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Introduction

This user guide is designed to train you in the use of the Inspections Module.
Inspections are events where Water Board staff, or contractors, visit a discharger
facility to determine if they are in compliance. The facilities inspected may or may
not be regulated under an existing regulatory measure. For more information on
Inspections, see the Enforcement Policy at:
http://www.waterboards.ca.gov/water_issues/programs/enforcement/

The following information describes how to properly enter inspections into
CIWQS so the information (who, what, where, when) can be easily accessible to
CIWQS users and by the CIWQS Reports.

This document starts by highlighting the requ1red fields according to the business
rules and then gives a field by field, tab by tab explanation of how to enter an
inspection record. For more information on the business rules, consult the
business rules intranet page at: http://waternet/oit/ciwgs/html/business.html

l. Business Rules (Required Fields/Links)

General Information Tab
o Inspection Type
o Agency Type
o Related Program (at least one)
o Regulatory Measure (only reqwred if inspection is assessing compliance
with Regulatory Measure)
o Inspection Summary (may display in reports)

Related Parties Tab
o -Linked People -
% Must have one, but only one, “Inspector (Lead)
% All Inspectors marked “Attended”

Alleged Inspection Violations Tab
o Violations that were discovered during the inspection must be linked to the
inspection record on this tab. '

Attachments Tab
o Completed inspection reports must be attached to the inspection record.
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ll. Data Entry Process

General Information Tab
Business Rules (Required Fields):
o Inspection Type
o Agency Type
o Related Program (at least one)
o Regulatory Measure (only required if inspection is assessing compliance
with Regulatory Measure)
o Inspection Summary (may display in reports)

Instructions: . _
1. From the Main Menu of CIWQS select the “Create/Maintain Inspections”
hyperlink. It should be near the center of available choices.

Main Menu

SubmitReview s Self Monitaring Report (SERY
Bun Repoits :
YigwiChanae [y Personal infarmaticn
Create/faintain Places

Create/Maintain Partizs )
Create/iaintain Regulaiore leasurss ‘
Createfllaintain Vislations

Create/liaintain Inspections

Createddaintain Invoices

Createddaintain Bischarger Byvents -

2. When the initial inspections screen appears, you have the option of either
creating a new inspection record, or searching for an existing record.

Inspection Search

jannsd Performsd Inspact

Or

Enter any search criteria and click “Search",

Place: “GlearPlace i ¢

HSeateh’ § [Advanced Search »>]

a. To search for an existing inspection record, enter the inspection ID or
select a place and press “Search.” For more search criteria click the
‘[Advanced Search>>]" hyperlink.

Enter any search criteria and click " Sezarch”.

Inspection |5 |

Place:

“Search

[Advanced Search >»]
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b. The search results returned display ten at a time and are limited to 300
records. You can choose to see more records at a time, a specific set of
the results, sort the results using the column headings, or export the
results to Excel. Exporting the results will export all of the records that
meet your criteria, even if over 300 results are returned. To open an

inspection record ClICk on the Inspection ID hyperlink.

Your query has ssn Hmitsd to 308 results. You may add addifional search crieria io furtherfarget vour ssarch resutts,

Esporttc Excel Show

Search Results

previous |1-13¢1300
lﬁs’gecﬁnh‘ |nsnecion Anspectior
i

rformad

E Type compliance
insascticrn

Dayton Superisr Specialty Chamical
{Formarly Edoca}

081 2/2000 | 66:12/2000 | 05112:2000 | 95112/2500

fnaZaszikodna | Ves A

* |E Tépe comnitance
| inspedion’:

12:05/1005 | 12/05/1994 | 12/08/1398 | 12/08/1936 | Jose lorales

Dayion Superior Specially Chemical | E Tvpe comphange
{Formerly Edoco} inspaction .
Slsctronic Chrome & Brinding - E Tipe comollance D8/05/2000 | 05:05/2000 | 08/05:2000 | 06052000 | Manjulika Yas g
C ingpection . ' ) Chalirabarti
275543 | Kl & 11 Sewvice Station - 76 | BTipe compliance Q54172000 ] 0547:2000 | 05/47:2000 | 05172000 | Elijah Hil Yes q
insperticn .
78850 |k &[4 Service Station - 78 Ererequirsment 05/31/2001 | 05/31/2001 | 08/31/2001 | 05/31:2007 | Thanhiaan Yes
inzpection- . | ) Mguyen
275831 | LARefinery, Wilmington Plant ki | eriaznst 0723172001 09/27:2001 | 9912742001 | Jose Horales Yas L

C. To create a new |nspect|on press the “Create An Unplanned Performed

Inspection” button.

Inspection Search

After choosing to create a new ins"pection, you will be taken to the

Inspection’s General Information tab. The first required task in creating a new
inspection is linking a place to the inspection record. To do this, press the

“Select Place” button.

24 24

Hnspection Entry § Ralat

Place: ®

Inspection Type: *

Lead Inspection Type: &

Status:

Inspection Dates (Planned):

Inspection Bates {Actual)

g

" Inspection Result:

|EE 1 workplan Com
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4. After pressing the “Select Place” button you will be taken to the place search
screen. From here enter the relevant information and press “Search” to find
the appropriate place for your inspection record.

Enter any search criteria ant click " Search”,

Place ID: [ R :

Identifier: [ identifier Type:}Any : ]
Place Name: [rubs City vonTF RS

Place Type: ﬁny : . L

Physical Address: r R i

City: | V- E [+ 1 R R
Regional Vater Board: o ] ‘

Latitude: [ dea [ Jmin[ |eec.or[" ] decimal degress
Longitude: [ ]aea] Iminf: 5 ]sec.oR[ . |decimal degreas
Related Party Name: [ . JJAl.. |
Dept:

5. After pressing search you will receive a list of facilities matching the criteria
you entered. Select the facility you were searching for by cllcklng the “Select”
- hyperlink next to the appropriate record.

PlacsIn Place Name: |~ Glancs. Repor | denct: i Phigicatiaddrassss | Latinided ongituds |- RealonatwaterBoard i+ |dentRer: i Dept | £

274558 | Yuba City WATF Eacilits Yubza City | 302 Buns Drive 397 3ITN 58 5810101007 WG | select

Yuba City, CA 95991 121735447 W

6. After selecting a place, you will be taken to the general info screen of the
inspection record. On this screen there are several fields that are required by
the system as well as some additional ones required by the business rules.

Staft Assigned:  Faciig:

{ Inapection En susd Inspaclion Widiskons | Dotumants [2achments |

Place:” Yuha Cits WATE
302 Burns Drive _
Yuha City, CA 95991-
Water Board: 58
Lat {39. 1d8'13" dec deg.) Long: (-121.812296 decdeg.y

Inspection Type:* %

Inspection R

7. Start by selecting the appropriate inspection type. For more information on
inspection types consult the business rules linked to at the beginning of this
- document. '

Lat {39.108893 dec deq .}, Long: (-121.612298 dec dapn.}

Inspection Type:* | Type compliance inspection v Inspection R

Lead Inspection Type:™ : % State
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8. Next is the lead inspection type. This is the party/organization type that
performed the inspection. This field defaults to “State.” If a contractor or other
organization performed the inspection, it can be changed.

Inspection Type: * {AType compliance inspaction - E} Inspection R|

Lead Inspection Type:* ;sme . . S ::j

Status: *

0. After selecting the lead inspection fype you must select the status of the
inspection. You have three choices: Cancelled, Performed, and Planned.

tead Inspection Type: * Istats - o } e

Status:® \ [Performed v _ .

Inspection Dates (Planned): I |%tc | L -I%‘ﬁ‘:‘iorkplan Commitmert I
inspection Dates {Aciual): | - B o [ = -

10.Next, enter the dates of the inspection, planned and actual. If the inspection
was not planned in advanced you do not have to enter anything into those
fields. Because most inspections are only one-day in duration, the system
auto-fills the end dates with the start dates once the start dates are entered
If it was a multi-day inspection, the end dates can be revised.

Status:* . |Performed v :
Inspection Dates {Planned): [1z0vz008 |BEE t 12312008 BB 17 workplan Commitment
Inspection Dates {Actual): ~ [1215/2008 5 to [12152008° | B -

11.For performed inspections you are required to select an inspection result. If
the inspection did not provide all the information required select “Additional
Info Required.” If something needed to be corrected but the inspection did not
result in a violation, select “Foliow-up Inspection Needed.” If all required
information was obtained and there were no violations/corrective actions
select “No Further Action.” If the inspection resulted in a violation, select
“Violation.” '

Lat (38.108503 dec deg.), Long: (-121.612208 dec dey.}

Inspection Resul {¥iclation. i

{AType compliance inspection -

[state .

12.If the inspection was part of a workplan commitment, check the workplan
-.commitment box. -

7

[1z012008 B to

o e e i
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13.The next two required fields are the open text fields “Summary” and “General
Notes.” The summary field is for points of interest found during the inspection.
If a violation was discovered and/or a corrective action was required
information on those events would go in the “Summary” field. Points of minor,
but not vital, interest would go in the “General Notes” field (e.g. ponds down
for maintenance, number of aerators operating, etc.). The information within
the summary field may display in reports. :

Summary The following viclation was chsered: water ponding &+
in fisid iviolation of prevision C.5), Dischargerts ™
subimit revised discharge plan and pictures. -

General Notes | [Two of five asrators operating attime ofinpection. - - &

14.0Once all of the appropriate inspection information has been entered press
“Save.” '

argtions | Doy

Inspaction Entry
"Sév’&ﬂ!

Place:”

Inspection Type: *

Lead Inspection Type:™ -

Status:*

15.Once the inspection has been saved, the “Link a Regulatory Measure”, “Link
an Inspection”, and “Program” fields on the general information tab become
active. A linked program is always required; a linked regulatory measure is
required when an inspection is assessing the compliance of a regulated
~ facility; and a linked inspection is only required if the inspection you are
creating is a follow-up. Start by linking the regulatory measure.

a. If the inspection was assessing compliance with one or more regulatory
measures, press the “Link a Regulatory Measure” button to begin the
linking process.

Link a'Hegulatory Measiire » link 2 nspach - | Program

[ me yMeasure i

b. You will be taken to the regulatory measure search screen. Enter your
desired search criteria and press the “Search” button. If the facility is
under a general order, be sure to select the appropriate enrollee record,
not the general order. o . -
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Tip: Using either the regulatory measure system ID (if you have it) or the
facility name exactly as it is listed on the inspection general info tab gives

the best results.

Enter-search criteria and click ‘Search’.

Nuriber/identifier: - Identifier Type:]A0¥

Regulatory Measure: §;

individual / General:

\Water Board: Tamy

Facility Hame: Yubg Tity WWTF

Related Party Mar'gie:

addresses HIP: _

Program: C Ay ] - =1
Status: " Iam I '

c. When your search results are returned select the most appropriate
regulatory measure from the list by clicking the “Select” hyperlink in the far

right column of the table.

Search Results: o Exportto Excel Shows 110 ¥ Pravious {1-10.00 11 =} Next4
Order MumbenPitimary |+ Fadiity” | “Efiective Dates | Action:
- i : i i dendifEr T s e |
. | CDO R5-1995-G254 for Yuba City Reg NPDES Cease and R5-1896-0254 Yuba City | 0/2(4190G -
- Heasure Desist Order WINTE
254277 | coo r3-2002-0088 for Yuba City. Reg NPDES Ceasz and RE-2003-008% Yuha City | 06/05/2003 - Szlect
7| Yuka City WWTF Laasure Desist Order VATF
353687 | 5P Complaint R5-2008-0811 far Res NPDES * | Admin Civit ‘RE-2008-0611 Yuba City | 1141742808 - Balegt
) Yuha City, Yuba City WHTF Heasurs Lizhility i WHATE
132609 ;| NPDES 03-082 for YUBA CITY ! Reg Pretreatmant MNPDES Permiis | RE-2003-008% Yuba City | D6/06/2003 - Selegt
|- B . Haasurs | pragram, MPDES YT 10/2412007
149478 NPDES 24-035 for YUBACITY Reg | NPDES MNPDER Permits | 84-095 ’ Yuba City | §9/28/1364 - Selest’
) Heasurs : . BT X
1413687 | NPDES 84132 for YuUB2 CITY Reg NPDES |NPDES Permits | §8-192 Yuba City | 10/27/1363 - Select
- . Heasurs : ’ WANTF
143877 MNPDES 94-242 for YUBA CITY Reg NPDES NPDES Fermits | 94-243 Yuba City | 09/15/41994 - Select
- ) Heasure WHTF
148822 MPDES 95-237for YUBA CITY Rea NPDES NPDES Fermits | 95-237 Yuba City [09/2041398- glsi
. Heasurs WWTF
125881 MPDES 37-182 for YUBA CITY Reg NPDES MNPDES Fermils | 97-182 Yuba Cit: | 080871997 - Seledt
o Measute | WHTF 0B/05/2003
339947 | NPDES R5-2007-0134 for Yuba City. | Res Pratrzatmant MPDES Permits | RE-2007-0134 Yuba City | 12/14/2007 - Selegt
Yuba City WWTF Heasurs | program, HPDES ' BANTF

d. When you select a regulatory measure CIWQS will automatically link the
programs associated with that regulatory measure. Please press “Save” to

“confirm your selection.

A apedts

l Program_

[ “place ] Type:] mate ]

[NFDES RE-2007-713 for Yuba Citr, Yuba Cit

NPDES

Pretreatment program
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16.You can remove any unnecessary programs that were linked because of the
regulatory measure by clicking the “Unlink™ hyperlink next to the appropriate
one. To add a new program; select one from the available dropdown and
press “Save.”

4| Program
l. B Rl “Prograﬁjg;, s ‘. o ; ] i .:':;.l
Lo L
NPDES Unlink
Pretreatment program Unlink

17.1f your inspection is a follow-up inspection or related to another inspecﬁon in
some.way, you can link the other record by pressing the “Link an Inspection”
button. o '

o5 ]| eace ] ype [pate [ ]|

— ]

(M

18.You will be taken to the inspection search screen. Here you can search for
the other inspection by selecting the place or entering other defining criteria.
'Press “Search” once you have your criteria entered. Press “Cancel” if you
wish to go back to the inspection general info tab.

Enter search criteria and click 'Search’,

Place: Yula City WATF

Status: R

Status Date; . @

Water Board:v - g - B :}

Proyram: Be ,:_%

staff assigned: [&y -....2%] T inspections Without Assigned Stait
Scheduled betvween :

B 1 pranned without dates -

Occured hetween [

Efiang] ]méa:i
I} tinscheduied, but have occured
[} scheduled, but have not occured

f'Se:arbh,ji “Cancal ;

19.When the results are returned select the inspection you wish to link by
clicking the “Select” hyperlink next to the appropriate record.

: jrow e
Inspectian| . Place™ " {inspestian - “dPlanned’ | 8 Aclual o] nepection’: Status - Action:
D5 ) Ll Type s iStadi ) End ‘Perfermed? . I

sz . : “iDag o Date eh e S P n ) :
308865 | Yuba Gity WWIF |8 Tipe compliance 041011994 | 0471921994 | 0471971394 | 042194196 | STERLING DAVIS | Yes Paiformed | Select
! inepection
308987 | Yuba City W¥¥TF | AType compliance 98/2171993 | B5/2141383 | 0672171983 | 052171993 | STERLING DAYIS | Yes Performed | Setzat
inspeciion ) .
3I0BE6E | Yuba City VWPATFE | Cemiplaint inspecticn 02/11/1894 | 027111284 | 6271741384 | 0241171204 STERLING DS |Yes Perfarmzd | Selast
: | 308862 | Yuha Cit-WWTE | B Type comaliance 912141897 | 01:21/1997 | 0142141967 | 01/24:1397 | Jimi Msughan Yes Ferformsd | Selest
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20. The information for the selected inspection will appear on the general
information tab. Press “Save” to confirm your selection.

Pro

] i Place tpare o |[]

ink ||| Yuba City Frstreatmant 0341712008 - r“
VIWTF coimpliance 0311812008

MF

21.Proceed to the Related Parties tab.
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Related Parties Tab
Business Rules:
o Linked People
% Must have one, but only one, “Inspector (Lead)”
< All Inspectors marked “Attended”

Instructions:

1. One thing that sets the Inspections module apart from the rest of the CIWQS
is that the only parties linked to it are people. No Organizations are linked.
Multiple people can be linked but the business rules only requires one; the
Inspector (Lead). To begin the process press “Link a Party.”

Staff Assigned: None Fac|
Inspel:non Entry] Relatad Parties (ﬁllﬂged Inspect

* Linka Pty |
Joe i atended? T o

2. The party search screen will appear. To search for the inspector, or any party,
it is best if you know their first and last name. Enter your search criteria and
press “Search.” ‘

—
Enter any search critetia and click "Search”,
Party Type: Fersen

-

" Hleaating Acaress:
\Work Phone:
tWater Board:

Dept:

3. The system will return the people that matched your criferia. Click the “Select”
hyperlink next to the party you were looking for.

Search Results:

B Previcus 31-1 of1§>‘vi Next
‘PartelD |- ‘hame [ Tepg - SvorkPhone ] ieiling Address T Th TR [y B :
448858 | Oscar Biondi Person | 318-483-4552 11020 Sun Center Drivs,Ste?tpk 'JCB Ram,hu bOFfD’ " Callforms pr——— VAR P

4. After selecting your party you will be returned to the related parties tab. Once
here you must select the relatlonshlp to the inspection record, remember that
you need an “Inspector (Lead).”

Contacted?|Attended?| ‘Hame il 5

; Ofganization ol oNeres Rl )
I i Oscar :_3 Certral valley Regional Water
Biandi o Cwality Control Board,

Sacraments Office
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5. The “Inspector (Lead)” must be marked as having attended the inspection.
For other parties mark whether or not they were “Contacted” or Attended”
accordingly.

TSpaLion ETalec Pames | Alegad 1 TON FI0Tatens | UGCUments | Zaan. G § Shhe
iSave <aPary, | '
Contacted?|attended?]. mame |70 Relen T L L iOrgamization L e o i e otes b
W v DOscar ﬂnspector (Lead) T Central Valley Regional "Vatﬂr )
Biondi UL A It SRR Quality Contral Board,
Sacramento Cflice

6. Add any “Notes” you feel relevant regarding the party you have selected.
Once finished press “Save.” Repeat the linking process as many times as-
necessary. Once finished you are done with this tab.

Relsted Parties | Allegzd Inspection Violations | Documents | Addn: Info { Attachments |

Inspection En

Cohtacted?{Attended?]: ‘Mame |00 i, 1 “Roler s

n i Organization SUEMoteS i
¥ ¥ Oscar  |[inspectorLeady: - - . “pj|Central allm/negwnal’!»*afer onducted the inspection] st

Biondi Guality Sontrol Board,

Sacrameanto Office

7. Proceed to the Alleged Inspection Violations tab.
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Alleged Inspection Violations Tab
Business Rules:
o Violations that were discovered durlng the inspection must be linked to the
inspection record on this tab.

Instructions:

1. If your inspection resulted in a violation you can link the new violation, or
create it, through the Alleged Inspection Violations tab. The process of
creating a violation through this tab is covered in the Violations User Guide.
To start the process of linking an existing violation press “Link a Violation.”

Inspecdlion Entry

Save

" iolation 17 1] .- Violation Type - _--| " Program: | | Status |

2. You will be sent to the violation search screen. The fastest and most reliable
way to search for the violation is to use a violation ID, procured in advance:
After entering your criteria, press “Search.”

Enter search criteria and click *Search’

Place:

Program: =
Pary:

Violation 1D:

Status:

Source:

Linked to Enforcement Action: {. - .+

Regional Water Board:

Stafl Assigned: R A T I ]
Violatior: Date: Fram fl‘.’!'f‘;’DDmﬂi‘Y}%

o ow [ wwooanwnEE
Grder BT TR -

‘Searsh]

3. When the search results are returned, pick your violation from the list and
click “Link” to add it to the inspection record.

Search Resuits:
,Vlcldmn - Nialaki
79993- 1241512008 | Unautherized Yuba City | NPDES | violation Dscar g insped e thatmefaulit» No ink (]
Discharge WTF Bigndi made an Lmsuthom.ad dlschargs io..

4. Once back at the alleged inspectioh violations screen press “Save” and the
violation will be related to the inspection record.

Launch Vuulanon Wizard 3
olation Type. . ‘Program .| . Staius’
Unautherized Discharge ' . |HPDES Yiclation

5. Proceed to the Attachments Tab.
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Attachments Tab

Business Rules:

o Completed inspection reports must be attached to the inspection record.

Instructions:

1. Click the browse button on the Attachments tab.

{Inspection Entry | Related Farties || 4lleged inspection violations § Documents.§ Addn. Info | Attachments ;
=

2. Click the “Browse” button.

|5 iFile Bescription -2

Upload Fils

3. Using your computer navigation dialogue boxes, find and select the

completed inspection report on your computer or network.

4. Enter a brief description of the document and click “upldad.”

5. Repeat steps 1-4 until all parts of the inspection report have been uploaded.

3Pl Deserniption “Date/Time Uploated | Status| /7

Inspection Reportpdf

Inspaction raport for 10/08/08 inspection including pictures | 01/22/2000 - 15:28:42 | OK | dalste

Approver

Document Initiator

CIWQS Quality
Assurance Lead

Statewide CIWQS
Coordinator
Business Rules
Team
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Jarma Bennett ﬁ/mﬂ-—/ I
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