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USER DIRECTIONS 
 



 
 
Login screen:   
 
Enter your login and password to enter.  If you have forgotten your 
password, click on the “Forgot your password?”  You will be directed 
to enter your login and email address. An email with your password 
will be forthcoming, provided the login has that email address.   If you 
have forgotten your login, call Craig Williams, (949) 660-8189.   
To request a new user, click on REQUEST ACCESS.  You can have an 
unlimited number of users.   

Forgot password? 
 
 
 
Request a new user access.  
Best to create as many as 
you need, so you can track 
who made changes. 



 

 
 
 
MAIN MENU 
 
PROPERTY AND ENVIRONMENTAL SCHEDULES:  By clicking here: 
If you are in a Property Program, your property schedule will appear.  
If you are in an Environmental Program, your environmental schedule 
will appear.  If you are in BOTH programs, your combined schedule will 
appear. 

If you have any suggestions or 
comments click on the envelope 
to open a dialogue box. 



 
 
 
LEFT TOOL BAR: 
Location List: gives the screen above. 
Members: is only used if you have multiple member schedules. 
Advanced Search:  this screen lets you find items quickly and “filter” 
out unwanted locations. 
Reports:  obtain printout for your schedule or export to Excel. 
Preferences:  you can change your email, obtain email confirmation of 
changes, choose how many locations to see on your location list and 
change your password. 
Help:  being developed. 
Log Out:  close system. If you just close your browser you will be 
logged out also.  



MEMBERS MENU: 

 
Choose All members or one at a time. 
 
To choose multiple members, but not all, go to advanced search. 
 
ADVANCED SEARCH: 
This screen has many variables to choose from.  You can use standard 
Windows controls like CTRL and click to choose multiple members 
that are not next to each other.  Using Shift and click will choose all 
choices from your first to last and all those in between.  To find 
property with values, go to Total Values, and enter FROM $1 to 
$99,999,999.  An asterisk * can be a “wild card” marker.  For example: 
in the address field, if you enter *elm* all instances of where the 
letters ELM show up will be returned.  1234 ELM Street,  34 YELM 
Avenue, etc.  You can choose ranges of square footage or year built to 
values.  You also have the ability to select the sort order at the bottom 
of the page. 



Once you have made your choices you can save your search to rerun it 
again.  You can also just run the search by clicking search. 

 
 
 
 
 
 
 
 
 
 
 
 
 

At the bottom of the left tool bar is a 
mini search that should meet most 
users “search” needs. 
You can search the following: 
Member 
Location, Site 
Occupancy 
Address 
Value 
 
The system will look for whatever you 
enter. 



REPORTS:  Click on Report, then click on Request a report. 
Ask for SCHEDULE or export to Excel.  Ask system to email you the 
report when completed.  You can skip next step if you asked for email. 

 
Review status of reports:  Click Requery to see if complete. 

 
PREFERENCES: 
Choose your options: 

 
 



ADDING, DELETING, CHANGING LOCATION INFORMATION: 
Changing a location: 
Open a location by clicking on any field on the screen for that location. 
 
 
 
 
 

 
 

The items in MEMBER are not 
editable.  They show the member 
name, Program and sub group. 
 
 
 
You can only edit “your location” 
which is your numbering system. 
If you need the assigned loc, and bldg 
number changed, call your service rep
 
Address is required on all locations be 
it a property location or environmental 
location. If no street address exists, a 
tract and parcel number will suffice. 
City, State and Zip are also required 
fields. 
 
If this location has a building, this box 
should be checked to view the 
property fields. 
 
 
If this location is environmental and 
has Underground storage tank, check.
If a non- owned disposal site, check. 
Choose occupancy from drop down. 
Further describe if drop down is too 
general.  
 



PROPERTY INFORMATION:   

Enter total building 
square footage.  
Enter number of stories 
(basements not a story) 
Choose contstruction 
from drop down.  
 
Sprinklers yes check box.
Add % sprinklered. 
Alarms, choose from drop 
down. 
 
 
 
 
 
 
EQ and Flood will prefill 
from your preferences. 
Be certain you want the 
coverage before 
checking. 
Enter the Federal Flood 
zone. 
 
 
 
Enter the REAL 
PERSONAL PROPERTY
& RENT/BUSINESS 
INTERUPTION TOTAL 
VALUE YOU WANT. 
 
 
Check if Owned or 
Leased to you. 
 
Allocation code is free 
form and can be used to 
sort (Police, Fire, etc for 
example).  
 
Date defaults to today for 
date of change.  
Click SAVE when done

To delete a location, 
simply click Delete 

To add a new location, click on 
“New” at bottom of schedule. 



ENVIRONMENTAL INFORMATION: 

 
 
 
 
 
 
 
 

The hazard level will prefill from the 
occupancy type. 
If there are Underground Storage 
Tanks, (UST) then answer the 
questions. 
You will also need to Schedule the 
USTs by clicking on the button 
above. 
 
There is really no entry  information 
needed if there are no USTs. 



ADDING AN UNDERGROUND STORAGE TANK 

 
 
 

 
 
 
 
 
 

Clicking on New will open 
the screen below. 

Unit Id:  Your tank number if you have one. 
Contents: Pick from drop down contents of tank. 
Construction: choose from drop down 
Gallons, Year Constructed: enter data 
Secondary Construction: choose from drop down 
Last Tested Date and Type of Test from drop down. 
Notes: any other information you want to enter. 
Click Save when done. 



Requesting a Certificate from your schedule: 
 

 
 
When you have opened the  location you need a certificate on, by clicking on Request a Certificate, the 
request will prefill the location information into your request. 

 
 
 
Complete the one page form and submit. 
 
If you have any questions on the website, contact Craig Williams at (949) 660- 8189.  You can also 
submit suggestions using the little envelope link at the top of OASYS net page. 

 




