	Chapter 1                                                                                                              Getting Started 



1.
Getting Started
1.1.

The “JHS-Single Sign On” login screen

Now that you have opened Permit Builder, you will see the JHS-Single Sign On screen depicted below (JHS stands for Java
 Hosting Service).  It is from this screen that you can log in and begin using Permit Builder.  Type your UserID and Password and click on the Logon button.  

If you do not have a UserID and Password, see your supervisor.
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The “JHS-Single Sign On” login screen.

1.2.

The “What is Permit Builder?” screen
Once you have successfully logged on to Permit Builder, you will be directed to the screen below which gives you a description of Permit Builder in the box titled What is Permit Builder? 

You should also see your name under the Wastewater Permit Builder screen heading after the word Welcome.  The screen heading and welcome, together with your name, will appear on every screen you access from this point forward.

You will also notice three menu options:  

	Project
	User Profile
	Help
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What is Permit Builder?

Permit Builder is an online application containing several data entry screens for entering information about a particular
wastewater treatment facility. Most of the information can be taken directly from the permit application. Once the
data has been entered, Permit Buider assimilates the information and automatically generates the draft permit in
Microsoft® Word. The data is stored in a database so that it can be easily retrieved and updated in Permit Builder.

Permit Builder was designed to reduce the amount of time required to generate a draft wastewater facility permit. In
addition, it helps facilitate accurate, uniform and consistent permits across district boundaries by drawing from a
common set of permit conditions.

As a professional permit writer, you have complete control over the content and format of the draft permit. For each
facility, Permit Builder will provide a recommended set of parameters to be monitored, along with limits, if appropriate.
You may add and delete parameters and change limits within Permit Builder. After the draft permit is generated, you
may edit the document, making any other changes in Microsoft® Word before printing.
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The “What is Permit Builder” screen.
1.2.1.
The “User Profile” menu option – creating your User Profile

If this is your first time logging into Permit Builder, you will want to create your User Profile before beginning your first Permit Builder project.

Step 1:
Place your cursor over the User Profile menu option and click on Update User Profile.
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Permit Builder is an online application containing several data entry screens for entering information about a particular
wastewater treatment facility. Most of the information can be taken directly from the permit application. Once the
data has been entered, Permit Buider assimilates the information and automatically generates the draft permit in
Microsoft® Word. The data is stored in a database so that it can be easily retrieved and updated in Permit Builder.

Permit Builder was designed to reduce the amount of time required to generate a draft wastewater facility permit. In
addition, it helps facilitate accurate, uniform and consistent permits across district boundaries by drawing from a
common set of permit conditions.

As a professional permit writer, you have complete control over the content and format of the draft permit. For each
facility, Permit Builder will provide a recommended set of parameters to be monitored, along with limits, if appropriate.
You may add and delete parameters and change limits within Permit Builder. After the draft permit is generated, you
may edit the document, making any other changes in Microsoft® Word before printing.
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The “User Profile” menu option, and the “Update User Profile” option.
You should now be viewing the User Profile screen illustrated below.
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The “User Profile” screen.

Step 2:
Type in your name, telephone number, and fax number.  Permit Builder will automatically fill the District or Local Program field after you type your first and last name.
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The “District or Local Program” field has a default name 

corresponding to the permit writer’s district.
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Double-clicking a “little blue question mark” ? to display 
a text box with more information about a particular heading.

Step 3:
Click on the Job Title drop-down box and select your job title from the list.
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The “Job Title” drop-down box options.
Step 4:
Select the Authorized Person from the list that should appear once you have populated the District or Local Program drop-down box.  

The Authorized Person is the person in your district or program office authorized to sign permits.  
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The “Authorized Person” drop-down box options for the Tallahassee office.

Step 5:
Click                      to save your User Profile.

Click                       to clear all fields.  
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The permit writer has completed the “User Profile” menu option which is ready to be saved.
1.2.2.
The “Project” menu option

By placing your cursor on the Project menu option, you will have the following two choices from the Project drop-down box:

	Project
	User Profile
	Help

	New Permit Builder Project

	Open Permit Builder Project
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Microsoft® Word. The data is stored in a database so that it can be easily retrieved and updated in Permit Builder.

Permit Builder was designed to reduce the amount of time required to generate a draft wastewater facility permit. In
addition, it helps facilitate accurate, uniform and consistent permits across district boundaries by drawing from a
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The “Project ”menu option.

1.2.2.1. The “Open Permit Builder Project” and “New Permit Builder Project” windows

	Project
	User Profile
	Help

	Open Permit Builder Project

	New Permit Builder Project


Select New Permit Builder Project
 to begin creating a new Permit Builder project for a particular facility, and Open Permit Builder Project for a Permit Builder project that you have already started.  

Whichever option you choose:


Step 1:
Enter the number of the facility in the Facility ID field and click                        so that Permit Builder can retrieve information about the facility from WAFR-PA.  

The PA Sequence Number
 drop-down box will then be automatically populated with all project application sequence numbers associated with the facility that do not yet have a completed
 Permit Builder project.  
The Description field will also be automatically populated with information about the permit type and subtype, the date the permit application was received, and the name of the facility. 

Step 2:
Select the PA Sequence Number that corresponds to your Permit Builder project 

and click 

To enter a different Facility ID, click                         or simply click in the window and type a new Facility ID number.
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The “Open Permit Builder Project” menu option.

1.2.2.2.
  Error message windows
Permit Builder will display error message windows window when:
· The Facility ID has been incorrectly entered.

· Click OK in the error message window, and then click                        to clear your entry so that you can begin again.

· The project has not yet been entered into WAFR-PA and therefore, has not been assigned a PA Sequence Number by WAFR-PA.

· Access WAFR-PA and enter the project information, save, and exit WAFR-PA.  

· The project already exists in Permit Builder and you are trying to open it from the New Permit Builder Project window instead of the Open Permit Builder Project window.

· Click OK in the error message window, and then click again on the Project menu option and select New Permit Builder Project.
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Examples of projects that have either not yet been entered into WAFR-PA 

or have already been entered into Permit Builder and are therefore not “new.”  

Notice the empty and narrow “PA Sequence Number” drop-down box., 

1.2.2.3.
  More than one “PA Sequence Number”

If the PA Sequence Number drop-down box lists more than one number, then the facility has more than one outstanding project ( i.e., more than one project that has not been completed).  For example, a facility may have submitted an application for renewing an operating permit, an application for transfer (of ownership), and an application for the addition of a major user of reclaimed water, all submitted at about the same time.  In this case, these three projects would have been logged into WAFR-PA and each would be assigned its own PA Sequence Number.   

When selecting a PA Sequence Number, be sure it is the number that corresponds to your Permit Builder project.
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An example of facility with more than one outstanding permitting project.  

The “PA Sequence Number” drop-down box displays two project numbers.

Click                       to proceed and open your Permit Builder project.


Click                       to clear all fields.

1.2.3.
The “Help” menu option

To access the Permit Builder Users Guide, click on the Help menu option, and then on the User Manual option.

	Project
	User Profile
	Help

	
	
	User Manual
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The “Help” menu and “User Manual” sub-menu.
1.3.

The Tabs screen
Once you have entered the Facility ID number, clicked on the Search button, chosen the appropriate PA Sequence Number, and clicked on the Open button, you will be directed to one of the screens illustrated below, which display all the domestic or industrial major tabs of Permit Builder:
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The domestic Permit Builder tabs.
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The industrial Permit Builder tabs.
You will also notice a new menu in the upper part of the screen, under your name:

	Project
	Office
	Documents
	Upload
	Help


All tabs and menu options will be discussed in the next chapters of the Permit Builder Users Guide.
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A domestic wastewater Permit Builder project.
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An industrial wastewater Permit Builder project.
PERMIT BUILDER TIP 1A


The red asterisk *


A red asterisk * indicates information that you, the permit writer, are required to enter.





PERMIT BUILDER TIP 1B


The little blue question mark ?


Double-clicking the little blue question mark ? will display a text box with more information about a particular heading.





Save





Reset





PERMIT BUILDER TIP 1C


Permit Builder and WAFR-PA


Permit Builder is linked to the Wastewater Facility Regulation-Permit Application (WAFR-PA) database.  In order to utilize any of the options in the Project drop-down box, information about the facility’s permit application must first be entered in WAFR-PA.


Permit writers are granted access to WAFR-PA for the purpose of logging in, updating, and viewing facility permit information.  See your supervisor for details.
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� Java is a general purpose, high-level programming language that can be used to create programs and applications that can run on the Internet.


� A “new” Permit Builder project implies a project that has not yet been created in Permit Builder.


� “PA Sequence Number” stands for “permit application sequence number.”  A more common term for this number is “project number.” 


� A completed Permit Builder project is one in which the permit has been issued and all information has been uploaded by the permit writer from Permit Builder into WAFR-PA.
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