Back Office – Processing a Renewal Record Started Online

[bookmark: _GoBack]A Renewal Record might be started online but not finished.  In this scenario, you can complete the Renewal record in the back office.  You can also use these instructions when you require payment online but have an exception where you would like the maintenance provider to submit the inspection result online but will invoice the property owner.

Note: You will see a TMP record in the Back Office once a public user starts the application online and gets as far as the Fees screen.  Now, you can find the TMP record and complete it in the back office.
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1. The first step is to search for the TMP record.  You can easily find TMP Renewal Records by using the Record List Filter called Annual Service Renewals – Incomplete.

2. Click the TMP Record Number.
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3. The intake form will appear with all the information that the public user filled in.  Click Submit.
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4. The record will be created.  You will notice that the fee is automatically assessed and invoiced.

5. From here, you can click the Invoice # to generate the Invoice report to send to the property owner or any other appropriate party.
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6. IMPORTANT NOTE: Once the fee is paid in full from either the back office OR online, this year’s renewal is complete and ready to be submitted next year.
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Step 3:Pay Fees

Listed below are preliminary fees based upon the information youve entered. Some fees are based on the quantity of work tems installed
o repaired. Enter quantities where applicable. The following screen will display your tota fees

Application Fees
Fees aty. Amount

‘TOTAL FEES: $60.00
Note: This does not include additional inspection fees which may be assessed later.
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