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What’s new for version 10?

Take a look…
• Graphic Interface (design) changes – BIG changes to  the Permit Records Menu

Alerts will help you recognize issues fastOne-Click Help Menus 
that guide you 

Email your Site Owners 
Documents with ONE Click!

Important Information is 
duplicated here for easy and 

fast recognition!

Command Buttons are 
neatly located on the 
right-hand side.

Important Tabs 
help you enter 
information fast 
and easily
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Records Menu with record Info Tab
ID Number: These numbers are automatically assigned to your 
records.  This will allow you to enter the next ID accordingly.  ID’s 
CAN NOT BE CHANGED ONCE CREATED.  They are like books in a 
bookshelf.  Once a book is removed (ID is deleted), there is a gap 
on the shelf.  You can easily assign the missing ID to a new record.  
Most people will use the ID as a count – first record is ID#1, 
second record is ID#2, etc.
Permit #: Enter the permit # that was given to this occupant
Owner and Location: Enter the Owner’s information here.  
You can double click on “City” to get a “Cities Table”.  Once you 
have entered a city and state, you can assign “Default Zip Codes.”
You can choose from several zip codes within one city. 
The “Default Area” is an area that you assign that particular 
city/zip code.  Every time that city/zip code is entered, the default 
area will be automatically assigned.  See Setting up a Service Area 
for more help.

Routine Maintenance: Click this box if the system needs routine 
maintenance performed on it.  If the box isn’t checked, the Service 
and other Sub-tabs will not appear.
Electronic Monitoring:  Click this box if the system is monitored by 
a remote alarm.  The Monitoring tab will appear in the middle of 
the customer menu.
Maps: If you are connected to the Internet, this button will 
pinpoint the location of the record you have selected (physical 
address only).  For more information, see next page
Locating a record: Use a Quick Name or Permit # Search Function.  
This feature will help you locate a record quickly and efficiently.  
You may also select many ways to find your particular record.  All 
selections are pop-down screens that will instantly show you a 
listing of your records.
Click Cancel if you want to VOID all entries you have made for the 
record.  Click SAVE/EXIT if you want to save your record entry 
information.
Calendar:  Notice the date is current on the Calendar.  If you 
double-click on any date field, that selected date will be 
automatically entered in the field.

TO DELETE A record:  Click RECORDS / Find the record / Click EDIT (top left corner of the computer screen) /Click 
SELECT RECORD / Click DELETE RECORD  - BE VERY CAREFUL DURING THE DELETION OF A RECORD.  THE NEXT 
RECORD WILL POP-UP WHEN YOU CLICK DELETE RECORD – DO NOT BE ALARMED, YOU ARE WILL ONLY DELETE THE 
RECORD YOU WERE VIEWING AT THE TIME YOU SELECTED “DELETE”.

Navigation bar
Various Search Methods
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Overview (customer) Info

Optional Mailing Address:  Enter a different mailing address for an occupant, if necessary, 
for the selected record.  Owners of mobile home parks are one example of a need for this 
screen.  They may have several different systems scattered throughout your service area.  
You will be able to mail all of your necessary documents to this person.
Legal: Enter any Legal Description for the property here.
Subdivision: Double Click the Subdivision Field in order to add to the list.
County: This is the county where the system is located.  This is a pop-down screen that 
you can double click to enter a new county into the Master Files section of the program.  
Entries will be permanently stored.
Status: Enter the status of the system.
Email:  Enter the email address of the person
Personal Info: Enter any information that may be assigned to this customer. Example:  DL 
# or Social Security #
Previous Owner: Type the person’s name that previously lived there.
Multi-Hookup System: Click this box if the system is being used by multiple occupants.
Commercial System: Check this if the septic system is for on a commercial site.
Preview Customer: Press this button to see an overview of that record.
Work Phone with an extension, Home Phone, Fax Number, Cell Phone Number: Enter all 
phones here.
Lake: Enter the Lake that this customer’s Septic System resides.
Moved to Agency Info - Link #: This will help with noting that the permit and record is 
“linked” to another permit # or account.  Enter a number into the linked field and give the 
linked account the same # so that they will become linked together.  Click the View Linked 
Button in order to view the related accounts.
General Comments About the System:  Enter general comments about each record.  Enter 
info like driving directions, for example.

Permits (Customer)

Main Customer Information Entry:

Maps Menu

Link to different Map Sites

Print a Site Profile
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Warranty Expires: Enter the date the warranty for the system expires
Brand Name, Serial #, and Date: Keep the Brand Name, etc, of the septic system.
Aeration & Discharge Pump Information:  Keep track of important pump model information.  Also, enter additional equipment on the 
site.
Treatment Type, Disposal Type, and Disinfectant: Enter the types of systems that your record uses.  
Add and delete types by double-clicking on the white field.  
Double-clicking the White areas on the Treatment Type, Disposal Type and Disinfectant Type will produce screens like these: 
Reference #:  This is for those people who use any specific number to track their records.
Map key: This is a plotting number from a Map Book.
GPS Latitude & Longitude:  Keep coordinates of the system and its sub-parts.  This is very helpful in remote rural areas.  Hand held GPS 
devices are used.   They are available at most electronics retail outlets. Click Topographic Map button to go to www.Topozone.com and 
view the topographic layout of the coordinates.

System Info Menu:

(Records Screen Subsection) 
Builder/Developer, Designer, Site-evaluator, 
Manufacturer, Distributor, Installer, Service 
Company- Current and Previous: Pop-down screens 
that give you the ability to track important company 
information used by that particular record. 

Double-Click any grey area to:  Update your 
company menu; pump models, or system types.
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Agency Info:

Click here to add special provisions to the permit.

Flood Plain Info: Enter the flood plain information 
here and track the necessary dates.

Permit Type: Click the permit type or types to 
preview and print Applications or Permits.

Enter in the current Water Supplier and the Previous Owner.

General Information: Enter all of 
the pertinent information about the 
septic system.

Enter the Reason 
for the Permit 

and any 
Proposed 

Improvements 
here.
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Preview / Print:
Print:

• Letters

• Documents

• Affidavits

• Citations

• Profiles

Link:

• Documents

• Scanned Drawings

• Digital Photos

• Microsoft Word™ docs
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How to create and Edit Documents

Blue Dotted Line: This is the 
portion of the document that is 
SET.  You cannot move or format 
this portion.  We have pulled and 
placed data from the permit 
record or other areas onto this 
portion of the document.

Red Dashed Line: This is the 
portion that you can CHANGE.  Put 
any verbiage about the SUBJECT of 
the document.  Do not put specific 
verbiage about an individual 
record in this area.  These 
documents are meant to be for all 
that you create them for.
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Permits Menu:  Contracts and Inspections

ACTIVE FOR SERVICE: Check the box if they are an Active Account or have a 
system that requires Routine Maintenance.

If the Service and Contract Tab is NOT visible – Check the Routine Maintenance 
Check box located at the top of the menu, just below the Link To Field.

Contract Dates:  Enter the Contract Start and End Dates here.  
Check that the Contract is Active.

Next Inspection:  Enter the Next Inspection Date here.  If the 
background is in red, then it is past due.  Make sure you note if 
the system requires Chlorine.

Enter New Inspection:  Click this button if you need to record the 
results of a new inspection performed by the service company.

Enter all the results and information about the inspection.  Once 
you SAVE/Exit the menu, the next inspection date will change.
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Service Menu (Continued)

“Contract Expires” will appear (if desired) on the Contract informing your record of 
the length of their service agreement.  “Comments” can be added to the contract to 
help your record understand any “special” information you may have on your 
contract.

Previous and New Service:  Enter in new inspection information or view all the results of 
each inspection or service work performed on the system.

Here is an example of the “New Service Screen”
You can track which inspector answered the call or performed the inspection.  
This information will be compiled in a report called “Service by Inspector”.
Note what type of service it was by clicking the pop-down arrow.  You can add or 
delete types by double-clicking.
 ADD COMMENTS (OFFICE USE ONLY) ABOUT THE INSPECTION – NEW ON 5.0
Enter the information performed during the inspection: 
 Op (operative), Non-Op (non-operative), COS (Corrected on site), or N/A (not 
applicable)
 The Service Provider field will default to the current SP, however, you can 
choose another Service Provider if it changes.
 Enter all dates (inspection date defaults to current date)

Uncheck the Service Completed box to keep track of pending service call on a report called “Service Pending”. 
 Chlorine Added can be checked and noted.  You can enter how much chlorine was put into the system.  If there is a Chlorine Residual of “ZERO”, you can send the 
homeowner a letter of compliance.
 Nitrogen Content can be tracked here as well.  Enter the milligrams/liter amount for each inspection.
 Note the Fee and enter Paid if you have received payment.  All service calls that are unpaid will be compiled in a report called “Unpaid Inspections”.
 PROBLEMS about the system can be noted on the service screen by checking the Problems box that is circled in RED.  When selected, this record will be “flagged” 
as having a problem.

Preview Single or All Inspection Results: This will show the inspection result(s) for that record. You may then choose to exit and automatically update the service 
provider’s next inspection due date.

Recording Inspection Information:
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New Inspection Continued:

You can select one of these services or double click 
to add more types of inspections

The Date Due will transfer from the service tab to 
show the difference in date performed and date 

scheduled.  You can run a report by going to 
Reports/Inspections/Inspections vs. Due Date to 
see a list of Service Provider and plus or minus 

service days.

When exiting the Inspection menu, you can 
automatically change the next scheduled date 

of service as well as the next scheduled 
Chlorine Service date.

Click Problem if there is something wrong with the 
system.  Click on the Service Completed box if it is 

INCOMPLETE.  Every Inspection will default to Service 
Completed.  All service Incomplete will show on a service 

pending report

Commercial 
Inspection 

Results

Answer “yes” to this question if it is a 
scheduled inspection.  This will keep the 
septic system inspection scheduled 
correctly and accurately.

Keep track of the number of inspections 
performed during the contract
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Septic Permits Menu:  Dates Menu

NEW for 6.60!

We created a dates tab to better organize Agency dates and information.

Enter the Reviewer, Inspector, and Approved by date information.

Double click on any date field and the current date will be automatically 
entered in the field.  You can edit it at any time.

Also, you can enter any comments about the Agency Inspection, review, or 
approval.

Make sure you enter your staff into the 
Employee’s Menu so that the appropriate 

person can be selected on the Dates Menu.

Go to the Main Menu/Employees Tab to enter 
employees.
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Permits: Activity Menu

This section will help you track any inspections performed by your agency inspectors.  
Document any data and comments and print out blank Inspection sheets with a click of a 
button.  Create these forms by DOUBLE-Clicking into the white area of the “Select 
Document” field after clicking on the “Blank Inspection Forms” Button.

Make sure you note the Inspection sheet 
properly in order for it to appear in the above 
selection.

Double Click to edit the 
Inspection Sheet
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Notes: Added for Version 6.20

Notes:  Enter the Date and ANY Comments that the customer may have relayed 
during any conversation on the phone or in documents.  This will aid in inter-office 
efficiency and consistency.  Click Preview All to see a printout of all of your Notes.

Notes to Memo:  You can have your 
Note transfer to the SAFE Memo 
Screen by clicking the checkbox 
and answering “yes” to the Memo 
Screen.

1. Check the box that says “Create SAFE 
Memo”.

2. Click Yes to the Question

3. Click OK to the Memo #

4. Go to the Main Menu, click Preview 
Memos, and see that the Note is now a 
Memo for that day.

1

2

3

4
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Enforcement Menu: Notices of Violations
Track any Notices of Violation your agency issues.  Examples are Contracts Past 
Due and Late Inspection Notices.

Page 1                                               Page 2 

Letter to the OWNER

1st page is an Introductory Letter

2nd page is a Summary Table
NOV Letter to the Installer.  This is a 2 

page document that has an introductory 
letter and a summary table.

Use the Mail Merge function if you have a 
specifically designed form in Microsoft Word
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Enforcement Menu: Complaints:  Entering complaints from the Permit Records Menu

New Complaint as Complainant (if this person is complaining about someone else)

Enter all the complainant and offender information.  If 
the complainant wants to remain anonymous, click the 
checkbox.

After entering this information, click the Complaint 
Details Tab.  Enter all the initial complaint detail info, 
the dates, inspector assigned, the results, actions, and 
follow-up information here.
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Complaints:  Entering complaints from the Permit Records Menu
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Enforcement Menu: Citations:  Entering Citations from the Permit Records Menu

New Citation for this Permit Record
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Tanks Menu:

TANKS: Click this button if you want to record transactions and view information about each tank for the record.

Tank Type: Select by clicking the down arrow.  Add types by double-clicking in the light blue area.
Construction and Divider Baffles Types: Enter the Construction and Baffles type of the tank.
Capacity:  Enter the capacity or choose from the set amounts.
Date Installed:  Enter the date the tank was installed (optional)
Days / Years between pumping:  Keep track of pumping schedules.
Contractor: Enter the name of a contractor here.
Filter: Check the box if the tank has an effluent filter.
Last Pumped: Set the date of last pumping in order to keep track of the schedule.
Cover and Depth:  Enter the type of cover and depth of tank.
Comments: Keep information about each tank.

Double click the white 
portion of the field or go 
to Master Files to enter 

information

Pop-down selections speed up data entry
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Financials Menu: New RECEIPT CREATION
New Receipts: Enter 
New by clicking on 
the NEW Receipt 
Button.  New 
Receipts can be 
created for septic 
permits, etc.

Steps to creating a new permit:

1. Find the correct Description and select it.  If you do not see the correct category, double 
click on the white portion of the field and enter the new receipt description.

2. Enter the Payment Type information

3. Enter the Reference ID (Ex: Check #, Drivers license #, etc.).

4. Enter any additional Comments

5. Select the desired printing preference.  This will send the receipt to the printer and exit 
the menu

6. OPTIONAL Step:  Click Save Receipt / Add Permits if you also take in money for additional 
permits.  Example:  An employee from Reliable Septic comes in to your office and pays 
for multiple permits.  You can add the information here.

1 Receipt per page 2 Receipts per page

Printing Options

1

2

3

4

5 6
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Receipts Menu: Existing Receipts and Voiding the Receipt (New for 10)

Existing Receipts:

1. Click Existing Receipts

2. Select the correct Receipt

3. Change the information

4. Void this Receipt if needed.  Do this by clicking the “Void this Receipt” button after you 
have entered the appropriate amount.

5. Click Print 1 per page if desired.

6. Click Print 2 per page if desired.

7. Click the Green Checkmark to save and exit.

Existing Receipts: View and Edit existing Receipts by clicking 
on the Existing Receipts Button.  New Receipts can be created 
for septic permits, etc.

1

2

3

4

5

7

6
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Invoices New Invoice: Create an Invoice to send to the record
All Invoices will show you a listing of all the invoices for that record.
Open Invoices will allow you to view and edit all invoices that have not been closed.  New Invoices will allow you 
to create a fresh invoice for that record.  Each invoice number is auto-assigned and the date paid can be 
recorded.   An Outstanding Invoices listing in the Reports Menu will help you track the payment of all unpaid 
invoices.  A total unpaid amount will be shown at the bottom of this menu.
New Invoices will look like this one.
Compute Today’s Balance:  Click to see the present balance of the system owner

Double Click Description – Taxable Items Field to add commonly used charges

Record Partial Payments as well.  SAFE 
will adjust balance due

Put Service Charges HERE

Double Click in the Tax 1 Field to add 
Tax Types.

All Invoices – Click on an invoice to record payment received.

Click PREVIEW to  
view and print 

the Invoice
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Auto-Dialer Monitoring:

Monitoring: 
If your agency is required to remotely monitor septic systems using an auto-dialer, this is the screen for you.  

Contact VMSoft Products for more information about alarm monitoring and auto-dialer brand compatibility.
NEW For 5.1

This selection is for those of you who do alarm monitoring using auto-dialer systems on septic tanks. A 
reports menu will allow you to produce many different documents.
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SEPTIC REPORTS MENUS
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REPORTS Menu:  Owner Late Inspection Letters

Inspection Reports:  Preview and Print documents that are 
to be sent to the Owner, Service provider, or Manufacturer.  
Run reports that will show you many vital statistics as well.

Bulk Print Letters of your choice to the Homeowners that are 
have not had their system inspected on time.  Simply click the 

down arrow and select the letter you would like to print.  
Choose the date from and to then click the Preview Button.  

While previewing the document, click File then Print.

Click on the down arrow and 
select the appropriate letter to 
send to the system owner.  
Change the verbiage of the 
letter by going to Master Files / 
Edit your Documents

Preview and Print 
your desired 

document.  Click 
File / Print to print 

the page(s)
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Inspections Reports:  (Maintenance Provider Letters)

INSPECTIONS PAST DUE BY PROVIDER LISTING: Click this to check up on your 
Service Providers and their inspections.
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Inspections Reports:  (Other Reports)

INSPECTIONS BY MAINTENANCE INSPECTOR: Select the appropriate dates and 
then click Preview.  This report will show you a list of Inspections by the Service 
Technicians of your area Maintenance companies.

CUSTOMERS WITH ZERO CHLORINE RESIDUAL: View all the inspections 
during a date range you select that have a chlorine residual of “0”.  Many 
agencies state that they need to send the service providers and 
homeowners some sort of notification.

This report will show all the inspections 
and service work for those customers 
with an ending contract date equal to 

your selected contract date.
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Inspections Menu (Continued)

Maintenance Inspections by Type:
View all types of service performed on systems by your area
Service Providers.

Customers with a Problem:
View a report that lists all the Service Calls that had the problem 
box checked.  The comments will also appear.

Inspection Since Contract Date:
Type in the Month and the 4 digit year of the Contract Start and 
End Dates to see an overview off all the service that was 
performed on each person who’s contract ends during the 
selected timeframe.

Inactive Customers by City:  
View a list of all the INACTIVE Customers by City.  These are the 
records that DO NOT have a contract start date and end date OR 
those customers where the “Active for Service” Tab in their 
Service Screen has been unchecked.

Inactive Versus Due Date:
Check the performance of your area service providers.  See how 
many days they were late or early for their customer’s schedule 
service call (inspection).

Inspections by Agency Inspector:
Lists off all the inspections performed by the Agency personnel.  
This list is pulled from the Records/Agency Inspections Tab.

Next Slide:  Contract Reports
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Contract Reports Menu:

Owner Listings, Letters, Mailing Labels, and 
Postcard Addresses: Create a list of all the Contracts Due 
or Past Due. Print Letters, Mailing Labels, and Postcard 
Addresses by clicking the appropriate dates.  

(Owner Listings Menu)

(Owner Letters Menu)
Select a Letter to send to the 

System Owners by clicking the 
down arrow and selecting an 
appropriate Letter.  Edit the 

Letters by going to the Master 
Files and clicking Change Your 

Documents or double clicking on 
the white area in this field.

(SAFE Main Menu)

Maintenance Company Letters and Listings: Create a list of all the Contracts 

Due or Past Due by Maintenance Company. Print Letters addressed to those 
Maintenance Companies.  Change the letter(s) by double clicking on the white area 
in the Select Letter Field.  
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By Brand Name (Open Records): Choose the System Brand 
Name and then the dates the contract will expire.

Many Service Providers will want a list of these systems.  You can 
also produce them an Excel Spreadsheet.

Contract Reports Menu:
Manufacturer Company Listing: List all Contracts Due that fall between 
dates you select.  All of the system owners will be listed under the System 
Manufacturer.  NOTE!!!! You must have the Manufacturer listed on each 
owner’s Manufacturer field in the Septic Records/Specifications sub-tab in 
order for this report to fully show all of the systems by manufacturer.

Select from a pop-down listing

Click to create a Spreadsheet.  NOTE!!!!  You must select the appropriate 
format in order to produce the spreadsheet.  Check which Excel version you 

have in your computer by starting up Excel and clicking on Help / About 
Microsoft Excel

Click the arrows to 
scroll through the 

listings 
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Contract Reports Menu:  Contract Quick-Change menus       NEW FOR 10

Click on the appropriate record to update.  Once that record is 
selected, make sure all the information is correct.  You can 
then click the checkbox at the top of the menu “Renew” and 
the dates will change once you select “Yes” to change.

Double click on the record in the list and go to that 
specific record.  You can then click “Service and 
Contract” and update the contract information 
there.
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Permit Listings: Check out all the ways to list your customers and 
print graphs!

Activity Listing: Print out a report for all Agency Activities and even sort
by type if desired.

Graphs showing important information 
can be previewed and printed.



33

Company Listings: Preview and Print Lists, Letters, Labels, and 
Postcard Addresses for all or a selected company or agency.

Click on the Type of Company or Agency 
you would like to select.

After you have selected the type, select a 
letter, or click on the Listing, Labels, or 
Preprinted Postcard Addresses circle.
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Subdivisions:
Preview and Print Lists of all of your subdivisions and Mobile 
Home Parks.  This data comes from the Master 
Files/Subdivisions Table.
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Renewals Report:
Enter in the Date and select the treatment type of the system.  Create a listing, 
labels, letter, or postcard addresses.  The renewal date entry is located in the 
Septic Records/Service Tab.

Miscellaneous Letter, Listing, Labels, or Postcards:
We have provided a menu for your “browsing purposes”.  Simply click on the “Choose 
Customers Where:” section and select what category to query.  The Operator field will 
sort out the query and the Value Field is the determinate.

Example:
1. Choose Customers where: “Brand Name”

2. Operator: Equal to (=)

3. Value:  “Hydro Action”

OR – New for 6.60 (example below)

1. Choose Customers where: “Brand Name”

2. “and” (check)

3. Choose Customers where: “Maintenance Company”

4. Operator: Equal to (=)

5. Value: “AAA Septic Tank Service, Inc.”

6. Now either create a Letter, Listing, set of labels, or 
postcard addresses.

New for 10:  Triple sort
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Alarm Monitoring Reports Menu: Preview and Print all the 
Failures by Customer, Date, or Service Company.  Also, Print all the 
Contracts Due Listing and send them letters or create Labels.

State Activity Report: Preview and Print all the systems 

that were installed / Approved during a time period you select.

Each page will be specific to the different disposal types.  It is located on the 
Septic Records / Specifications Sub-tab.

The Authorization Date is located in the Septic 
Records / Agency Info Sub-tab.
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SECTION 2
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ENFORCEMENT MENU
Contains
• Complaints
• Incidents
• Violations
• Citations
• All Reports associated with these areas
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Complaints:  Entering complaints from the Main Menu

New Complaint Entry Process

1. Click New to enter a new complaint

2. Enter the Complainant’s Info

3. Then enter the Offender’s information

4. Enter the Description of the Offense

5. Print out a Complaint Form and take it out to the investigation

6. Enter the Investigation Findings (completed after visit)

7. Enter the Actions Taken

8. Enter Follow-up dates and comments

9. Print out the appropriate document or

10. Enter any Agency Activities or Notes about the complaint

5

4

6

7

8

9

10

1

2

3

Digital Photos 
can be linked in 

Scanned 
Documents
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Enforcement Menu: Complaints:  Entering complaints from the Main Menu

Choose the Complainant and Offender (or manually type in the information)

Enter all the complainant and offender information.  If 
the complainant wants to remain anonymous, click the 
checkbox.

After entering this information, click the Complaint 
Details Tab.  Enter all the initial complaint detail info, 
the dates, inspector assigned, the results, actions, and 
follow-up information here.
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Complaints:  Entering complaints from the Main Menu
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Enforcement Menu: Notices of Violations
Track any Notices of Violation your agency issues.  Examples are Contracts Past 
Due and Late Inspection Notices.

Page 1                                               Page 2 

Letter to the OWNER

1st page is an Introductory Letter

2nd page is a Summary Table
NOV Letter to the Installer.  This is a 2 

page document that has an introductory 
letter and a summary table.

Use the Mail Merge function if you have a 
specifically designed form in Microsoft Word
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Enforcement Menu: Citations:  Entering Citations from the Permit Records Menu

New Citation Entry

1. Enter all the Suspect information
2. Enter the Dates and citation info
3. Enter the Court information
4. Enter the Results of the Court
5. Enter the Fine, Narrative, and 

Disposition.
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INCIDENTS MAIN MENU:  
A good way to track any incidents that may occur under your jurisdiction such as dog bites, bacteria in the ground water, etc.

Keep track of all 
OPEN Cases here.

Search 
methods

Reduce typing 
by clicking 
here.

Record all the comments of the 
Incident for Future reference

Scroll through the Incidents using 
these buttons.
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Enforcement Tab:  Reports

Complaint Reports: 
Preview and Print many complaint reports for your records or court issues.
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Complaint Reports: 
Preview and Print many complaint reports for your records or court issues.

Enforcement Tab:  Reports (Continued)
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NOV and Citation Reports 

Enforcement Tab:  Reports (Continued)

Choose from a variety of NOV Reports and 
Citation (Code Enforcement) Fines.  Also 
click on the Complaint Quickviews to see 
screen listings of your complaints.  NOV and 
Citation Qhickviews are coming soon.
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SECTION 3
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FINANCIAL TAB
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Financial:  Track CREDIT CARD Transactions now in version 10!!!
Choose from New Receipts, Old Receipts, Receipt Reports, Invoices, and Payments

New Receipts: Click on the type of Receipt and enter in all the 

information of the transaction.  After the Receipt is created, click SAFE 
Receipt and Print.  This will print out two copies of the receipt.  You cannot 
UNDO this operation and delete the receipt once it is created.  You can, 
however, edit the receipt and “void” it by going to the Old Receipt Menu.

Existing Receipts: Review a receipt that has been created.  You can edit 

the receipt and issue a Refund if this receipt has been issued in error.

Pop-down descriptions (edit them by going to 
the Master Files/Receipt section OR double 
click in the white field in Description 1, 2, 3, or 
4.

Clicking on the SAVE Receipt/Add Permits:  This 
takes you to a screen that will allow you to enter 
more fees for multiple charges.  Many Agencies are 
wanting to charge a “processing fee” for entering 
inspection data for their area septic service 
companies.  This system allows you to charge for 
each inspection performed.

NEW FOR 7.0 !!!
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Set up Receipt Types, Codes, and Values for each Receipt  you 
enter.

Receipt Entry Process:  Adding Types, Account Codes, etc.

Receipt Reports: Print receipt listings in several methods.  Simply select 
the appropriate method then click the proper dates.  Preview and Print the 
Report. NEW for 8.0!!!:  We have added the OFFICE Sort Field on the reports 
so you can sort them better.
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Receipt Correction:  Voiding Receipts…

We do not allow for the deletion of a Receipt that has 
been created in the SAFE Program.  We DO, however, 
allow you to VOID it.  You need to first, find the receipt, 
then click VOID.  After you click this box, you will need 
to say “Yes” to the void check. 

Once this is done, you need to “Click to Void Receipt…” 
in order to void it completely.

Click “OK” when finished.
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Invoices - Entry Process: Enter information, Prices, etc.

Click to edit the existing INVOICE or record pmts.

Click the Payments Button if you need to 
record a payment made to an invoice.

Click All Invoices to view the invoices created for your clientele

Find any invoice Preview many invoice reports

Unpaid Invoices

Double click to 
add lines…
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SECTION 4
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EMPLOYEES MENU
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MAIN MENU: Employees and Activities Enter in Employee information or Equipment assigned to your employees.

Employee Time Study: Enter and Print all the Activities 

and Time spent on performing employee duties.

Update your time…. And view reports

List all Time Studies:

Simple or Detailed Listing Options.

Or Delete all time studies 
from a date back.

Type in your ID and then select your 
Type.  You can choose to be an 
administrator or an “other”.  If you are 
an administrator, you will be able to 
view the Employees Menu, the Master 
Files Menu, and change the Receipt Fee 
Amounts.

If you sign in as an “other”, you will get 
the following message if you try to 
enter restricted screens:

Customize your main menu.  Enter one or more 
employees as an “Admin” type and you will then be 
asked to enter your login name and password.
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Employee Report Lists 
based on various dates:

MAIN MENU: Employees Menu (continued)

Enter other Employee Dates

Also enter and find Employee Emergency Contact Information

Enter Timesheet Information

Change the Payroll Period

NEW FOR 7.0 !!!

Hide certain menus in order to reduce 
confusion or limit data entry options.



58

SECTION 5
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VEHICLES MAINTENANCE
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You will now be able to track all of your work vehicles as well as any other equipment.
Track your vehicles by Unit Number, Type, Serial Number, Body Number, Company ID, and year.
You can also record specific information about each piece of your equipment like Make, Model, Color, 
License number and state.
All warranty dates and odometer warranty limitations are kept in this screen as well.

Main Menu – Vehicles and Equipment Menu

VEHICLE/EQUIPMENT MENU:
Enter all of your data here for each vehicle.
Distance Odometer Box: Check this boxes if your equipment uses miles. 
For Example:  If you register your company truck into the SAFE Program, you will 
use the Distance Odometer because your truck registers miles driven.
Hourly Odometer Box: Check the box if your equipment uses hours.  For Example:  
A backhoe’s usage is registered on an hour meter. 
Fuel Input Forms & Work Orders can be assigned to that vehicle.

Planned Maintenance Register:  This section will allow you to enter important 
scheduling information about your Planned Maintenance on your vehicles and 
equipment.  You can also enter a brief description of the planned maintenance. 
DATES:  Track all of your important vehicle dates.  These dates will be used in future 
reports like licensing, inspection, and emissions testing.  
TOTALS:  This subsection will keep all of your totals like distance traveled, cost per 
distance unit (miles or hours), and others.  If you get confused with the meaning of 
any section, remember to leave your cursor on that field.  A brief description of that 
field will pop up and help you out.
COMMENTS:  Put any general comments about your vehicle into this section.  
This will help you remember things like what brand of filters you used, for example. 

VEHICLE AND EQUIPMENT MENU

This will alert you to vehicles needing Planned Maintenance.
FUEL INPUT FORMS:  Track fuel usage.
WORK ORDERS:  Enter work orders for each vehicle here.  Oil changes, Repairs, or any other service work can be entered.  
Important information: Work Order Number, Date, Odometer Reading, Description of the Work, the Company that performed the service, the Cost, and Comments 
about the service are all located here.
You may also note if this service was a PM (Planned Maintenance) by checking the “PM Work Order” box 
After entering all the information, press “Save / Exit” or “Save / Next”.
PM’s DUE Menu:  Select this menu item if you desire to see when PM’s (Planned Maintenance) are due.  Type in a specific date and a report will be generated 
containing vehicles that are due for scheduled maintenance.
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Main Menu – Vehicles and Equipment Menu (continued)

PM DOCUMENTATION:  This section will allow you to enter 

important scheduling information about your Planned 

Maintenance on your vehicles and equipment.  You can also 

enter a brief description of the planned maintenance.

DATES:  Track all of your important vehicle dates.  These 

dates will be used in future reports like licensing, inspection, 

and emissions testing.  

TOTALS:  This subsection will keep all of your totals like 

distance traveled, cost per distance unit (miles or hours), and 

others.  If you get confused with the meaning of any section, 

remember to leave your cursor on that field.  A brief 

description of that field will pop up and help you out.

Specifications:  Enter any unique information like tires, 

etc. for this vehicle.

COMMENTS:  Enter any comments about that specific 

unit.

Planned Maintenance Sub-Tab

Dates Sub-Tab

Totals Sub-Tab

Specifications Sub-tab

Comments Sub-Tab
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Vehicles and Equipment Menu (continued)

WORK ORDERS FOR VEHICLES: Enter and track all work for your 
vehicles in the SAFE Program.  Oil changes, maintenance, repairs, 
etc., can be easily entered and recorded.

Relicensing, Emission Tests, and Inspections:  
Print out reports for these areas.

Planned Maintenance Due:  Print out the “PM”s that are due for 
each vehicle.  Planned Maintenance is any regularly scheduled 
maintenance needed on your vehicle (ex:  oil changes, filter 
changes, etc.)
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Vehicles and Equipment Menu (continued)

Vehicle and Equipment Fuel Entry:  Enter the fuel per vehicle and 
the oil used.

Vehicle and Equipment Fuel Input Form:  Enter the 
fuel you use on YOUR vehicle for a specific time 
period.
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SECTION 6
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Work Book Menu
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New Calls – Record new calls and all the pertinent information associated with it.

Existing Calls – Click the button to view all the 

existing Workbook calls.
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Incomplete Workbook Quick-views – Record new calls and all the pertinent information associated with it.

Workbook Listings:  Preview the workbook listings or 
delete the existing data entered for each workbook record.

Interactive Workbook Listings–
View in Pivot Table form the workbook 
schedules and drag and drop the 
different categories to filter.

Interactive Graphs:  Similar to the Pivot Listings, the Pivot 

Graphs allow you to view “custom” criteria in a graph layout.
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SECTION 7
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Master Files
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Your Organization: Enter all of your information and set up your letterhead.

Enter Signatures and address info.  If you need to change your organization name, just press 
the menu item and follow the directions.
Signatures:  Enter the person’s name(s) that you would like to see appear on the letters
Agency Information:  Enter your address and phone #’s.
Print Invoices:  Enter the # of Invoices you would like to print per page.
Monitoring Fee: Enter the amount your agency charges for remote alarm monitoring (if 
applicable).
Change Your Organization Name or Type:
You will have to contact VMSoft Products if you have to change your organization name.  This 
selection allows you to add types of business you may enter into.  Example:  Johnson County 
Septic Department changes to Johnson County Environmental Health Department. 
Permit Scanner Path and Complaint Scanner Path: Enter the location of the Linked Folders.  
(More on this in the Records Menu)
Logo Location and alignment: You can attach and align a logo to your letterhead by holding 
your cursor over the field and following the directions given.  Simply create or scan your logo 
and save it as “C:\Program Files\SAFE\Logo.bmp”.  Make sure you do not conflict the heading 
and alignment position.

MAIN MENU:  MASTER FILES

MASTER FILES:  YOUR ORGANIZATION MENU

Year and Next Receipt: Enter the current year and the Next Receipt 
Number.

Heading for Contracts, Letters, and Invoices: Edit the location, size 
and font color for your headings.

Remember to click the Help Question 
Marks for additional instructions.
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MAIN MENU:  MASTER FILES (Examples of Screen shots)

Cities & Counties: Enter the city, State, 
Default zip Code, and Default Area within 
your regional boundaries.  For counties, 
simply enter the counties you service.

Streets Master Table: Enter the Streets in order 
to pop down and select from a list.

Vehicle Work Order Types:
Enter all types of work orders that you will be using.
Vehicle Work Order Companies:
Enter all the companies that will be servicing your vehicles.
Complaint Categories: Enter the Categories for the 
complaints section.

Status Master:
Enter the Status of the System….Found in the Records Menu on the customer information 
tab.
Activities and Inspections:
Enter the Activity Types for your employees.  Check the appropriate box for each activity 
description.
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MASTER FILES (continued)

HOW TO CREATE AND EDIT YOUR DOCUMENTS

1. Select the Function and Type then click Continue to go to that particular screen.  
Click All Functions and All Types to “Browse” the Letters.

2. Edit the body of the document accordingly.  Click Find to find the desired 
document to edit.

3. Click Exit when done and the program will save the changes.
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Companies & Agencies can be easily added here with this screen.  
Don’t forget to click the “NEW RECORD” button that will take you to the 
next available entry.  Enter the Company Name and make sure you click 
the box below their name for the type of organization they are.

If they are a Service Company, you can enter the name(s) of the 
employees (service technicians) that are employed by that company.  
Enter the License Type and expiration date for tracking purposes.

MASTER FILES (continued)

Treatment and Disposal Types:  Enter in the Types of 
Treatment units and Disposal Units that your region contains.

Pump models:  Enter in the Pump Brands

Disinfectant Types:  Enter the Types of Disinfectants you will be using.

Receipt Types: Enter the description of each Receipt you issue.  You can add 2 
account codes and 2 fees for each Type.  Click “Can be Changed” if you want to 
allow all employees the ability to change these fees.
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Standard Lines for Invoices:  Enter in the most common line 
charges that you want to choose from on your invoices.

MASTER FILES (continued)

Messages and Letters: Enter in the Letters and change all verbiage 
on your documents
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SECTION 8
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UTILITIES TAB
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Main Menu

Backup and Network

Backup your data with ease.  Safe will automatically know where your database is (Access Version or Stand-alone).  
Simply select the location that you want your information copied to. 

Backing up Procedure:
Send it to your hard drive by typing in the location “C:\” if you want to 
send it to an internal location on your computer.  You are vulnerable of 
losing your data if your computer “crashes”.  BETTER METHOD:  Send the 
Program to a CD-R or RW Drive or Zip drive if it is larger.  *If you get an 
error on CD-R’s, you will need to “format the disk for Data”.  After doing 
this, you can click and send it to your CD Drive and the appropriate drive 
letter.

IMPORTANT NOTE:  Microsoft Access cannot SYNCHRONIZE DATA.  In 
other words, you cannot add data in on your laptop with a copy of SAFE 
while your office person adds data to the SAFE Program in the office.  
One database will override the other when merged, thus loosing the 
data from one database.  If you are networking your Laptop and your 
Server over a wireless Network, you will be simply using ONE database 
(placed on the server).
Prices for these Storage Devices vary depending on the storage 
capacity.  Check your local computer store for current prices.  Many 
computers come standard with external USB Ports for Data Storage 
devices and other equipment connections, however, please make sure 
your computer has one of these connections before your purchase.  

Laptop with USB Ports

Additional 
Help Page

Location to send 
the Backup Files

External Hard Drives work GREAT! They 
can be an expense, but are portable and 
hold a massive amount of memory.

Compressed “zip” Disks are 
durable and portable.

Portable USB Storage Devices are ultra-portable and 
inexpensive.  We recommend getting at least a 128mb 
Capacity device to save multiple projects.

USB Storage Device Backup Process:

Location of your 
SAFE Database

http://accessories.us.dell.com/sna/productdetail.aspx?c=us&l=en&s=dhs&cs=19&sku=A0408993&category_id=5683
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Networking and Re-linking Data Tables
I have had a lot of questions concerning networking SAFE and the Re-
linking of the data tables.
SAFE DOES NOT SETUP OR CREATE A NETWORK FOR YOUR MULTIPLE 
SYSTEMS.  WE SIMPLY GIVE YOU THE ABILITY TO RELINK YOUR DATA 
TABLES TO THE APPROPRIATE NETWORK FOLDER IN ORDER TO VIEW 
AND WORK FROM SAFE ON THESE MULTIPLE SYSTEMS.
Networking:  It is advisable to seek professional “help” before setting 
up an office network.  The SAFE DB.mdb and the SAFE Work.mdb 
have to reside in the same folder in order to network properly.

Wireless 
Network

Wired Network from Server to Workstations

Main Menu

Networking your SAFE Program

SERVER

Contains the SAFE DB 
and SAFE Work Files More explanation of the NETWORK process……

)))))))

http://www.compusa.com/products/product_info.asp?product_code=299891&pfp=BROWSE
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Click to Browse for the network location.

Don’t be alarmed.  You will not 
see anything in your location 

folder.  This is simply the linking 
location.  Click “OK” to continue.

Most Common Setup Procedure – Agencies using a stand-alone server application.

1. Install SAFE on every computer.  Make sure the Startup Icon is on each desktop.  
Click on it and go through the installation process until SAFE is loaded on every 
computer.  The same Product Code will need to be on every computer.

2. Create a folder called SAFE DATA (for example) on your server.  Make sure that 
you set the Sharing Properties correctly by right clicking on it and looking at the 
security and sharing properties.

3. Copy the SAFE DB.mdb and the SAFE Work.mdb files from the main computer 
(C:\Program Files\SAFE folder) to this SAFE DATA folder on the server.

4. Re-link each computer to the “SAFE DATA” folder on the network by going from 
the Main Menu in SAFE to the Utilities/Network button shown to the left.

5. Click on “Click to Re-link the SAFE DB” and you should see some progress bars at 
the bottom left of the screen start to cycle.  You will know it linked properly when 
the prompt box appears and states that the link was successful – press “OK” and 
restart SAFE.

6. Check your Septic Permits (Records) and make sure all computers have access to 
edit, add, or delete data.

* We are not responsible for improper network configuration or Microsoft Networking 
Conflicts.  It is advisable to run the same operating systems on all computers when 
networking (Windows XP Professional, for example).

Second Network Configuration:
Using a PC as a Server and linking others to your computer

1. Follow Steps; 1, 4, and 5
2. Instead of Steps 2 and 3, simply link to the main computer’s (acting as the server) C:\Program Files\SAFE folder.  

Again, make sure the sharing properties are set correctly.
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NETWORK DIAGRAM

Workstation 3
(SAFE Program minus SAFE DB)

Workstation 2
(SAFE Program minus SAFE DB)

Workstation 1
(SAFE Program minus SAFE DB)

Workstation 5
(SAFE Program minus SAFE DB)

Workstation 4
(SAFE Program minus SAFE DB)

Server
(SAFE Folder with SAFE DB and SAFE Work Files ONLY)

1. Install the SAFE Program on all Workstations.

2. Start up SAFE from one Workstation and go through the 
install / setup procedure (Product Code and Company 
Name entry).

3. Create a folder on the Server called SAFE DB (or 
something similar).

4. Copy and Paste the SAFE DB and the SAFE Work Files 
from the Workstation where SAFE has been fully 
installed and setup (codes and company name have 
been entered).

5. Delete the SAFE DB in the C:\Program Files\SAFE Folder 
of each WORKSTATION.

6. On each Workstation, start SAFE from the Desktop Icon 
(an error will appear).  Go to the Re-link Menu.  Type 
(stand-alone version) or Browse (Access XP or 03 
versions) the target for the re-linking.  Example:  G:\SAFE 
DB or \\SAFE DB.  Consult a Computer Network Specialist 
if you are having difficulty.

7. Click the Re-link button and restart SAFE.  You will be re-
linked to the server drive.
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SECTION 9
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Data Transfer Tab
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IMPORTING
Service Provider Septic Inspections

*Service Company has to be using the

SAFE™ Private Company Software Program
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Vista USERS!!!! Make sure 
your SAFE Agency Field 
Folder is set to FULL Control 
in the Security/User Groups 
Menu

Main Menu
Importing Service Provider Inspection Emails – Initial SETUP

1

1. Right click Start, left click Explore.

2. Click File/New (Vista users click Organize/New Folder).  Type in the folder 
name “SAFE Email” and click OK when finished.

3. If you are using Windows Vista, please set the Security settings by right 
clicking on the folder and left clicking on Security.  Click on Edit User Groups, 
click the User and then check the box that says “Allow” on Full Control.  Click 
Apply when finished.  Do this for the other User Groups.  Exit when finished.

4. Open your Internet Explorer or your email account.  Find the email from your 
area service company with the “SAFE Insp.txt” attached to it.  Download 
(save) it to your C:\SAFE Email folder.  Close your Internet/Email screen.

5. Right click Start, left click Explore, click the “C” directory, then open the 
folder called SAFE Email.  Right click on the file called “SAFE Insp.txt” and left 
click on Rename.  Rename it to “Email.txt” or “Email” (if you do not see the 
file extension).  Exit when finished.  If you already have a file in that folder 
called Email.txt, create a new sub-folder and simply drag and drop the old 
file into that folder.

6. Open SAFE, click on Transfer/ Import Service Provider Emailed Inspections.  
Click on Step 1:  “Import Inspections From C:\SAFE Email\Email.txt”

7. Click OK to the message about the table being built.

8. If you get the error message, please preview the report to view the errors.  
There are Permit Numbers missing or not matched up.  SAFE Importing only 
links the Permit No. to the Permit No. – Nothing else.  You can try to correct 
the errors yourself, but it is advisable to have the service company correct 
their data and then retry the process.

32

4

5

6

Change the 
file name

8

Continued on the next page

7
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Main Menu

Importing Service Provider Inspection Emails - Continued
Preview of Email Import

After Correcting the errors, click 
the Load  Inspections Button and 
SAFE Should load your service 
provider’s email fully.

(Zoomed to show detail)

The Permit #’s Must 
Match

Inspection 
Results

This error warning will prompt 
you that you have already 

imported the record before.
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Please feel free to contact us with any questions or comments.

VMSoft Products 2007

Jon Denney

www.thesafeprogram.com or vmsoft@aol.com

http://www.thesafeprogram.com/
mailto:vmsoft@aol.com

