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Overview

Welcome to the quick start guide for CIMS 9. This guide covers the basics of using the
program. Installation is covered in the full instruction manual.

Section 1: Administrator Functions

From the Windows™ start menu navigate to the CIMS 9 folder and select CIMS 9
Administration.
Click Connect

zers GEroups

[ atabases E xit

Enter the password and click OK

Server name or |P: |M
Part nurnber: |1433

Izer name: Isa

Faszward: I

0k, Cancel

Click Databases

Izers [Eroups

D atabases E xit

Type a name for the database
Choose the type of database to create



Click Add Database

<< Add database | [5ampleDats

Databasze type: I FALCF j

Ilpdate database structure |

Delete databasze | E=it |

Click Exit

Click Users

Type a user name

Click Add User

Click the check box next to Open access to this database

Select the access rights for the user by checking the boxes next to the desired actions
or select an access group for the user.

Click OK
Creating access groups is covered in the full instruction manual.
Click Exit
— Uszers
<< dd user | |DFFICE]
Set paszword |
Delete uzer |
— Uzer ADMIN
Databaze: ILDcaITest [P&CP) j ¥ Open access to this database

— Databaze: LocalTest

Graups: |FULL ACCESS |

[ Clients [view) i’ Select al |

Clients [Create]

Clients (Edit) Deselest al |

Clients [Delete)
Projects [Wiew]

Projects [Create) LI Ll

Cancel |




Section 2: Creating Projects and Clients

Open CIMS 9 either by clicking the desktop shortcut or through the Start Menu.

Enter User Name and Password
Click OK

Server Name or [P Im

Part Murmber: |1 433

Izer Marne: |admin

EEETE

Pazzwond: |
Database Mame: |SampleData [PACF) j
[ Automatically open this database when CIMS iz started,

(] I Cancel |

Click Add Project

Database Browser Options Help Report Designer

SortfFiter | ProjectsiCiients  Project browser | Inspection | Observations | Reports | Transfer Data | Validation |

Expand | Collapss |

Refresh

reek Estates! Name | client Name: | contract | contractor Start Date |
i ity of Sampletown Siver CreskEstates  Cty of Sampletown 58624 Inspection Co 03/02/2009
@ CCTV Insps
Total records: 1
e e [ = I

View/Edit Project... + Add Project Tracking... Wiewv/Edit Insg... | + Add Insp | Q) Delete inspls |

Select AlInsps.

) Delete Project Custom Field Labels:

(aleosna




Click Select Client

Client: | Select Clint
Hame: |
Confiact Jab
Contractor: Location:
Pioject Manager Phore
wheb Site: [ Loga path:
Statt Date: =1
Coniment; |
Date Created [ ok ] cencel
Date Changed -—I
(=
Click Add
Refresh | Close
Hame [ city Country [ county
| | &l
= | 4 P P tics Mo
& Add Edit Select
—
(Gllem=sn
Enter client information
Click OK
Mame: |City of Sampletown
Address1: | 276 Main St Phone: |770-435-3303
Address2 Fa: [770-435-0402
City: [Sampletown County: |Randam
State: [sn Country: |54
Postal Code: | 30082 ‘Wwieb Site
Date Created Cancel |
Date Changed —
o
A i
Click Select
Refresh | Close |
County
| | &
Me= | A= N e e
o Add. Edt. | Select |
(allezssa




Type Project information
Click OK
Only fields in red are required.

Client |City of Sampletown

Select Client... |

Name: ISiIVer Creck Estates

Contract: |53624 Job:
Contractar; |Inspection Co. Location:
Project Manager: |Joe Average Phone; |770-555-5555
‘Wweh Site: I Logo path: I

=l

Start Date: [03/02/2003

Comment: I

Date Created
Date Changed;

Cancel |
((fcosna
(Glessea

Section 3: Importing Inspection Data

Click the Transfer Data tab

Click the Import button corresponding to the data file to be imported

Database Browser  Options HelpReport Designer

Sortter | rogcsciens | et brouser
mport

Inpor rom DB ie (CDLS000 Format) |

[Formsvez x|

| import fom DB fie (Std PACP Format). |

[Fomatvez <]

nspocion | Observatons | Reports TransterDta | vacatn |

e |

exmrovicar |

G=2

Navigate to the file to be
imported and click Open

- eEcsE

Look in: | e Removable Disk ()

(ChDocuments
(1]
Recent System
Dytestrs
[ (Dtestor
(Dhtestw
DaziED SILVER CREEKESTATES. mch
My Documents
My Computer
« )

| Open

My Netmor i ram: [$ILVERCREEKESTATES mdb
laces
Fles of type MS Access database file {“mdb) = (e 2
4




Select the Work Orders to be imported
Click Select Project

Custom Labels... | Select All | Refresh Close

Surveyor Name:

14 7 4 Prev P Hext Pl Last
Wiew Detels... & Add Edit () Delets
Ohservations... Custorm Dats.. Yitlens... Import

Project far Imparting: | Select Project...
MH lurlmpuutmg.| Select MH ...

P OBRA
J oot

Click on the project that should receive the imported data
Click Select

Refresh Close
Client Name Contract Contractor
58624 Inspection Co

Silver Creek Estates.

< | ]
14 7= | 4 P P rext Pl Last
& Add Edit Select

((mlleomna

Click Import
Click Yes in the confirmation box
Click Close on the Import screen



Section 4: Inspections

The Inspections tab displays the Work Order information and allows users to edit any
Work Order fields that need to be changed or to add new Work Orders.

Clicking on the Edit button will open the Work Order in a new window for the user to
make changes.

Clicking the Tracking button will display a list of all changes made to the Work Order
since it was created or imported into CIMS 9.

Clicking Reports For This Inspection will bring up the Report tab.

@ CIMS 9 Municipal (Server: localhost, Database: SampleData (PACP)) - Connected
Database Browser Optons Help Report Designer

=101x|

SortfFiter | ProjectsiCiients | Project browser Inspection | Observations | Reports | Transfer Data | Validation |
Pri: Silver Creek Estates

Select Project ...
Select Corin ..

Project [Silver Creek Estales

Conn: |

Surveypor Mame: [Jakn Doe

Centificate Humber:[Pacps?

Select Suveyar. | Custom_Field_Orne:

Custam_Field_T wo:
Custorn_Field_Three:
Custam_Field_Faur

(vwner: |City DF S ampletown Height [Diameter): |12

Customer. | City OF S ampletown whidthe [0

Drainage Area Shape: [ Circular | Custorn_Field_Five:
PO Mumber Matenat {7z Tile - Custom_Field_Six
HE'F‘Eiﬁ;ES:[g;nSeS; IEPEDdD— Lining Method: [+ Custom_Field_Seven:
Pipe Joint Length: {000 Custom_Field_Eight:
(it A = Total Length: [0.00 Custom_Field_Nine
Time: Lenath Surveyed: [22310 Custom_Field_Ten
Sheet: [washington Parkway Yearlad 0
Cit: [Sampictonn e Bt [———— Dt Createdt [03/03/2008 D3.07. 35
Location Details: [Sheet 13 Madia Label None— Date Changed: IUE#UE/ZUUE 09:14:48
Wit | [EFERE Purpose: [Rouline ssessment = Tatal Length: 0.00
Rim to Inveat (U], [12170 Sewer Category
Grade to Irvert (U):|0.000 B et D
re-Cleaning: [Jetting A Status;
Fiim to Grade (U1} [0.000 Date Cleaned: (1271272007 = Mum of Obs: 48
Dawnstream MH [CPEO4S Westher [0, B Resuls/Rehat... |
iz 101 | LA Location Cods: Ligqt Highiey -
Grade to Invert (D1 |0,000 Additional Info: (2008 Gewer TV, Program
Fim to Grade (D). |0.000 Viden Localion: [C\Users\LanevappDiatabsar Chang=video | Video Player |
Sewer Use: |Sanitan i Status: =
Direction of Survey: | D ownstieam i Expart: |03/03/2009 d
Flow Cantrol Z Reverse Setup: [0
-
;u o
Edit... | Interactive Reports... Reports for this Insp Tracking... | I{ :"s:l ‘ Pre | b Nexll bl Lastl

(Glleomna

Section 5: Observations

The Observation tab displays all of the defects observed during an inspection and
allows the user to edit or add defects.

Clicking the Edit button with a defect highlighted will open a new window for the user to
make changes. Clicking Reports For This Inspection will bring up the Report tab.



Database Browser  Options Help Report Designer
ProjectsiClients | Project browser | spection  Observations ]Repms} Transfer Data | Valdatin
Inspections Prj: Golden Trail Estates, Insp PSR: ESA005, Insp Date: 07/14/2008
Next ‘ Last | \
I« | 4 | » M e Reports for this Insp View/Edit ‘ & a0 | (&) Detete |
Counter Distance PACP Code Continug S WValue 1st Di Value 2nd Dimension | Value Percent Joint
21 0.0 WYL (Water Level) 5 No
131 44 TFA (Tap Factory A 4 No
159 71 TFA (Tap Factory A 4 No
317 842 TFB (Tap Factory A 4 No
343 8.3 F (Tap Factory) 4 o
440 1083 AMH (Wanhole) No
2] &
Total records: 7
L] ‘ 4 | » Next‘ »l Last| Images. Video Player | Assign Video ‘ Select Al | Refresh |
&umﬂmm’

Section 6: Reports

Highlight the Work Orders to be printed and click the button for the desired report.

pal (Server: localhost, Database: SampleData (PACP)) - Connected

=13l x|
Database Browser Opfions Help Report Designer

SortFiter | Projects/Ciients | Project browser | Inspection | Observations  Reports | Transfer Data | Validation |

Print Preview is enabled.

Select all | Refresh |
Pipe Segment Refere. Surveyor Name Certificate Number PO Number
Silver Creek Estates SWH a2-SMH a3 City Of Sampletown City Of Sampletown John Doe
Silver Creek Estates SMH a4-5MH as City Of Sampletown City Of Sampletown John Doe
Silver Creek Estates SMH18-SMH17 City Of Sampletown City Of Sampletown John Doe
Silver Creek Estates SWH23-SMH24 City Of Sampletown City Of Sampletown John Doe
Silver Creek Estates SMH2-SMH1 City Of Sampletown City Of Sampletown John Doe
Report Package. Cross Section Plan View Continuous | Custom Reports.
[~ Connection onfy [~ Connection onty i
RN RN Num ofpages: 1




Clicking Report Package allows
the user to select multiple reports I Cross oo

for the same Work Orders. I Planview | Comectensont
I Comtinuous
I Images Chart
I Inspections wo Grading
[ Defect Rating
I Pipelength Tatalz

()3 I Cancel |

Section 7: Filters

Select the fields to be used for the filter by using the drop-down menu to select a table
and highlight the field in the list that appears.

Enter the criteria for the filter in the box provided and click Add Criteria
Type a name for the filter and click OK

The filter will be added to the list on the left of the filter screen.
To change or delete existing filters highlight them in the list and make the changes.

Database Browser Options Help Report Designer

Sort/Fiter | ProjectsiClients | Project browser | Inspection ObservalinnslRepnrlslTransferData Validation

Field of table:

Mame Sort criteria for field

dess] { Soting citeria [More >

State

City Available filkers:
Cauntry r~ Filter tor field

EOSta: Code Mame: Change name.

ounty

Fax

Phane Operator: Criteria;

Dan -5
D:te E:ated I— J I Add criteria
Date Changsd Mote: if you enter date

please uze format

Criterias:
Fiemove criteria
I= Al this filter
Laad fiter.
Save fiter |

Jocosra

Trameese




Section 8: Exporting Data
Click the Transfer Data tab

To export to a file on a local or network hard drive

Click Export
Select the project to export click Select
Select the Work Orders to export from the selected project click Select

Refresh | Close | Select Al | Refresh | Close
Hame Client Name Contract Contractor Project Pipe Segment Refere... | Owiner Customer

Hee Siver Creek Estates | CPE040 Chty 07 Sampietown | Ciy Gf Samplstown

Siver Cresk Estates  SWH a2-SMH a3 City OF Sampletown | City Of Samplstown

Siver Creek Estates  SWH a4-SMH as City Of Sampletown | City Of Sampletown

Siver Cresk Estates | SMH1B-SMH17 City OF Sampletown | City O Samplstown

Siver Creek Estates  SMH23-SMH24 City Of Sampletown | City Of Sampletown

Siver Cresk Estates  SMH2-SMH1 City OF Sampletown | City O Samplstown
4 | i 4 | i
4 st | d P | P et | | ] | | K REE: | 4 e | P next | Pl Lest |

Select Export
(Gifgmmms (alfeoen=
{ ooz { oo

Depending on the coding standard used for the database the user will need to select
the file type for the exported data

Select a file to add the exported data to or type a name for a new exported file and
click Open

Lookin: | < Removable Disk (1) = cf @
|§__Exp0lt o W (i BaEe va s Cancel | = o
- Recant System
¥ Export Riatings B D73
@ o=
Export to MDEB [Std PACP v4.2] | R
¥ Export Ratings
Iy Documents
Export to DEF = C
ot | (Gifesmna | 2.
-
e

The process for exporting to CD or DVD is similar. CIMS
. 9 will ask if the videos and still images are to be exported
P/ Bxporting successful. along with the data and it will add the CIMS 9 Read Only
version to the disk to allow others to view the data.
The Write Data To Device button works in the same way
as CD and DVD writing and can be used to send the data
and media files to a USB memory stick or a Zip drive or
other removable storage media.
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