda 0210572008 open view Select £
12213 Site Inspection Pace, Rnonda 0211372008 Open 12210 Select View Select e
5 _ Minor Out of
12210 Sie Inspection Pace, Rhonda 0211272008 | 021132008 | Closed View Select £
Compliance
11902 Site Inspection Pace, Rhonda 01/31/2009  02/03/2009 | Closed Meuor Ut or View Select e
Compliance
920000001 Site Inspection Pryor, Vincent 0211172008 Open view Select 2
K €% < AR
€ Legacy Site Inspection
2 Record(s) found, displaying 2 record(s), from 1 to 2. Page 1/ 1.
Initiating
Opened Closed Initiating
D Hame Opened By o e Status Result | Inspection nipccul,  Select | Deiete
694 Legacy Site Inspection Harris, John 01132005 O1M3/2005  Closed Man el Select ]
Compliance
695 Leoacy Site Inspection Harris, John UIM7/2006 | D1/17/2008 | Closed e 85 Select  Select
ompliance
) Meeting
1 Record(s) found, displaying 1 record(s), from 1 to 1. Page 1/ 1.
Opened Closed
D Name Opened By il o Status Result | Select Delete
12215 | Mesting Pace, Rhonda 021372008 Open Select 24

) Phone Conversation

() Electronic Communication

No Electronic Communication Activiies found
© ncL

No NCL Activities found
) Informal Verbal Enforcement

Ho Informal Verbal Enforcement Activities found
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6.3.1.6 Record Electronic Communication

Similar to Record a Phone Call and Record Meeting, the Record Electronic
Communication activity collects the date, recipient’s name, sender, subject
and message of any type of electronic communication including faxes and
emails. To record an electronic communication, click the “Record Electronic
Communication” link.

&) Electronic Communication

Electronic Communication

02/13/2009
Date:

Recipient:

Sender:

Subject:

Message:

dsave @cancel

2}

As with the Record a Phone Call, the Comments, Attachments and Violations
tab will be enabled upon saving the electronic communication activity.

Once an electronic communication activity has been saved, the activity will be
displayed with an “Open” status in the Compliance tab lists of activities. To
close an open electronic communication, select the activity by clicking the
“Select” text link. Once inside the activity, click “Finish.” The status is
changed to “Closed” and no edits can be made to the activity.

&) Etectronic Communication Comments Attachments Violations (35)

Electronic Communication

02/13/2009 |

Hsae Ocancel Finish

|
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A history of all the Record Electronic Communications for that facility is
displayed in a collapsible section on the Compliance Tab.

) compsance Enforcement Legacy Areas Bocument Mansgement

home Call  GBRecord Mesting BB Rucerd Electroms Communsatn

] Harrse: Opened By

R B 2 R E

K o € ¥ouoM

) Legacy Sne inapection

] Hame Opened By

O weL

£ wtormal Verbal Enforcement

indormal Veroel Endorcement &cvites found

6.3.2 Enforcement Workflow
Enforcement is a process of bringing an out of compliance facility back into
compliance. Enforcement occurs when a facility is cited for at least one violation or
the inspector recommends enforcement for other determining factors. Enforcement
is categorized to be either “formal” or “informal.”

6.3.2.1 NCL
Users are able to generate a Non-Compliance Letter (NCL) as a result of an
inspection regardless of the inspections status. In addition, users have the
ability to update violations and/or resolve any open violations as a result of
the facility’s response to the letter. An NCL is considered “informal”
enforcement.

To issue a Non-Compliance Letter within the Compliance activity, select an
inspection from the “Facilities Activity” list. The inspection activity may be in
status.
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) compliance Enforcement Legacy Areas Document Management

Initiate Activities

(Binspection  (BRecord Phone Call  (BRecord Mesting (B Record Electronic Co ion
Facility Activities
©) site Inspection
7 Record(s) found, displaying 5 record(s), frem 1 to 5. Page 1/ 2.
Initiating
) Name Opened By Og:;‘:" C'Ef;:" Status Result  Inspection |r:1|s:¢(:ltri‘§n r":::)'r‘;’" Select  Delete
D
12100 Sie Inspection Cushard, Todd 0200512009 Open view Select e
12213 Ste Inspection Pace, Rhonda 0211312008 Open 12210 Select View Select "]
12210 Stte Inspection Pace, Ronda 021212009 | 02M13/2008 | Closed !:ﬂf;lg:tcif View Select >
11802 Site Inspection Pace, Rhonda 01/31/2009 | 02/03/2008 | Closed !:ﬂ,g:;f View Select B
920000001 Sie Inspection Pryor, Vincent 0211112009 Open view Select v
K %% € 2| B 3 =
i “Select” text link to view the Site | ti ilabl ti
Click the “Select” text link to view the Site nspection avallable actions.
&) site Inspection Comments Attachments Viclations (3]
Activity Status: Open
(Bplarative spection  ElyiewRegot  v/Ratumto Actiity Drowser  BAGit nspection  EWSubend for Agpeoral
BFalign Up mspeston  B3HGL  @inlomal Vol Evforcement  E3F armal Erfurcoment
(8 £dd Panicgant
1 Record(s) found, displaying 1 record(s), fras Fage 1/ 1.
Involvement Hame Title Organization  Signature  Deleta  Edit
Princioal ivestigator  Todd Cushand | inspecter B
£} Meetings
[BRecord Mesting

© Record(e] found, displaying 0 recard(s), from O to 0. Page 0./ 0.
) Llectron Communecation

0 Record(s) found, displaymng O record{s), from 0 to 0. Page 0/ 0.
) Phone Conversations.

0 Record{s) found, disglaymg O record Page 0/ 0.

Brecor )

onig Communic.

B gecord Prons Gomorsatian

The enforcement actions that can be initiated against the inspection include
“NCL,” “Informal Verbal Enforcement” and “Formal Enforcement.” To begin
the NCL activity, click the “NCL” link and the screen below will display.

Osceola Auto Salvage - 93 - FLD984249284

) Issue Non-Compliance Letter Comments Attachments Vialations (3/5)

Non-Compliance Letter Detail
Description:
Tracking No. (Optional):
& View Initiating Site Inspection

Assigned Document
3 Add Document
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Event Dates
Mo events have been added to this NCL. Please select an event below

Available Events
Hame

Reviewsd
Sent
Drafied
Sentfo OGC
Received from OGC
Sent to EM
Approved by EM
Sent to DD/WPA
Approved by DD/WPA

Response Reosived

® Joumal



In the “Non-Compliance Letter Detail” section, the user may choose to enter
in a description (optional) and a tracking number (optional). Also, a link to
review the inspection is provided.

Events within the NCL can be manually tracked by clicking the “Add” link next
to the “Available Event” in the “Event Dates” section. Doing so displays a
popup window with a calendar to associate a date with the chosen event. To
select the date, click the calendar icon to display a calendar and to select
dates or manually enter in the date.

Add Event

Event Name: Reviewed

Date: =

Hsae ©cancel

Click “Save” to commit the date.

When dates are added to available events, these events are removed from
the list of “Available Events” and moved to the “Existing Events” section.
Deleting any of these events will add them once again to the “Available
Events” section. Certain events are system generated such as “Submitted
Approval” and “Approved” among others.

Event Dates
Existing Events

Name Date Delete

Reviewsd 02/11/2002 m
Available Events
Name Action
Sent Add
Drafted Add
Sent to OGC Add
Received from OGC Add
Sent to EM Add

Approved by EM Add
Sent to DDAWPA Add
Approved by DD/WPA Add
Response Recsived Add

Response Dus add

When a final version of the NCL is completed and is ready for supervisor
approval, the document will need to be uploaded in the “Assigned Document”
section. Only one document can be assigned as the NCL. If edits need to be
made before the document is submitted, delete the currently assigned
document and re-assign the modified document. Future releases will allow
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the document to be edited. Edits to the “Assigned Document” can only be
made if the document has not been submitted or the document as been

submitted and subsequently “Not Approved.”

Assigned Document
[ Add Document

To assign the NCL letter for submission for supervisor approval, click the
“Add Document” text link. The “Add Attachment” dialog box is displayed.

Add Attachment

De=cription:

Attachment Upload

File Uploaded:

Enter the Description (mandatory field) and click the browse button to locate
the document. Once highlighted, click “Upload.” The “File Uploaded” bar will
show 100% when the file has been uploaded. Click “Save” to complete the

attachment.

Add Attachment

Description: MCL

Attachment: Browse. . Upload

File Uploaded: Smonth5.jpg
100 %a

Hsae Ocancel

Once the document has been assigned and the event dates added, the NCL
can be submitted (through the BPEL) process for approval. From the “Submit
for Approval” dropdown list, select the appropriate authority to approve the
NCL and click “Submit.”

Submit for Approval

SUP; Supervisor h E'F.zilSubrﬂi'[

DD: District Director

WPA: Waste Program Administrator
OGC: Office of General Counsel
RCRAPA

EM: Environmental Manager
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The BPM process is initiated (refer to Chapter 6 Business Process
Management Tool for instructions and workflow). After the submission, the
“Submit” link becomes disabled to prevent the “Assigned Document” from
being submitted multiple times. If the document is subsequently “Not
Approved,” then the “Submit” will be enabled.

The Assigned Document information will display as a record and the “Add
Document” link is disabled. A new field called “Document Date” is enabled.
This date is directly beneath the Tracking No. and is mandatory for posting to
Oculus. The document can now be submitted to the Document Repository
(Oculus). Click the “Post” text link in the “Post to Document Repository”
column. Once submitted, the date of submission will appear in the “Date
Posted” column.

Comments Aftachments Vickations [¥5}

Hame Datle Delute

Arvewen 0211:2008 [r.]

B Ve Indrateng Site Inspoction il Events

@Bagg pocument

View  Author Date  Description Delete  Fostto Document Repository  Date Posted

A UL

8 |PACERD ozi3a008  NEL 2 Bast

P2 Superdsr w7 sunm

EEEEE

Hsae Doancel  CFinish

If the Document Date was not entered prior to clicking “Post,” the following
error will display.

=) a I - & - »
o Nancher rownar LRy Dusenra Teedcecs Barenders i) Opan Acueries (V1 L
Oncecla Auto Salvage -3 - FLD984249234 B sl

0 mnsm Ron Comglancs |Lemar Crmmasrs Anscremeses Vasmamcna (15}

View  Aumir  Deim Descipbon Delte  Fest i Docussed Repon) pasting 1o the repasitary

(=]
£
EEEEEEE]

0P G I e

i
i
34 1

i
{
Y
;

Wazs Ofmcs Dy

Click the “Close” button and enter a date in the Document Date field either by
manually typing it in or opening the calendar feature and click “Post” again.
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The “Document Taxonomy” dialog box is displayed.

Document Taxonomy

HAZARDOUS WASTE GENERATOR. (HWG) A
PERMITTED-COMSENTED TSD (PCTSD)

Facility Type: |REGISTERED HAZARDOUS WASTE TRANSPORTER (RHWT)
REGISTERED USED OIL HANDLER. (RUGCH)
REGISTERED MERCURY HAMDLER {(RMH) b

Taxonomy:

Subject: HOH-COMPLIANCE LETTER

Hazardous Waste
Hazardous Waste_Restricted

Catalog:

Discovery Compliance
Administrative

Profile: |Enforcement_Legal
Authorization_Source
Fiscal

MISCELLAMEQUS -~

MOMITORING PLAMS AND REPORTS RELATED
Repository Document Type: |[lo/floe]b SR o= =W )=

OUTGOING CORRESPONDEMCE

PERIODIC SITE REPORTS b

Restricted:

[Hsae @ cancel

From the drop down lists, select the “Facility Type.” The “Taxonomy” is
defaulted for the NCL document. Optionally enter text to be added to the
subject line. Select the “Catalog,” “Profile,” and “Repository Document Type”
appropriate for the NCL letter assigned. Click “Save” to commit the document
to the repository.

Upon clicking “Save,” the date is added to the document record to indicate
that the document was submitted to Oculus and the “Submit” link is disabled
to prevent the document from being submitted multiple times.

Assigned Document
[3 Add Document

View  Author Date Description Delete Postto Document Repository  Date Posted

[© | PACE_RD | 02122008 | NCL L1 Post 02/13/2009

Other activities that can be generated from within the NCL include adding
comments and attachments (refer to Chapters 9 - Comments and Chapter 10
- Attachments for instructions). Multiple drafts of the NCL and any additional
documentation may be attached to the NCL activity by clicking on the
Attachments tab and clicking the “Add Document” link.
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Comments can be manually added and comments added through the BPM
process are systematically added. Violations can also be viewed and
resolved from within this activity. For instructions for resolving violations refer
to Chapter 7 — section 7.2 Resolving Violations.

Upon approval of the NCL letter, the status changes to “Approved”. A history
of all the NCL activities recorded for the facility appears in the NCL collapsible
section on the Compliance Tab.

) compliance Enforcemen: it Legacy Areas Dovument Managemen| it
Initiate Activities
Blnspection BRecord Phone Cal  (BRecord Mesting  [BRecord Electronic Commuynication

7 Recurd: d, di ping § 5. we 1
""""" Inisting  Inspection
] Marme Cprened By Resull Insprecti Inspeetio RAepant Select Delete
12100 Yiny Snlect .}
1221 0 Selact is Zalecl =
—_— Wieer Ot ot o P
1221 i g Select =]
: Unjer Out af o
130z Compla s o
SI0CECC0 Pryur, Vincend e lect [~}
I 4 L ¥ »
€0 Legscy Site inspection
) Meeting
() Pnone Comarsation
) wectronsc Communication
(= -0
ord({s) d, displaying 1 record(s}, from Lto 1. Page 1/ L
Opered  Closed IUABT itiating
" Hamn Opened By ey iy Statun Aesult Iupl:]nllm e Desere
17 Issue Ni Lel Pace, RS 211372008 Coem 12100 Sclect Selec ]

) intormal Verbal Enforcement

N informal \erbal Enforeement Astities Tound

This opens NCL activity. Click on the “Add” link next to the Issue event from
the list of “Available Events” to manually add the date of issuance of the NCL
to the facility.

6.3.2.2 Informal Verbal Enforcement (IVR)

Informal Verbal Enforcement activities function exactly like a NCL. This
activity provides an area for inspectors to indicate additional non-written
communication between inspector and facility.

€ Informal Verbal Enforcement Comments Attachments Violations (3/5)

Event Dates
Mo events have been added to this activity. Please select an event below.

Informal Verbal Enforcement Detail

Description:

Tracking Ho. (Optional): Available Events

% View Initiating Site Inspection feme Action
Closed Add
Assigned Document
[ Add Document
ave
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6.3.2.3 Tracking Activity

1. To open a tracking activity, first open the inspection that has prompted the
Formal Enforcement activity by clicking the “Select” link from the “Activities
list.

C) Compliance Enforcement Legacy Areas Document Management

Initiate Activities

mlnsgectinn [BRecord Phone call  [BRecord Mesting [ Record Electronic Communication

Facility Activities
) site Inspection

7 Record(s) found, displaying 5 record(s), from 1 to 5. Page 1 / 2.

Opened Closed Initiating Initiating  Inspection
1] Name Opened By Dot Date Status Result Inspﬁ?lon Inspection Réport Select Delete
12100 Site Inspection Cushard, Todd 02/05/2008 Open View Select £
12213 Site Inspection Pace, Rhonda 02/13/2009 Open 12210 Select View Select [£.1]
12210 Site Inspection Pace, Rhonda 02M2/2008  02M3/2008 | Closed Hinor.oubof View Select v
Compliance
i § Major Out of .
11902 Site Inspection Pace, Rhonda 01/31/2008 02/03/2009 Closed View Select 1]
Compliance
920000001 Site Ingpection Pryor, Vincent 02/11/2009 Open View Select ]
K| 24 £ 2 | 3 B BB
&) site mspection Comments Attachments Viclations (3]
Activity Status: Open
(Bplarative nspection  ElyiewRegot  v/Ratumto Actiity Drowser  BAGi Inspection  EWSubend for Agpeoal
BFalign Up mspeston  B3HGL  @inlomal Vol Evforcement  E3F armal Erfurcoment
[ Add Panicipant
1 wecord(s) found, displaying 1 recardis), fram 1to 1. Fage 1/ 1.
i Name Title  Organizstion Signature Deiete  Edit
Princigal ivestigater  Todd Cushard | nspecicr aecord B
£} Meetings
(B Record Mesting

© Record(e] found, displaying 0 recard(s), from O to 0. Page 0./ 0.

) Llectron Communecation

0 Record(s) found, displaymng O record{s), from 0 to 0. Page 0/ 0.

) Phone Conversations.

0 Recordis) found, displaymng O record{s), from 0 to 0. Page © / 0.

3. Click the “Formal Enforcement” text link to open the Tracking activity. The
user is prompted to confirm the state inspection result. The defaulted
result is highlighted in dark blue. To change, click the new status to
highlight and click “Save” to continue.

select Activity Result

In Compliance

Activity Result:

Save eCanceI
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4. From within the tracking activity, there are a number of actions the
inspector can initiate. The “Finish Date” is a required field and must be
entered before any action can be initiated. Below is an explanation and
instructions on each action.
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SWIFT Hazardous Waste v1.3.1

Welcome Rhonda Pace
2 @ a B = :

Session Handler Browser Library Bulletins Feedback Reminders (2)

Admin

Osceola Auto Salvage - 93 - FLD984249284 @ Joumal

€) Enforcement Tracking - Comments  + Attachments * Violations (3/6)

Drcancel
Q Activity Information

Facility: Osceola Aulo Salvage
Activity:  Enforcement Tracking Activity
Date Opened: 02M2/2008
Status: Open

0OGC Case Humber:
Finish Date: :l =]
£ Activity Actions
[ciose Without Enforcement  (Close With Enforcement
) Facility significances

(B create Facility Significance Entry

O Assign Violations

Available Violations (Assign a violation to this Enforcement Tracking activity by clicking on the appropriate violation from the list below

Opened Date Cited Date Facility Area Status Significance Checklist Section ‘Question Number Resolved Date
02122009 02/12/2009 Open Minor
02/12/2009 02/12/2009 Open Minor Universal Waste Batteries. 36.10

2 Record(s) found, displaying 2 record(s), from 1ta 2. Page 1/ 1.

() Related Activities

3 Record(s) found, displaying 3 record(s), from 1 to 3. Page 1/ 1.

Opened Closed
] Name Opened By e i Status Resuit Edit
12218 | Informal Verbal Enforcement Pace, Rhonda 0211272008 Open Edit
12217 | lssus Non-Compliance Letier Pace, Rhonda 021132009 Open Edit
12100 Site Inspection Cushard, Todd 02/05/2008 open Major Outof | o
Compliance

() site Inspections

mlnﬁgection
0 Record(s) found, displaying 0 record(s), from 0 to 0. Page 0/ 0.

g Documents

(3 Add Document
0 Record(s) found, displaying 0 record(s), from 0 to 0. Page 0/ 0.

) Mestings

(3 Record Meeting
0 Recerd(s) feund, displaying 0 record(s), from 0 te 0. Page 0/ 0.

() Electronic Communication

(B Record Electronic Communication
0 Record(s) found, displaying 0 record(s), from 0 to 0. Page 0/ 0.

9 Phone Conversations

[} Recard Phone Canversation
0 Recerd(s) found, displaying 0 record(s), from 0 to 0. Page 0/ 0.

DEP Home | About DEP | DEP Programs | Contact DEP | Site Map

Bob Martinez Center
2600 Blair 3tone Road
Tallahassee, Florida 32399-2400
850-245-2118 {phone) / B50-245-2128 (fax)

Hazardous Waste 1.3.1 (DEP Bets)
Updated on 200§0212-130733
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5. The Enforcement Tracking activity consists of 9 sections: “Activity
Information,” “Activity Actions,” “Assign Violations,” “Related Activities,”
“Site Inspections,” “Documents,” “Meetings,” “Electronic Communications”
and “Phone Conversations.”

6. The Activity Information section consists of the facility name, activity type,
date opened, and status. These fields are pre-populated and cannot be
altered. Two additional fields available for user entry are “OGC Case
Number” and “Finish Date.”

7. The Activity Actions section allows the user to either close a case with
enforcement or without enforcement. Clicking on the “Close Without
Enforcement” link will close the tracking activity without requiring any
further action. The status is changed to “Closed” and the result is “Closed
Without Enforcement”. Clicking the “Close With Enforcement” link will
close the tracking activity without requiring any further action. The status
is changed to “Closed” and the result is “Closed With Enforcement.”

Very Important: All assigned violations MUST either be ‘Marked as Deleted’
or ‘Resolved’ prior to closing with enforcement or closing without
enforcement.

Compliance () Enforcement Legacy Areas Document Management

3 Record(s) found, displaying 3 record(s), from 1 to 3. Page 1/ 1.

Opened Closed

Date Date Status Result OGC Number Select Delete

1D Name Opened By
Closed
12218 Enforcement Tracking Pace, Rhonda 02/13/2008 02/13:2009 Cloged Without Select L]
Enforcement

]

elect 1]
elect 1]

12198 Enforcement Tracking Skinner, Chris 02/11/2008 Open

tn

85 Enforcement Tracking Harris, John 01/13/2005 Open

8. In the Facility Significance section, user’s can designate the facility as a
Federal SNC. The significance can be changed from SNY to SNN or the
entry can be “Marked as Deleted” or (once marked) can be “UnMarked as
Deleted.” Comments are required for both of these actions.

() Facility Significances

[3 Create Facility Significance Entry
2 Record(s) found, displaying 2 recerd(s), frem 1 to 2. Page 1/ 1.

Locale Significance Created By Reason Date Day Zero Date Marked as Deleted Facility Significance Comment

FEDERAL SNN Pace, Rhonda Facility in negotiatens 02113/2009 02/03/2009 Mark as Deleted Edit

FEDERAL SNY Pace, Rhonda | Facility major out of compliance and unwiling to correct the issues.  02M3/2008 02/03/2009

9. Clicking the “Create Facility Significance Entry” link in the upper right hand
corner of this section opens the “Facility Significance” dialog box. The
“Day Zero Date” is pulled from the initiation inspections start date and the
“Significance” is defaulted to SNY. “Significance Reason” is a mandatory
field. After typing in the explanation, click “Save” to add the entry.
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Facility Significance

Day Zero Date: |02/03/2009 =
Significance: gy
Significance Reason:

Facility in digrepair

Esave Ocancel

10. Clicking the “Create Facility Significance Entry” link again will change the

“Significance” to a SNN and will require comments.

Facility Significance

Day Zero Date: |02/03/2009 E
Significance: SNN
Significance Reason:

Facility in negotiatons

save O cancel

11.The Assign Violations section allows the inspector to have immediate

access to the violations, which may have caused the facility to go into
enforcement and be provides the ability to assign one or all violations to
the enforcement activity.

() Assign Violations

Available Violations (Assign a violation to this Enforcement Tracking activity by ciicking on the appropriate violation from the list belowr)

Opened Date Cited Date Facility Area Status Significance Checklist Section Question Humber Resolved Date
0241212009 021212008 Open Minor
0241212009 021212009 Open Winor Universal Wastz Batteries. 36.10

2 Record(s) found, displaying 2 record(s), from 1 to 2. Page 1/ 1.

To assign a violation, click on the record within the Available Violations
listing. The violation(s) is now assigned. To ‘un-assign,’ click the violation
in the Assigned Violations and it is removed and re-displayed in the
Available Violations listing.

() Assign Violations

Available Violations (Assign a violation to this Enforcement Tracking activity by clicking on the appropriate vislation from the list belowr)

Opened Date Cited Date Facility Area Status Significance Checklist Section Question Number Resolved Date
02/12/2009 02/12/2009 Open Minor Universal Waste Batteries. .10

1 Record(s) found, displaying 1 r

from 1to 1. Page 1/ 1.

Assigned Violations (Remove an assigne n from this Enforcement Tracking activity by clicking on the appropriate violation from the fist below)

Opened Date Cited Date Facility Area Status Significance Checklist Section Question Humber Resolved Date
02112/2009 02112/2009 Open Minor

1 Record(s) found, displaying 1 record(s), from 1 to 1. Page 1/ 1.
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12.Related Activities is a complete listing of all activities associated with the
inspection. This list also provides an “Edit” link to allow the user to update
any activities from within the tracking activity.

) Related Activities

2 Record(s) found, displaying 2 record(s), from 1 to 2. Page 1 / 1.

D Name Opened By 05‘;::" Cloace

e Status Result Edit

695 Legacy Site Inspection Harris, Jonn 01/17/2006  01A72006 | Closed n Edit
Compliance

Minor Qut of

894 Legacy Site Inspection Harris, John 011372005 | 01432005 | Closed
Compliance

m

dit

13. An inspection can be initiated from within the Enforcement tracking
activity. Click “Inspection” button and follow the instructions previously
provided for conducting an inspection (see Chapter 5 Section 5.3.1.1 Site

Inspection).

) Sitw I pecsion:

3 espectan

0 Aecort(s) found, fsplaying 0 recoed(s), frem 0 to 0. Page 0 /0.

14.1n the Document section, users can add pertinent documents by clicking
the “Add Document” link. Refer to Chapter 5 Section 5.3.5 Document
Management for detailed instructions on adding documents.

£} Documents

B £ Document

0 Record{s) found, displaying 0 record(s), from 0 to 0. Page 0/ 0.

15. The remaining sections, “Meetings”, “Electronic Communications” and
“Phone Conversations” operate the same as on other levels of the
application. See Chapter 5 Section 5.3.1.4 Record Phone Call and
Section 5.3.1.5 Record Meeting and Section 5.3.1.6 Record Electronic
Communication for full instructions on performing these actions.

) meetngs

B ecord Masting

16. Other actions that can be performed from within the tracking activity are
Adding Comments, Adding Attachments and Resolving Violations. These
events can be initiated by clicking the appropriately labeled tab to the right
of the Enforcement Tracking tab.

) Enforcement Tracking Comments Attachments Violations {3/5)

Comments and Attachments operate in the same way as in other levels of
the application. See Chapter 9 Comments and Chapter 10 Attachments
for full instructions on adding comments and attachments.
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6.3.2.4 Resolving Violations

6.3.3

6.3.4

Violations can be resolved from within an Enforcement Tracking, Document
Management and an NCL activity (among others). For detailed instructions on
resolving violations, refer to Chapter 7 Section 7.2 Resolving Violations.

Legacy

At the time of SWIFT rollout to production, all closed projects and their
associated activities and violations (if closed) will be imported into the SWIFT
application in the Legacy section with view only access. In future production
releases, users will be able to sort, as well as view, all the historical data of a
facility. Legacy data is explained in further

Areas

The Area section allows users to define specific geographic or logical areas
within a facility. These Areas are then made available for selection when adding
violations and areas of concern (AOC). Assigning an Area to a violation or AOC
is optional.

To add an area, click on the “Activities” tab from within the Facility Browser.
Select the “Areas” tab. Click the “Add Area” link and the “Add Area” dialog box is
displayed. Enter the title and description of the area and click save.

| & - a L = Lh - B
| session  WandierBeowser  Ubeary | Bulesns | Feedback | Memuncers (1) Open Atones (12) | Admin

Oscecla Auto Salvage - 93 - FLDO84249284 Fagibly Searchld Joumal

Factiny Data ) Acirvities Viclations Permits Linkcs. Comements Attachments

” chamcwwrs omaining. (@liye  Dgance
o e 73

Once an area is added, the user may also upload an image or site map of the
area as additional documentation.

From the Area records, click on the “Select” text link.
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6.3.5

Compliance Enforcement Legacy &) Areas Document Management

2 Record(s) found, displaying 2 record(s), from 1 to 2. Page 1/ 1. @Add Area

Select Title Description Edit Delete
Select Hangar B Located in the upper North West corner of the facility Edit [£.1]

Select Area 51 Test Edit
1 Record(s) found, displaying 1 record(s), from 1 to 1. Page 1/ 1. mﬁdd Attachment

View Type  Format Authar Date Description Edit Delete

[£2] Facility Jpg PACE_RD 0211372008 Aerial of area Edit .1

The “Add Attachment” link is displayed (if attachments have been loaded
previously, a listing of all the attachments added through the Areas tab will also
display). For instructions on adding attachments, refer to Chapter 10 —
Attachments.

Areas may be added, updated and deleted. If an area exists as part of an open
violation, the option to delete is disabled.

Document Management

Document Management provides the user with a navigation and maintenance
view of all tracked document types for the facility. Document types are selected
by the user and relevant dates are available to the user for tracking the events
associated with the document lifecycle: i.e., draft date, review date, approval
date, issue date, etc. The user has the ability to bring in (attach) the final
document directly to the tracking entry. When the document is finished, the user
has the option of submitting to the Document Repository. The Oculus taxonomy
(associated with the document type) is submitted, along with the document,
directly to Oculus. It is important to note that facilities without an EPA ID may not
post documents to Oculus.

To begin, navigate to the Activities tab within the Facility Browser. From there,
click on the Document Management tab.
Facility Data ) Activities Violations Permits Links Comments Attachments
Compliance Enforcemen it Legacy Areas L) Document Management

1 Recerd(s) found, displaying 1 record(s), from 1 to 1. Page 1/ 1. [ Add Document

D Hame Opened By BB‘;‘:‘* Most Recent Event Select Delete

11908 ADMINISTRATWVE HEARING Pace, Rhonda 01/31/2008 Finished: 01/31/2009 Select

At this point, existing documents may be edited or reviewed by clicking the
“Select’ link within the row of the appropriate document. New document records
are added by clicking the “Add Document” text link in the lower right corner of the
Document Management tab. The “Initiate Document Management Activity”
dialog box is displayed.
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Initiate Document Management Activity
32 available document types, showing 5 record(s), from 1 to 5.
Page 1/ 7.

Name Start

ADMINISTRATIVE HEARING Start
AS BUILT DRAWINGS Start
CASE REFERRAL TO EPA Start
CASE REFERRAL TO OTHER PROGRAM OR AGENCY Start
COMPLAINT Start

K| <4< < 23 45 |6 |7 & 2 E
O Cancel

The dialog box presents users with a paginated list of all document types
available for tracking. This list is based on analysis of the current COMET
activities and has been approved by the Solid Waste Program Area. Document
types are presented in alphabetical order. Refer to Chapter 2 Section 2.7 List
Data for full instructions on navigating through the dialog box.

Users can select the desired document type by clicking the “Start” text link
adjacent to the document name, which will open a new management activity. In
the example below, the Administrative Hearing document type was selected.
Document Management activity functions like the NCL activity discussed in
Chapter 5 Section 5.3.2.1 NCL.

) Document Management Commen ts Attachments Violations (3/5)

Document Detail: ADMINISTRATIVE HEARING Event Dates

o Mo events have been added to this document. Please select an event below.
Description:

Available Events

Assigned Document Name Action

[34dd Dogument  Drakies Add
Exscuted Add

dsave Ocancet OFinish

]

A Document Management activity has four sections:

Document Detail — Provides a text field to provide a detailed description of the
document if needed. This is not a required field.

Assigned Document — Allows users to attach the document being tracked. This
function is identical to adding any other attachment within the SWIFT application.
It is a known issue that some received documents will be too large to attach in
this manner, therefore it is not required.

Only one document can be assigned per document management activity. If edits
need to be made before the document is submitted, delete the currently assigned
document and re-assign the modified document. Future releases will allow the
document to be edited. Edits to the “Assigned Document” can only be made if
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the document has not been submitted or the document as been submitted and
subsequently “Not Approved.”

Assigned Document
(3 Add Document

To assign the document for submission for supervisor approval, click the “Add
Document” text link. The “Add Attachment” dialog box is displayed.

Add Attachment

Description:  NCL

Attachment: Browse... Upload

File Uploaded: SmonthS.jpg
100 %

Enter the Description (mandatory field) and click the browse button to locate the
document. Once highlighted, click “Upload.” The “File Uploaded” bar will show
100% when the file has been uploaded. Click “Save” to complete the
attachment.

Once attached, the document will be listed in the Assigned Document section
with the option of submitting the document to the Document Repository. Also, a
new mandatory field, “Document Date,” is displayed. This field must be
completed prior to posting to the document repository. If the facility does not
have an EPA ID, the “Post” link will be disabled. Users must wait until the facility
is promoted before posting documents to Oculus.
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) Issue Non-Compliance Letter Comments Attachments Violations (3/5)

Non-Compliance Letter Detail Event Dates
Description: Existing Events
W Dat Delet
Tracking No. (Optional): lame e elete
Reviewed 02/11/2008 [

Document Date: | ‘ =

EView Initiating Site Inspection  Awailable Events

: Name Action
Assigned Document
m =nt Add
Add Document
Drafted Add
View  Author Date: Description Delete  Postto Document Repository  Date Posted
Sent to OGG Add
[© | PACE_RD | 02113/2008  Complaint [e.1] Post
Recsived from OGC Add
Sant to EM add
Submit for Approval
| SUP: Supervisor v = Submit Approved by EM Add
Sent to DDWPA Add
Approved by DDAWPA add
Response Received add
Response Due Add
- =
ave  @cancel EFinish

To submit the document to the repository, click the “Post” link in the “Post to
Document Repository” column. If you have not filled in the “Document Date,” the
following error will display.

= =) a I - & - »
o Nancher rownar LRy Dusenra Teedcecs Barenders i) Opan Acueries (V1 L

‘Oscecla Auto Salvage - 03 - FLOSBA2408204 Buumal

0 mnsm Ron Comglancs |Lemar Crmmanrs Anscremeses Vestmone (38}

name. Daix Ceswin.
Availabln Evnnts
e aetum
....... able b post
s

EEEEEE

Wize ODacel Oy

Close the warning prompt, enter the date, and then click “Post” again. The
“Document Taxonomy” dialog box is displayed. Select the appropriate options
from the drop down based on the business rules and click “Save” to commit the
document. Please note the Subject line, the type printed in all caps in the
example below (ADMINISTRATIVE HEARING), will appear as the document’s
subject line when reviewing documents in Oculus. To the right of the established
subject line, there is a text box that the user may optionally add additional text to
display. The subject line can contain up to 60 characters; therefore, the number
of characters available for additional text will be determined by subtracting the
number of characters (including spaces) of the established subject line from 60.
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Document Taxonomy

HAZARDOUS WASTE GENERATOR (HWG) ~
PERMITTED-CONSENTED TSD (PCTSD)

Facility Type: |REGISTERED HAZARDOUS WASTE TRANSPORTER (RHWT)
REGISTERED USED OIL HANDLER (RUCH)
REGISTERED MERCURY HANDLER (RMH) v

Taxonomy:

Subject: ADMINISTRATIVE HEARING

Hazardous Waste
Hazardous Waste Restricted

Catalog:

Fiscal
Enforcement Legal Spedial
Profile:

ADMINISTRATIVE PETITIONS-HEARINGS RELATED ey
ATTORNEY-CLIENT PRIVILEGE RELATED

Repository Document Type: |CASE REPORT

CIVIL COMPLAINT RELATED

SETTLEMENT AGREEMENTS-NEGOTIATIONS-STIPULATIONS %

Restricted:

Hsave ©cancel

Submit For Approval — Documents that have the ability and/or requirement to be
submitted for approval will require a document to be attached before executing
such submittals. Once the document has been assigned and the event dates
added, the NCL can be submitted (through the BPEL) process for approval. From
the “Submit for Approval” dropdown list, select the appropriate authority to
approve the NCL and click “Submit.”

Submit for Approval

SUP: Supenisor ~| &7 submit
SUP: Supenvisor

DD: Division Director

WPA: Waste Program Administrator
QGC: Office of General Counsel

EM: Environmental Manager

The Assigned Document information will display as a record and the “Add

Document” link is disabled. In addition, the “Submit” link is disabled preventing a
second submission.

Note: The process for submitting documents for approval will use the same
BPM Worklist functionality utilized by the inspection report approvals. Refer to
Chapter 6 — Business Process Management Tools for instructions and workflow.

Submit for Approwval
SUP: Supervisor ~ | ]

Event Dates — Each document type has associated dates that are applicable to
that specific document type. These dates are listed in the “Available Events”



section of Event Dates. Users can track any of these available dates by clicking
Add and entering the date in the interface presented.

For documents that may have iterations of dates (i.e. multiple approvals, multiple
drafts, etc.), users can delete the current date event and add the updated one.
There is no business requirement to track the history of such iterations.

Once a document in the document management activity has been approved and
posted to Oculus, the activity can be closed by clicking the “Finish” link. It is not
mandatory to Post the document to Oculus prior to closing. However, if the
Document Management activity is closed, the document cannot be posted
through that activity. In addition prior to closing the activity, violations in an
‘Open’ status can be resolved from within the document management activity by
accessing the Violations tab. For more information on resolving violations,
review Chapter 7 Section 7.2 Resolving Violations.

) nocument Mansgament Comments Attnchments Vinlntinns (15)

Documont Doetal: ADMINISTRATIVE HEARING Event Datos

% Ho events have been added 1o this document. Please select an event below
Description:

Document Date: | 0211/2009 Available Cvents

Action
Crates ddd
m*‘*‘d [ Add

View  Author Date Description  Dedete  Post to Document Repository  Date Posted

Assigned Document
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Chapter 7 - BPM (Business Process Management)

BPM (Business Process Management) is an Oracle Worklist tool that
manages steps in the SWIFT workflow. In this phase, Oracle BPM is being
used to manage approvals on inspection reports.

7.1 BPM Approval Reguest

When a user selects the “Submit for Approval” button at the end of an
Inspection, Enforcement or Document Management activity, SWIFT creates a
task (for the reviewer) in a BPM Worklist. The BPM sends the reviewer an
email notification about the new request for an approval. The email looks
something like the sample shown below:

B Request for approval of Inspection Repart for Facility 6 - Message (HTWL}
D B Pew  pmet Fgns ook Atirs B Adobe e
ety | iiRestyto ) | hFoyend | a3 v | X e - e -a0 6
. \ | B I T = i= I Em A= !
Frofmi  SWIFT EPM [Lpekbos et imt] Sendi e Zfe/I008 $14 AN
Toi Jackie Sakra
e
Subject:  Request for spproval of [nspecton Report For Faclty &
Attextenents: [T Convene (21 r1)
On 02.06-2008, Salera, Jackie has requested your approval of Tnspection Report for Facilty 6, SOUTHPORT DUMP
Please click the link below to proceed to your SWIFT task list and review the Inspection Report
Usename: salera_j
Password: bpel
Actiom Lmks: Workhst Agmbcation
e B S sl 5 N, M i P A i, g, g

In this sample, the requester name (“Jackie Salera”) on the 1% line of text, and
the “To:” name (“Jackie Salera”) are the same. This will only be true for beta
testing. In the production workflow, the name on the 1% line of text will be the
person who clicked on the “Submit Inspection Report for Approval,” and the
“To:” entry will be the person responsible for approving the inspection report.
Note, the facility is identified both in the subject line and the body of the email.

In the email notification, the reviewer is provided with a link to the BPM
Worklist where APPROVED or NOT APPROVED can be designated. The
BPM Worklist for each user will contain ALL tasks submitted for approval
regardless of by whom.

86



)

g
= g/"?’ Username: | |

Password: | |

Upon login, the user will be taken directly to the task detail of the requested
approval noted in the notification email. Users can navigate to other tasks
within the BPM Worklist interface. When an inspection is submitted, the task
will contain a link to the Journal report for the facility as well as a link to the
inspection report submitted for supervisory approval.

ORACLE" 8PM Worklist Homa | Reparts | Prefereeces | Logost

orme, £akra_) [dap]

My Tasks | Initiated Tasks
Y S 2 SR RS (MU I SR VAl D1 ISP MR I iy 3

Task Action: | - Select an Action — @

St

Task Mumber: 10456 Tithe: Roguest for appecal of Inspection Repart for Facity 3 Task Key:

State: fssned Created Date: 02/06/08 Creator:

Outcome: Updated Date: 02/06/00 10:52 AN Acquired By:

Priority: 3 ¥ Expiration Date: Assignees: sakra J(U)
facilty 10 [3
Facility Mame - PAMNAMA CITY BEACH
Comments : *REQUIRED i desapproving this repert. [+ (-] Attachments [+ 5]

Irepocton kgt odf (F)

Shart History: [ View Ful Hatory

After taking some action on the task, the user should click on the number in
the “Task Number” column (or the title) to view the details of additional
request for approval.

[Note: At this time, do NOT use the “Actions” drop down to select “NOT
APPROVED” request. A “NOT APPROVED” decision must have
comments entered. Comments can only be entered from the task
details page. Follow the instruction in the next paragraph for all
APPROVED and NOT APPROVED responses.]
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To approve a request, simply select “APPROVED” from the “Task Action:”
drop down list.

[Note: The user may enter comments at any time on an open request and
click “Update” (or “Save”) to save the comments.]

To reject a request, (1) (very important) click on the “Comments [+]” button
to add comment text explaining why a user is disapproving the request, (2)
select “NOT APPROVED” from the “Task Action:” drop down list, and (3) click
on the “Go” button. The user will be returned to the “My Tasks” tab and a
message will display in the upper left indicating “Your request was processed
successfully.” The completed task will be removed from the user’s task list
(See sample below).

& = Home | Reports | Preferences | Logout
ORA &' BPM Worklist I

Welcome, straus . com]

My Tasks | Initiated Tasks |

|2

My Tasks > Task Details (Inspection Approval)

Task Action: | NOT APPROVED ~ Delegate...
Task Number: 10030 Title: Inspection Approval Task Key:
State: Assigned Created Date: 11/05/07 Creator:
Outcome: Updated Date: 11/05/07 11:04 AM Acquired By:
Priority: Expiration Date: Assignees: strauss_|(U}
Comments E] Attachments E]

Mo Attachments

Insufficient justification for 2nd viokation.|

short story: ] 1
Action State Outcome Updated By Updated Date 3

Page refreshed on Nov 5, 2007 6:55 &AM

The Business Process Manager then submits an email back to the requestor
with notification of the APPROVED or NOT APPROVED status (see samples
below) with comments, then updates the activity status to allow the user to
finish the inspection.

B |nspection Report NOT APPROVED for Facility 1448 - Message (HTML)
D Edt Wew et Fgme ook Adion el Adobe BOF
Bty | iRepty to A | [ Perad | 3| AP (9]0 X e - e - a0

ALALE £ U EE s e e B
From:  SWIFT DPM [bpelinspirad-tach. nat ] Sanki  Tus 252000 610 PH
T Jackie Sakra
=7 st g

+ com

Subject:  Inspection Repoet NOT APPROVED For Faclity 1448

On 02-03-2008, Salera, Jackie did NOT approve the Inspection Report for Facility 1448, BAY RESOURCE MANAGEMENT CENTER.
Please review the reviewers remarks on disappronving this request below:

Diid not approve

T g T I e sk T SN ¥ e I
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nspection Report APPROVED for Facilily 1448 - Message (H ML)

Dl [ Yew [wet Fgmet Jos Acins lelp dAdobegor
ety | gRaphyton) || 4Ponusd | g | A [ g K e e e pt w ]

IFYEWEIT T E R |
From:  SWIFT BPM [bpsi@irnpined-tach. ret] Sent: Tus 2/S[008 6:12 PM
T Jackin Salmea
et st go st adgpniad.com

Subsock:  Drrigeoction Rport APPROVED fer Faclly 1448
On 02-05-2008, Salera, Jackie approved the Inspection Repert for Facility 1448, BAY RESOURCE MANAGEMENT CENTER.

Please proceed to print the report and finich the inspection actiity

g et R A B el P "‘“I"““‘\J""‘\,\““"’" rwamr‘

7.2 Vacation Rules and Re-Assigning Requests

When an approver is going to be unavailable for a length of time, they may
choose to create a vacation rule which will allow all requests assigned to them be
automatically re-routed to another approver of their choice. In addition, individual
tasks can be re-assigned to other approvers.

To set up a vacation rule:
Login to BPM Worklist and Click ‘Preferences’ link in the upper-right corner.

Select the check es.”
[ l0raste ppriwor aEa
File Edit Wiew History Bookmarks Tools Digg  Help @
lﬁl ? & e X & l:_g_éhttp:,i,l’it-training.\nspired-tech.Iocal:???T,l’integrati0n,l’worinstapp,I’Preferences?section=vacation&acti0n=update&saveBtn=Save+updates i’\? 'i

=]

OR ACI_G . BPM Worklist Home | Reports | Preferences | Logout
OrKlis

‘Welcome, JOMNES SR [dep]
Preferences = Vacation
Preferences Vacation |

Yacation

My Rules 1 1 will be unavalable between the following dates:

Custom Yiews From | | untl [

Display Save updates

Mo currart vacation dates are set.

[~
Done @

Select the ‘From’ and ‘Until’ dates from the pop-up calendars and Click ‘Save
Updates.’
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ORACL.E" srm workiist

Welcome, 5 SR [dep]

Preferences > Vacation

s elerencesiany | | Varation
Yacation
v i .
My Riles I wil be unavalable between the following dates:
Custom Views Fram Ul 8, 2008 | 78 until [1u1 9, 2008 |EE
Dy Save updates
a rule to automatically take actions on my tasks whilst I am unavailable.
g
Darne @

Click the ‘Create’ button to create a rule for this vacation period. Enter a name
for the new rule in the ‘Rule Name'’ field. Select the workflow task type
(Inspection Activity, Enforcement Referral or Document Approval). Use the

flashlight icon to browse the list of task types. Leave unselected to apply to
all tasks. (This is the recommended setting). Once complete, confirm the dates

for which the rule should apply.

L0 PEL W

mp I
File Edit Wiew History EBookmarks Tools Digg  Help O

“r [ T
n[.-.-.-:_' e oA O l\ |j | httpiffit-training inspired-tech. local: 7777 fintegrationfworklist appfPreferences?section=myRules&mode=createfruleStartDate=Jul+ 8% 2C+ 20058 rulet ﬁ '|

[~

DQ ACL.G BPM Worklist Home | Reports | Preferences | Logout
OrKlis

‘welcome, JOMES_SR [dep]

Preferences > My Rules > Create

Create new rule
Wacation
—_——

My Rules Rule Mame: | Surnmeracation

Lt /e s [ rule wil apply only to workfiow tasks of type: | | é

Displa T

et Rule should only apply fram | Jul 8, 2008 | unti |1l g, 2008 |
[~

Dione @ i

Click ‘Create’ button to proceed to rule conditions.
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7.3 Select ‘Reassign’, ‘Delegate’ or ‘Take no action’.

As an approver, users can reassign tasks to subordinates or groups under the
approver's management. If the approver user has been granted the
BPMWorkflowReassign role, then tasks can be reassigned to any user or group.

Reassigning a task will remove it from the original approver’s worklist and places
it in the worklist for the selected user.

Delegate allows the user to act on the approvers behalf. The task is listed in
both the approver’s and the delegated approver’s worklist.

& 0y aie o IYEL ke 50~ il Fiysio.e

EIE]x]

G - e L \‘\j E_http:!’!’i_t-trainin&_\nfpired-tech.Iucal:7??T,i_intsgratiUn_p’_wUrHistapp_:!p’PreFerence5?5ect\Un=myRu|ss&mude=ed\t&ru\eAct\Ur|=creats&ruleName=SummErVacat\Un&setDateRan E’?

ACI—G " BPM Worklist om | Preferences | Logout
En]

File Edit ‘iew History Bookmarks Tools Digg  Help

=]

Preferences > My Rules > SummerVacation

Preferences Rule Detail: SummerYacation

Wacation
My Rules Rule Mame: |Surmmer'acation Rule wil apply only to workflow tasks of type: al
Custam Views Rule should only apply from |Jul 8, 2008 78 until 0l 3, 2008 |8

Display Description:

For all tasks with:

Task the folowing action:
O Reassign to:
@ Delegate to: user [ J

2 Take no action

0w -

1~
| Done

Use the flashlight "8 icon to select from a list of Users or Groups. Type the
user’s first name or last name or ID in the search field and click the ‘Search’
button. The user’'s name should appear in the list of available users.
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I: |j |http:,l',l'it-training.inspired-tech.Iu:u:al:????,l'integratiu:un,l'wu:urldistapp,fldentityBerserPDpup ‘f:[‘|

DRACL.E Identity Browser

Available

GROVE [ search | |user Info for GROVE K

Search by id, first name, or last name.  |Mame; Kristopher Grove

I | |work Phone:

Cell Phone:

Fax:

Ernail: kgrove@inspired-tech.net
Title:

Manager;

& Groups: authenticated_Lsers

Selected

Select Carncel

Page refreshed on Jul 3

Done @
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Click the kd icon to move the user’'s name to the ‘Selected’ list:

DRACL.‘E Identity Browser

Available

GROVE [[Search | |user Info for GROVE_K

Search by id, first name, or last name.  |Mame; Kristopher Grove

Work Phione:

Cell Phone:

Fax:

Ernail: kgrove@inspired-tech.net
Title:

Manager;

@ N Groups: authenticated_Lsers

[ Select ][ Cancel ]

shed on Jul &, 2008 10:35 AM

Done @

Click the ‘Select’ button and then Click the ‘Save Updates’ button.
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The new workflow rule now appears in the ‘My Rules’ list and shows that it is
Active.

b e [
File Edit ‘ew History Bookmarks Tools Digg  Help @
n-g' e x Ot (ﬁ |http:,l’,l’it-training.inspired-tech.local:????,l’integration,l'worklistapp,l'PreFerences?section=myRuIes&|‘node=Iist ﬁ v|

ORACLE erPm workiist

Wilcome, ] dep]

Preferences = My Rules

Yacation wWorkflow rules for: JONES_SR

My Rules W W :

Custam Views i i A
O Summertacation ©® Al Tasks ulg 2008 g zoos T

Display
Maove Up Move Do -Nr.'
¥
Done @ o

To edit a rule, click the rule name (hyperlink) in the ‘My Rules’ list.
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Chapter 8 - Violations

The following provides functional overview of how violations are handled in conjunction
with inspection activities. All aspects of functionality are explained in this section.

8.1 Violations and Areas of Concern (AOC)

All Violations and Areas of Concern will be listed in this section of the SWIFT application
as read only (non-legacy violations are listed separately in the Legacy tab).

2 ) a | E = B
Session  Handler Browser  Library  Bulletns  Feedback  Reminders(2)  Open Activities (13)  Admin
Osceola Auto Salvage - 93 - FLD984249284 Facility Search/List ' Journal
Facility Data + Actviies () Violations Permits Links Comments +  Attachments
£ violations (2/6) Area Of Concern
Date Cited Facility Area Status significance CheckList Section Question Number Resolved Date Resolving Activity Id
0211/2008 Pending SNC General Facility Standards 11.10
02/03/2009 Pending Winor
02H212009 Open Minor
02M2/2008 Open Winor Universal Waste Batteries 36.10
01/31/2009 Closed Winor 40 CFR 265.201 3.40 02/03/2009 12049
K| =€ £ 2 ¥ 3% &
6 Record(s) found, displaying 5 record(s), from 1 to 5. Page 1/ 2.
Ho Violation Selected

Note the Violations tab displays the number of ‘Open’ violations to total violations in the
tab. In the example above, there are a total of seven (7) violations five (5) of which are
in an open state. This is represented in the fraction of 5/7.

() violations (2/6) Area Of Concern

Clicking on a violation in the list will display the details of the citation information in the
detail section below the listing. The violation, check list section and rule information is
also displayed with the citation information.

Users may add attachments or comments or view previously added attachments and/or

comments from this page. To view the Areas of Concern (AOC) or Legacy violations,
click the corresponding tab.

95



Gusstion Humber  Resolved Das e Renalving Actiity id

i
aa N N W WA L X L W P v 5 N Y VY

B e 2 S e S PR P

Violations can only be added from within a site inspection. See Chapter 5 Section
5.3.1.1 Site Inspection for full details on adding violations.

8.2 Resolving Violations

Violations may be resolved within the following activities: “Record Phone Call,” “Record
Meeting,” “Record Electronic Communication,” “Enforcement Tracking Activity,” “NCL,”
“Document Management” and a “Site Inspection” with an open status. The violations
tab at the facility level is view only. Violations MUST be in an “Open” state before they
can be resolved. Therefore, the inspection in which the violation has to have been
submitted, approved, and then finished (closed) before the violation status will update to
“Open.”

The example below demonstrates how to resolve a violation from an Enforcement
tracking activity. To begin resolving the violation, click on the Violations tab from within
the tracking activity.

From the list of violations, select the record of the violation the user wants to resolve by
clicking directly on the record within the listing. Again, the violation must be in an
“Open” state and the activity must be in an “Open” state to be resolved. Any other state
and the resolve options are disabled.
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Enforcement Tracking Comments Attachments O Violations (3/5)

XDelete B#Resobe P Un-Resove DiMark as Deleted @ UnMark as Delated

Citation Type Date Cited Facility Area Status Significance CheckList Section Question Number Resolved Date Resolving Activity Id
I e S N O N
D Violation 021272008 Open Minor
D Violation 02M2/2009 Open Minor Universal Waste Batteries 38.10
| Violation 01/21/2009 Closed Minor 40 CFR 265.201 3.40 02/03/2009 12049
D Violation 01/31/2008 Closed Minor Inzpections 19.470 02/03/2008 12043

5 Record(s) found, displaying 5 record(s), from 1 to 5. Page 1/ 1.

Date Cited: 02/12/2008
Facility Area: AreaS1 Resolved Date:

Status: Open

Rule Information:

Rule Number Rule Description

261.3(7) Notwithstanding paragraphs (a) through (d) of this section and provided the debris as defined in part 262 of this chapter does not exhibit a characteristic
' identified at subpart C of this part, the following materials are not subject to regulation under 40 CFR parts 260, 261 to 266, 268, or 270

Significance Code:

Deviation Code: Harm Code:

P ¥ ey 'Mr* .,...'..._...' ,wrﬂ*m’r.ko el Il T i

\..\./““’“"‘"\,v‘"\ LW WP, ¥ ¥V 2 YW

The details of the violation are displayed below the list of violations and five links are
displayed. Only two links, “Resolve” and “Mark as Deleted” are enabled.

By clicking the icon in the “Marked as Deleted” column, the user may choose to delete a
violation leaving a record of the cited event for reporting purposes. This will require a
comment to be tracked as part of the event. When marking as deleted, it is mandatory
to add comments. Once the violation is marked as deleted, the link becomes disabled
and the Un-Mark as deleted becomes enabled. This allows the user to move the
violation back to an open state if incorrectly marked.

To resolve a resolution, click the “Resolve” text link. A popup box will open allowing the
user to add comments.

Resolve Citation

Resolve Date: 02/13/2009 [

Resolution Comment:

Hsae @cancel

97



Comments are mandatory and violations cannot be resolved without adding them.
Upon saving the “Resolution Comments,” the “Resolve” button becomes disabled, the
“Un-resolve” button is enabled, the “Edit Resolutions” text link is enabled and the
violation status is changed to “Closed.”

Enforcement Tracking Comments Attachments ) violations (3/5)

XDolste EWwResobe @ Un-Resolve M Mark as Delsted @ UnMark as Delsted

Citation Type Date Cited Facility Area Status Significance CheckList Section Question Number Resolved Date Resolving Activity Id

O

Violation 02/12/2009 Open Minor
Bl Violation 02M2/2009 QOpen Minor Universal Waste Gatteries .10
¥ Violation 01/31/2009 Closed Minor 40 CFR 2685.201 3.40 02/03/2009 12049
O Violation 01/31/2008 Closed Minor Ingpections 19.470 02/03/2008 12048

5 Record(s) found, displaying 5 record(s), from 1 to 5. Page 1/ 1.

In cases where a resolution to a violation may need to be reversed, the user may click
the “Un-Resolve” button (doing so will delete the previous “Resolved” event date and
associated comments).

Un-resolving a violation will change the “Un-resolve” button to a disabled state and will
enable the “Resolve” button and also update the violation status to “Open.” This can
only be done within the Activity where the violation was originally resolved and must
occur while the activity is in an “Open” status.

8.3 Legacy Data

At the time of SWIFT rollout to production, all closed projects and their associated
activities and violations (if closed) will be imported into the SWIFT application in the
Legacy section. Users will be able to view and sort all the historical data of a facility.

The legacy data will appear in the “Legacy” tab with the field column names being
sortable. To change the sort, click column header name such as “Date Initiated.”

Compliance Enforcement () Legacy Areas Document Management

17 Record(s) found, displaying 5 record(s), from 1 to 5. Page 1 / 4.
Legacy Project  Enforcement Activity Date Date
A 5 Description ProjectReason  Results | O3 Date Due s
301010 240 RETURN TO COMPLIANCE FROM FORMAL ENFORCEMENT ENFORCEMENT 0812212007 0872212007
301010 240 SHORT FORM CONSENT ORDER EXECUTED ENFORCEMENT 0612212007 06i22/2007
301010 240 SHORT FORM CONSENT ORDER ISSUED ENFORCEMENT 0/30/2007 05/30/2007
301010 240 WEETNG ENFORCEMENT 05/01/2007 050172007

301010 240 SUBMTTAL RECEIVED BY DEPARTMENT ENFORGEMENT 04/13/2007 04/13/2007

K| £ £ 23 4 B 3 &

To view the details of the legacy activity from within the Legacy Tab, click the activity.
The legacy detail is displayed (see graphic below). The Legacy Project ID (first column
in the graphic above) is the Comet project number. The Enforcement Activity ID is the
SWIFT initiated number associated with the Enforcement Tracking activity. When
clicking on any of the entries above, the details of the activity are displayed.
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Compliance Enforcement © Legacy Areas Document Management

Activity ID: 11797362
ProjectID: 301010
Activity Description: RETURN TO COMPLIANCE FROM FORMAL ENFORCEMENT
Results:
Date Due:
Date Complete: 08/22/2007
Date Initiated: 08/22/2007
Project Reason: ENFORCEMENT
Program Area: HW
OGC Number:
Evaluation:
Prep Notes:
Completion Notes:
Project Description:

@ Retum

Click the “Return” link to go back to the list of legacy data.

Legacy site inspections are displayed in the Legacy section of the Compliance Tab.
They are labeled with the distinction of “Legacy” in their title as opposed to the “Site
Inspection” title applied to SWIFT initiated inspections..

&) compliance Enforcement Legacy Areas Document Management

Initiate Activities
(3 ion  (BRecord Phane Call  [BRecard Meeting (3 Record Electranic Communication

Facility Activities
) site Inspection

7 Record(s) found, displaying 5 recerd(s), from 1 to 5. Page 1/ 2.

Initiating
Opened Closed Initiating  Inspection
D Hame Opened By iy e Status Result Insp‘el;flmn inspection | meport. | SHiect | Delete
12100 Sie Inspection Cushard, Togd 02/05/2009 Open fesipc ot View Select %
Complance
12213 Sie Inspection Pace, Rhonda 0211312009 Open Minoe OUL0T | 2510 Select View Select %
Complance
12210 Ste Inspecton Pace, Rhonda 02M212009 | 02M32009 | Closed hher ot View | Select 2]
Compliance
11902 Site Inspection Pace, Rhonda DI31/2009 | 020032008 Closed !‘N'O"m View Select ]
ompliance
5200000000020 | Site Inspecton Pryor, Vincent 02/1112009 Open View | sSelect %
18 (%% & 2 BB e
() Legacy Site Inspection
2 Record(s) found, displaying 2 record(s), from 1 to 2. Page 1/ 1.
Initiating
Opened Closed Initiating
(1] Hame Opened By Date. Date Status Result |ﬂspi.ﬁl\l)n e Select Delete
694 Legacy Site Inspection Harris, John 01/13/2005 | D1A3(2005 | Closed e DUos Select
Compliance
685 Legacy Site Inspsction Harris, Jonn 0111712006 | D1A7/2006  Closed : Select | Select X
Complance
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Clicking the “Select” link within a legacy site inspection displays the detail information of
the activity. Click “Return to Activity Browser” to return to the list of compliance
activities.

) Legacy Site Inspection Violations (0/0)

Details

COMET Project Name: OSCEOLA AUTO SALVAGE
COMET ProjectID: 284747
COMET Activity Code: Cl
Activity Code Description: COMPLAINT INSPECTION
COMET Activity 0GC Number:
Prep Notes:
Completion Notes:
PATS Number:
Activity Date Due:
Date Initiated: 01/12/2005
Last Updated By: Harrig, Jehn

Actions

+ Retumn to Activity Browser
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Chapter 9 - Permitting

The following provides functional overview how to review basic permit information for a
given facility. This feature will be expanded in future releases of SWIFT.
9.1 Permitting

At the facility level, the Permitting tab has been enabled and provides view only access
to permit data in WACS.

Facility Data Activities Violations £ Permits Links Commen its Attachments

Handler Permits

Ho Permits Found

9.2 Links

Adjacent to Permitting features, there is a Links tab or centralized location with any
useful information outside the realm of SWIFT. Currently, LCT Reports and the DEP
Solid Waste links are provided. Going forward, additional links will be added based on
feedback from the user community and information provided by the Program Area.

Facility Data Activities Violations Permits ) Links Comments Attachments

LCT Reports
DEF Solid Waste
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Chapter 10 - Comments

The following provides functional overview of how comments are handled in SWIFT.
Most areas of SWIFT allow for the ability to provide additional comments as additional
documentation for a given feature being executed. All aspects of functionality are
explained in this section.

10.1 Add a Comment

Comments can be added throughout SWIFT and are stored at the level they are added.
From the Comments tab(s), the user will be able to view a list of comments previously
entered as well as add additional comments and edit or delete existing comments. To
view a Comment, click on the [* icon located in the “View” column.

Facility Data Activities Violations Permits Links &) comments Attachments

1 Record(s) found, displaying 1 record(s), from 1 to 1. Page 1 / 1. m»’ldd Comment

View Type Author Date Comment Edit Delete

Faciity ~ PRYOR.V 02/05/2008 | 12 Edit .1}

To add a Comment, click the “Add Comment” link. The “Add Comment” dialog box is
displayed. Type in the comment and click “Save” to add or click “Cancel” to close the
dialog box without saving the comment.

Add Comment

Hsave Ocancel
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10.2 Edit/Delete/View a Comment

To view a Comment, click on the I icon located in the “View” column.

Site Inspection |  Comment ts Attachments Viglations
Attachments
1 Record(=) found, displaying 1 Record(s), from 1 to 1. Pags 1/ 1. B i miserman
View Type Author Date Descriptior Edit Delete
PACE_R 04/01/2008 TEsts Edit e

= Activity

The user may also choose to Edit the description or Delete & the attachment
completely from this section. Editing the Comment opens the Comment window,

Facility Data Activities Violations Permits Links Q Comments Attachments
1 Record(s) found, displaying 1 record(s), from 1 to 1. Page 1/ 1. mAdd Comment
View Type Author Date Comment Edit Delete
12
= 2]

&
=
G

E3] Facity ~ PRYOR_V 02/05/2009

When deleting, the user will be prompted with a verification dialog box. Click okay to
Delete or Cancel to retain the Comment.

Windows Internet Explorer

\:5) Are you sure you wank ko delete the selected comment?

l oK ] [ Cancel
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Chapter 11 - Attachments

The following provides functional overview of how document attachments are handled in
SWIFT. There are numerous areas of SWIFT that allow for the ability to document
attachments as additional documentation for a given feature being executed. All
aspects of functionality are explained in this section.

11.1 Add an Attachment

Attachments, like comments, can be added throughout SWIFT and are stored at the
level they are added. From the Attachments tab(s), the user will be able to view a list of
Attachments previously uploaded as well as add additional Attachments and edit or
delete existing Attachments.

Facility Data Activities Violations Permits Links Comments ) Attachments

1 Record(s) found, displaying 1 record(s), from 1 to 1. Page 1/ 1. mﬁ«dd Attachment

View Type Format Author Date Description Edit Delete

£ Facity | Jeg PRYOR_YV 02/05/2009 44 Edit =]

To add an Attachment, click on the [ “Add Attachment” link. The Add Attachment
dialog box is displayed.

Add Attachment

De=cription:

Atachment: Upload

File Uploaded:

Hsae Ocancel

Enter the description (maximum of 100 characters) and browse to the file to be
uploaded. Click Upload. Once uploaded, the File Uploaded progress bar will indicate
100% and the “Save” button will be enabled. The user may still edit the Description as
this point.
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Add Attachment

Des=scription: MCL

Attachment: Upload

File Uploaded: SmonthS.jpg
100 %,

Save DCancel

Clicking the “Save” button will complete the process of attaching a file or image within
the Attachment section.

11.2 Edit/Delete/View an Attachment

To view an Attachment, click on the & icon located in the “View” column. The
attachment is opened in a new window for viewing.

Facility Data Activities Violations Permits Links Comments ) Attachments
1 Record(s) found, displaying 1 record(s), from 1 to 1. Page 1/ 1. mAdd Attachment
View Type Format Author Date Description Edit Delete
[£2] Facilty ipg PRYOR_V 02/05/200% a4 Edit ]

The user may also choose to Edit the description or Delete 2 the attachment
completely from this section. If the “Edit” link is clicked the attachment is opened for
editing. With attachments, the only editable section is the “Description”.

Facility Data Activities Violations Permits Links Comments ) Attachments
1 Record(s) found, displaying 1 record(s), from 1 tc 1. Page 1/ 1. (3 Add Attachment
View Type Format Author Date Description Edit Delete
=
1=} Faciity | .JPG PACE_RD 02M3/2009 | Test S:e e

When deleting, the user will be prompted with a verification dialog box. Click okay to
Delete or Cancel to retain the Attachment.

rﬂ s e e r it Frn b b @?

“-*?f'} Are you sure ol wank ko delete the selected attachment?

[ Ok ] [ Cancel

105



11.3 Attachment File Size Limitations

All files documents that are added as attachments within the SWIFT system have file
size limitations depending on the area in which the document is being added. Below is
a table detailing the file size limitations for all document type attachments.

Document Type File size in Megabytes (M)
Library document 20M
Bulletin attachment 5M
Document Management and NCL documents 20M
All other Attachments 1M
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Chapter 12 - Library Documents

The following provides functional overview of how library documents are handled in
SWIFT. This is a repository of program area maintained information that provides a
reference library of information that is easily obtainable at all times based on theme of
information. All aspects of functionality are explained in this section.

12.1 Viewing Library Documents

The Library Documents section presents the user with the ability to access a library of
documents in Connected (on network) and Disconnected (off network) states. The
library documents are presented in categories (or groupings) that are defined by the
program area. The ability to add, update and/or delete library documents and their
respective categories will be an administrative feature with access defined by a user’s
profile.

SWIFT Hazardous Waste v1.3.1

2 @ |.@a./| B | B8

session Handler Browser Library Bulletins Feedback Reminders (2) ‘Open Activities (13) Admin
Library Documents

Select Category e

Mo Documents

Rules and Forms
Regulations

—
lfw DEP Home | About DEP | DEP Programs | Contact DEP | Site Map
HOMDA

Bob Martinez Center

2600 Blair Stone Road
Tallahassee, Florida 32389-2400
850-245-2118 (phone) / 850-245-2128 (fax)

Hazsroous Wasts 1.3.1 (DEP Bsts)
Updated on 20090212-130733

Clicking on any of the categories will display the documents available for review. To
view a document, click on the icon ® in the “View Document” column of the data listing.

- = =)
= =] I= 4]
Session  HandlerBrowser  Library ~ Bulleins ~ Fesdback  Reminders (2} ~ OpenActivities (13)  Admin

Library Documents

12 Record(s) found, displaying 10 record(s), from 1 to 10. Page 1/ 2. 'Rules and Forms |

D Name Description Edit View Document Delete
300 82-730.90001 (b} Instructions for Preparing the 8700-12FL Florida Netification of Regulated Waste Activity and Form Edit 2] >
301 Hazardous Waste Codes List Hazardous Waste Listings and Resources Edit 2] [
302 Waste Tire Rule 62-711 ‘Waste Tire Rule 62-711 Edit 2] 2
303 Hazardous Waste Rule 62-730 Hazardous Waste Rule 62.730 Edit =] 2
304 Petroleum Contact Water Rule §2-740 Petroleum Contact Water Rule 62-740 Edit [£2] m
308 Used Oil Management Rule 62-710 Used Oil Management Rule 82-710 Edit [E=] 2]
306 62-730.900(1)(a) Application for Transfer of a Permit Edit = o]
307 62-730.900(2) VWaste Faciity Applicati jons and Forms Edit @ 2
308 62-730.90002)(a) Application for Hazardous Waste Permit - Part | General Edit 2] [e.1]
308 62-730.800(2)(b} Well Canstruction Summary Report Edit i} ]
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Note: These are documents are not specific to a facility. Facility specific documents are
found in the “Facility Browser.”

12.2 Adding Library Documents

Users with administrative access are able to add documents to the Library Documents
section. To add a document, click the “Add Document” link located directly beneath the
document menu. The below form will be displayed.

2 @ @k B - 5
Session Handler Browser Library Bulletins Feedback Reminders (2) Open Activities (13) Admin

Add a Library Document

Category: ¥| Create new category: []

File: | (Bromse.. | Ueload |

Progress: 0%

]

dsave @ Cancel

Type in the Name, Description (optional), and select the Category of the document. If
creating a new Category, the user should click the “Create new Category” check box.
Browse for the document located on the user’s desktop or server and click “Upload.”
The “File Uploaded” progress bar will display the percentage uploaded. Once the
upload is complete, the user will receive a confirmation notice indicating that the
document has been added to the Library.
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Chapter 13 - Bulletins

The following provides functional overview of how bulletins are handled in SWIFT. This
is an internal SWIFT feature that allows all users of the system and program area
management to provide controlled information to flow to the system users. This is not a
replacement for e-mail or other online information resources. It is meant to provide
secure and recorded transfer of key information to the SWIFT users. All aspects of
functionality are explained in this section.

13.1 Bulletins

Bulletins are used by management to send out important information to all users. When
a user synchronizes and receives a bulletin, the bulletin will appear automatically when
SWIFT restarts. The user is required to acknowledge receipt of the bulletin before
proceeding into the SWIFT application.

% e a E

Session Handler Browser Library Bulletins Feedback Reminders (2) Open Activities (13) Admin
Bulletin List
8 Record(s) found, displaying 5 record(s), from 1 te 5. Page 1/ 2. mAdd Bulletin

Priority sender Date Subject
Normal WILLIANS_TD 02/09/2009 PPhone test

Critical SALERA_J 01/28/2009 Bulletin Test

Critical SALERA_J 01/15/2009 Test

Normal SALERA_J 12/04/2008 Buletin Test

Normal PACE_RD 08/02/2008 Testing HW Bullstin

K| & % 2| ¥ & o

13.2 Adding a Bulletin

To add a Bulletin, click the “Add Bulletin” link located in the top right corner of the
Bulletins/Alerts section. The “Add Bulletin” screen below will display. Enter a Subject,
choose a Priority Level and type message. Click “Save” to complete the Bulletin. The
next time a user logs into the system, the bulletin will display.
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Session Handler Browser Library Bulletins Feedback Reminders (2) Open Activities (13) Admin

~ Add Bulletin
Subject:

Priority:

Message:

EHsae Ocancel

13.3 Acknowledqging a Bulletin

After a bulletin has been added, the next time a user logs in the bulletin will display with
the remainder of the application being disabled. To proceed into the application, click
the “Acknowledge” text link. Once clicked, the user may continue to operate the
application as previously instructed.

] Acknouledge
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Chapter 14 - Feedback

For added convenience, support questions and feedback can be provided directly from

the SWIFT application. Submitting support emails through the “Feedback” functionality
ensures the entire support team receives the issue or comment. All support issues are

logged and address within four (4) hours of receipt.

14.1 Feedback

To provide feedback or notify the support desk when experiencing difficulties, click the
“Feedback” button located on the main menu tool bar. Doing so will open the SWIFT
Feedback form. The logged in user's name and email address are populated by default
and the user may changes these if desired. Changes will be remembered throughout
the active session but will revert to the email address within the user profile upon
termination of the session.

SWIFT Feedback

Name: Rhonda Pace

Email: rpace@inspired-tech.net

Message:
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Chapter 15 - Reminders

The following provides functional overview of how reminders are handled in SWIFT.
This meant to provide a given user of the system the ability to set private reminders for
any task that he\she would like the system to track for them. These reminders are not
based on a specific business rule and are set at the sole discretion of the user of the
system. All aspects of functionality are explained in this section.

15.1 Reminders

Outside the facility context, the Reminders functionality has been added. Reminders
are specific to the user and can be used much like an appointment book. The current
implementation only allows for day level reminders, although the need for time specific
reminders has already been identified by internal testing, and will be implemented in a
future release.
el e a E = B B

Reminders
2 Record(s) found, displaying 2 record(s), from 1 to 2. Page 1/ 1. [Bcreate Reminder

Date Subject Body Acknowledge Edit Delete

09/02/2008 Response Due An NCL response is due for La Victoria Auto Parts Inc, La Victoria Car Recycling Inc Acknowledge View/Edit 1]

09/04/2008 SW Reminder fovfbdfegdfgh Acknowledge View/Edit 2.1}

15.2 Create Reminders

Click the Create Reminder button to add a new reminder. The date field is pre-
populated to the current date but is editable by clicking the calendar icon next to the
date field. The date field is the “date due.” Two additional fields are available: Subject
and Body. Much like an email, the subject is a general description of the reminder and
the body should be used to add more detailed information.
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Reminder

Date: |02/13/2009 | =

Subject:
Body:

Save aCanceI

15.3 Acknowledge Reminders

To acknowledge a reminder, click on the link “Acknowledge.” Once this link is clicked,
the reminder will be removed from the user’s list, but the information will be retained in
the database for reporting purposes. If a user chooses to delete a reminder, all traces

of the reminder will be removed.
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Chapter 16 - Open Activities

For ease of use, all open activities for every facility are viewable from a single location.
This allows inspectors a quick link to activities currently being worked.

16.1 Open Activities

To access a listing of all open activities for every facility for a logged in user, click on the
“Open Activities” menu button located on the main menu tool bar.

@ @ ] = B @ 2
Session Handler Browser Library Bulletins Feedback Reminders (2) Open Activities (13) Admin
Open Activities - Rhonda Pace
13 Recerd(s) found, displaying 10 recerd(s), frem 1 to 10. Page 1/ 2.
ME ID Facility Name ["’D‘:’t‘:d Status Select
93 Osceola Auto Salvage ADMINISTRATVE HEARING 02113/2009 Open Select
93 Osceola Auto Salvage Enforcement Tracking 02/13/2009 Open Select
Osceola Auto Salvage Informal Verbal Enforcement 02/13/2009 Open Select
93 Osceola Auto Salvage lasue Non-Compliance Letter 0213/2009 Open Select
93 Osceola Auto Salvage Electronic Communication 02/13/2009 Open Select
93 Osceola Auto Salvage Meeting 0213/2008  Open Select
92 Osceola Auto Salvage Phone Conversation 0213/2009 | Open Select
93 Osceola Auto Salvage Site Inspection 02M3/2008  Open Select
24989 Bertram Yacht Inc ADMINISTRATIVE HEARING 02/11/2009 Open Select
24989 Bertram Yacht Inc Enforcement Tracking 02/03/2009 Open Select
K| £ £ 2| & B 3

A paginated listing of all open activities will display along with the Facility Name, WACS
ID and a hyperlink to directly take the user to the activity in question. The same list of
open activities will appear regardless of what facility currently selected.

Clicking the “Select” link next to any activity will direct the user to the Facility/Activity
requested.
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Chapter 17 - Support

SWIFT will continue to be updated and improved over the coming weeks and months as
we complete our deployment throughout the state. Not only do we want to make the
transition to SWIFT an easy one, but we would also like to continue to receive feedback
on how to improve SWIFT to better allow the users to do their job as inspectors. Please
contact us with comments and suggestions as well as problems encountered in the
field.

17.1 Contact Information

Phone Support: 850-245-7616 or 850-245-7615
Alternative Number: 850-386-8324 (ask for SWIFT Support)
Support Email: SWIFT_Support@dep.state.fl.us
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