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1 INTRODUCTION

1.1

1.2

1.3

ABOUT THIS GUIDE

Welcome to DevelopTT, the online portal for the Automated Construction Permit
System (ACPS). This User Guide explains steps involved to process development

applications as Public Health Approvers.

DeveloplT:

Trinidad and Tobago's online portal for development permitting, branded DevelopTT,
is an undertaking of the Ministry of Planning and Development (MPD) in collaboration
with the Ministry of Trade and Industry (MTI). The DevelopTT portal allows for the
submission of applications for Planning Permissions, Building Permits, Completion
Certificates and many of the other property development approvals required on a
digital platform. Applicants are guided through the process of obtaining permissions
across multiple agencies in a step and step approach. That is, the applicant is made

aware of all agency specific requirements necessary for processing and approval.

PURPOSE OF THE GUIDE

The purpose of this User Guide is to explain the process and steps involved in utilizing the

system as a Public Health Approver.

SCOPE

The Public Health User Guide covers all the features that are available to this approver on
DevelopTT. It assists approvers to efficiently perform the following tasks in the DevelopTT

system:

e Approve/ Reject an Application

e Recommend/ Not Recommend an Application
e Query Applicant

e Query Clerk

e Query Supervisor

e Forward to Inspector

Page | 5
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e Forwarding to Receiving Officer |
e Forward to Receiving Officer I
e Forward to Supervisor

e Forward to Chief Officer

1.4 DOCUMENT CONVENTIONS
Refer to this section to become familiar with the visual aids used throughout the user guide.

Hyperlinks

All topics mentioned in the user guide’s content are hyperlinked. Hold the ‘Ctrl’ button on
the keyboard and click on the hyperlink to view the referring topic such as Intfroduction.
Callouts

Callouts are presented differently from the original content and highlight certain
information.

There are two types of callouts: tips and warnings.

GOOD TO KNOW:

@ A Tip provides good-to-know information that helps users complete a task or

procedure.

A Warning refers to information that may be critical to the system’s functionality

and might affect data or system stability.

Page | 6
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1.5 DEFINITIONS AND ABBREVIATIONS

TERMS DEFINITIONS

DEVELOPTT Automated Construction Permit System
CEC Certificate of Environmental Clearance
CSV Comma- Separate Values file

EMA Environmental Management Authority

EIA Environmental Impact Assessment

GEID Government Electrical Inspectorate Division
MEEI Ministry of Energy and Energy Industries
MPD Ministry of Planning and Development

MTI Ministry of Trade and Industry

OGA Other Government Agencies

PDF Portable Document Format

Regulatory Regulatory Agencies

TTEC Trinidad and Tobago Electricity Commission
TCPD Town and Country Planning Division

THA Tobago House of Assembly

WASA Water and Sewerage Authority

WESU Water Essentials Services Unit

Table 1 - Definitions and Abbreviations

1.6 TERMS AND DEFINITIONS

DEFINITIONS

APPROVER The approver oversees processing the application at

a specific stage in the approval process.

Table 2 - Terms and Definitions
Page | 7
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2 GETTING STARTED

This chapter covers the following fopics:

e Llogln

e |og Out

e Options Menu
It lists the process to follow to log in and out of the system. Refer to this chapter to familiarize
yourself with DevelopTT Interface.

21 LoGIN

To login to the DevelopTT as a Public Health Approver:

1. Go to DevelopTT Approver's website https://www.developtt.gov.tt/ttacps appr/

‘ﬁ-( Government of the Republic of Trinidad and Tobago m
o> PR A F y A Product of 5

MINISTRY OF PLANNING AND DEVELOPMENT

Learn More

oo o
Li® )

Figure 1 - DevelopTT Approver Homepage

2. Click the ‘LOGIN’ button on the top left of the screen to access the Login

window.

Page | 8
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3.  You will be redirected to the TTBizLink login webpage (Figure 2). Enter the Username
and password in the fields provided and click the button. Upon successful

login, you will be redirected to your DevelopTT dashboard (example shown in Figure 3).

GOOD TO KNOW:

@ The TTBizLink option to login requires the email attached to your TTBizLink account.

Business Made Easy

TTBizLink

More on Security Awareness

Online Security Alert

Please ensure the following before logging in

The URL address in the address bar of your browser must begin with “https”; the letter ‘s’ at the end of "https" stands for 'secured’,
Look at the SSL Certificate details to check the authenticity of the website (click on the padiock symbol in Internst Explorer and/or
the site information button in Firefox next to the address bar).

Do not enter your ttconnect ID or password in any pop up window,

Beware of Phishing Attacks

Phishing is a fraudulent attampt made through e-mail, phone calls, SMS etc. seeking your personal and confidential information.

You will not be sent e-mails/SMSs or receive any phone calls from TTBizLink or any of its partners requesting your personal
information or password. Any such e-mail/SMS or phone call is an attempt to steal your credentials. Never respond to such an e-
mail/SMS or phone call.

Please immediately report if you receive any such e-mail/SMS or phone call by sending 2 copy of the message or any related details
to support.ttbizlink@gov.tt or call us at 800-4739 between 8am to 4pm, Monday to Friday.

Test your knowledge, click Phishing Scams; Avoid The Bait and Take The Quiz (source: OnguardOnline.gov)

Important Security Tips

Access the TTBizLink website only by typing ttbizlink.gov.tt in the address bar of your browser.
Do not click on any link which has been raceivad via e-mail from an unexpected/untrusted source.
Change your ttconnect ID password periodically.

Having the following will improve your internet security:

¢ Newer version of Operating System with latest security patches.

¢ Latest version of Browsers (Internet Explorer 7.0 and 8.0, Mozilla Firefox 3.1 and above).
o Firewall is enabled.

o Antivirus signatures applied.

Keep your computer free from malware, scan regularfy with Antivirus softwars to ensure that the system is Virus/Trojan free.
Never revaal your ttconnect 1D password to anyone and change it immediately if you have accidentally done so.
Avoid accessing TTBizLink from cyber cafes or shared computers.

For information on malware, click Protect Your Computer from Malware (video source: OnguardOnline.gov).
For information on how to safely use public Wi-Fi networks, click Public Wi-Fi Metworks Advice (video source:
OnguardOnline.gov).

ntinue to login TTBizLink ID

Email *: i

|Insert your email here

gin

Forgot your password?

Figure 2 - TTBizLink Login webpage
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ok .
‘ﬁ -( Government of the Republic of Trinidad and Tobago F"t
Welcome, PUBLIC HEALTH SAF CLERK! A < r
2 &b || HOME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS Q L)
DEVELOP
7] = 4 i
Dashboard Search Applications .& B

e-Services / Applications

Application Received Y « (:,

Query Applicant 1

nspector Queried ]
Building Permit - Regulatory Applications
Completion Certificate - Regulatory Applications ‘ D
Inspector Queried Regulatory Applications

A Product of

-
_%.,5‘

Figure 3 - Dashboard for Public Health Clerk

A - Welcome message and Option Menu icon: On the left of the page, a welcome

message is displayed along with the user’s full name. Next to your name, there is the icon

for the Options Menu n

B — Main Menu: It contains links o information throughout the website.

C - e-Services/Applications section: This section displays the Application Statuses Chart on
the left and gives a count of applications at your specific level by category.

D - Categorized Applications sections: Different sections, minimized in Figure 3, list
applications grouped in different categories for your attention. Applications can be

accessed from these sections.
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22 LoGcOur

This function allows the user to log out of DevelopTT.

©

1. The user can log out by clicking the  button next to the username.
2. This will open the option menu as seen in Figure 4 below. Click ‘Log out’ at the

bottom of the menu.

. 1
Welcome, PUBLIC HEALTH SAF CLERK! '@ HOME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS 0 ( .

DEVELOP

Switch Profile

Dashboard d -

Figure 4 - Log out of DevelopTT
Once logged out, you would be directed to DevelopTT Approver Homepage, shown in

Figure 1 above.

2.3 OPTION MENU
Switch Profile:
- Auser may switch to another profile only if assigned more than one user roles.

- A User can switch to another profile by clicking the u icon and selecting ‘Switch
Profile' available at the upper left corner of the Main Menu.

» r-I D
Welcome, PUBLIC HEALTH SAF CLERK! (@b HoME | ABOUTUS | GUIDELINES | MEWS/EVENTS | FAQ | CONTACTUS =1l r_e
DEVELOP

Switch Profile

Log out
Dashboard S pga iy
| |

| e-Services / Applications

Application Received @
| Query Applicant 1
| Inspector Queried @

Figure 5 - Main Menu showing Switch Profile and Log Out Options
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- Upon selection, the Role Switch page is displayed. Select the requested Role

from the drop-down list and click ‘O'K’ to login with the selected role.

*@K Government of the Republic of Trinidad and Tobago m

sallts.
DEVELOP

HOW TO REGISTER o e SERVICES. e LOGIN 0 HOME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS

Switch User Profile

User Profiles * San Fernando City Corporation v
Roles Available * b

Select one

Adrin - Municipal Corporations - Public Health

Clerk - Municipal Corporations - Public Health

 Trinidad and Tobago
ov.tt

Government Online

AboutUs | Gui ts | FAQ | Contact Us | Privacy | Testimonials | System Requirements | ttconnect |
Copyright © 2008-2 mment of the Republic of Trinidad and Tobago

I'i [ -] D m Compatible with &g T) 2 ] g

Figure é - Role Switch page
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3 PUBLIC HEALTH FLOW

The following pictorial outlines the flow of Public Health for Building Permit Requests and

Completion Certificate Requests.

Appucant e e e e e e e ey

Town and Country Planning
Division (TCPD)

i
1}
i
i
1}
i
Municipal !
Corporation i
Inspector
i
i
i
PH Clerk i
i Query
Applicant/
Query I Applicant
lCIerk i Response
i
PH Inspector i
Query !
Inspector 1
o i
PH Recewing
Officer | i
Query !
Receiving 1
i Officer |
i
PH Receiving i
Officer Il
i
Query
4— Public Health Receiving 1
i Officer Il i
= = = |public Health Queries
PH Su isor i
e Other Flows pee :
Query 1
Supervisor i
PH Chief Officer - - !

Figure 7 - PH flow for Building Permit Requests
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Request i
Completion§ i
Certificate
Municipal |
Corporation i
Inspector
i
i
i
PH Clerk i
Query
Applicant/
Query I Applicant
Clerk I Response
i
PH Inspector i
Query '
Inspector i
l i
PH Recewving
Officer | i
Query |
IReceiving g
Officer |
! I
PH Recewing i
Officer Il
i
Query
(_ Public Health IReceiving i
I Officer Il i
= = = |Public Health Queries
PH Supervisor i
|  OtherFlows ‘
i Query i
Supervisor
i i
PH Chief Officer — '

Figure 8 - PH Flow for Completion Certificate Requests
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4 PUBLIC HEALTH CLERK

The Clerk is the first approver that reviews an application submitted to Public Health.

4.1 DASHBOARD

The Dashboard is the default screen that will be displayed to the Clerk after login. The

dashboard consists of e-Services/ Applications section, with three (3) Categorized

Application sections:

- Building Permit - Regulatory Applications,
- Completion Certificate — Regulatory Applications and

- Inspector Queried Regulatory Applications. To expand the section click on the

section fitle.

Al

*
Welcome, PUBLIC HEALTH SAF CLERK! @i oME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS

DEVELOP

TP —+ol

Dashboard Search Applications

e-Services / Applications

Application Received 7
Query Applicant 1
Inspector Queried 0

Building Permit - Regulatory Applications

Completion Certificate - Regulatory Applications

Inspector Queried Regulatory Applications

Figure 9 - PH Clerk's Dashboard

Page | 15



L IFAN DEVELOPTT USER GUIDE — PUBLIC HEALTH

Business Made Easy

4.2

.

Building Permit - Regulatory Applications: A list of all unprocessed Planning Permission and
Outline + Planning Permission applications, submitted for a Building Permit.

Completion Certificate - Regulatory Applications: A list of all unprocessed Planning
Permission and Outline + Planning Permission applications, submitted for a Completion
Certificate.

Inspector Queried - Regulatory Applications: A list of all unprocessed Planning Permission
and Outline + Planning Permission applications queried by the Inspector.

GOOD TO KNOW:

@ - Applications are assigned an automatically generated and unique Reference

Number when created.

- Clicking on the heading of the table (i.e. section fitle) will minimise /expand the
table.

E-SERVICES/ APPLICATIONS

Application Statuses Chart

DEVELOPTT

e-Services / Applications

Application Received

Query Applicant 1

Inspector Queried @

| mAppication Received: 7 3

Figure 10 - PH Clerk's e-Services/ Applications section

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications for each application status category. A user can
hover the mouse over each colour of the chart to see which status it represents, as seen

in Figure 10 above.
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4.3

.

- The colour denotations are listed below:

e Blue - Applications Received
e Orange - Applications Queried

e Green - Applications Queried from Inspector

BUILDING PERMIT - REGULATORY APPLICATIONS

The ‘Building Permit - Regulatory Applications’ pane lists the Building Permit applications
pending the Clerk’'s review. The screen overview is presented below in Figure 11. The

applications are listed in a table with different column headings:

Reference No: Refers to the automatically generated unique reference number given to
each application by the system. Reference numbers for Building Permit application (called
Planning Permission in previous stage) begin with ‘PPR’. For example other reference

numbers are illustrated in Figure 11 below (B).

PPR2019051205095 e . . .
Application Type: Refers to the type of application submitted such

as Planning Permission.

Received Date: Refers to the date the application was submitted to the Public Health

Department.
Status: Refers to the status of the application for example ‘Forwarded to Public Health'.
Community: Refers to the general location of the application.

Action: When a user opens an application, the application is locked to that user i.e.
another user may view the application but would not be able to process the application.
Once an application is locked, a lock will appear under this column, as seen indicated by

Ain Figure 11 below. If a user hovers the mouse over the lock, a notification message would

be displayed e . An application thatislocked by you can be unlocked by clicking
on the lock. A prompt, "Are you sure you want to unlock the applicatione” will appear.
Click 'OK’ to confirm. If the application is not locked to you, the system would indicate
which user the application is locked to, (Figure 12). The Administrator of your agency can

unlock these applications.
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Building Permit - Regulatory Applications

Reference No # Application Type Received Date # Status & Community % Action %
PPR2020090915500 Planning Application 10 Sep 2020 Forwarded To Public Health San Fernando 6 ‘ &\
PPR2021011916767 Planning Application 21 Jan 2021 Forwarded To Public Health San Fernando 6
PPR2021011916769 ‘\aﬂnng Application 21 Jan 2021 Forwarded To Public Health San Fernando

Figure 11 - Clerk's Building Permit - Regulatory Applications section pane

www.test.developtt.gov.tt says

Application is locked by "PUBLIC HEALTH SAF CLERK"

Figure 12 - Application Locked by Specific User Message

www.test.developtt.gov.tt says

Are you sure you want to unlock the application?

Figure 13 - Unlock Application Confirmation Message

GOOD TO KNOW:

a

@ - Tap the = icon to sort applicationsin ascending or descending order.
- Upto 10 records are displayed in each section pane.

- When there are more than 10 applications in a section, navigation buttons
Back
will appear. Click a specific page number to navigate

between various pages. Click ‘NEXT’ to go fo the next page and ‘BACK’ to
go to the previous page.
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4.3.1

Steps to Process a Building Permit application
Click on the Reference Number to view and process the application. Building Permit

applications are pre-fixed with ‘PPR’. All reference numbers listed in this section are
hyperlinks. The application would open to the first tab ‘Assessment History’ as seen in
figure 14 below. Any remarks or comments previously made on the application appear

in this section, including remarks on the application from other agencies.

.

DEVELOPTT

Assessment Histary

(2) (3} (a) (s} (6} (7} (8} (o) /vu)
Applicant Detals Site Location Building Operations and Land Particulars Building Dimensions Water Claset and Septic Documents Corporation Document Assessment
Change of use Tank Upload

TCPD Decision History

| Add Updated Applicant Query Applicant Resp
Q Documents Dt Respar Dt
Jpdated By & . . .
applicant applicant Jan 2021
Applicant Rale
TCPD Sauth Clerk - Clerk 0 Jan 20.
TCRD South Platter - Platter 20 Jan 202
TCPD South Supervisar - 1 Jan 202
Saper
1 Jan 20.
1 Jan 20
Regulatory OGA Decision History
Public Health Decision History
External Additiona Updated Applicant Query
Comments Comments/Queries Documents Dare
lcar 21 Jan 2021

Corporation Decision Histary

Updared
Date

applic:

21
Applici 2

20.

Jan

Figure 14 — Assessment History
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2. Click on each tab to review the application and ensure that all mandatory fields are

completed and valid documents submitted.

a. Tab 2 - Applicant Detdails: Applicants are required to complete the TCPD form with
details such as personal details, a brief description of proposal, land details, purpose
for which land or new/altered/extended building are proposed to be used and

purpose for which land and/ or building are now used.

In the Description of Proposal section, the Category of Development will be chosen

and whether it is a New Building or Subdivision etc.

........... ° (3) (=) (5) () (7) (%) (%)
-
Applicant Details Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents Corporation Document
Change of use Tank Upload

Applicant Details

Reference Number PPR2021011916767
Planning Permission Type

Planning Permission Application

TCPD Regional Office  souh

Complexity Status Simple Application v
Is this application submisted by or on behalf of the Yes
state? No
Any Variance received? Yes
No
Title Ms. =
FirstName  Termisha
LastName  Hercules
Applicant Gender Female
Mele
Other

Email Address  scoscestemsil@hotmal.com

Telephone Number 1234567

Mobile Number 1234567

ApplicantsRole | Oumer 5
Application submitted with the knowledgeand ) Yes
consentofthe owner?  © No

Description of Proposal

Category of Development New Buildings -

Figure 15 - Applicant Details tab

Page | 20



_ 1.
TTB!w;e“ngag DEVELOPTT USER GUIDE - PUBLIC HEALTH DEVELOPTT

a. Tab 3 - Site Location: Displays a map of the proposed site location identified by the

applicant. The system automatically zooms to the plotted area.

.......... 9 (=) () () (7) (&)
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

@

B TCPD Planning Regions » B

B Counties »

1 Policy »

B Municipal Corporations » E: 671678.92 - N: 1142246.11
Lat: 10.329331 - Lon: -61.432102

B Settlement Area » 7

Site Location

Figure 16 - Site Location tab

b. Tab 4

i. Building Operations and Change of Use — Applicants are required to supply
information relating to the Category of Development, New Buildings, and
Addifion fo existing structure, Alteration, Change of Use, Engineering Operations
or Retention. It also contains general information and details of available services

for example, water and electricity.

.......... ) O ) ® O (5) ) (o

Site Location Building Operations and Documents Documents Status Assessment

Change of use

General Information

State the reference number for any previous
appications refaled 1o this site (1 applicable)

15 Mere any buling on the site?

Intenced Use of EXisting/Proposed Buikding Resklential - Single Family
TolalSte AR 11533
UniLof Measurement (U.0.M) meter square.
Tolal Floor Avea (saMelies) 5018

Residential Use Details

Residential Use Details

Available Services Details

m“

Figure 17 - Building Operations and Change of Use tab
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ii. Subdivision of Land — Applicants are required to supply information such as the
person who prepared design of layoutf, area, adjacent property owners and

access details as seen in Figure 18.

Design of Layout prepared by

Name Ancil Singh

Designation Architect

| Area ‘

| Adjacent Property Owners ‘

‘ Adjacent Property Owners |

i Access Details

Figure 18 - Subdivision of Land
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Tab 5 - Land Particulars: contains the Land Partficulars details (Figure 19 below)

submitted by the applicant fo the Municipal Corporation for a Building Permi

Request.

(3) ()
>/ 2/

Site Location Building Operations and

Change of use

Particulars of Building

o (o)

Land Particulars Building Dimensions

(7) (s)
L/ o

Water Closet and Septic
Tank

Documents

Name of Street or Road on which lotis situated

Dimensian of lot on which building is to be erected

Can the site be properly drained?
Drainage lines to be shown on black plan

Is there at present any building on the lot?
If =0, describe it

Description of building ta be erected

Width of clear open space from building line o street
alignment

Width of clear open space from side wall to side
boundary line

Area of open space |eft at the rear of proposad
building

Material of which the building is to be constructed:

a) External wall

b} Internal wall of partitions

c} Roof

d) Balcany, veranda or other projections

Minimurn height of lowest floor above level of
underlying ground

Kitchen: Is it detached or part of building label?

Privies,
) Distance of privy from the building

b) Description of privy building and haw protected
from mozquitoes and flies,

First Street

North 60 feet, South 90 feet, East 90 feet, West 80 feet

Yes

No

Single family three starey building

16

70

Concrete 4" and steel

Concrete 4" and steel

Metal sheeting

RCslab

part of building label

Figure 19 - Land Particulars Tab
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c. Tab é - Building Dimensions: contains the Building Dimensions details submitted by
the applicant to the Municipal Corporation in the Building Permit request
application. Details such as the length, width, area, heights of the room and details

within the room are captured here (Figure 20 below).

....... ©) ) ) © © )
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Building Dimensions

Length of Width of Area of Height from floorto  Height from floorto  Area of window Area of ventilation openings in addition Room ceiled or
Room Room Room wall plate wall (Artic) openings to doors and windows closed boarded
77 e 58sqfe g 28

g1 o 7272 19 nla 86 5.f. nia ceiled

Figure 20 - Building Dimensions

d. Tab 7 -Water Closet and Septic Tank: contains the details submitted by the applicant
of the water closet and septic tank to the Municipal Corporation in the Building

Permit request application. Figure 21 (below) shows details captured in this tab.

() () () (o) © (&)

Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents.
Change of use Tank

Water Closet and Septic Tank

Situstion of Premises ok
Type of Building en which water closet is to be placed Dwelling House o

Crude Sewage Pipes to Sepric Tank
Inside dizmeter of piping for crude sewage (4ins, 51
minimum)

Gradient or slope of the piping
Means of ventilatng the pipe above roof or house J——

Manner of providing against chokes in the pipe (aveid
sharp cornered tees)

Septic Tank
Number of peaple living in the house, including 1
servants who use tanks

Discharge fram Tank
Weans of disposal of discharge from tanks and

manner of cxidising it

Soak away pit; give size, depth, ventilation and
assurance of a permeable stratum

If a filter, give lengths and arrangements

Figure 21 - Water Closet and Septic Tank
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e. Tab 8 - Documents: All documents uploaded by the Applicant at the Planning

Permission stage are listed in this tab such Certificate of Title or Cadastral Sheet. Click

on the File Name to open documents. Plans from the ‘Document Upload Section’
would open as a PDF document in a new tab. The plans listed in the ‘Planning
Permission Building Plan Documents’ will open using the PDFTron Tool to view/process
plans. PDFTron measurement feature allows the approver to verify scales and

distances. Detailed information on the tool can be found in the PDFTron section

(Appendix V).
......... (=) (2) (s) (&) (7) (s )
Site Location Building Operaticns and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Document Upload Section

File Name Document Type File Format Date

Dy application/pdf

C application/pdf

Planning Permission Building Plan Documents

File Name Document Type File Format Last Updated Rale Date Document version
SitePlan.pdf Site nScan application/pdf

BuildingPlansd.pdf Floor_PlanScan application/pdf

BuildingPlans4.pdf Elevation_PlanScan application/pdf

Figure 22 - Documents tab

f.  Tab 9 - Corporation Document Upload: All documents specifically required by the
Municipal Corporation are listed here. Click on the File Name to open documents.

All documents in this section would be opened in the PDFTron tool. Detailed

information on the tool can be found in the PDFTron section (Appendix V).

........ @ (a) (5) {s) () (&) °
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents Corporation Document
Change of use Tank Upload

Corporation Document Upload

File Name Document Type

Dare Document version

Figure 23 - Corporation Document Upload
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g. Tab 10- Assessment: The PH Clerk can select an Inspector to forward the application
to, enterremarks and add necessary documents to before the applicationis queried

or forwarded.

3. After application review, the recommendation is entered in the ‘Assessment’ tab. The PH
Clerk can enter comments and query the applicant or select an Inspector and forward

the application.

a. Query Applicant: The Clerk can send a guery to the applicant to submit outstanding
information through the ‘Assessment’ tab. Enter the query in External Comments and

aftach additional documents, if desired. Click on the '‘Query Applicant’ button

located at the boftom of the page to submit the query. A prompt
confirming the query will be seen (Figure 24). Click 'Yes' to confirm (Figure 25 below).
Under the success message Click ‘OK’ to return to the Clerk’s dashboard (Figure 26

next page).

Do you want to query Applicant?

Figure 24 - Confirmation Prompt (Query Applicant)

Transaction Completed

@ Queried Applicant PPR2020090915500

Please note the application number for ease of reference.

Figure 25 - Successfully Queried Applicant
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Forward to Inspector: The PH Clerk can forward the application by selecting the
relevant Inspector (Figure 26 below), attaching additional documents (optional) by

clicking the "Forward to Inspector” button as shown in Figure 27 (next page).

...... @ (2) () () (5) (e) (7) (=) (5) e
—/ N/ N/ N2 N/ N N/ 4
Assessment Applicant Details Site Location Building Land Particulars Building Water Closet and Documents Corporation Assessment
History. Operations and Dimensions. Septic Tank Document Upload
Change of use

Comments and Queries I

‘ Select Inspector Select one -

Select one

Internal Comments
PUBLIC HEALTH SAF Inspector (Workload Complex- 0) (Workload Simple- 10)
A - 4)
External Comments/Queries Public Health Approver (Workload Complex- 24) (Workload Simple- 4)

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, jpeg, gif. Number of files: 10 for additional document(s) section.

Attach Additional Document(s) K Add files | ® Start upload

I Drop files here or click to upload.

Figure 26 — PH Clerk Assessment tab: Select Inspector

______ 0) ° o 0 © 0 ° 0 o O -
N/ p—y p— P S
Assessment Applicant Details Site Lacation Building Land Particulars Building Water Closet and Documents Corporation Assessment
History Operations and Dimensions Septic Tank Document Upload
Change of use

Comments and Queries

Select Inspector Public Health Approver (Workload Complex- 24) (Workload Simple- 4) ~

Internal Comments Application ok. Forwarding to PH Inspector.
Trmm— _

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, |peg, gif. Number of files: 10 far additional document(s) section.
Attach Additional Document(s) K Addfiles | @startupload | il Clear files

Query Applicant Forward to Inspector

Figure 27 - PH Clerk Assessment tab
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GOOD TO KNOW:

- Internal Remarks are visible only to the Public Health staff and External Remarks

are visible to anyone with access to the application, including the applicant.

@ - The Clerk can also attach relevant documents (optional) pertaining to the
application for reference. This document will be visible to anyone with access
to the application, including the applicant. For further instructions on attaching

a document, see How to Upload Additional Documents (Appendix V).

Once the Clerk has forwarded the application, a confirmation message will be displayed

(Figure 28 below).

Transaction Completed

@ Forwarded to Inspector
PPR2021011916767

Please note the application number for ease of reference.

Figure 28 - Success Message (Forward to Inspector)

4.4 COMPLETION CERTIFICATE - REGULATORY APPLICATIONS

The ‘Completfion Certificate — Regulatory Applications’ pane lists the Completion
Certificate applications for the Clerk’s review. The screen overview is presented (Figure 29)
below. The applications are listed in a table with column headings such as ‘Application

type', 'Action by date’, ‘Status’, ‘Community’ and ‘Action’.

Completion Certificate - Regulatory Applications

Reference No ¥ Application Type ¥ Received Date ¥ Status ¥ Community ¥ Action ¥
PPR2020090415465 Planning Application 10 Sep 2020 Forwarded To Public Health San Fernando 8

Planning Application 08 Oct 2020 Forwarded Te Public Health San Fernando

Planning Application 08 Oct 2020 Forwarded To Public Health San Fernando

Planning Application 16 Oct 2020 Forwarded To Public Health San Fernando E
PPR2021011916767 Planning Application 22 Feb 2021 Forwarded To Public Health San Fernando
PPR2021011916769 Planning Application 22 Feb 2021 Forwarded To Public Health San Fernando

Figure 29 - Completion Certificate - Regulatory Application section
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4.4.1 Stepsto Process a Completion Certificate - Regulatory Application

1. Click the Reference Number to view and process the application. All applications open
fo the 'Assessment History’' tab. This tab shows the history of the application including
remarks, attached documents from Municipal Corporation and any OGAs that may
have processed the application. The Public Health Decision History of the application is
shown in the Figure 30 below. All comments and documents from Building Permit stage

are also displayed here.

(2) () (2) (=) () (7)) () () (0} @ ___________

Assessment History. Applicant Details Site Location Building Operations Land Prticulars Building Dimensions Water Closet and Request Completion Documents Corporation Document Assessment
nd Change of use Septic Tank Certificate

TCPD Decision History

Regulatory OGA Decision History

Public Health Decision History

Figure 30 - Completion Certificate Assessment History Tab

2. Click on each tab to review the application and ensure that all mandatory fields have
been completed and valid documents submitted. All application information from
Building Permit stage in addition to the new forms for Completion Certificate application

request are included.

a. Tab 2 - Applicant Details: Applicants are required to complete the TCPD form i.e. to

supply personal information, a brief description of their proposal, land details,
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purpose for which land or new/ altered/ extended building are proposed to be used
and purpose for which land and/ or building are now used. In the ‘Description of
Proposal’ section, the Category of Development will be chosen, whetheritis a ‘New

Building’ or ‘Subdivision’ etc. (same as Building Permit application).

b. Tab 3 - Site Location: Similar to Building Permit application, the site location displays
a map where the applicant should have plotted their proposed site location. The

system automatically zooms into the plotted area.

c. Tab 4 (same as Building Permit application)
i. Building Operations and Change of Use — Applicants are required to supply
information with regard to the Category of Development chosen, New Buildings,
Addition to existing structure, Alteration, Change of Use, Engineering Operations

or Retention. They supply general information and details of available services.

ii. Subdivision of Land — Applicants are required to supply information with regard to
subdivision of land. They supply information on the person who prepared design
of layout, area, adjacent property owners and access details as seen in Figure
18.

c. Tab 5-Land Particulars: Applicants are required fo supply information with regard to
Land Particulars to the Municipal Corporation in their request for a Building Permit

(same as Building Permit application).

d. Tab é - Building Dimensions: Applicants are required to supply of Building Dimensions
to the Municipal Corporation in the request for a Building Permit (same as Building

Permit application).

e. Tab 7 - Water Closet and Septic Tank: Applicants are required to supply information
with regard to Building Dimensions to the Municipal Corporation in the request for a

Building Permit (same as Building Permit application).

f. Tab 8 - Request Completion Certificate: Comments on request for Completion

Certificate entered by applicant. This form is a new addition to the application.

Page | 30



_ P
TTBZLMlﬂk DEVELOPTT USER GUIDE - PUBLIC HEALTH DEVELOPTT

__________ 5) o (5) (&) ) ()

Site Location Building Operations Land Particulars Building Dimensions Water Closet and Request Completion Documents
and Change of use Septic Tank Certificate

Request Completion Certificate

Request Comments Requesting

Figure 31 - Request Completion Certificate tab

g. Tab 9 - Documents: Similar fo Documents tab in Planning Permission, all documents

uploaded by the applicant will be shown here (same as Building Permit application).

h. Tab 10 - Corporation Document Upload: All documents uploaded by the applicant
atf request for Building Permit stage would be listed here. Click on the File Name fo
open documents. Alldocuments in this section would be opened in the PDFTron tool.

Detailed information on the tool can be found in the PDFTron section (Appendix V).

i. Tab 11-Assessment: The PH Clerk can select an inspector to forward the application
to, enter remarks and add necessary documents then query or forward the

application. This tab would be discussed further in step 3 below.

3. Once the approver has reviewed the application information and is at the ‘Assessment’
tab, (similar to Building Permit stage) the PH Clerk will have the option to enter comments
and query the applicant or select an inspector and forward the application. Success
messages like those given in Planning Permission would be displayed as seen in Figures

below.

a. Query Applicant: If there is any missing information, the clerk can query the
applicant. On Assessment tab, enter the query in External Comments and attach

additional documents, if desired. Click on the ‘'Query Applicant’ button

located at the bofttom of the page to submit the query. You will be
prompted with the confirmation message (like Figure 24 in Building Permit steps). The
prompft willread: ‘Do you want to Query Applicant?’ Click ‘Yes’ to confirm or ‘No’ to
return to the Assessment tab. On clicking Yes, the success message would be

displayed.
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‘ Queried Applicant PPR2020090915500 ‘

The message will read:

b. Forward to Inspector: The PH Clerk can forward the application to a PH Inspector by
selecting the Inspector (Figure 24), attaching additional documents (optional) and

clicking the ‘Forward to Inspector’s button.

@ (2) (s) (&) (7) () () (10) o ,,,,,,,,,
Site Location Building Operations Land Particulars Building Dimensions Water Closet and Request Completion Documents Corporation Assessment

and Change of use Septic Tank Certificate Document Upload

Comments and Queries

Select Inspector PUBLIC HEALTH SAF Inspector (Workload Complex- 8} (Workload Simple- 10) v

Internzl Comments

External Comments/Quaries

Attach Additional Document(s)

Note: Max file size is 30 MB, Accepted file type = dwg, dec/docx, pdf. jpeg, gif. Number of files: 10 for additional document(s) section.

Attach Additional Document(s) B Addfiles | ® startupload | i Clear files

B Orop files here or click to upload.

Query Applicant Forward to Inspector

Figure 32 - PH Clerk Assessment tab: Select Inspector

GOOD TO KNOW:

- Internal Remarks are visible only to the Public Health staff and External Remarks

are visible to anyone with access to the application, including the applicant.

@ - The Clerk can also attach relevant documents (optional) pertaining to the
application for reference. This document will be visible to anyone with access
to the application, including the applicant. For further instructions on attaching

a document, see How fo Upload Additional Documents (Appendix VI).
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Once the Clerk has forwarded the application, he/she will receive a confirmation

message displaying the application reference number as in Figure 33.

Transaction Completed

@ Forwarded to Inspector
PPR2021011916769

Flease note the application number for ease of reference.

Figure 33 - Assessment tab
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4.5 INSPECTOR QUERIED REGULATORY APPLICATIONS

The ‘Inspector Queried Regulatory Applications’ pane lists all applications, including
Building Permit and Completion Certiificate applications pending the Clerk’s review,
qgueried by the Inspector. The screen overview is presented in Figure 34 below. The
applications are listed in a table with same column headings as the table in Building Permit
section inclusive of reference number, application type, received date, status, community

and action.

Inspector Queried Regulatory Applications

Reference No & Application Type & Received Date % Status % Community & Action &

PPR2021011916767 Planning Application 21 Jan 2021 San Fernando

Figure 34 - Inspector Queried Regulatory Applications section

4.5.1 Stepsto Process an Inspector Queried Application

1. Click the Reference Number to view and process the application. The application would
open to the first tab ‘Assessment History’ with the updated Public Health Decision History
section. The query message will be displayed in the Internal Comments along with any

document attached to application.

Assessment History Applicant Details Site Location Bullding Operations Land Particulars Bullding Dimensions Water Closet and Documents Corporation Assessment
and Change of use Septic Tank Document Upload

TCPD Decision History

Regulatory OGA Decision History

public Health Decision History

Figure 35 - Clerk’s Updated Assessment History tab
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4.6

.

Process Building Permit application).

SEARCH APPLICATIONS

The ‘Search Application' function allows the clerk to search an application using the
appropriate search criteria. The function can be accessed by clicking on the ‘Search

Application’ icon, indicated as A on the left of your screen.

S 1(
Welcome, Public Health Approver! gip ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACT US .[.IEEL[IF L

e-Services / Applications

DEVELOPTT

2. Click on each tab to review the application information and attachments (see Steps to

Figure 36 - Clerk's Dashboard showing Search Application function

For more information and steps on performing a search, go to Search Application function

in the Appendix |.
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5 PUBLIC HEALTH INSPECTOR

5.1

The inspector reviews the application forwarded by the clerk.

DASHBOARD

The dashboard is the default screen displayed to the Inspector after login. The dashboard

conisists of e-Services/Applications section, with four (4) Categorized Application sections:

Building Permit — Regulatory Applications, Self-Inspection Applications, Completion

Certificate — Regulatory Applications and Receiving Officer | Queried Regulatory

Applications. You can click on a section title anywhere on DevelopTT to expand the

section.

. 1
Welcome, PUBLIC HEALTH 5AF Inspector] @il  HoME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS -Q r .

e-Services / Applications

rk Forwarded to Inspector

Building Permit - Regulatory Applications

Inspections Scheduled

Completion Certificate - Regulatory Applications

Receiving Officer 1 Queried Regulatory Applications

Figure 37 - Public Health Inspector’s Dashboard
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Building Permit - Regulatory Applications: A list of all unprocessed Planning Permission and

Outline + Planning Permission applications, submitted for a Building Permit.
Inspections Scheduled: A list of Building Permit applications scheduled for inspection.

Completion Cerlificate - Regulatory Applications: A list of all unprocessed Planning
Permission and Outline + Planning Permission applications, submitted for a Completion

Certificate.

Inspector Queried - Regulatory Applications: A list of all unprocessed Planning Permission

and Outline + Planning Permission applications which have been queried by the Inspector.

GOOD TO KNOW:

@ - Applications are given an automatically generated unique Reference Number

when created.

- Clicking on the heading of the table (i.e. section fitle) will minimise /expand the
table.
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5.2  E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications

Clerk Forwarded to Inspector a

SelfInspection 0

Query Applicant
[Bl Clerk Forwarded to Inspector: 3

Receiving Officer | Queried "}

Figure 38 - PH Inspector’s e-Services/ Applications section

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications that carry each application status that is listed on
the right. A user may hover the mouse over each colour of the chart to see which status

it represents, as seen in Figure 38 above.
- The colour denotations are listed below:

e Blue - Applications Forwarded from Clerk to Inspector
e Orange - Applications Scheduled for Inspection
e Green - Applications Queried (to Applicant)

e Yellow - Applications Queried from Receiving Officer to Inspector
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5.3  BUILDING PERMIT - REGULATORY APPLICATIONS

The ‘Building Permit - Regulatory Applications’ pane lists the Building Permit applications
pending the Inspector’s review. The screen overview is presented below in Figure 39. The
applications are listed in a table with different column headings which would be explained

below.

Reference No: Refers to the automatically generated and unique reference number given
to each application by the system. Reference numbers for Building Permit application

(called Planning Permission in previous stage) begin with ‘PPR’.

For exomple PPR201950912050595

(B).

. Other reference numbers are illustrated in Figure 39 below

Application Type: Refers to the type of application submitted. For all applications in this

section, the application type would be Planning Permission.

Received Date: Refers to the date the application was submitted to the Public Health

Department.

Status: Refers to the status of the application. At this level, the application status can read

‘Forwarded to Inspector’.

Community: Refers to the area in which the application was made in.

Action: When a user opens an application, the application is locked to that user i.e.
another user may view the application but would not be able to process the application.
Once an application is locked, a lock will appear in this column, as seen indicated by A in

Figure 39 below. If a user hovers the mouse over the lock, a nofification message would

Application is lacked

a

be displayed:

An application that is locked by you can be unlocked by clicking on the lock. A prompt,
“Are you sure you want to unlock the applicationg” (Figure 41) will appear. Click OK to
confirm. If the application is not locked to you, the system would indicate which user the
application is locked to, (Figure 12). The Administrator of your agency can unlock these

applications.
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Building Permit - Regulatory Applications
Reference No & Application Type = Received Date 2 Status 3 Community % Action =
PPR2021011916767 Planning Application 21 Jan 2021 Forwarded to Inspector 5an Fernando ﬁ

Figure 39 - Inspector’s Building Permit - Regulatory Applications section pane

www.test.developtt.gov.tt says

Application is locked by "PUBLIC HEALTH SAF Inspector”

Figure 40 - Application Locked by Specific User

www.test.developtt.gov.tt says

Are you sure you want to unlock the application?

Figure 41 - Unlock Application Confirmation Message

GOOD TO KNOW:

@ - Tap the up and down arrows icon = to sort applications in ascending or
descending order.
- Up to 10 records are displayed in each section pane.

- When there are more than 10 applications in a section, navigation buttons

Back

navigate between various pages. Click ‘NEXT' to go to the next page and

will appear. Click a specific page number to

‘BACK’ to go to the previous page.
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5.3.1 Steps to Process a Building Permit Application

1. Click on the Reference Number to view and process the application. Note, all Building
Permit applications are pre-fixed with ‘PPR’. All reference numbers listed in this section
are hyperlinks. The application will open to the first tab ‘Assessment History' (Figure 42

below) and also shows additional comments and documents made by other agencies.

....... o (2) (1) (1) (5) () (7) () () (10) (1) @

Assessment Applicant Site Location Building Land Building Water Closet Documents Corporation Inspection Download Site Assessment
History Details Operations and Particulars Dimensions and Sepric Tank Document Visit Report
Change of use Upload

TCPD Decision History

Regulatory OGA Decision History

Public Health Decision History

External Additional Updated  Applicant Query
Comments/Queries  Documents Date Response
Updlated By & Status & Internal Comments & . . . R

applicant applicant - Applicant 21Jan 2021
Applicant Role Submitted

Fublic Health Approver - Forwardedto  Application ok. Forwarding to PH 22)an 2021
Clerk Inspector Inspector

Corporation Decision History

Figure 42 - Assessment History tab

2. Click on each tab to review the application, schedule inspections and make

recommendations on the application.

a. Tab 2- Applicant Details: Applicants are required to complete the TCPD form with
particulars such as personal details, a brief description of proposal, land details,
purpose for which land or new/altered/extended building are proposed to be

used and purpose for which land and/ or building are now used.

b. In the Description of Proposal section, the Category of Development will be

chosen and whether it is a New Building or Subdivision etc.
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(s) (o) (7)

o (3) (=)

Applicant Details Site Location Building Operations and

Change of use

Applicant Details

Land Particulars Building Dimensions. Water Closet and Septic

Tank

Reference Number

Planning Permission Type

TCPD Regional Office

Complexity Status

Is this application submitzed by or on behalf of the
state?

Any Variance received?

Title

First Name

Last Name

Applicant Gender

Email Address

Telephone Number

Mobile Number

Applicant’s Role

Application submitted with the knowledge and
consent of the owner?

PPR2021011916767

Planning Permission Application

South

Simple Application

Yes
No

Yes
No

Ms.
Termisha

Hercules

Female

Male

Other
acpstestemail@hotmail.com
1234567

1234567

Owner

Yes
No

Description of Proposal

Category of Development

New Buildings

(&) (o)
Documents Corporation Document
Upload
v
v
v
v

Figure 43 - Applicant Details tab

b. Tab 3 - Site Location: Displays a map of the proposed site location identified by

the applicant. The system automatically zooms to the ploftted area (Figure 44

below).

° (2 (s) (&) (=)
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Sepftic Documents
Change of use
+
@

B TCPD Planning Regions »

B Counties »
H Policy »
»

B Municipal Corporations

W Settlament Area

=

E: 671678.92 - N: 1142246.11
Lat: 10.329331 - Lon: -61.432102

Site Location

Figure 43 - Site Location tab
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c. Tab 4 Building Operations and Change of Use tab

i. Building Operations and Change of Use — Applicants are required to supply
information relating to the Category of Development, New Buildings, and
Addition to existing structure, Alteration, Change of Use, Engineering Operations
or Retention. It also contains general information and details of available services

for example, water and electricity (Figure 45).

= ] () (3) (+) s ] (s) (7) 0

Ste Location Buikling Operations and Documents Documents Status Assessment
Change of use

General Information

Residential Use Details

Residential Use Details

Available Ser

Figure 44 - Building Operations and Change of Use tab

ii. Subdivision of Land — Applicants are required to supply information such as
the person who prepared design of layout, area, adjacent property owners and

access details as seen in Figure 46 (below) are captured.

Design of Layout prepared by

Name Ancil Singh

Designation Architect

Area

Adjacent Property Owners

Adjacent Property Owners

Access Details

Figure 45 - Subdivision of Land
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d. Tab 5 - Land Particulars: contains the Land Particulars details (Figure 47 below)

submitted by the applicant to the Municipal Corporation for a Building Permit

Request.

(2) (4)
\ " \/

Site Location Building Operations and

Change of use

Particulars of Building

o O

Land Particulars Building Dimensions

(7) (s)
\ N

Water Closet and Septic Documents

Tank

Name of Street or Road on which lotis situated

Dimension of lot on which building is to be erected

Can the site be properly drained?
Drainage lines to be shown on block plan

Is there at present any building on the lot?
If so, describe it

Description of building to be erected

Width of clear open space from building line to street
alignment

Width of clear open space from side wall to side
boundary line

Area of open space left at the rear of proposed
building

Marerial of which the building is to be constructed:

a) External wall

b) Internal wall of partitions

c) Roof

d} Balcony, veranda or other projections

Minimum height of lowest floor above level of
underlying ground

Kitchen: Is it detached or part of building label?

Privies,

5] Distance of privy from the building

ko] Description of privy building and how protected
fram mosquitoes and flies,

First Street

Morth 60 feet, South S0 feet, East 80 feet, West 80 fest

Yes

No

Single family three storey building

16

270

Concrete 4" and steel

Concrete 4" and steel

Metal sheeting

RC slab

part of building label

Figure 46 - Land Particulars Tab
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e. Tab é - Building Dimensions: contains the Building Dimensions details submitted
by the applicant to the Municipal Corporation in the Building Permit request
application. Details such as the length, width, area, heights of the room and

details within the room are captured here (Figure 48 below).

....... @ () & o (7) (&)
S 4
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Building Dimensions

Length of Width of Area of Height from floorto  Height from floorto  Area of window Area of ventilation openings in addition Room ceiled or

Room Room Room wall plate wall (Attic) openings to doors and windows closed boarded
T 78 58sq ft 8 28
81" o 7272 19" n/a 66 s.f. n/a ceiled

Figure 47 - Building Dimensions

f. Tab 7 - Water Closet and Septic Tank: confains the details submitted by the
applicant of the water closet and septic tank to the Municipal Corporation in the
Building Permit request application. Figure 49 (below) shows the details captured
in this tab.

(3) () () (s ) ° (&)
Site Location Building Operaticns and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Water Closet and Septic Tank

Situation of Premises ok

Type of Building en which water closet is ta be placed Dwelling House ~
Crude Sewage Pipes to Sepric Tank
Inside dismeter of piping for crude sewsge (4 ins. 5

minimun)

Gradien: or slope of the piping

Means of ventilating the pipe above roof or house E—
Manner of providing against chokes in the pipe (svaid
sharp cornered tees)

Septic Tank
Number of peaple living in the house, including 1
servants who use tanks

Discharge fram Tank
WMeans of dispesal of discharge from tanks and

manner of cxidising it

Soak away pit give size, depth, ventilation and
assurance of 2 permeable stratum

If 5 filter, give lengths and arrangements

Figure 48 - Water Closet and Septic Tank
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g. Tab 8 - Documents: Click on the file name to open documents uploaded by the

Applicant at the Planning Permission stage. Plans such the Certificate of Title or

Cadastral Sheet (Figure 50) from the ‘Document Upload Section’ open as a PDF

file type in a new tab. The plans listed in the ‘Planning Permission Building Plan

Documents’ will open using the PDFTron Tool. The PDFTron measurement feature

allows the approver to verify scales and distances. Detailed information on the

tool can be found in the PDFTron section (Appendix V).

......... @ (+) () (s) (7) °
- _/ \_/ ./
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents

Change of use Tank

Document Upload Section

Filz Name Document Type File Format Date

Deed.pdf DeedScan application/pdf 19 Jan 2021

Cadastral.pdf CadastralScan applicaticn/pdf 19 Jan 2021

Planning Permission Building Plan Documents

File Name Document Type File Format Last Updated Role Date Document version

SitePlan.pdf SiteOrBlock_PlanScan application/pdf 19 Jan 2021

BuildingPlansd.pdf Floor_PlanScan applicaticn/pdf 19 Jan 2021

BuildingPlansd.pdf Elevation_PlanScan applicaticn/pdf 19 Jan 2021

Figure 49 - Documents tab
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h. Tab 9 - Corporation Document Upload: All documents specifically required by the
Municipal Corporation are listed here (Figure 51). Click on the File Name to open
documents. All documents in this section would be opened in the PDFTron tool.

Detailed information on the tool can be found in the PDFTron section (Appendix

......... (=) (=) () (s) (7) (=) o )

Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents Corporation Document
Change of use Tank Upload

Corporation Document Upload

Figure 50 - Corporation Document Upload

i. Tab 10 - Inspection: The Inspector can schedule the site visit of the proposed
development in this tab (Figure 52 next page). Steps to schedule a site visit can

be found at Appendix Il

j- Tab 11 - Download Site Visit Report: After the site visit is conducted, the Inspector

can review the inspection report recorded on this tab (Figure 55).

k. Tab 12 - Assessment. The PH Inspector can enter remarks, add necessary
documents and query the applicant or clerk or forward to the Receiving Officer

1. This tab would be discussed in detail in step 5 below.

3. Click ‘Next’ or ‘Inspection’ tab to schedule an inspection, go to How to Schedule an

Inspection (Appendix lll) Section for detailed steps.

4. After the Inspector schedules an inspection, click the button. The

application is moved to the ‘Inspections Scheduled’ Section of the dashboard. A

success message would also be seen as in Figure 53 (next page).

If the inspector does not need to perform an inspection, click ‘Next’ to continue (Figure
52).
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(3) (=) (s) (o) (1) () (9) e (i)
N4 N4 N4 N/ N .4 4 B/
Site Location Building Land Building Water Closet Documents Corporation Inspection Download Site
Operations and Particulars Dimensions and Septic Tank Document Visit Report

Change of use Upload

Schedule Inspection

Click here to schedule site inspection. (]

The job management tool can be used to select the inspection form and schedule an inspection. Once the inspection is scheduled, click the 'Save Inspection’
button below.
If a site inspection is not required, click next to proceed.

Figure 51 - PH Inspector Inspection tab

@Inspection Scheduled
PPR2021011916769

Please note the application number for ease of reference.

Figure 52 - Inspection Scheduled Success Message

5. Click ‘Next’ or ‘Download Site Visit Report’ tab to view all inspection reports (Figure 55

next page). Click on the report to view in another tab.

®
©

................... o © o 0 O

Site Location Building Land Particulars Building Water Closet and Documents Corporation Inspection
Operations and Dimensions Septic Tank Document Upload
Change of use

Download Site Visit Report

|

|
Jobid Agency File Name File Format Date |
i 2057 PHTI PPR2021011916769_2057.pdf application/octet-stream 27 Jan 2021

Figure 53 - Inspection tab
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6. Click ‘Next' or ‘Assessment’ tab and insert the relevant remarks. Note, remarks entered

are visible for others to see.

...... @ (3) (+) () (&) (7) (&) (o) (10) () °
o/ N4 ./ /4 N/ N/ N/ Y/ N/
Applicant Site Location Building Land Building Water Closet Documents Corporation Inspection Download Site Assessment
Details Operations and Particulars Dimensions. and Septic Tank Document Visit Report
Change of use Upload

Comments and Queries

Internal Comments

External Comments/Queries

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, jpeg, gif. Number of files: 10 for additional document(s) section.

Attach Additional Document(s) K Addfiles | ®startupload | Tl Clear files

I Drop files here or click to upload.

Figure 54 - PH Inspector Assessment tab

GOOD TO KNOW:

- Internal Remarks are visible only to the Public Health staff and External Remarks

are visible to anyone with access to the application, including the applicant.

- The Inspector may also atfach any other relevant document (opfional)
pertaining to the application for reference. This document will be visible to
anyone with access to the application, including the applicant. For further

instructions on aftaching a document, see How fo Upload Additional

Documents (Appendix VI).

a) Query Applicant - If additional information is required, the Inspector can query the

applicant. In the Assessment tab, enter the query in the External Comments box and

click the query button located at the bottom of the page to submit the
qguery. You will be prompted with a confirmation message as seen in Figure 56 ; click
‘Yes' and you would be shown the success message seen in Figure 57 (next page).

Click 'OK’ to return to the Inspector’'s dashboard.
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Do you want to query Applicant?

Figure 55 - Confirmation Message

Transaction Completed

@ Queried Applicant PPR2020090915500

Please note the application number for ease of reference.

Figure 56 - Query Applicant Success Message

b) Query Clerk - The Inspector can click the ‘Query Clerk’ button located at the bottom
of the tab to submit the query. Enter Internal Comments for the clerk and/or External
Comments for applicants and other agencies. You will be prompted with a
confirmation message (as seen in Figure 55). The prompt will read: 'Do you want to
Query Clerk?’ Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab. On

clicking ‘Yes', the success message would be displayed

(¥) Queried Clerk PPR2021011916767

c) Forward to Receiving Officer 1 - If the application is deemed complete with no
missing information, enter remarks in comments or attach document and click the
Forward to button at the bottom of the page to forward the application. You will be
prompted with a confirmation message (as seen in Figure 55). The prompt will read:
'Do you want to forward to Receiving Officer 1?’ Click 'Yes' to confirm or ‘No’ to
return fo the Assessment tab. On clicking ‘Yes', the success message would be

) Forvarded to Rece

PPR202101191676

displayed
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5.4  INSPECTIONS SCHEDULED

The ‘Inspections Scheduled’ pane lists all applications for Building Permit request pending

site inspections. The screen overview is presented in Figure 58 (below).

Inspections Scheduled

Reference No # Application Type # Received Date # Status & Community ¢ Action &

PPR2021011916769 Planning Application 21 Jan 2021 San Fernando

Figure 57 - Special Application section

5.4.1 Steps to Process an application with Inspection Scheduled

1. Click the Reference Number to view and process the application.

2. Click on each tab to review the application information and attachments.

3. If an inspection was performed, go to the ‘Download Application Report’ tab to
view and/or save a PDF of the site inspection (Figure 59). Click on the file name to
open the report.

If an inspection needs to be re-scheduled, refer to How to Schedule an Inspection

section.
@ (2) (3) (s) (s) (7 (%) (9) (10) @ ........
Assessment Applicant Site Location Land Build Water Clo: Document: Corp Inspecti Assessment
History Detils Particul: Dimensions. d Sepric Tank Document

Download Site Visit Report

Job1d Agency File Name File Format

PHTI PPR2021011916769_2057.pdf application/octet-stream

Figure 58 - Download Site Visit Report Tab

4. Go the 'Assessment’ tab to give the decision on the application. This is similar to step

5 of Processing a Building Permit application; Query Applicant, Query Clerk and

Forward to Receiving Officer 1.
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5.5

5.5.1

COMPLETION CERTIFICATE — REGULATORY APPLICATIONS

The ‘Completion Certificate - Regulatory Applications’ pane lists all Completion Certificate
applications for Inspector's review. The screen overview is presented in Figure 60 (below).
The applications are listed in a table with same column headings Building Permit inclusive

of '‘Reference Number’, ‘Application type’, ‘Status’, ‘Community’ and ‘Action’.

Completion Certificate - Regulatory Applications

Reference No & Application Type & Received Date Status & Community Action &
PPR2021011916767 Planning Application 22 Feb 2021 Forwarded to Inspector San Fernando
PPR2021011916769 Planning Application 22 Feb 2021 Forwarded to Inspector San Fernando

Figure 59 - Completion Certificate - Regulatory Applications section

Steps to Process a Completion Certificate - Regulatory Application
Click the reference number to navigate to the '‘Assessment’ tab to view and begin to

process the application. The history of an application also includes remarks and
aftached documents from Municipal Corporation and any OGAs that processed the
application. The Public Health Decision History of the application is shown in the figure 61

below. All comments and documents from Building Permit stage will be displayed here

TCPD Decision History

Regulatory OGA Decision History

public Health Decision History

Figure 60 - Completion Certificate Assessment History Tab
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2. Click on each tab to review the application and to ensure all mandatory fields have
been completed and valid documents submifted. All application information from
Building Permit stage would be found on the application in addition to the new forms

completed for Completion Certificate application request.

a. Tab 2 - Applicant Details: Applicants are required to fill out the TCPD form i.e. to
supply personal information, a brief description of their proposal, land details,
purpose for which land or new/ altered/ extended building are proposed to be used
and purpose for which land and/ or building are now used. In the Description of
Proposal section, the Category of Development will be chosen, whether it is a New

Building or Subdivision etc. (same as Building Permit application).

b. Tab 3 - Site Location: Displays a map of the proposed site location identified by the

applicant. The system automatically zooms to the plotted area.

c. Tab4
i. Building Operations and Change of Use -Applicants are required to supply
information relating to the Category of Development, New Buildings, and
Addition to existing structure, Alteration, Change of Use, Engineering Operations
or Retention. It also contains general information and details of available services

for example, water and electricity.

i. Subdivision of Land —Applicants are required to supply information such as the
person who prepared design of layout, area, adjacent property owners and

access detail.

d. Tab 5 - Land Particulars: contain the same Land Particulars details submitted by the

applicant to the Municipal Corporation for a Building Permit Request.

e. Tab 6 - Building Dimensions: contains the Building Dimensions details submitted by
the applicant to the Municipal Corporatfion in the Building Permit request
application. Details such as the length, width, area, heights of the room and details
within the room are captured here.

f.  Tab 7 - Water Closet and Septic Tank: contains the details submitted by the
applicant of the water closet and septic tank to the Municipal Corporation in the

Building Permit request application.
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g. Tab 8 - Request Completion Certificate: contains the comments or request for
Completion Certificate entered by the applicant. This form is a new addition to the

application.

.......... (5) (+) (s) (6) (7) (s ] (9)

Site Location Building Operations Land Particulars Building Dimensions Water Closet and Request Completion Documents
and Change of use Septic Tank Certificate

Request Completion Certificate

Request Comments Requesting

Figure 61 - Request Completion Certificate tab

h. Tab 9 - Documents: Click on the file name to open documents uploaded by the
Applicant at the Planning Permission stage. Plans such the Certificate of Title or
Cadastral Sheet (Figure 50) from the ‘Document Upload Section’ open as a PDF
document in a new tab. The plans listed in the ‘Planning Permission Building Plan
Documents’ will open using the PDFTron Tool. The PDFTron measurement featfure
allows the approver to verify scales and distances. Detailed information on the tool

can be found in the PDFTron section (Appendix V). This information is the same as lin

the Building Permit application.

i. Tab 10 - Corporation Document Upload: All documents specifically required by the
Municipal Corporation are listed here. Click on the File Name to open documents.
All documents in this sectfion would be opened in the PDFTron tool. Detailed

information on the tool can be found in the PDFTron section (Appendix V).

j. Tab 11 - Inspection: The Inspector can schedule the site visit of the development in
progress in this fab. Steps to schedule a site visit can be found at XXX. This step is

similar to the Building Permit site inspection tab.

k. Tab 12 - Download Site Visit Report: Once a site inspection is conducted, the
inspector can review his/her inspection on this tab. All inspection reports from
Building Permit stage would be found on this tab. This fab would be discussed in

detail in step 4 below.
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. Tab 13 - Assessment: The PH Inspector can select an Inspector to forward the
application to, enter remarks and add necessary documents then query or forward
the application. This fab in the next step.

3. After the Inspector schedules an inspection, click the button. The

applicationis moved to the ‘Inspections Scheduled’ Section of the dashboard. A success

message would also be seen as in Figure 63 (below).

If the inspector does not need to perform an inspection, click ‘Next’ to continue

(3) () () (&) (7) (8) (9) 0 (1)
Site Location Building Land Building Water Closet Documents Corporation Inspection Download Site
Operations and Particulars Dimensions and Septic Tank Document Visit Report
Change of use Upload

Schedule Inspection

Click here 10 schedule site inspection. [m]

The job management tool can be used to select the inspection form and schedule an inspection. Once the inspection is scheduled, click the 'Save Inspection’
buttan below.

If & site inspection is not required, click next to proceed.

Figure 62 - PH Inspector Inspection tab

@ Inspection Scheduled
PPR2021011916769

Please note the application number for ease of reference.

Figure 43 - Inspection Scheduled Success Message
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4. Click ‘Next’ or Download Site Visit Report tab. All inspection reports would be found listed
in this tab as seen in Figure 65 (below). Click on report to view; report should open in

another tab.

Site Location Building Land Particulars Building Water Closet and Documents Corporation Inspection
Operations and Dimensions Septic Tank Document Upload
Change of use

Download Site Visit Report

Jobid Agency File Name File Format Date

2057 PHTI PPR2021011916769_2057.pdf application/octet-stream 27 Jan 2021

Figure 64 - Inspection tab

5. Afterreview of the application the PH Clerk can be enter comments, log a query to the
applicant or select an Inspector to forward the application to in the ‘Assessment’ tab.
Success messages like those given in Planning Permission would be displayed as seen in

Figures below.

a. Query Applicant: If additional information is required, the Inspector can query the
applicant. In the Assessment tab, entfer the query in ‘External Comments’ section
and click the query button located atf the bottom of the page to send the query to
the applicant. You will be prompted with a confirmation message as seen in Figure

55. On clicking ‘Yes’, the success message is displayed

. Click 'OK’ to return to the in Inspector’s

dashboard.

b. Query Clerk - The Inspector can click the query clerk button located at the bottom
of the tab to submit the query. Enter Intfernal Comments for the clerk and/or External
Comments for applicants and other agencies. You will be prompted with a
confirmation message (Figure 55). The prompt will read: ‘Do you want to Query
Clerke' Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab. On clicking

yes’, the success message would be displayed

| @Cu‘mwfﬂ. erk PPR2021011916767 I
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c. Forward to Receiving Officer 1 - If the application is complete, enter remarks in
comments, attach any document if desired and click the Forward to button at the
bottom of the page to forward the application. You will be prompted with @
confirmation message (as seen in Figure 55). The prompt will read: 'Do you want to
forward to Receiving Officer 1?7’ Click ‘Yes' to confirm or ‘No’ to return to the

Assessment tab. On clicking Yes, the success message would be displayed:

@ Forwarded to Receiving Officer |

PPR2021011916767

GOOD TO KNOW:

- Internal Remarks are visible only to the Public Health staff and External Remarks

are visible to anyone with access to the application, including the applicant.

@ - The Clerk can also attach relevant documents (optional) pertaining to the
application for reference. This document will be visible to anyone with access
to the application, including the applicant. For further instructions on attaching

a document, see How to Upload Additional Documents (Appendix VI).
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RECEIVING OFFICER 1 QUERIED REGULATORY APPLICATIONS

The ‘Receiving Officer 1 Queried Regulatory Applications’ pane lists all Building Permit and
Completion Certificate applications pending the Inspector’'s review queried by the
Receiving Officer 1. The screen overview is presented in Figure 66 below. The applications
are listed in a table with same column headings as the table in Building Permit section
(page 18).

Receiving Officer 1 Queried Regulatory Applications

Application Type # Received Date & Stamus ¥ Community % Action

PPR2021011916767 Planning Application 21 Jan 2021

San Fernando

Figure 65 - Inspector Queried Regulatory Applications section

Steps to Process a Receiving Officer 1 Queried Regulatory Application

Click the Reference Number o view and process the application. The application would
open to the first tab ‘Assessment History' with the updated Public Health Decision History
section. The queried message will be displayed in the Internal Comments along with any

document aftached to application.

Operations and Dimensions

Change of use

TCPD Decision History

Regulatory OGA Decision History

Public Health Decision History

<

Figure 66 - Inspector’'s Updated Assessment History tab

Click on each tab to review the application information and atfachments (see Steps to
Process Building Permit application).
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5.7  SEARCH APPLICATIONS

The ‘Search Application’ function allows the Inspector to find any application using the
appropriate search criteria by clicking on the '‘Search Application’ icon, indicated in the

figure 68 below, on the left of your screen.

Welcome, PUBLIC HEALTH SAF Inspector! ..'

HOME ABOUT US GUIDELINES NEWS/EVENTS FAQ CONTACT US '-n 1r L

DEVELOP

e-Services / Applications

Clerk Forwarded to Inspector 1
Self Inspection 1
Query Applicant 2
Receiving Officer | Queried o

Figure 47 - Dashboard with Search Application button

For more information and steps on performing a search, go to Search Application function

in the Appendix |.

Page | 59



L IFAN DEVELOPTT USER GUIDE — PUBLIC HEALTH

Business Made Easy

.

DEVELOPTT

6 RECEIVING OFFICER 1

6.1

The Receiving Officer | reviews the applications forwarded by the Inspector.

DASHBOARD

The dashboard is the default screen displayed to the Receiving Officer after login. The

dashboard consists of e-Services/ Applications with three (3) Categorized Applications

sections: Building Permit — Regulatory Applications, Completion Certificate — Regulatory

Applications and Receiving Officer Il Queried Regulatory Applications. You can click on

a section title anywhere on DevelopTT to expand the section.

Welcome, PUBLIC HEALTH SAF RECIEVEING OFFICER 11 @B 1oME | ABOUTUS | GUIDELINES | NEWS/EVENTS

e-Services [ Applications

n‘l’

DEVELOP

Query Applicant

Recenvinig Officer Il Queried

Building Permit - Regulatory Applications

Completion Certificate - Regulatory Applications

Receiving Officer 2 Queried Regulatory Applications

Figure 68 — PH Receiving Officer 1 Dashboard
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Building Permit - Regulatory Applications: A list of all unprocessed Planning Permission and

Outline + Planning Permission applications, submitted for a Building Permit.

Completion Certificate - Regulatory Applications: A list of all unprocessed Planning
Permission and Outline + Planning Permission applications, submitted for a Completion

Certificate.

Inspector Queried - Regulatory Applications: A list of all unprocessed Planning Permission

and Outline + Planning Permission applications which have been queried by the Inspector.

GOOD TO KNOW:

- Applications are given an automatically generated and unique Reference

Number when created.

- Clicking on the heading of the table (i.e. section title) will minimize/ expand the

table.
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6.2  E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications

Inspector Forwarded to Receivinig Officer | .

Query Applicant

Receivinig Officer Il Queried -

Figure 69 - PH Receiving Officer 1 e-Services/ Application section

- The chart is colour coded fto reflect the status of the application in the system. It
illustrates the number of applications for each application status category. A user can

hover the mouse over each colour of the chart to see which status it represents, as seen
in Figure 10 above.

- The colour denotations are listed below:

e Blue- Applications forwarded from Inspector to Receiving Officer 1
¢ Orange- Applications where Receiving Officer 1 queried Applicant

e Green- Applications where Receiving Officer Il queried Receiving Officer 1
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6.3

.

BUILDING PERMIT — REGULATORY APPLICATIONS

The ‘Building Permit - Regulatory Applications’ pane lists the Building Permit applications
pending the Receiving Officer’s review. The screen overview is presented below in Figure

71 (next page). The applications are listed in a table with different column headings:

Reference No: Refers to the automatically generated unique reference number given to

each application by the system. Reference numbers for Building Permit application (called

Planning Permission in previous stage) begin with ‘PPR’. For example, "7*2019091205055  Giher

reference numbers are illustrated in Figure 71 (next page) (A).
Application Type: Refers to the type of application submitted such as Planning Permission.

Received Date: Refers to the date the application was submitted to the Public Health

Department.
Status: Refers to the status of the application such as, ‘Forwarded to Receiving Officer I'.
Community: Refers to the general location of the application.

Action: When a user opens an application, the application is locked to that user i.e.
another user may view the application but would not be able to process the application.
Once an application is locked, a lock will appear under this column, as seen indicated by

B in Figure 11 (below). If a user hovers the mouse over the lock, a notification message

would be displayed:

An application that is locked by you can be unlocked by clicking on the lock. A prompt,
“"Are you sure you want to unlock the application?” will appear. Click '‘OK’ to confirm. If
the application is not locked to you, the system would indicate which user the application

is locked to, (Figure 12). The Administrator of your agency can unlock these applications.

DEVELOPTT

Building Permit - Regulatory Applications
Reference No Application Type % Received Date % Status & Community % Action #
PPR2021011916767 Planning Application 21Jan 2021 Forwarded to Receiving Officer | San Fernando a

Figure 70 - Receiving Officer 1 Building Permit - Regulatory Applications section
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www.test.developtt.gov.tt says

Lpplication is locked by "Public Health Approver”

Figure 71 - Application Locked by Specific User Message

www.test.developtt.gov.tt says

Are you sure you want to unlock the application?

Figure 72 - Unlock Application Confirmation Message

GOOD TO KNOW:

- Tap the % icon tosort applicationsin ascending or descending order.

- Up to 10 records are displayed in the ‘Planning Applications’ pane.

@

- Navigation buttons, , are only displayed when there are

over 10 applications in a section. Click on the buttons or click a specific page
number to navigate between various pages. Click ‘NEXT' to go to the next

page and ‘BACK’ to go to the previous page.
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6.4  STEPS TO PROCESS A BUILDING PERMIT - REGULATORY APPLICATION
1. Click on the Reference Number to view and process the application. Note that all

Planning Permission applications are pre-fixed with ‘PPR’. All reference numbers listed in
this section are hyperlinks. The application would open to the first tab ‘Assessment History'
as seen in Figure 74 below. Any remarks or comments made on the application also

appears in this section.

........... o (2) () (+) (5) (5) (7) s (s) (o) ()]
N
Assessment History Applicant Details Ste Location Buiding Operations and Land Particulars Building Dimensions  Water Closetand Septic Documents Corporation Document Dovmload Site Visit Assessment
Change of use Tank Upload Report

TCPD Decision History

Regulatory OGA Decision History

Public Health Decision History

Aopicar
Eaerral Updated  Query
Commercs/Queries Dz FResporse
Updated By $ Sweus$ Inzernal Comments § s Additional Documents $

Figure 73 - Assessment History tab
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3. Click on each tab to review the application.
a. Tab 2 - Applicant Detdails: Applicants are required to complete the TCPD form with
particulars such as personal details, a brief description of proposal, land details,
purpose for which land or new/altered/extended building are proposed to be used

and purpose for which land and/ or building are now used.

In the Description of Proposal section, the Category of Development will be chosen

and whether it is a New Building or Subdivision etc.

........... ° (3) (+) (5) () (7) (%) (9)
N
Applicant Details Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents Corporation Document:
Change of use Tank Upload
Applicant Details
Reference Number PPR2021011916767
Planning PermissionType  planning Permission Application
TCPD Regional Office South
Complexity Status Simple Application v
Is this application submized by or on behalf of the Yes
state? No
AnyVariance received? ) Yes
No
Title Ms. v
FirstName  Termisha
Last Name Hercules
Applicant Gender Female
Male
Other
Email Address  5cpstestemail@hotmail.com
Telephone Number 1234567
Mobile Number 1234567
ApplicantsRole | Ouner %
Application submitted with the knowledge and Yes
consent of the owner? No
Description of Proposal
Category of Development New Buldings v

Figure 74 - Applicant Details tab
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a. Tab 3 - Site Location: Displays a map where the applicant should have plotted their

proposed site location. The system automatically zooms into the plotted area.

© (=) (s} (&) (7) (&)
Site Location Building Operations and Land Particulars Building Dimensions water Closet and Septic Documents
Change of use Tank

B TCPD Planning Regions » D

B Counties »

B Policy »

B Municipal Corporations » E: 671678.92 - N: 1142246.11
Lat: 10.329321 - Lon: -61.432102

B Settlement Area » T

Site Location

Figure 75 - Site Location tab
b. Tab4

Building Operations and Change of Use —Applicants are required to supply information
relating to the Category of Development, New Buildings, and Addition to existing
structure, Alteration, Change of Use, Engineering Operations or Retention. It also contains
general information and details of available services for example, water and electricity

(Figure 77 below).

.......... Q) () G) 'O O (o) ) @

Assessment History Planning Questions Applicant Details. Site Location Building Operations and Documents. Documents Status Assessment
Change of use.

General Information

State the reference number for any previous
applications related to this site (If applicable)

1S there any buikding on the site?
Intended Use of Existing/Proposed Busding Residential - Single Famity
Total Site Area 11833

Unit of Measurement (U.0 M)

Total Floor Area (sq Metres) s018

Residential Use Details

Residential Use Details

Available Services Details

= N
Figure 76 - Building Operations and Change of Use tab
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Subdivision of Land — Applicants are required to supply information such as the person who
prepared design of layout, area, adjacent property owners and access details as seen in

Figure 78 (below).

Design of Layout prepared by

Name Ancil Singh

Designation Architect

Area

Adjacent Property Owners

Adjacent Property Owners

Access Details

Figure 77 - Subdivision of Land
c. Tab 5 - Land Particulars: contains the Land Particulars details (Figure 79 below)
submitted by the applicant to the Municipal Corporation for a Building Permit

Request.

(2) (=) s ) (&) (7) (%)

Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Particulars of Building

Name of Street or Road on which lot is situated First Street

Dimension of lot on which building is ta be eracted North 60 feet, South 90 feet, East 90 feet, West 80 feet

Can the site be properly drained? Yes
Drainage lines to be shown on block plan

Is there at present any building on the lot? No
f 50, describe it

Description of building ta be erected Single family three storey building
Width of clear open space from building line to street %
alignment
Width of clear open space from side wall to side 10

boundary line

Area of open space left at the rear of proposed 270
building

Material of which the building is to be constructed:

a) External wall Concrete 4" and steel
b) Internal wall of partitions e ilerileEs
) Roof

Metal sheeting
d} Balcony, verands or other projectians RC slab

Winimumn height of lowest floor sbove level of 5
underlying ground
Kizchen: Is it detached or part of building label?

part of building label

Privies.
) Distance of privy from the building 0

&) Description of privy building and how protected a
from mosquitoes and flies,

Figure 78 - Land Particulars Tab
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Tab 6 - Building Dimensions: contains the Building Dimensions details submitted by
the applicant to the Municipal Corporatfion in the Building Permit request
application. Details such as the length, width, area, heights of the room and details

within the room are captured here (Figure 80 below).

DEVELOPTT

....... (3) () (s) o (7)) (%)

Site Location Building Operaticns and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Building Dimensions

Lengthof Widthof  Areaof  Height fromfloorto  Height from floorto  Area of window  Area of ventilation openings in addition  Room ceiled or
Reem Reem Reem wall plate wall (Attic) openings to deors and windaws closed boarded
77 78 s2sqft s 28

e o 7272 19 nia 86 =.f. nfa ceiled

Figure 79 - Building Dimensions

Tab 7 - Water Closet and Septic Tank: contains the details submitted by the applicant
of the water closet and sepfic tank to the Municipal Corporation in the Building

Permit request application. Figure 81 (below) shows the details captured in this tab.

(=) (=) (s) (6 ) © (2)

site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents

Change of use Tank

Water Closet and Septic Tank

Situation of Premises ok
Type of Building on which water closet is to be placed Dwelling House ~

Crude Sewags Pipes to Septic Tank

Inside diameter of piping for crude sewage (4 ins.

u

minimum)
Gradient or slope of the piping
Means of ventilating the pipe above roof or house above rack

Manner of providing against chokes in the pipe (aveid
sharp cormersd tees)

Septic Tank

Number of people living in ©

Discharge from Tank
Means of disposal of discharge from tanks and

manner of oxidising it

Soak away pit; give size, depth, ventilation and

assurance of a permeable stratum

f a filter, give lengths and arrangements

Figure 80 - Water Closet and Septic Tank
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f. Tab 8 - Documents: Click on the file name to open documents uploaded by the

Applicant at the Planning Permission stage. Plans such the Certificate of Title or
Cadastral Sheet (Figure 50) from the ‘Document Upload Section’ open as a PDF
document in a new tab. The plans listed in the ‘Planning Permission Building Plan
Documents’ will open using the PDFTron Tool. The PDFTron measurement feature
allows the approver to verify scales and distances. Detailed information on the tool

can be found in the PDFTron (Appendix V).

......... (3) (+) (5) (o) (7) o
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Document Upload Section

File Name Document Type File Format Date

Deed.pdf DeedScan application/pdf 19 Jan 2021
PP J

Cadaswral.pdf CadastralScan application/pdf 19 Jan 2021

Planning Permission Building Plan Documents

File Name Document Type File Format Last Updated Role Date Document version
SitePlan.pdf SiteOrBlock_PlanScan application/pdf

BuildingPlans4d.pdf Floor_PlanScan application/pdf

BuildingPlans4.pdf Elevation_PlanScan application/pdf

Figure 81 - Documents tab

g. Tab 9 - Corporation Document Upload: All documents specifically required by the
Municipal Corporation are listed here (Figure 83 below). Click on the File Name to
open documents. Alldocuments in this section would be opened in the PDFTron tool.

Detailed information on the tool can be found in the PDFTron section (Appendix V).

________ ) () () () ) () o
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents Corporation Document
Change of use Tank Upload

Corporation Document Upload

File Mame Document Type Date Document version

Isometric/Plumbing/Septic Plans

Foundation Plan

Figure 82 - Corporation Document Upload
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h. Tab 10 - Download Site Visit Report: Once a site inspection is conducted, the
Receiving Officer can review the inspections in this tab. More detail can be found in

Step 3 (below).

i. Tab 11 - Assessment: The Receiving Officer may entfer remarks, add necessary
documents and query the applicant/ inspector or forward to the Receiving Officer

Il. More detail can be found in Step 4 (next page).

4. Click ‘Next’' or Download Site Visit Report tab. All inspection reports would be found listed

in this tab as seen in Figure 84 below. Click on report to in another tab.

Site Location Building Land Particulars Building Water Closet and Documents Corporation Inspection
Operations and Dimensions Septic Tank Document Upload
Change of use

Download Site Visit Report

Job 1d Agency File Name File Format Date

2057 PHTI PPR2021011916769_2057.pdf application/octet-stream 27 Jan 2021

Figure 83 - Inspection tab

5. Click ‘Next’ or Assessment tab and insert the relevant remarks. Remarks entered are

attached to application and visible for other users to view.

........ (=) (+) - ) S - ) - ol el 3 p—gy 1 ]

Site Location EBuilding Cperations Land Particulars Building Dimensions ‘Water Closet and Documents Carparation Download Site Visit Assessment

and Change of use Septic Tank Document Upload Report

Comments and Queries

T _
T _

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, jpeg, £if. Numbar of files: 10 for additional document(s) section

Attach Addinonsl Documents) @Start upload | 1 Clear files

i Drop files here or click to upload

Figure 84 - PH Inspector Assessment tab
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GOOD TO KNOW:

- Internal Remarks are visible only to the Public Health Department staff and
External Remarks are visible to all with access to the application, including the

applicant.

@ - The Receiving Officer may also attach relevant documents (optional)
pertaining to the application for reference. This document will be visible to
anyone with access to the application, including the applicant. For further

instructions on attaching a document, see How to Upload Additional

Documents (Appendix VI).

a) Query Applicant - If there is a need for additional information, the Receiving Officer
may query the applicant. On Assessment tab, enter the query in ‘External Comments’
and click the query button | ) located at the bottom of the page to
submit the query. A prompt confirming the query will be seen (Figure 86). Click ‘Yes’
to confirm (Figure 87 below). Under the success message Click ‘OK’ to return to the
Clerk’'s dashboard (Figure 26 below).

Do you want to guery Applicant?
m

Figure 85 - Confirmation Message

Transaction Completed

@ Queried Applicant PPR2020090915500

Please note the application number for ease of reference.

Figure 86 - Query Applicant Success Message
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b)

.

Query Inspector - The Receiving Officer can click the 'Query inspector’ button

() located at the bottom of the tab to submit the query. Enter Internall
Comments for the Inspector and/or External Comments for applicants and other
agencies. The confirmation prompt ‘Do you want to Query Inspector?’ (Figure 85) will

require a ‘Yes' or ‘No’ for confirmation. On clicking ‘Yes’, the success message would

N0
\ J\} Qu
(P

eried Inspector PPR2021011916767 ’

be displayed ( ).

Forward to Receiving Officer Il - If the application is complete, enter remarks in
comments, attach document (optional) and click the ‘Forward to Receiving Officer
II' button at the bottom of the page to forward the application. You will be
prompted with a confirmation message (as seen in Figure 85). The prompt, ‘Do you

want to forward to Receiving Officer II?’ will require a ‘Yes’ or ‘No’ for confirmation.

On clicking Yes, the success message would be displayed

Page | 73

DEVELOPTT



, _ P
TTB!&HQE DEVELOPTT USER GUIDE - PUBLIC HEALTH DEVELOPTT

6.5 COMPLETION CERTIFICATE — REGULATORY APPLICATIONS

The ‘Completion Certificate - Regulatory Applications’ pane lists the Completion
Certificate applications pending the Receiving Officer’s review. The screen overview is
presented below. The applications are listed in a table with column headings such as

‘Application type’, 'Action by date’, ‘Status’, ‘Community’ and ‘Action’.

Completion Certificate - Regulatory Applications

Reference No # Application Type Received Date % Status & Community 3 Action %
PPR2020102016298 Planning Application 20 Oct 2020 Forwarded to Receiving Officer | San Fernando
PPR2021011916767 Planning Application 22 Feb 2021 Forwarded to Receiving Officer | San Fernando
PPR2021011916769 Planning Application 22 Feb 2021 Forwarded to Receiving Officer | San Fernando

Figure 87 - Completion Certificate - Regulatory Applications section

6.5.1 Steps to Process an Building Permit - Regulatory Application
1. Click on the Reference Number to view and process the application. Building Permit

applications are pre-fixed with ‘PPR’. All reference numbers listed in this section are
hyperlinks. The application would open to the first tab 'Assessment History’ as seen in
figure 89 (below). Any remarks or comments previously made on the application appear

in this section, including remarks on the application from other agencies.

AssessmentHistory  Applicant Details Site Location Building Land Particulars Building Water Closet and Request Documents o Download Site Visit Assessment
Operations and Dimensions Septic Tank Completion Document Upload Report
Change of use Certificate

n Histc

Figure 88 - Assessment History tab
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2. All application information from the Building Permit stage is sfill attached to the
application in addition to the new forms completed for the Completion Certificate
application request. Click on each tab fo review the application and ensure that all

mandatory fields are completed and valid documents submitted

a. Tab 2 - Applicant Details: Applicants are required to complete the TCPD form with
particulars such as personal details, a brief description of proposal, land details,
purpose for which land or new/altered/extended building are proposed to be used

and purpose for which land and/ or building are now used.

In the Description of Proposal section, the Category of Development will be chosen

and whether it is a New Building or Subdivision etc.

b. Tab 3 - Site Location: Displays a map of the proposed site location identified by the

applicant. The system automatically zooms o the plotted area.
c. Tab 4 (Note: these are the same as Building Permit application)

i. Building Operations and Change of Use -Applicants are required to supply
information relating to the Category of Development, New Buildings, and
Addition to existing structure, Alteration, Change of Use, Engineering Operations
or Retention. It also contains general information and details of available services

for example, water and electricity.

i. Subdivision of Land — Applicants are required to supply information such as the
person who prepared design of layout, area, adjacent property owners and

access details as seen in Figure 45 (next page).

d. Tab 5 - Land Particulars: contains the Land Particulars details submitted by the

applicant o the Municipal Corporation for a Building Permit Request.

e. Tab é - Building Dimensions: contains the Building Dimensions details submitted by the
applicant fo the Municipal Corporation in the Building Permit request application.
Details such as the length, width, area, heights of the room and details within the room

are captured here.

f. Tab 7 - Water Closet and Septic Tank: contains the details submitted by the applicant
of the water closet and septic tank to the Municipal Corporation in the Building Permit

request application.
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g. Tab 8 - Request Completion Certificate: Comments on the request for Completion

Certificate may be entered by applicant. This form is a new addition to the application.

..... & () ) ) ) o G) (o)
Site Location Building Operations Land Particulars Building Water Closet and Reques! Documents Corporation
and Change of use Dimensions Septic Tank Completion Document Upload

Request Completion Certificate

Request Comments Request for completion Certificate

Figure 89 - Request Completion Certificate tab

h. Tab 9 - Documents: All documents uploaded by the applicant at Planning Permission
stage would be listed here. Note: this is All documents specifically required by the
Municipal Corporation are listed here. Click on the File Name to open documents. All
documents in this section would be opened in the PDFTron tool. Detailed information

on the tool can be found in the PDFTron section (Appendix V).

i. Tab 10-Download Site Visit Report: Once a site inspection is conducted, the Receiving
Officer can review the inspections in this fab. More detail can be found in Step 3

(below).

j. Tab 11 - Assessment: The Receiving Officer may enter remarks, add necessary
documents and query the applicant/ inspector or forward to the Receiving Officer Il

This tab would be discussed in detail in Step 4 (below).

3. Click ‘Next’' or Download Site Visit Report tab. Reports for all inspections performed at
both Building Permit and Completion Certificate are listed in this fab. Click on report to

open in another tab.

4. After reviewing the application using each tab, the last tab (Assessment)(Figure 921) is
used to enter comments and query the applicant/inspector or forward to Receiving
Officer II.
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Site Location Building Land Particulars Building Water Closet and Request Documents Corporation Download Site Visit Assessment
Operations and Dimensions Septic Tank Completion Document Upload Report
Change of use Certificate

Comments and Queries

e _
e _

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf. jpeg, gif. Number of files: 10 for additional documents) section.

Attach Additional Document(s) B Addfiles | ®startupload | M Clear files

B Drop files here or click to upload.

Figure 90 - PH Receiving Officer Assessment tab

GOOD TO KNOW:

- Infernal Remarks are visible only to the Public Health Department staff and
External Remarks are visible to anyone with access to the application, including
the applicant.

@ - The Receiving Officer may also aftach relevant documents (opfional)
pertaining to the application for reference. This document will be visible to
anyone with access to the application, including the applicant. For further

instructions on atftaching a document, see How to Upload Additional

Documents (Appendix V).

a) Query Applicant - The Clerk may send a query to the applicant to submit outstanding

information through the ‘Assessment’ tab. Enter the query in External Comments and

aftach any additional documents and click the ‘Query Applicant’ button ()
at the bottom of the page to submit the query. Click ‘Yes' to confirm (Figure 92) and
‘OK’ to return to the Clerk’s dashboard.
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Do you want to query Applicant?
s o

Figure 91 - Confirmation Message

Transaction Completed

@ Queried Applicant PPR2020090915500

Please note the application number for ease of reference.

Figure 92 - Query Applicant Success Message

b) Query Inspector - The Receiving Officer can click the '‘Query Inspector’ button at the
bottom of the tab to submit the query. Enter ‘Infernal Comments’ for the Inspector
and/or ‘External Comments’ for applicants and other agencies. A confirmation

message ‘Do you want to Query Inspector?’ (Figure 91) will require ‘Yes' to confirm or

Queried Inspector PPR2021011916767
‘No’' to return to the Assessment tab. A success message (‘@ R

) is displayed when the query has been successfully sent.
c) Forward to Receiving Officer Il - If the application is complete, enter remarks in

comments, attach document (optional) and click the ‘Forward to Receiving Officer II’

ot
button at the bottom of the page. A confirmation prompt

'Do you want to Forward to Receiving Officer 11?7’ will require ‘Yes' to confirm or ‘No’ to

return to the Assessment fab. A success message would be displayed

( - - ‘) when the application is successfully forwarded.
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6.6  RECEIVING OFFICER || QUERIED REGULATORY APPLICATIONS

The ‘Receiving Officer Il Queried Regulatory Applications’ pane lists all applications;
including Building Permit and Completion Certificate applications queried by the
Receiving Officer Il for the Receiving Officer I's review. The screen overview is presented in
Figure 94 below. The applications are listed in a fable summary information such as

‘Application type’, ‘Received date’, 'status’, ‘community’ and ‘action’.

Receiving Officer 2 Queried Regulatory Applications

Referance No# Application Type & Received Date % Status § Community % Action

PERZDZ1011916767 Planning Applicaticn 21 Jan 2021 San Fernando

Figure 93 — Receiving Officer Il Queried Regulatory Applications section

6.6.1 Steps to Process a Receiving Officer Il Queried Regulatory Application

1. Click the Reference Number fo view and process the application. At this stage the
application would open to the first tab ‘Assessment History’ with the updated Public Health
Decision History section. The query message is displayed in the Internal Comments any

document aftached to application (Figure 95).

Assesment Hisory fopicare el e Lecston buidngOperatonsand  Land Parmcars Sulcing Dimensans  vater Closstand Sepec Oocuments Corporaton Document  Daniaad Ste v Assessmen
Change of use Tank Upload Report

Figure 94 - Receiving Officer II's Updated Assessment History tab

2. Click on each tab to review the application information and attachments (see Steps to

Process Building Permit application).
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6.7  SEARCH APPLICATIONS

The ‘Search Application’ function allows the Receiving Officer to search an application
using specified criteria. Click the ‘Search Application’ icon to launch this feature (Figure
96).

. 1
Welcome. PUBLIC HEALTH SAF RECIEVEING OFFICER 2! &l HoME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS ] r .
DEVELDP

e-Services / Applications

Figure 95 - Dashboard with Search Application button

For more information and steps on performing a search, go to Search Application function

in the Appendix I.
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7 RECEIVING OFFICERII

The Receiving Officer Il reviews the applications forwarded by the Receiving Officer I.

7.1 DASHBOARD

The dashboard is the default screen that will be displayed to the Receiving Officer after
successful login. The dashboard consists of e-Services/ Applications section, with three (3)
Categorized Application sections:

- Building Permit - Regulatory Applications,
- Completion Certificate — Regulatory Applications and

- Inspector Queried Regulatory Applications.

To expand the section click on the section fifle.

|
Welcome, PUBLIC HEALTH SAF RECIEVEING OFFICER 2! @b jomE | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS 20

DEVELOP

TP ==Q

Dashboard Search Applications

e-Services / Applications

Receivinig Officer | Forwarded to Receivinig Officer Il 2
Query Applicant 0
Supervisor Queried 0

Building Permit - Regulatory Applications

Completion Certificate - Regulatory Applications

Supervisor Queried Regulatory Applications

Figure 96 — PH Receiving Officer Il Dashboard
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Building Permit - Regulatory Applications - A list of all unprocessed Planning Permission

and Outline + Planning Permission applications, submitted for a Building Permit.

Completion Certificate - Regulatory Applications: A list of all unprocessed Planning
Permission and Outline + Planning Permission applications, submitted for a Completion

Certificate.

Supervisor Queried Regulatory Applications: A list of all unprocessed Planning Permission

and Outline + Planning Permission applications queried by the Inspector.

GOOD TO KNOW:

- Applications are given an automatically generated and unique Reference Number

when created.

- Clicking on the heading of the table (i.e. section title) will minimize/ expand the
table.
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7.2  E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-5ervices / Applications

Receivinig Officer | Forwarded to Receivinig Officer 1l -

Query Applicant

Supervisor Queried -

Figure 97 - PH Receiving Officer Il e-Services/ Application section

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications for each application status category. A user can

hover the mouse over each colour of the chart to see which status it represents, as seen
in Figure 98 above.

- The colour denotations are listed below:

e Blue- Applications forwarded from Receiving Officer | to Receiving Officer Il
¢ Orange- Applications where Receiving Officer | queried Applicant

e Green- Applications where Receiving Officer Il queried Receiving Officer |
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BUILDING PERMIT — REGULATORY APPLICATIONS

The ‘Building Permit - Regulatory Applications’ pane lists the Building Permit applications
pending the Receiving Officer's review. The screen overview is presented in Figure 99

(below). The applications are listed in a table with the different column headings as follows:

Reference No: Refers to the automatically generated unique reference number given to
each application by the system. Reference numbers for Building Permit application

(referred to as Planning numbers are illustrated in Figure 99 below (A).
Application Type: Refers to the type of application submitted such as Planning Permission.

Received Date: Refers to the date the application was submitted to the Public Health

Department.
Status: Refers to the status of the application such as, ‘Forwarded to Receiving Officer II'.
Community: Refers to the general location of the application.

Action: When an approver opens an application, it becomes locked to him i.e. another
user may view the application but not allowed to process the application. This feature is

shown with a lock under ‘Action’ column, as seen indicated by B in Figure 99 below. If a

Application is locked

user hovers the mouse over the lock icon, a notification message is displayed ( =z ).

If a user wishes to unlock an application locked to him, click on the lock. If the application
is locked to you, the system would seek confirmation to unlock it (Figure 101next page).
Note: A user can only unlock an application that is locked to him. If the application is not

locked to you a message displaying the current user would be shown (Figure 100 next

page).

DEVELOPTT

Building Permit - Regulatory Applications

Referznce Mo # Application Type Received Date & Status ¥ Communicy = Action
PPRZ0O21011916767 Planning Application 21 Jam 2021 Forwarded to Receiving Officer San Fernando n
PERZO2101191&6765 Planning Applicaticn 21 Jam 2021 Forwarded to Receiving Officer San Fernando

)
o

Figure 98 — Receiving Officer Il Building Permit - Regulatory Applications section pane
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www.test.developtt.gov.tt says

Application is locked by "Public Health Approver”

Figure 99 - Application Locked by Specific User Message

www.test.developtt.gov.tt says

Are you sure you want to unlock the application?

Figure 100 - Unlock Application Confirmation Message

GOOD TO KNOW:

- Tap = the icon to sort applications in ascending or descending
order.

- Up to 10 records are displayed in the ‘Planning Applications’ pane.
Back 2 Next
@ - Navigation buttons, , are only displayed when there are
over 10 applicatfions in a section. Click on the buttons or click a specific
page number to navigate between various pages. Click ‘NEXT’ to go o the
next page and ‘BACK’ to go to the previous page.
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7.3.1 Steps to Process an Building Permit - Regulatory Application
1. Click on the Reference Number to view and process the application. All Planning

Permission applications are pre-fixed with ‘PPR’ and hyperlinked. The application would
open to the first tab ‘Assessment History’ as seen in Figure 102 below. Any remarks or

comments made on the application also appears in this section.

-4 (2) () () (3) 0 (7 (s) () (0} (1)ee

| Assessment History Applicent Detaits Site Location Buiiding Operations and Land Particulars Building Dimensions Water Closet and Septic Dotuments Corporatin Document Donnioad Site Visit Assessment.
Changa of use Tank Upload Report

TCPD Decision History

Regulatory OGA Decision History

Public Health Decision History

Updawzd By # Sausd ncemal Commers & N Additianal Documencs ¢

Figure 101 - Assessment History tab
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Click on each tab to review the application.

a. Tab 2 - Applicant Details: Applicants are required to complete the TCPD formi.e. to
supply personal information, a brief description of their proposal, land details,
purpose for which land or new/ altered/ extended building are proposed to be used

and purpose for which land and/ or building are now used.

In the Descriptfion of Proposal section, the Category of Development will be chosen,

whether it is a New Building or Subdivision etc.

........... o (3) (2) (5) () (7) () ()
N D i
Applicant Details Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents (Corporation Document
Change of use Tank Upload
Applicant Details
Reference Number  ppR2021011916767
Planning Permission Type Planning Permission Application
TCPD Regional Office South
Complexity Status Simple Application v
I this application submizzed by or on behalf of the Yes
state? No
Any Variance received? Yes
No
Title Ms. v
FirssName  Termisha
Last Name Hercules
Applicant Gender Female
Male
Other
Email Address acpstestemail@hotmail.com
Telephone Number 1234567
Mobile Number 1234567
ApplicantsRole | Ouner Z
Application submitted with the knowledge and Yes
consent of the owner? No
Description of Proposal
Category of Development New Buildings v

Figure 102 - Applicant Details tab
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b. Tab 3 - Site Location: Displays a map where the applicant should have plotted their

proposed site location. The system automatically zooms into the plotted area.

° () (s) (6) (7) (&)
o/ A/ \_/ S/ S
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

0 TCPD Planning Regions » D

1 Counties »

1 Policy »

0 Municipal Corporations » E 671678.92 - N: 1142246.11
Lat: 10.329331 - Lon: -61.432102

B Settlament Area » 7

Site Location

Figure 103 - Site Location tab
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c. Tab4

i. Building Operations and Change of Use — Applicants are required to supply
information concerning their Category of Development chosen, New Buildings,
Addifion fo existing structure, Alteration, Change of Use, Engineering Operations

or Retention. They supply general information and details of available services.

.......... () (2) () (+) s ) (o) (7) Q-

Assessment History Planning Questions Applicant Details Site Location Buikiing Operations and Documents Documents Status Assessment
Change of use

General Information

Intended Use of EXISng/Froposed BUKGING  Resdential - Single Family
' Total Site Area 11833

’ Unit of Measurement (UOM)  meter square

) raerse poserss (R

)

)

Residential Use Details

Residential Use Details

Available Services Delails

m Sen m

Figure 104 - Building Operations and Change of Use tab

i. Subdivision of Land — Applicants are required to supply information concerning
their subdivision of land. They supply information on the person who prepared
design of layout, area, adjacent property owners and access details as seen in

Figure 106.

Design of Layout prepared by

Name Ancll Singh

Designation Architect

Area

Adjacent Property Owners

Adjacent Property Owners

Access Details

m

Figure 105 - Subdivision of Land
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d. Tab 5 - Land Particulars: Applicants are required to supply information concerning

Land Particulars to the Municipal Corporation in their request for a Building Permit.

() (o) (&) (7) (2)

Documents

Site Location Building Operaticns and Land Particulars Building Dimensions Water Closet and Septic

Change of use Tank

Particulars of Building

= of Strest or which lot is situate -
Mame of Street or Road on which lotis situated First Street

Dimension of lot on which building is to be erected North 60 feet, South 90 feet, East 90 feer, West 80 feer

Can the site be properly drained? Yes

Drainage lines to be shown on block plan

Is there at present any building on the lot? No
fso, describe it
Description of building to be erecred Single family three storey building

Width of clear open space from building line to street 6
alignment

Width of clear open space from side wall to sids 10
boundary line

Area of apen space left at the rear of proposed 270
building

Marerial of which the building is to be constructed

a) External wal Concrete 4" and steel

b) Internal wall of partitions Concrete 4" and steel

¢} Roof Metal sheeting
d) Balcany, veranda or ather projections RC slab
Minimum height of lowest floor above level of I3

underlying ground
Kizchen: I i detached or part of building labal? part of building label

Privies.
) Distance of privy from the building 0

b) Description of privy building and how prote

from mosquitces and

Figure 106 - Land Particulars Tab
e. Tab 6 - Building Dimensions: Applicants are required to supply information

concerning Building Dimensions to the Municipal Corporation in their request for a

Building Permit.

()

Documents

() (s) O (7)

Building Operations and Land Particulars Building Dimensions Water Closet and Septic
Change of use Tank

Site Location

Building Dimensions

Lengthof Widthof Areaof  Heightfromfloorto Height from floorto  Area of window  Area of ventilation openings in addition  Room ceiled or
Room Room Room wall plate wall (Attic) openings to doors and windows closed boarded
TT 7e 58sqft 8 22

g1 o 722 19 nfa 66 s.f. nfa ceiled

Figure 107 - Building Dimensions
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Tab 7 — Water Closet and Septic Tank: Applicants are required to supply information

concerning Building Dimensions to the Municipal Corporation in their request for a

Building Permit.

(3) ()

(5)

()

Site Location Building Operations and

Change of use

Water Closet and Septic Tank

Land Particulars

o ®

Building Dimensions Water Closet and Septic

Tank

Documents

Situation of Premises

Type of Building on which water closet is to be placed
Crude Sewage Pipes to Septic Tank

Inside diameter of piping for crude sewage (4 ins.

minimum)

Gradient or slope of the piping

Means of ventilating the pipe above roof or house

Manner of providing against chokes in the pipe (avoid

sharp cornered tees)

Septic Tank
Mumber of people living in the house, including

servants who use tanks
Discharge from Tank
Means of dispesal of discharge frem tanks and

manner of oxidising it

Soak away pit; give size, depth, ventilation and

assurance of a permeable stratum

f a filter, give lengths and arrangements

ok

Dwelling House

u

above rook

Figure 108 - Water Closet and Septic Tank
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g. Tab8-Documents: Alldocuments uploaded by the applicant at Planning Permission

stage would be listed here. Click on the File Name to open documents. Plans from
the ‘Document Upload Section’ would open as a PDF document in a new tab. The
PDFTron tool would be used to view/process plans in the ‘Planning Permission Building
Plan Documents’ section. PDFTron’'s measurement tool allows the approver to verify
scales and distances. Detailed information on the tool can be found in the PDFTron

section (Appendix V).

_________ ) (+) () () (7) o
Site Location Building Operaticns and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Document Upload Section

File Name Document Type File Format Date

application/pdf
application/pdf
Planning Permission Building Plan Documents
File Name Document Type File Format Last Updated Role Date Document version

SitePlan.pdf application/pdf

BuildingPlans4.pdf

Figure 109 - Documents tab
h. Tab 9 - Corporation Document Upload: All documents uploaded by the applicant
at request for Building Permit stage would be listed here. Click on the File Name to
open documents. All documents in this section would be opened in the PDFTron tool.

Detailed information on the tool can be found in the PDFTron section (Appendix V).

........ @ () () (&) () (&) o
Site Lecation Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents Corporation Document
Change of use Tank Upload

Corporation Document Upload

Document Type File Format Date Document version
Fioar Plan application/pdf 21 Jan 2021

Roof Plan application/pdf 21 Jan 2021

Isometric/Plumbing/Septic Plans 2

Foundation Plan 21 Jan 2021

Figure 110 - Corporation Document Upload
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i. Tab 10 — Download Site Visit Report: Once an application/s is carried out by the

inspector, the Receiving Officer can review the inspections on this tab. This tab would

be discussed in detail in step 3 below.

j. Tab 11 - Assessment: The Receiving Officer can enter remarks, add necessary
documents and query the applicant/ inspector or forward to the Receiving Officer

II. This tab would be discussed in detail in step 4 below.

3. Click 'Next' or Download Site Visit Report tab. All inspection reports would be found listed
in this tab as seen in Figure 112 below. Click on report to view; report should open in

another tab.

Site Location Building Land Particulars Building Water Closet and Documents Corporation Inspection
Operations and Dimensions Septic Tank Document Upload
Change of use

Download Site Visit Report

Job1d Agency File Name File Format Date

2057 PHTI PPR2021011916769_2057.pdf application/octet-stream 27 Jan 2021

Figure 111 - Inspection tab

4. Click ‘Next' or Assessment tab and fill in the relevant remarks. Remarks entered would be

attached to application and visible for others to see.

Site Location Building Operations Land Particulars Building Dimensions ‘Water Closet and Documents Corporation Assessment
and Change of uze Sepric Tank Docurmen £ Upload

Comments and Queries

o o _
mm—— _

Attach Additional Document(s)

ote: Max file size is 30 MB. ‘docx. pdf, jpeg, £if. Number of files: 10 for additional documentis) section.

K Addfiles | @Sartupload | 1l Gear files

i Drop files here or click to upload

[ | e | sveonemin | cvmneammonert | roves o speier

Figure 112 - PH Inspector Assessment tab
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GOOD TO KNOW:

- Internal Remarks are visible only to the Public Health staff and External Remarks

are visible to anyone with access to the application, including the applicant.

@ - The Receiving Officer can also attach relevant documents (optional)
pertaining to the application for reference. This document will be visible to
anyone with access to the application, including the applicant. For further

instructions on aftaching a document, see How to Upload Additional

Documents (Appendix VI).

a) Query Applicant - If additional information is required, the Receiving Officer can

query the applicant using the Assessment fab. enter the query in External Comments

.

and click the query button located at the bottom of the page to
submit the query. You will be prompted with a confirmation message as seen in
Figure 114 ; click 'Yes’ and you would be shown the success message seen in Figure

115 below. Click ‘OK’ to return to the Receiving Officer’s dashboard.

Do you want to guery Applicant?
m

Figure 113 - Confirmation Message

Transaction Completed

@ Queried Applicant PPR2020090915500

Please note the application number for ease of reference.

Figure 114 - Query Applicant Success Message
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b) Query Receiving Officer 1 - Click the ‘Query Receiving Officer 1’ button

_QIJEI located at the bottom of the tab to submit the query. Enter

Intfernal Comments for the Receiving Officer 1 and/or External Comments for

applicants and other agencies. You will be prompted with a confirmation message
(asseenin Figure 113). The prompt willread: 'Do you want to Query Receiving Officer

1?7’ Click 'Yes' to confirm or ‘No’ to return to the Assessment tab. On clicking Yes, the

success message would be displayed:

c) Forward to Supervisor = Once the application is complete, enter remarks in

comments, attach document (s) if desired and click the ‘Forward to Supervisor’

i
button at the bottom of the page to forward the application.

You will be prompted with a confirmation message (as seen in Figure 113). The
prompt will read: 'Do you want to Forward to Supervisor?’ Click ‘Yes' to confirm or

‘No’ fo return to the Assessment tab. On clicking Yes, the success message would be

@ Forw

PPR

d to Supervisor

displayed:
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7.4  COMPLETION CERTIFICATE — REGULATORY APPLICATIONS

The ‘Completfion Cerfificate — Regulatory Applications’ pane lists the Completion
Certificate applications pending the Receiving Officer’s review. The applications are listed
in a table with column headings such as ‘Application type’, ‘Action by date’, ‘Status’,

‘Community’ and ‘Action’ in the screen overview below (Figure 116).

Completion Certificate - Regulatory Applications

Reference No # Application Type ¥ Received Date Status # Community ¥ Action ¥

PPR2021011916767 Planning Application 22 Feb 2021 Forwarded to Receiving Officer 11 5an Fernando

Figure 115 - Planning Permission Applications section

7.4.1 Steps to Process Completion Certificate — Regulatory Applications

1. Click on the Reference Number to open the application to the ‘Assessment History' tab.
The history of the application including remarks and attached documents from all
agencies that may have processed the application. The Public Health Decision History of
the application is shown in figure 117 (below). All comments and documents from

Building Permit stage will be displayed here.
-Q 2) € (7) (e

AssessmentHistory  Applicant Details Site Location Building Land Particulars Building Water Closet and Request Documents Corporation Dewnload Site Visit Assessment
jons

Operations and Dimension Septic Tank Completion Document Upload Report
Change of use certficate

CPD Decision History

Regulatory OGA Decision Histor

Public Health Decision History

Figure 116 - Assessment History tab

2. Click on each tab to review the application to confirm all mandatory information and
valid documents are submitted. All application information from Building Permit stage in

addition to the new forms completed for Completion Certfificate application request.
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a. Tab 2 - Applicant Details Applicants are required to complete the TCPD form with
particulars such as personal details, a brief descripfion of proposal, land details,
purpose for which land or new/altered/extended building are proposed o be used

and purpose for which land and/ or building are now used.

In the Description of Proposal section, the Category of Development will be chosen

and whether it is a New Building or Subdivision etc.

b. Tab 3 - Site Location: Displays a map of the proposed site location identified by the

applicant. The system automatically zooms to the plotted area.
c. Tab4

i. Building Operations and Change of Use — Applicants are required to supply
information relating to the Category of Development, New Buildings, and
Additfion fo existing structure, Alteration, Change of Use, Engineering Operations
or Retention. It also contains general information and details of available services

for example, water and electricity.

i. Subdivision of Land — Applicants are required to supply information such as the
person who prepared design of layout, area, adjacent property owners and

access details as seen in Figure 105.

d. Tab 5 - Land Particulars: contains the Land Particulars details submitted by the

applicant fo the Municipal Corporation for a Building Permit Request.

e. Tab é - Building Dimensions: contains the Building Dimensions details submitted by
the applicant to the Municipal Corporation in the Building Permit request application.
Details such as the length, width, area, heights of the room and details within the

room are captured here

f. Tab 7 - Water Closet and Septic Tank: contains the details submitted by the applicant
of the water closet and sepftic tank to the Municipal Corporation in the Building Permit

request application.

g. Tab 8 - Request Completion Certificate: Comments on the request for Completion
Certificate may be entered by applicant. This form is a new addition to the

application.
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..... &) () 5) ) ) o 5) o)
Site Location Building Operations Land Particulars Building Water Closet and Request Documents Corporation
and Change of use Dimensions Septic Tank Completion Document Upload

Certificate

Request Completion Certificate

Request Comments Request for completion Certificate

Figure 117 - Request Completion Certificate tab

h. Tab 9 - Documents: All documents uploaded by the applicant at Planning Permission

stage would be listed here (same as Building Permit application).

i. Tab 9 - Corporation Document Upload: All documents uploaded by the applicant at
request for Building Permit stage would be listed here. Click on the File Name to open
documents. All documents in this section would be opened in the PDFTron fool.

Detailed information on the tool can be found in the PDFTron section (Appendix V).

j. Tab 10 - Download Site Visit Report: Once a site inspection is carried out by the
inspector, the Receiving Officer can review the inspections in this tab. This tab would

be discussed in detail in step 3 below.

k. Tab 11 - Assessment: The Receiving Officer can enter remarks, add necessary
documents and query the applicant/ inspector or forward to the Receiving Officer Il

This tab would be discussed in detail in step 4 below.

3. Click ‘Next' or Download Site Visit Report tab. Allinspection reports at both Building Permit
and Completion Certificate would be found listed in this tab. Click on report to view in

another tab.

4. Click ‘Next' or Assessment tab and insert the relevant remarks. Similar to Building Permit,
the PH Receiving Officer will have the opfion to enter comments and query the
applicant/Receiving Officer 1 or forward to Supervisor. Remarks entered are attached

to application and visible for other users to view.
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Site Location Building Land Particulars Building Water Closet and Request Documents Corporation Download Site Visit Assessment
Operations and Dimensions Septic Tank Completion Document Upload Report
Change of use Certificate

Comments and Queries

Internal Comments

e _

Attach Additional Decument(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, jpeg, gif. Number of files: 10 for additional documentis) section.

Attach Additional Dacument(s) B Addfiles | ®startupload | i Clear files

I Drop files here or click to upload.

Figure 118 - PH Receiving Officer Assessment tab

GOOD TO KNOW:

- Infernal Remarks are visible only to the Public Health Department staff and
External Remarks are visible to anyone with access to the application, including

the applicant.

@ - The Receiving Officer can also attach relevant documents (optional)
pertaining to the application for reference. This document will be visible to
anyone with access to the application, including the applicant. For further

instructions on atftaching a document, see How to Upload Additional

Documents (Appendix V).

a) Query Applicant - If additional information is required, the Receiving Officer can query

the applicant using the Assessment tab. Enter the query in External Comments and

click the query button () fo submit. You will be prompted with a
confirmation message as seen in Figure 120. Click ‘Yes' and wait for the success
message seen in Figure 121 below. Click ‘OK’ to return to the Receiving Officer’s
dashboard.
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Do you want to query Applicant?
s o

Figure 119 - Confirmation Message

Transaction Completed

@ Queried Applicant PPR2020090915500

Please note the application number for ease of reference.

Figure 120 - Query Applicant Success Message

b) Query Receiving Officer | - The Receiving Officer Il can click the '‘Query Receiving

Officer 1" button fo submit the query. Enter Infernal Comments for

the Receiving Officer | and/or External Comments for applicants and other
agencies. The confirmation prompt 'Do you want to Query Inspector?’ (Figure
119)will require action. Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab.

A the success message would be displayed when the query is successfully submitted

Dfficer

@ Queried Receiving O

Forward to PH Supervisor - If the application is complete, enter remarks in comments,

aftach document (optional) and click the ‘Forward to Receiving Officer I’

i
button at the bottom of the page to forward the application.

The confirmation prompt 'Do you want to Query Inspector’ will require action. Click ‘Yes’

to confirm or ‘No’ to refurn to the Assessment tab. On clicking A the success message

@:

would be displayed when the query is successfully submitted
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7.5  SUPERVISOR QUERIED REGULATORY APPLICATIONS
The ‘Supervisor Queried Regulatory Applications’ pane lists all Building Permit and
Completion Certificate applications awaiting Receiving Officer II's review returned by the
Supervisor. Regulatory Applications’ pane lists the Completion Certificate applications
pending the Receiving Officer’s review. The applications are listed with column headings
such as ‘Application type’, ‘Action by date’, '‘Status’, ‘Community’ and ‘Action’ in the
screen overview below (Figure 122).
Supervisor Queried Regulatory Applications
Referznce Mo = Application Type & Received Date 3 Stamus = Community = Action ¥
PPRZO21 916767 Planning Application 21 Jan 2021 San Fernandao n
Figure 121 - Supervisor Queried Regulatory Applications section
7.5.1 Steps to Process a Supervisor Queried Regulatory Application

1. Click on the Reference Number to open the application to the ‘Assessment History' tab.

The history of the application including remarks and atfached documents from all

agencies that may have processed the application will be shown here.

TCPD Decision History

Regulatory OGA Decision History

Public Health Decision History

Addidiona Updated

Externa

Dawe Rezponzs

Comment=z/Queries Documents

Updated By # Status & ntarmal Comments & - = . .
PUBLIC HEALTH SAF RECIEVEING Receiving Officer | Qu ng RO 9 Feb
OFFICER 2 - Raceiving Officer | Quaried Rec nj 2021

Officer
Public Health Approver - M g ok ol 10 Feb
Receiving Officer | 2021
Public Healt Drover - ok ok 10 Feb
Receiving Officer | 2021
Public Health SAF Supervizor - P Eive more infor on based on you 10 Feb
Supervizor din, Tar rew £ El atiol 2021 ‘

Figure 122 - Receiving Officer II's Updated Assessment History tab

2. Click on each tab to review the application information and attachments. (see Steps to

Process Building Permit application) .
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7.6  SEARCH APPLICATIONS

The ‘Search Application’ function allows the Receiving Officer to search an application
using the appropriate search criteria. The function can be accessed by clicking on the

‘Search Application’ icon, indicated in the figure below, on the left of your screen.

Welcome, PUBLIC HEALTH SAF RECIEVEING OFFICER 21 &

HOME ABOUT LS GUIDELINES NEWS/EVENTS FAG} CONTACT US "ﬂ1r »

DEVELDP

e-Services / Applications

Figure 123 - Dashboard with Search Application button

For more information and steps on performing a search, go to Search Application function

in the Appendix I.
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8 SUPERVISOR

8.1

The Supervisor reviews the applications forwarded by the Receiving Officer Il.

DASHBOARD

The dashboard is the default screen that will be displayed to the Supervisor after login. The
dashboard consists of e-Services/ Applications with three (3) Categorized Applications
sections: Building Permit — Regulatory Applications, Completion Certificate — Regulatory

Applications and Chief Officer Queried Regulatory Applications. Click on a section fitle to

expand the section.

I 1
Welcome, Public Health SAF Supervisor! ‘@ oM | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | contactus 4 .
DEVELOP
M4 =Q
Dashboard search Applications

e-Services / Applications

Receivinig Officer Il Forwarded to Supervisor 3
Query Applicant 0
Chief Officer Queried 0

Building Permit - Regulatory Applications

Completion Certificate - Regulatory Applications

Chief Queried Regulatory Applications

Figure 124 - PH Supervisor Dashboard

Page | 103

DEVELOPTT



_ 1.
TTBMZWHLQEOK DEVELOPTT USER GUIDE - PUBLIC HEALTH DEVELOPTT

Building Permit - Regulatory Applications: A list of all unprocessed Planning Permission and

Outline + Planning Permission applications, submitted for a Building Permit.

Completion Certificate - Regulatory Applications: A list of all unprocessed Planning
Permission and Outline + Planning Permission applications, submitted for a Completion

Certificate.

Chief Officer Queried Regulatory Applications: A list of all unprocessed Planning Permission
and Outline + Planning Permission applications which have been queried by the Chief
Officer.

GOOD TO KNOW:

- Applications are assigned an automatically generated and unique Reference

Number when created.

- Clicking on the heading of the table (i.e. section fitle) will minimize/ expand the
table.
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8.2  E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications

Recafvinig Officer Il Forwarded to Supervisor -

Query Applicant

Chief Officer Queried -

Figure 125 - PH Supervisor e-Services/ Application section

- The chart is colour coded fto reflect the status of the applicafion in the system. It
illustrates the number of applications for each application status category. A user can

hover the mouse over each colour of the chart to see which status it represents, as seen
in Figure 126 above.

- The colour denotations are listed below:

e Blue- Applications forwarded from Receiving Officer Il to Supervisor
¢ Orange- Applications queried by the Supervisor to the Applicant
e Green- Applications queried by the Chief Officer to the Supervisor
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8.3

.

BUILDING PERMIT — REGULATORY APPLICATIONS

The ‘Building Permit - Regulatory Applications’ pane lists the Building Permit applications
pending the Supervisor's review. The screen overview is presented below in Figure 127. The
applications are listed in a table with different column headings which would be explained

below.

Reference No: Refers to the automatically generated unique reference number given to
each application by the system. Reference numbers for Building Permit application (called
Planning Permission in previous stage) begin with ‘PPR'. For example other reference

numbers are illustrated in Figure 127 below (A).
Application Type: Refers to the type of application submitted such as Planning Permission.

Received Date: Refers to the date the application was submitted to the Public Health

Department.
Status: Refers to the status of the application for example ‘Forwarded to Supervisor'.
Community: Refers to the general location of the application.

Action: When a user opens an application, the application is locked to that user i.e.
another user may view the application but would not be able to process the application.
Once an application is locked, a lock will appear under this column, as seen indicated by

B in Figure 127 below. If a user hovers the mouse over the lock, a notification message

would be displayed a

An application that is locked by you can be unlocked by clicking on the lock. A prompt,

“"Are you sure you want to unlock the application?” will appear. Click ‘OK’ to confirm. If
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the application is not locked to you, the system would indicate which user the application

is locked to, (Figure 128). The Administrator of your agency can unlock these applications.

Building Permit - Regulatory Applications

Reference No % Application Type Received Date & Status ¥ Community ¥ Action ¥
PPR2020091415522 Planning Application 14 Sep 2020 Forwarded to Supervisor San Fernando 8
PPR2021011916767 Planning Application 21 Jan 2021 Forwarded to Supervisor 5an Fernando 6
PPR2021011916769 Planning Application 21 Jan 2021 Forwarded to Supervisor San Fernando

Figure 126 - Receiving Officer 1 Building Permit - Regulatory Applications section pane

www.test.developtt.gov.tt says

Application is locked by "Public Health Approver”

Figure 127 - Application Locked by Specific User Message

www.test.developtt.gov.tt says

Are you sure you want to unlock the application?

Figure 128 - Unlock Application Confirmation Message

GOOD TO KNOW:
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8.3.1

- Top the 2 icon tosort applications in ascending or descending order.

-  Upto 10records are displayed in the ‘Planning Applications’ pane.

Back
- Navigation buttons, - are only displayed when there are over
10 applications in a section. Click on the buttons or click a specific page
number to navigate between various pages. Click ‘NEXT' fo go fo the next
page and ‘BACK’ to go to the previous page.

Steps to Process a Building Permit - Regulatory Application
Click the Reference Number fo view and process the application. Building Permit

applications are pre-fixed with ‘PPR’. All reference numbers listed in this section are
hyperlinks. The application would open to the first tab ‘Assessment History’' as seen in
figure 130 (next page). Any remarks or comments previously made on the application

appear in this section, including remarks on the application from other agencies.

S

() 0 D ) ) ) ) ) )
......... (2) \2) ) \=) \/ \7/ \Z

Site Lacation

Building Operations. Land Particulars
and Change of uss

Building Dimensions Water Closet and Documents Corporation Downlozd Site Visi

Saptic Tank

TCPD Decision History

Regulatory OGA Dedcision History

Public Health Decision History

s Commenis/Queries Documents

Stage Comments/Quaries

Figure 129 - Assessment History tab
2. Click on each tab to review the application and ensure that all mandatory fields are

completed and valid documents submitted.

a. Tab 2- Applicant Details: Applicants are required to complete the TCPD form with
particulars such as personal details, a brief description of proposal, land details,
purpose for which land or new/altered/extended building are proposed to be

used and purpose for which land and/ or building are now used.

In the Description of Proposal section, the Category of Development will be chosen

and whether it is a New Building or Subdivision etc.
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I this application submizzed by or on bef

Ticl
Firss Name
Last Name.
Applicant Gender

Simple Application

acpstestemail@hotmail.com

° (3) (=) () (&) (7) (%)
Applicant Details Site Location Building Operations and Land Particulars Building Dim Water Closet and Septic Corporation Document
Change of use Tank Upload
Applicant Details
Reference Numb PPR2021011916767
Planning PermissionType  Planning Permission Application
TCPD Regional Office | south

1234567
1234567
O
o ubmitced ves
No
Description of Proposal
Category of Development  New Buldings

Figure 130 - Applicant Details tab

a. Tab 3 - Site Location: Displays a map where the applicant plotted the proposed site

location. The system automatically zooms into the plotted area.
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° (a) (5) (6 ) (7) (&)
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

B TCPD Planning Regions » D

1 Counties »

0 Policy »

B Municipal Corporations » E: 671678.92 - N: 1142246.11
Lat: 10.329231 - Lon: -61.432102

B Settlement Area » T

Site Location

Figure 131 - Site Location tab

b. Tab 4

i. Building Operations and Change of Use — Applicants are required to supply
information relating to the Category of Development, New Buildings, and
Addition to existing structure, Alteration, Change of Use, Engineering Operations
or Retention. It also contains general information and details of available services

for example, water and electricity.
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.......... () (=) ()

Assessment History Planning Questicns Applicant Details

General Information

© o o O

Site Location Buikling Operatians and Documents Documents Status
Change of use

Stale the reference numper for any previous
applications retated 1o this site (if applicable)

I these any building on the site?

Intended Use of Exisling/Proposed Building

Total Site Area

Unit of Measurement (U.0.M)

Total Floor Afea (sq Metres)

Resitential - Single Family

1833

meter square.

5018

Residential Use Details

Residential Use Details

Available Services Detlails

mm

Figure 132 - Building Operations and Change of Use tab

ii. Subdivision of Land — Applicants are required to supply information such as the

person who prepared design of layoutf, area, adjacent property owners and

access details as seen in Figure 134.

Design of Layout prepared by

Designation Architect

Name Ancil Singh

Area

Adjacent Property Owners

Adjacent Property Owners

Access Details

Figure 133 - Subdivision of Land

c. Tab 5 - Land Particulars: contains the Land Particulars details (Figure 135 below)

submitted by the applicant to the Municipal Corporation for a Building Permit

Request.
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(3) ()

(7))

(e)

Site Location Building Operaticns and

Change of use

Particulars of Building

© ()

Land Particulars Building Dimensions

Water Closet and Septic
Tank

Documents

Marne of Street or Road on which lotis situated

Dimension of lot on which building is to be erected

Can the site be properly drained?
Drainage lines to be shawn on black plan

Is there at present any building on the lot?
I 50, describe it

Description of building o be erected

Width of clear apen space from building line to street
alignment

Width of clear open space from side wall to side
boundary line

Ares of open space left at the rear of proposed
building

Material of which the building is to be constructed:
&) External wall

b) Internal wall of par;

) Roof

) Balcony, veranda or other projections

inimum height of lowest floor above level of
underlying ground

Kizchen: Is it detached or part of building label?

Privies.
3] Distance of privy from the building

&) Description of privyy building and how protected
#from mosquitoes and flies.

First Street

North 60 feer, South 80 fest, East 90 feet, West 80 fest

Yes

No

Single family three storey building

16

Concrete 4" and steel

Concrete 4" and steel

Metal sheeting

RC slab

part of building label

Figure 134 - Land Particulars Tab
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d. Tab é - Building Dimensions: Applicants are required to supply information
concerning Building Dimensions to the Municipal Corporation in the Building Permit

request.

....... (=) () (s) 6 ) (7) (2)

Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Building Dimensions

Length of Widch of Area of Height from floor to  Height from floorto Area of window Area of ventilation openings in addition Room ceiled or

Room Room Room will plate wiall (Attic) openings ta doors and windows closed boarded
77 78 58sqft g 28
e ] 7272 19 nis 66 5.5, nia ceiled

Figure 135 - Building Dimensions

e. Tab 7 -Water Closet and Septic Tank: contains the details submitted by the applicant
of the water closet and sepftic tank to the Municipal Corporation in the Building

Permit request application. Figure 137 (below) shows the details captured in this tab.

(3) () (5 (6 ) © (&)

Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Water Closet and Septic Tank

Situatic remises
Situation of Premises ok
Type of Building on which water closet is to be placed Dwelling House ~

Crude Sewage Pipes to Septic Tank

Inside diameter of piping for crude sewage (4 ins.

w

minimurm)
Gradient or slope of the piping
Means of ventilating the pipe above roof or house

above rook

Manner of providing against chokes in the pipe

sharp cornered tees)

Septic Tank

Mumber of people living in the house, including 1"

servants who use tanks

Discharge from Tank
Means of disposal of discharge from tanks and

manner of oxidising it

Soak away pit; give size, depth, ventilation and

sssurance of & permeable stratum

f a filter, give lengths and arrangements

Figure 136 - Water Closet and Septic Tank
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f. Tab 8 - Documents: All docuY9ments uploaded by the applicant at Planning

Permission stage would be listed here (Figure 138 below) . Click on the File Name to
open documents. Plans from the ‘Document Upload Section’ would open as a PDF
document in a new tab. The PDFTron tool would be used to view/process plans in
the ‘Planning Permission Building Plan Documents’ section. PDFTron’s measurement
tool allows the approver to verify scales and distances. Detailed information on the

tool can be found in the PDFTron section (Appendix).

......... (3) () (s) (s) (7)) O
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Document Upload Section

File Name Document Type File Format Date

application/pdf 9 Jan 2021
Cadaswral.pd application/pdf 9 Jan 2021

Planning Permission Building Plan Documents

File Name Document Type File Format Last Updated Role Date Document version
Sin application/pdf

B application/pdf

uildingPlans4.pdf Elevation_PlanScan application/pdf

Figure 137 - Documents tab

g. Tab 9 - Corporation Document Upload: All documents uploaded by the applicant
atf request for Building Permit stage would be listed here. Click on the File Name fo
open documents. All documents in this section would be opened in the PDFTron tool.

Detailed information on the tool can be found in the PDFTron section (Appendix).

........ () () (5) (&) () (&) O
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents Corporation Document
Change of use Tank Upload

Corporation Document Upload

Date Document version

File Name Document Type

Figure 138 - Corporation Document Upload
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h. Tab 10 - Download Site Visit Report: Once a site visit is carried out by the inspector,
the Supervisor can review the inspections on this tab. This talb would be discussed in

detail in step 3 below.

i. Tab 11 - Assessment: The Supervisor can enter remarks, add necessary documents
and query the applicant/ Receiving Officer Il or forward to the Chief Officer. This tab

would be discussed in detail in step 4 below.

2. Click ‘Next’ or Download Site Visit Report tab. All inspection reports would be listed in this

tab as seen in Figure 140 below. Click on report to view in another tab.

Site Location Building Land Particulars Building Water Closet and Documents Corporation Inspection
Operations and Dimensions Septic Tank Document Upload
Change of use

Download Site Visit Report

Job 1d Agency File Name File Format Date

2057 PHTI PPR2021011916769_2057.pdf application/octet-stream 27 Jan 2021

Figure 139 - Inspection tab

3. Click ‘Next’ or Assessment tab and enter the relevant remarks. Remarks entered would

be attached to application and visible for others to see (Figure 141 below).

...... () (=) (=) (=) (7) (=) SRR () WT— 7 F— . J-

Site Location Building Cperations Land Particulars Building Dimensions Water Claset and Documents Carparation Download Site Visit Assessment
and Change of use Septic Tank Document Upload Report

Comments and Queries

B _
T _

Attach Additional Document(s)

Hate: Mk file size iz 30 MB. Acceptac fle type = owg, docdock 0of. Jpeg. gif. Numbar of files: 10 for additional document(s) section.

Arzach Addianal Documentls ®seatupiosd || B Gear ies

[ Drop files here or click to upload.

Query Applicant Query Receiving Officer Il Farward to Public Health Chief

Figure 140 - PH Supervisor Assessment tab
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GOOD TO KNOW:

- Infernal Remarks are visible only to the Public Health Department staff and
External Remarks are visible fo anyone with access to the application, including
the applicant.

- The Supervisor may attach relevant documents (opfional) pertaining to the
application for reference. This document will be visible to anyone with access
to the application, including the applicant. For further instructions on attaching

a document, see How to Upload Additional Documents (Appendix).

a) Query Applicant - If additional information is required, the Supervisor can query the

applicant. On Assessment tab, enter the query in External Comments and click the

.

button located at the bottom of the page to submit the query. A
prompt confirming the query will be seen (Figure 142). Click 'Yes' to confirm Under
the success message Click ‘OK’ to return to the Clerk’'s dashboard (Figure 143 next

page).

Do you want to guery Applicant?
m

Figure 141 - Confirmation Message

Transaction Completed

@ Queried Applicant PPR2020090915500

Please note the application number for ease of reference.

Figure 142 - Query Applicant Success Message
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b) Query Receiving Officer Il - The Supervisor can query the Receiving Officer Il through

the '‘Query Receiving Officer II' button located at the bottom

of the tab. Enter Internal Comments for the Receiving Officer Il and/or External
Comments for applicants and other agencies. A confirmation message 'Do you
want to Query Receiving Officer 11?’ (as seen in Figure 141) will require action. Click

‘Yes' to confirm or ‘No’ to refurn to the Assessment tab. On clicking Yes, the success

@ Queried Receiving Officer Il

PPR2021011916767

message would be displayed:

c) Forward to Chief Officer - Once the application is complete, enter remarks in

comments, aftach document (s) if desired and click the ‘Forward to Public Health

.
Chief’ button at the bottom of the page to forward the

application. A confirmation message 'Do you want to forward to Chief Officer?’ will
require action. Click ‘Yes' to confirm or ‘No’ to return to the Assessment tab. On

clicking Yes, the success message would be displayed:
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8.4

8.4.1

.

COMPLETION CERTIFICATE — REGULATORY APPLICATIONS

The ‘Completion Certificate - Regulatory Applications’ pane lists the Completion
Certificate applications pending the Supervisor's review. The screen overview is presented
in Figure 144) below. The applications are listed in a table with same column headings as

Building Permit.

DEVELOPTT

Completion Certificate - Regulatory Applications

Reference No % Application Type & Received Date & Status & Community ¥ Action ¥

PPR2021011916767 Planning Application 22 Feb 2021 Forwarded to Supervisor San Fernando

Figure 143 - Completion Certificate - Regulatory Applications section

Steps to Process a Completion Certificate - Regulatory Application

Click the reference number to navigate to the ‘Assessment’ tab to view and begin to
process the application. The history of an application also includes remarks and
attached documents from Municipal Corporation and any OGAs that processed the
application. The Public Health Decision History of the application is shown in the figure
145 below. All comments and documents from Building Permit stage will be displayed
here.

Assessment History

Applicant Details Site Location

Figure 144 - Assessment History tab

Page | 118



L IFAN DEVELOPTT USER GUIDE — PUBLIC HEALTH

Business Made Easy

.

2. Click on each tab to review the application and ensure that all mandatory fields are

completed and valid documents submitted.

b.

Tab 2 - Applicant Details: Applicants are required to complete the TCPD form with
particulars such as personal details, a brief description of proposal, land details,
purpose for which land or new/altered/extended building are proposed to be used

and purpose for which land and/ or building are now used.

In the Description of Proposal section, the Category of Development will be chosen

and whether it is a New Building or Subdivision etc.

Tab 3 - Site Location: Displays a map of the proposed site location identified by the

applicant. The system automatically zooms to the plotted area.
Tab 4 (same as Building Permit application)

i. Building Operations and Change of Use — Applicants are required to supply
information relating to the Category of Development, New Buildings, and
Addition to existing structure, Alteration, Change of Use, Engineering Operations
or Retention. It also contains general information and details of available services

for example, water and electricity.

ii. Subdivision of Land — Applicants are required to supply information such as the
person who prepared design of layoutf, area, adjacent property owners and

access details.

Tab 5 - Land Particulars: contfains the Land Particulars details submitted by the

applicant o the Municipal Corporation for a Building Permit Request.

Tab 6 - Building Dimensions: contains the Building Dimensions details submitted by
the applicant to the Municipal Corporatfion in the Building Permit request
application. Details such as the length, width, area, heights of the room and details

within the room.

Tab 7 - Water Closet and Septic Tank: contains the details submitted by the applicant
of the water closet and septic tank to the Municipal Corporation in the Building

Permit request application.

Tab 8 - Request Completion Certificate: Comments on request for Completion

Certificate entered by applicant. This form is a new addition to the application.
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...... G) () (5) (o) () o (+) (30)

Water Closet and Documents

Septic Tank

Site Location Building Operations

and Change of use

Land Particulars Building
Dimensions

Request
Completion
Certificate

Corporation
Document Upload

Request Completion Certificate

Request Comments Request for completion Certificate

Figure 145 - Request Completion Certificate tab

g. Tab 9 - Documents: Click on the file name to open documents uploaded by the
Applicant at the Planning Permission stage. Plans such the Certificate of Title or
Cadastral Sheet (Figure 50) from the ‘Document Upload Section’ open as a PDF
document in a new tab. The plans listed in the ‘Planning Permission Building Plan
Documents’ will open using the PDFTron Tool. The PDFTron measurement feature
allows the approver to verify scales and distances. Detailed information on the tool

can be found in the PDFTron section (Appendix V).

h. Tab 10 - Corporation Document Upload: All documents specifically required by the
Municipal Corporation are listed here. Click on the File Name to open documents.
All documents in this section would be opened in the PDFTron tool. Detailed

information on the tool can be found in the PDFTron section (Appendix V).

i. Tab 11 - Download Site Visit Report: After the site visit is conducted, the Inspector or

Supervisor can review the inspection report recorded on this tab

j.  Tab 12 - Assessment: The Supervisor can enter remarks, add necessary documents
and guery the applicant/ Receiving Officer Il or forward to the Chief Officer. This tab

would be discussed in detail in step 4 below.

Click ‘Next’' or Download Site Visit Report tab. Reports for all inspections performed at
both Building Permit and Completion Certificate would be found listed in this tab. Click

on report to view in another tab.
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Site Location Building Land Particulars Building Water Closet and Documents Corporation Inspection
Operations and Dimensions Septic Tank Document Upload
Change of use

Download Site Visit Report

Job1d Agency File Name File Format Date

2057 PHTI PPR2021011916769_2057.pdf application/octet-stream

[
N

Jan 2021

Figure 1446 - Inspection tab

4. Click ‘Next’ or Assessment tab and fill in the relevant remarks. External remarks entered

would be attached to application and visible for others o see.

Site Location Building Land Particulars Building water Closet and Request Documents Corporation Download Site Visit Assessment
Operations and Dimensions Septic Tank Completion Document Upload Report
Change of use Certificate

Comments and Queries

e _
T _

Attach Additional Document(s)

Note: Max file size is 30 M8, Accepted file type = dwg, doc/docx, pd, jpeg, if. Number of files: 10 for additiona| document(s) section.
Attach Additional Document(s) B Addfiles | ® startupload | il Clearfiles

I Drop files here or click to upload.

Query Applicant Query Receiving Officer Il Forward to Public Health Chief

Figure 147 - PH Supervisor Assessment tab

GOOD TO KNOW:

- Internal Remarks are visible only to the Public Health Department staff and

External Remarks are visible fo anyone with access to the application, including

the applicant.

- The Supervisor can also attach relevant documents (optional) pertaining to the
application for reference. This document will be visible to anyone with access
to the application, including the applicant. For further instructions on attaching

a document, see How to Upload Additional Documents (Appendix VI).
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Query Applicant - the Inspector may query the applicant for missing or additional
information by submitting a query. In the Assessment tab, enter the query in External

Comments and attach additional documents, if desired. Click on the ‘Query

Applicant’ button located at the bofttom of the page to submit. A
confirmation message ‘Do you want to Query Applicant?’ (Figure 149) will require
action, Click ‘Yes' to confirm or ‘No’ fo return to the Assessment tab. On clicking

Yes, the success message would be displayed (Figure 150).

Do you want to query Applicant?

Figure 148 - Confirmation Message

Transaction Completed

@ Queried Applicant PPR2020090915500

Please note the application number for ease of reference.

Figure 149 - Query Applicant Success Message

a) Query Receiving Officer Il - The Supervisor can click the ‘Query Receiving Officer I’

button located at the bottom of the tab to submit the query.

Enter Infernal Comments for the Receiving Officer Il and/or External Comments for
applicants and other agencies. A confirmation message ‘Do you want to Query
Applicant?’ (Figure 149 above) will require action, Click ‘Yes’ to confirm or ‘No’ to

return to the Assessment tab. On clicking ‘Yes', the success message would be

displayed

b) Forward to Chief Officer - If the application is complete, enter remarks in comments,

attach document if desired and click the ‘Forward to Public Health Chief’

button at the bottom of the page to forward the

application. A confirmation message ‘Do you want to Query Applicant?’ (Figure 149
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above) will require action, Click ‘Yes’ to confirm or ‘No’ to return to the Assessment

tab. On clicking Yes, the success message would be displayed:

PPR2021011916769

Chief Queried Regulatory Applications - The ‘Chief Queried Regulatory Applications pane
lists all applications, including Building Permit and Completion Certificate applications
pending the Supervisor's review, queried by the Chief Officer. The screen overview is
presented in Figure 151 below. The applications are listed in a table with column headings

such as ‘Application type’, ‘Action by date’, '‘Status’, ‘Community’ and *Action’.

Chief Queried Regulatory Applications

Reference No & Application Type Received Date % Status & Community ¢ Action By Date Action %

PPR2019121807078 Planning Application 28 Jan 2020 Ariapita 14 Jul 2020 p~ a

Figure 150 - Chief Queried Regulafory Applications section

8.4.2 Steps to Process a Chief Officer Queried Regulatory Application

1. Click the Reference Number to view and process the application. The application would
open to the first tab 'Assessment History' with the updated Public Health Decision History
section. The query message will be displayed in the Internal Comments along with any
document afttached to application. In the figure below, it is displayed in page 2 of the

Public Health Decision History.

......................

[ et | rear ]
Figure 15152 - Supervisor Updated Assessment History tab

2. Click on each tab to review the application information and attachments (see Steps 1o

Process Building Permit application).
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8.5  SEARCH APPLICATIONS

The ‘Search Application’ function allows the Supervisor to locate an application using the
appropriate criteria. The function can be accessed by clicking on the ‘Search Application’

icon, indicated in the figure below, on the left of your screen.

3 1
Welcome, PUBLIC HEALTH SAF RECIEVEING OFFICER 2! &  nomE ABOUT LS GUIDELINES NEWS/EVENTS FAD CONTACT US Q f .
DEVELDP

| P Q
Dashboard Search Applications
e-Services / Applications

Figure 152 - Dashboard with Search Application button

For more information and steps on performing a search, go to Search Application function

in the Appendix |
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9 CHIEF OFFICER

9.1

The Chief Officer reviews the applications forwarded by the Supervisor.
DASHBOARD

The Dashboard is the default screen that will be displayed to the Chief Officer after login.
The dashboard consists of e-Services/ Applications with two (2) Categorized Applications
sections: Building Permit — Regulatory Applications and Completion Certificate -
Regulatory Applications. Click anywhere on a section title on DevelopTT to expand the

section.

. . »
Welcome, Public Health SAF Chicf Officer! '@is  LoME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS

W o

0 "
DEVELOP

Dashboard Search Applications

e-Services / Applications

Supervisor Forwarded to Chief Officer 2
Query Applicant 0
Approved 18
Rejected 2

Building Permit - Regulatory Applications

Completion Certificate - Regulatory Applications

Figure 153 - PH Chief Officer Dashboard

Building Permit - Regulatory Applications: A list of all unprocessed Planning Permission

and Outline + Planning Permission applications, submitted for a Building Permit.
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Completion Certificate - Regulatory Applications: A list of all unprocessed Planning
Permission and Outline + Planning Permission applications, submitted for a Completion

Certificate.

GOOD TO KNOW:

- Applications are given an automatically generated and unique Reference
Number when created.

- Clicking on the heading of the table (i.e. section title) will minimize/ expand the
table.

9.2  E-SERVICES/ APPLICATIONS

Application Statuses Chart

e-Services / Applications

Supervisor Forwarded to Chief Officer 2
Query Applicant 0
Approved 18
Rejected 2

Figure 154 - PH Chief Officer e-Services/ Application section

- The chart is colour coded to reflect the status of the application in the system. It
illustrates the number of applications for each application status category. A user can
hover the mouse over each colour of the chart to see which status it represents as seen

in Figure 155 above.
- The colour denotations are listed below:
e Blue- Applications forwarded from Chief Officer to Supervisor
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e Orange- Applications that Chief Officer queried Applicant
e Green- Applications that Chief Officer approved
¢ Yellow- Applications that Chief Officer rejected

9.3 BUILDING PERMIT — REGULATORY APPLICATIONS

The ‘Building Permit - Regulatory Applications’ pane lists the Building Permit applications
pending the Chief Officer’s review. The screen overview is presented below in Figure 156.
The applications are listed in a table with different column headings which would be

explained below.

Reference No: Refers fo the automatically generated unique reference number given to

each application by the system. Reference numbers for Building Permit application (called

Planning Permission in previous stage) begin with ‘PPR’. For example, 7701909120505 " Other

reference numbers are illustrated in Figure 156 below (A).
Application Type Refers to the type of application submitted such as Planning Permission.

Received Date: Refers to the date the application was submitted to the Public Health

Department.
Status: Refers to the status of the application for example ‘Forwarded to Chief’.
Community: Refers to the general location of the application.

Action: When a user opens an application, the application becomes locked to that user
i.e. another user may view the application but cannot process the application. Once an
applicationis locked, alock will appear under this column, as seen indicated by A in Figure

156 below. If a user hovers the mouse over the lock, a noftification message would be

displayed a

An application that is locked by you can be unlocked by clicking on the lock. A prompf,
“Are you sure you want to unlock the application2” will appear. Click '‘OK’ to confirm. If
the application is not locked to you, the system would indicate which user the application
is locked to, (Figure 157 next page). The Administrator of your agency can unlock these

applications.
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Building Permit - Regulatory Applications

Reference No # Application Type Recsived Date $ Status ¥ Community ¥ Action ¥
PPR2021011916767 Planning Applicaticn 21 Jan 2021 Forwarded to Chief San Fernando ﬁ
PPR2021011916769 Planning Applicaticn 21 Jan 2021 Forwarded to Chief San Fernando

Figure 155 - Chief Officer Building Permit - Regulatory Applications section pane

www.test.developtt.gov.tt says

Lpplication is locked by "Public Health Approver”

Figure 156 - Application Locked by Specific User Message

www.test.developtt.gov.tt says

Are you sure you want to unlock the application?

Figure 157 - Unlock Application Confirmation Message

GOOD TO KNOW:

- Tap the % icon tosort applicationsin ascending or descending order.

- Up to 10 records are displayed in the ‘Planning Applications’ pane.

@ -

- Navigation buttons, , are only displayed when there are

over 10 applications in a section. Click on the buttons or click a specific page
number to navigate between various pages. Click ‘NEXT' to go fo the next

page and ‘BACK’ to go to the previous page.
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9.3.1 Steps to Process a Building Permit - Regulatory Application

1. Click on the Reference Number to view and process the application. Building Permit
applications are pre-fixed with ‘PPR’. All reference numbers listed in this section are
hyperlinks. The application would open to the first tab ‘Assessment History' as seen in figure
159 below. Any remarks or comments previously made on the application appear in this

section, including remarks on the application from other agencies.

......... () (2) ©) (+) G) (%) ) (5) () () (1)

Assessment History Applicant Details Site Location Building Operations Land Particulars Building Water Closet and Documents Corporation Download Site Visit Assessmen it
and Change of use Dimensions Septic Tank Document Upioad Report

Figure 158 - Assessment History tab
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2. Click on each tab to review the application and ensure that all mandatory fields are

completed and valid documents submitted.

a. Tab 2 - Applicant Details: Applicants are required to complete the TCPD form with
particulars such as personal details, a brief description of proposal, land details,
purpose for which land or new/altered/extended building are proposed to be used
and purpose for which land and/ or building are now used.

In the Description of Proposal section, the Category of Development will be chosen and

whether it is a New Building or Subdivision etc

Applicant Details site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents Corporation Document
Change of use Tank Upload

Applicant Details

Reference Number  5pRIN21011016767
Planning Permission Type  Planning Permission Application
TCPD Regional Office South
Complexity Status Simple Application hd

Is this appl i Ves
No
Yes
No
Tte s .
FrssName T,
Name Hercules
Applicam Gender  © Female
Male
Other

Email Address  acpstestemail@hotmail.com

Telephone Number 1234567
Mobile Number 1234567
Applicant’s Role Owner v
Application submitted with the knowledge and Yes

consent of Ne

Description of Proposal

Category of Development

New Buildings ~

Figure 159 - Applicant Details tab
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c. Tab 3 - Site Location: Displays a map of the proposed site location identified by the

applicant. The system automatically zooms to the plotted area.

-Q () (%) (o) (7 (e)
Site Location Building Operations and Land Particulars Building Dimensions water Closet and Septic Documents
Change of use Tank
x
Layers .

< order o v Palicy =

B TCPD Planning Regions » D

H Counties »

B Policy »

B Municipal Corporations » E: 671678.92 - N: 114224611
Lat: 10.329331 - Lon: -61.432102

u Seftlement Area »

Site Location

Figure 160 - Site Location tab
a. Tab4

i. Building Operations and Change of Use — Applicants are required to supply
information relating to the Category of Development, New Buildings, and
Addition to existing structure, Alteration, Change of Use, Engineering Operations
or Retention. It also contains general information and details of available services

for example, water and electricity. .

.......... I0) ) &) 0 o G ) o
Assessment History Flanning Questions Applicant Details Site Location Building Operations and Documents Documents Status Assessment
Change of use

General Information

Intended Use of Existing/Proposed Building Resxtential - Single Family
Tolal SieArea 11833

meter square

Residential Use Details

Residential Use Details

Available Services Details

m Seneel m

Figure 161 - Building Operations and Change of Use tab
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Subdivision of Land — Applicants are required to supply information such as the person

who prepared design of layout, area, adjacent property owners and access details as

seen in Figure 163.

Design of Layout prepared by

Area

Designation

Name Ancll Singh

Architect

Adjacent Property Owners

Adjacent Property Owners

Access Details

mm

Figure 162 - Subdivision of Land

b. Tab 5 - Land Particulars: contains the Land Particulars details (Figure 164 below)

submitted by the applicant to the Municipal Corporation for a Building Permit

Request.

> )

(7))

(=)

Site Location Building Operations and

Change of use

Particulars of Building

© (s )

Land Particulars Building Dimensions

Water Closet and Septic
Tank

Documents

Name of Street or Road on which lotis s d

Dimension of lot on which building is to be erected

Can the site be properly drained?
Drainage lines to be shown on block plan

Is there at present any building en the lot?
f so, describe it

Description of building ta be erected

Width of clear open space from building line to street
alignment

Width of clear open space from side wall to side
boundary line

Ares of open space left ot the rear of proposed
building

Marerial of which the building is to be constructed:

2) External wall

b) Internal wall of partitions

<) Roof

d) Balcony, veranda or other projections

Minimum height of lowest floor above level of
underlying ground

Kitchen: Is it detached or part of building label?

Privies.

a) Distance of privy from the building

b) Description of privy building and how protected
from mosquitoes and flies.

First Street

Morth 60 feet, South 90 feet, East 90 feet, West 80 feet

Yes

No

Single family three storey building

Concrete 4" and steel

Concrete 4" and steel

Metal sheeting

RC slab

6

part of building label

Figure 163 - Land Particulars Tab
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Tab 6 - Building Dimensions: contains the Building Dimensions details submitted by

the applicant to the Municipal Corporatfion in the Building Permit request

application. Details such as the length, width, area, heights of the room and details

within the room are captured here (Figure)

Site Location

(a)

(s)

(7)) (&)

Building Operations and
Change of use

Building Dimensions

Land Particulars

Building Dimensions

Water Closet and Septic

Documents
Tank

Length of Widrh of Area of Heighrt from floor 1o
Room Room Room wiall plate

77 TE 58 =q ft

g1 o 7272 19

Area of window
openings

Area of ventilation openings in addition  Roor
to doors and windaws closed
nfa ceiled

d.

Figure 164 - Building Dimensions

Tab 7 - Water Closet and Septic Tank: contfains the details submitted by the applicant

of the water closet and septic tank to the Municipal Corporation in the Building

Permit request application. Figure 166 (below) shows the details captured in this tab

() ()

(s)

()

(&)

Crude Sewage Pipes to Septic Tank

sery

Discharge from Tank

Soak away pit; g

assuran

Inside dismeter of piping for crude sewage (4 ins. 5

Dwelling House

minimum}

Gradient or slope of the piping

Means of ventilating the pipe above roof or house above rack
Manner of providing against chokes in the pipe (avoid
sharp cornered tees)
Septic Tank
Number of people living in the house, including 1

ts who use tanks
Means of disposal of discharze from tanks and
manner of oxidising it

epth, ventilation and

of a permesble stratum

f a filter, give lengths and arrangements

Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank
Water Closet and Septic Tank
Situstion of Premises ok
Type of Building on which water closet is to be placed o

Figure 165 - Water Closet and Septic Tank
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e. Tab 8 - Documents: Click on the file name to open documents uploaded by the

Applicant at the Planning Permission stage. Plans such the Certificate of Title or
Cadastral Sheet (Figure 167) from the ‘Document Upload Section’ open as a PDF
document in a new tab. The plans listed in the ‘Planning Permission Building Plan
Documents’ will open using the PDFTron Tool. The PDFTron measurement featfure
allows the approver to verify scales and distances. Detailed information on the tool

can be found in the PDFTron section (Appendix I).

......... 'O (+) © (o) (7) o
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents
Change of use Tank

Document Upload Section

File Name Document Type File Format Date

D application/pdf

C application/pdf

Planning Permission Building Plan Documents

File Name Document Type File Formart Last Updated Role Date Document version
s application/pdf

B application/pdf

B application/pdf

Figure 166 - Documents tab

f.  Tab 9 - Corporation Document Upload: All documents specifically required by the
Municipal Corporation are listed here. Click on the File Name to open documents.
All documents in this sectfion would be opened in the PDFTron tool. Detailed

information on the tool can be found in the PDFTron section (Appendix V).

........ (3) () () (&) () (&) s )
Site Location Building Operations and Land Particulars Building Dimensions Water Closet and Septic Documents Corporation Document
Change of use Tank Upload

Corporation Document Upload

File Name Document Type File Format Date Documert version
Floar Plan application/pdf 21 Jan 2021
Roof Plan 2
Isometric/Plumbing/Septic Plans application/pdf 21 Jan 2021

SitePlan.pdf Foundation Plan application/pdf 21 Jan 2021

Figure 167 - Corporation Document Upload
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Tab 10 - Download Site Visit Report: After the site visit is conducted, the Supervisor

can review the inspection report recorded on this tab.

Tab 11 - Assessment: The Chief Officer can enterremarks, add necessary documents

and query the applicant/ supervisor, approve or reject the application. This tab

would be discussed in detail in step 4 below.

3. Click ‘Next’ or Download Site Visit Report tab. All inspection reports would be found listed in

this tab as seen in Figure 169 below. Click on
tab.

report to view; report should open in another

Site Location Building Land Particulars Building Water Closet and Documents Corporation Inspection
Operations and Dimensions Septic Tank Document Upload
Change of use
Download Site Visit Report
Jobid Agency File Name File Format Date
2057 PHTI PPR2021011916769_2057.pdf application/octet-stream 27 Jan 2021

Figure 168 - Inspection tab

4. Click ‘Next' or Assessment tab and fill in the relevant remarks. Remarks

aftached to application and visible for others to see.

entered would be

Land Particulars

Water Closet and
Septic Tank

Site Location Building Operations Building Documents Corporation

and Change of use Dimensions Document Upload

Assessment

Internal Comments

External Comments/Queries

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, dow/docx, pdf, jpeg, gif. Number of files: 10 for additional document(s) section.

Attach Additional Document(s) B Addfiles | ® startupload 1l Clear files
e
|
|
|

I Drop files here or dlick to upload

Download Site Visit
Report

Assessment

Figure 169 - PH Chief Officer Assessment tab
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GOOD TO KNOW:

- Infernal Remarks are visible only to the Public Health Department staff and
External Remarks are visible fo anyone with access to the application, including

the applicant.

@ - The Chief Officer can also attach relevant documents (optional) pertaining to
the application for reference. This document will be visible to anyone with
access fo the application, including the applicant. For further instructions on
attaching a document, see How to Upload Additional Documents (Appendix
Vi).

a) Query Applicant - If additional information is required, the Chief Officer can query

the applicant. On Assessment tab, enter the query in External Comments and click

.
the query button located at the bottom of the page to submit the
query. A confirmation prompt will require action ( Figure 171. Click ‘Yes’ to confirm

and click 'OK’" (Figure 172 below) to return to the Receiving Officer’s dashboard.

Do you want to guery Applicant?
m

Figure 170 - Confirmation Message

Transaction Completed

@ Queried Applicant PPR2020090915500

Please note the application number for ease of reference.

Figure 171 - Query Applicant Success Message
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b) Query Supervisor - The Chief Officer can click the ‘Query Supervisor’ button

located at the bottom of the tab to submit the query. Enter Internal
Comments for the Supervisor and/or External Comments for applicants and other
agencies. A confirmation prompt (as seen in Figure 170) will require action’ Do you
want to Query Supervisor?’ Click ‘Yes' to confim and ‘OK’ fto refturn fo the

Assessment tab. On clicking Yes, the success message would be displayed:
|@ Supe SPRI010119 .___|

c) Approve - If the Chief Officer is ready to approve the application, he/she can enter

remarks in comments, attach document/s if desired and click the ‘Approve’

button at the bottom of the page. A confirmation prompt (as seen in
Figure 170) will require action ‘Do you want to approve application?’ Click ‘Yes' to

confirm and ‘OK’ to return to the Assessment tab. On clicking Yes, the success

. Approved PPR2021011916767
message would be displayed: [ @ oo |

Once an application is approved, the Municipal Corporation would now be able to

process the application.

d) Reject-If the Chief Officer desires to reject the application, remarks cab be entered
in comments, attach document/s if desired and click the ‘Reject’ button atf the
bottom of the page. A confirmation prompft (as seen in Figure 170) will require action
'Do you want to reject application?’ Click ‘Yes' to confirm and ‘OK’ to refurn to the

assessment tab. On clicking Yes, the success message would be displayed:

| (¥) Rejected PPR2021011916769
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9.4  COMPLETION CERTIFICATE — REGULATORY APPLICATIONS

The ‘Completion Certificate - Regulatory Applications’ pane lists the Completion
Certificate applications pending the Chief Officer's review. The screen overview is
presented below. The applications are listed in a table with same column headings as
Building Permit.

Completion Certificate - Regulatory Applications

Reference No & Application Type # Received Date % Status # Community % Action #

PPR2021011916767 Planning Application 22 Feb 2021 Forwarded to Chief San Fernando

Figure 172 - Planning Permission Applications section

9.4.1 Steps to Process a Completion Certificate - Regulatory Application

1. Click on the Reference Number fo view and process the application. Building Permit
applications are pre-fixed with ‘PPR'. All reference numbers listed in this section are
hyperlinks. The application would open to the first tab ‘Assessment History' as seen in figure
174 below. Any remarks or comments previously made on the application appear in this

section, including remarks on the application from other agencies.

Applicant Detalls Site Location Building Land Particulars Building Water Closet and Request Documents.
Operations and Dimensions Septic Tank Completion
Change of use Certficate

Figure 173 - Assessment History tab

2. Click on each tab to review the application and ensure that all mandatory fields have

been completed and valid documents submitted. All application information from Building
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Permit stage would be found on the application with the addition of new forms completed

for Completion Certificate application request.

a. Tab 2 - Applicant Details: Applicants are required to complete the TCPD form with
particulars such as personal details, a brief description of proposal, land details,
purpose for which land or new/altered/extended building are proposed to be used

and purpose for which land and/ or building are now used.

In the Description of Proposal section, the Category of Development will be chosen

and whether it is a New Building or Subdivision etc.

b. Tab 3 - Site Location: Displays a map of the proposed site location identified by the

applicant. The system automatically zooms to the plotted area.
c. Tab 4 (same as Building Permit application)

i. Building Operations and Change of Use — Applicants are required to supply
information relating to the Category of Development, New Buildings, and
Addition to existing structure, Alteration, Change of Use, Engineering Operations
or Retention. It also contains general information and details of available services

for example, water and electricity

ii. Subdivision of Land — Applicants are required to supply information concerning
their subdivision of land. They supply information on the person who prepared

design of layout, area, adjacent property owners and access details.

d. Tab 5 - Land Particulars: Applicants are required to supply information such as the
person who prepared design of layout, area, adjacent property owners and access

details.

e. Tab 6 - Building Dimensions: contains the Building Dimensions details submitted by
the applicant to the Municipal Corporation in the Building Permit request
application. Details such as the length, width, area, heights of the room and details

within the room are captured here (same as Building Permit application).

f.  Tab 7 - Water Closet and Septic Tank: contains the details submitted by the applicant
of the water closet and septic tank to the Municipal Corporation in the Building

Permit request application.
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g. Tab 8 - Request Completion Certificate: Comments on request for Completion
Certificate entered by applicant. This form is a new addition to the application

(Figure 175 below).

...... G) () () () () o &) (o)

Site Location Building Operations Land Particulars Building Water Closet and Request Documents Corporation
and Change of use Dimensions Septic Tank Completion Document Upload

Certificate

Request Completion Certificate

Request Comments Request for completion Certificate

Figure 174 - Request Completion Certificate tab

h. Tab 9 - Documents: Click on the file name to open documents uploaded by the
Applicant at the Planning Permission stage. Plans such the Certificate of Title or
Cadastral Sheet (Figure 50) from the ‘Document Upload Section’ open as a PDF
document in a new tab. The plans listed in the ‘Planning Permission Building Plan
Documents’ will open using the PDFTron Tool. The PDFTron measurement featfure
allows the approver to verify scales and distances. Detailed information on the tool

can be found in the PDFTron section (Appendix V).

i. Tab 10 - Corporation Document Upload: All documents specifically required by the
Municipal Corporation are listed here. Click on the File Name to open documents.
All documents in this section would be opened in the PDFTron tool. Detailed

information on the tool can be found in the PDFTron section (Appendix V).

j.  Tab 11 - Download Site Visit Report: Once an application/s is carried out by the
inspector, the Chief Officer can review the inspections on this tab. This tab would be

discussed in detail in step 3 below.

k. Tab 12-Assessment: The Chief Officer can enterremarks, add necessary documents
and guery the applicant/ Supervisor or Approve/Reject. This tab would be discussed

in detail in step 4.

3. Click ‘Next' or ‘Download Site Visit Report’ tab. Reports for all inspections performed at
both Building Permit and Completion Certificate would be found listed in this tab. Click on

report to open in another tab.
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Site Location Building Land Particulars Building Water Closet and Documents Corporation Inspection
Operations and Dimensions Septic Tank Document Upload
Change of use

Download Site Visit Report

Job1d Agency File Name File Format Date

2057 PHTI PPR2021011916769_2057.pdf application/octet-stream

[
N

Jan 2021

Figure 175 - Inspection tab

4. Click ‘Next' or Assessment tab and fill in the relevant remarks. External remarks entered

would be attached to application and visible for others to see.

Site Location Building Land Particulars Building water Closet and Request Documents Corporation Download Site Visit Assessment
Operations and Dimensions Septic Tank Completion Document Upload Report
Change of use Certificate

Comments and Queries

e _
T _

Attach Additional Document(s)

Note: Max file size is 30 M8, Accepted file type = dwg, doc/docx, pd, jpeg, if. Number of files: 10 for additiona| document(s) section.
Attach Additional Document(s) B Addfiles | ® startupload | il Clearfiles

I Drop files here or click to upload.

Query Applicant Query Receiving Officer Il Forward to Public Health Chief

Figure 176 - PH Supervisor Assessment tab

GOOD TO KNOW:

- Internal Remarks are visible only to the Public Health staff and External Remarks

are visible to anyone with access to the application, including the applicant.

@ - The Chief Officer can also attach relevant documents (optional) pertaining to
the application for reference. This document will be visible to anyone with
access fo the application, including the applicant. For further instructions on
attaching a document, see How to Upload Additional Documents (Appendix
V).
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a) Query Applicant - If additional information is required, the Chief Officer can query the

applicant. On Assessment tab, enter the query in External Comments and click the

"
query button located at the boftom of the page to submit the query. A
confirmation prompt (Figure 178) will require confirmation. Click ‘Yes’ and click ‘OK’ to

return to the Receiving Officer’'s dashboard (Figure 179).

Do you want to query Applicant?

Figure 177 - Confirmation Message

Transaction Completed

@ Queried Applicant PPR2020090915500

Please note the application number for ease of reference.

Figure 178 - Query Applicant Success Message

b) Query Supervisor - The Chief Officer can click the 'Query Supervisor’ button

- )
located at the bottom of the tab to submit the query. Enter

Internal Comments for the Supervisor and/or External Comments for applicants and
other agencies. A confirmation prompt 'Do you want to Query Supervisor?’ will
require action. Click ‘Yes' to confirm and ‘OK’ to return to the Assessment tab. On

clicking Yes, the success message would be displayed

() Queried Supervisor PPR2021011916767

c) Approve - If the Chief Officer is ready to approve the application, he/she can enter

remarks in comments, aftach document/s if desired and click the ‘Approve’

o
button atf the bottom of the page. A confirmation prompt ‘Do you want

to approve application?’ will require action. Click ‘Yes’ to confirm and '‘OK’ to return
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to the Assessment tab. On clicking ‘Yes’, the success message would be displayed

@Approved PPR2021011916767

d) Reject - If the Chief Officer desires to reject the application, he/she can enter

remarks in comments, attach document/s if desired and click the ‘Reject’
button at the bottom of the page. A confirmation prompt 'Do you want to reject
application?’ will require action. Click ‘Yes' to confirm and ‘OK’ to return to the

Assessment tab. On clicking ‘'Yes', the success message would be displayed

@ Rejected PPR2021011916769
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9.5  SEARCH APPLICATIONS

The ‘Search Application’ function allows the Chief Officer to locate an application using
the appropriate criteria. The function can be accessed by clicking on the ‘'Search

Application’ icon, indicated in the figure below, on the upper left of the screen.

| ]
Welcome, PUBLIC HEALTH SAF RECIEVEING OFFICER 21 &0  HoME | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS ‘n1r .
DEVELDP

e-Services / Applications

g Officer & i 2
ery Applic 0
u Queri i}

Figure 179 - Dashboard with Search Application button

For more information and steps on performing a search, go to Search Application function

in the Appendix |
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10 PUBLIC HEALTH ADMINISTRATOR

10.1

The Public Health Administrator acts as a Super user for Public Health with the ability to unlock
applications locked to any approving level as well as create, edit, modify or delete inspection
form and/or report templates.

The Public Health Department has many approving levels on DevelopTl. Once an application
is received, and an approving user opens the application, it is locked to the specific user.
Ofther users can view the application but cannot process the application unless it is unlocked

by the User or Administrator.

DASHBOARD

The dashboard is the default screen displayed to the Administrator after successful login
(Figure 183 below). It shows the sub-navigation bar (indicated as A) along with a list of

locked applications (indicated as B).

n]l’ :

DEVELD

Welcome, Public Health Admin! &

HOME ABOUT US GUIDELINES NEWS/EVENTS FAQ CONTACT US

m R
= < A
Dashboard Inspection Checklist
Regulatory Applications
reference Mo & Application Type $ Locked Date % Locked By % Action #
PPR Planning Application 06 Jul 2020 phreceivingofficerl a
e oot ; - @a:s
PPR: Planning Applicaticn 27 May 2020 phelerk o
PPR2: Planning Application 16 Dec 2019 phinspector ﬁ
PPR. Planning Application 07 Nov 2019 phsupervisor ﬁ
PPR Planning Application 10 May 2020 phclerk ﬁ
Back -

Figure 180: Public Health Administrator Dashboard
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10.2 UNLOCK APPLICATIONS

An application becomes locked once it is opened by an approver. The ‘Unlock Applications’
section lists the applications which are in locked mode. You can view the Reference Number

and the user the application is locked to.

.n1(-

DEVELOP

- . L]
U
Welcome. Public Health Admin! ‘@b ,ome | ABOUTUS | GUIDELINES | NEWS/EVENTS | FAQ | CONTACTUS

Dashboard Inspection Checklist

Regulatory Applications

Reference No # Application Type Locked Date # Locked By % tion
Planning Application 06 Jul 2020 phreceivingofficerl [_]
Planning Application 27 May 2020 phclerk é I ‘
Planning Application 16 Dec 2019 phinspector 6
Planning Application 07 Nov 2019 phsupervisor 6
Planning Application 10 May 2020 phclerk 6

ek -

Figure 181: Public Health Administrator - Unlock Applications Section

GOOD TO KNOW:

F

- Tap the ¥ icon tosort applicationsin ascending or descending order.

- Upto 10 records are displayed in the ‘Unlock Applications’ pane.

@ - Click on the navigation buttons - or click a specific
page number to navigate between various pages. Click ‘NEXT’ to go to the

next page and ‘BACK’ to go to the previous page.

For example, if a Public Health Inspector forwards an application, the application appearsin
the dashboards of all Public Health Receiving Officers. Once a Receiving Officer opens the
application (before any other Receiving Officer), it is becomes locked to that Receiving
Officer for processing. Subsequent to becoming locked to an approver, it appears on the

Administrator’s ‘Unlock Applications’ Section. Other Receiving Officers may view the
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application but cannot process it. The Administrator has the ability fo unlock the application

and allow another Receiving Officer to process it.

10.2.1 STEPS TO UNLOCK AN APPLICATION
1. Search the list of applications for the relevant application by reference number.

To view the application details, click the reference number.

2. Click the lock icon o next to the application. A confirmation message will require

action (Figure 185). Click ‘OK’

www.test.developtt.gov.it says

Are you sure you want to unlock the application?

Figure 182: Unlock Application Confirmation Message

3. Click 'Dashboard’ button in sub-navigation bar to refresh the page. Once

successful, application does not appear on the list (see Figure 186 below).

Regulatory Applications

Reference No & Application Type Locked Date & Locked By % Action ¥
PPR2019091005012 Planning Application 06 Jul 2020 phreceivingofficerl 8
PPR2019091705156 Planning Application 16 Dec 2019 phinspector a
PPR2019100305345 Planning Application 07 Nov 2019 phsupervisor B
PPR2019100405350 Flanning Application 10 May 2020 phelerk a
PPR2019102105609 Planning Application 230ct 2019 phsupervisor B

Back n 2 | 3 4 5 lext

Figure 183: Unlock Application section after PPR2019091005034 was unlocked

Page | 147


javascript:void(0)

10.3 INSPECTION CHECKLIST

LILL:IT NIl DEVELOPTT USER GUIDE — PUBLIC HEALTH q1 0

Business Made Easy

DEVELOPTT

This function allows the Public Health Administrator to manage templates for Inspection Job

forms (used by Public Health Inspectors for site inspections) and reports. Click the Checklist

button -_ to open the Job Form Template screen. Click the ‘Plan’ button to switch
between the two (2) functions.

Job Form Template

|+ 7 a|o)|e]|~

10 S| Q
Agency Name Disable Adhoc Edit
PHTI - POS POS Form Test Template /7
PHTI - POS Defects Checklist /
PHTI - POS Test Form /
PHTI - POS POS Corp- PH /7
PHTI - POS POS Corp- PH - 2.0 /7

10.3.1 Job Form Template

Figure 184: Inspection Checklist window

Form Templates are used to capture information when performing a site inspection. A

corresponding report template must be created to view information entered on the form.

1.

Select

Plan v

icon and ‘Job Form Template’ from the dropdown list. A table

containing a list of job forms templates will be shown (Figure 188).
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Job Form Template

|+ 7 a]eo]=|~

10 o e Q
Agency Name Disable Adhoc Edit
PHTI - POS POS Form Test Template v
PHTI - POS Defects Checklist Va
PHTI - POS Test Form 7
PHTI - POS POS Corp- PH Vi
PHTI - POS PQOS Corp- PH - 2.0 Va

Figure 185: Job Form Template window

10.3.2 Icons Explained

Table 3: Job Form/Report Template Icons Explained

Ilcon Action
4
Create a new Job Form/Report Template
Addd
10
/18 Edit an existing Job Form/Report Template
Edit

Delete a Job Form/Report Template

; Copy an existing Job Form/Report Template

| Select or unselect records ‘

Select or unselect all records in the table
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lcon Action

Download list of table records

Download CSV

Indicate number of records to show in table at a

10 o )
fime
10 53 B Refresh table
10 S Undo last action on table

2. Click the '‘Add’ button to create a new template. The ‘Add Job Form Template’

would be shown. The Agency name is automatically populated.

Add Job Form Template

Agency * MName *

PHTI - POS
Disable Adhoc
Form Editor
Add Field Hide Fields Form
E{Z?é%? sin el:rE:l““e M“T'eﬁ,'f{'e Numbers Collapser
Date Time %:::

-

m Cancel

-

Figure 186: Add Job Form Template

3. Enter a name for the job form (Figure 189).

4. Select necessary fields from Form Editor Section and add to form.
a. Click on afield button under the ‘Add Field’ section. The field should appear

under the ‘Form’ section to the right (Figure 190).

Page | 150



_ 1.
TTBMZWHLQEOK DEVELOPTT USER GUIDE - PUBLIC HEALTH DEVELOPTT

Add Job Form Template
Form Editor
Add F\e‘d Hide Fields FOl’m

Section singleline Multiline Title

Header ext Text Numbers

Collapser

Y Title
Date Time %ﬁ_‘lg
Cancel

Figure 187: Form Editor with Field Types

b. Click on the field under ‘Form’ section and settings would be open to the

left under the ‘Form Editor’ section in the section ‘Label’.

Add Job Form Template

Add Field Hide Fields Form J

Section Singleline Muliiline Title
Header Text Text Numbers

Collapser

¥ Title

Date

Date Time Time

Radio

Dropdown
Buttons Checkbox Ratings

Selection

m Cancel

Figure 188: Editing a Field

Scroll down to the bottom of the window to edit the field settings. Some field settings
as seen in the figure below are:

Title — Name of field.

Mandatory - The field can be made Mandatory by checking the box seen.

Editable - Enables a response to be entered during inspection.
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Add Job Form Template
Field Settings -

Single Line

Title

Address of Inspection Site:

‘ andatory \

| Preview

@Editable

Save Cancel

Figure 189: Adding Field Information

c. Once allrequired field settings are entered, scroll to the tfop under heading

Form. The newly edited fields will be shown on the right-hand side under
Form.

Add Job Form Template

Add Fle‘d Hide Fields Form
Section Singleline Multiline Address of Inspection Site: *
Header ext Text Numbers

Collapser
¥ Inspection Detdils
Date Time %‘;"‘,Eg
Date of Inspection
B%?t%ir?s Checkbox gg?ggt%f]n Ratings

dd/mm/yyyy

-

Save Cancel

Figure 190: Edited Fields
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d. Select the ‘Save’ button to save the form template created. A success
message prompt will indicate that all changes were registered and can be

seen in the Job Form Template table (Figure 194 below ).

A

Job Form Template

BRI EE E

10 < L] Q
Agency Name Disable Adhoc Edit
PHTI - POS POS Form Test Template Success Va
Successful
PHTI - POS Defects Checklist /7
PHTI - POS Test Form 7
PHTI - POS POS Corp- PH Va
PHTI - POS POS Corp- PH - 2.0 Va

Figure 191: Job Form Template Success Message

10.3.3 Job Report Template
Report Templates are used to display the report of an inspection that was carried out in

the field. It has a corresponding form template, where information would be pulled from

to populate the report.

1. Select m icon and a dropdown list will be shown, select from the list ‘Job
Report Template’ for the list of all job report templates. The icons are the same

as the Job Form Template icons.

2. Click the ‘Add’ button to create a new template. The 'Add Job Report

Template’ would be shown. The Agency would be automatically populated.
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Add Job Report Template

Agency * Job Form Template *

PHTI - SAF | - Job Form Template -

Mame * - Job Form Template -

Report Editor

Table Options Report Layout Report Tools

-

IEEILX}:F_‘]; - & @
L »

Save Cancel

Figure 192: Add Job Report Template window

3. Select a Job Form Template for the report to be created.
4. Enter a name for the job report.
5. Specify size of table for the report. Enter the number of Rows and Columns

needed then click on the table icon (see Figure 193 below).

Add Job Report Template Table Options
2 L X x =

Select No. of Columns n s B
2 Select Orientation
Landscape

Figure 193: Job Report Grid Layout
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After creating table, it should appear under the Report Layout section in the middle
(Figure 197 below).

Report Editor

2 rows X 2 columns

Table Options Report Layout

v
353 X x =
L8 &
Figure 194: Job Report Layout
Report Editor Icons
Table Options (Left of window)
- % Create table button. The number of rows and
iz H
= columns MUST be specified before clicking the
I EI button.
T < || = Add a row to the report table.
[ o |
T | = Delete a row from the report table.
= | = = Merge cells in the report table.
E__. il Split merged column in report table.
T Split merged row in report table.
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Clears entire table

EE
Sele| Clear Table

Report Tools (right of window)

u
A

Y5 Remove Field

before clicking this button.

Remove a parficular field. Field must be selected

Clear the entire table.

Add a logo to the report.

n
-

s Add Logo

6.
report.

a.

Select the necessary fields from Report Tools section on the right fo be added to

Fields created on the form template would be found under ‘User Fields’.

Click on ‘Select User Field to Insert To' (indicated in the red box) to view the

User F

m

ds drop-down box with all fields.

Select User Figld To Insert To

b. On thereport layout, select the cell where the first field is to be placed. It will

be highlighted blue.

Table Options Report Layout Report Tools

m oL X = || 1L I -8 @
] L1 System Fields
2l2Ct Jnentation |Se|ect System Field To Insert” =+
Landscape =r Fizlds
q.'.—";:g'“g eft, Right, Top Select User Field To Insert To+ 4
Select User Field To Insert To Cell
36,36.36,36

of Inspection Site
[collapser] Inspection Details

[date-picker] Date of Inspection

Figure 195: Cell Selected and User Field Drop-Down List shown
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c. Click the field from the list which you wish to add and it would appearin the

report table.

Table Options Report Layout
L X = | & 1 Address of Inspection Site
S

Landscape

36,36,36,36

Report Tools

| 5@

Select System Field To Insert = =

'

as

[singleling] Address of Inspecti ==

Figure 196: Field added to report table

d. With field sfill highlighted, scroll to the bottom left, down to ‘Cell Options’

section (see Figure 197 below). You may change font size, style, alignment

or fitle style here. Once you have entered the desired setting, click the arrow

next to it for changes to show. Click on the field again to deselect it.

e. Repeat steps a - d to add other fields to the report table.

1

Add Job Report Template

L_Cell Options

Font Size

Normal ?

Figure 197: Cell Options
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Add Job Report Template

Table Options Report Layout Report Tools
oL X ¥ o= 1 Address of Inspection Site I - B =
puy | -
o Systam Fizlds
- . - Inspection Details
Select Orientation - 1
e --- Select System Figld To Insert - 4+
pv— ol
lg"al’g'ﬂ:} (Left, Right, Top. [date-picker] Date of Inspectio] ==
ottom)
36,36,36,36

Select No. of Rows -

4

m Cance'

4

Figure 198: Complete Report Template
f. Once successfully completing the report template, click ‘Save' button. A

success message appears and the new form would be seen in the Job
Report Template table.

Job Report Template

|+ 72 a]o|=]-

10 " Q
Agency Job Form Template — Edit

|
PHTI - SAF Test Form S UCcess diazs 7
Successful
PHTI - SAF Test Form =r Guide Test Report Vi
PHTI - SAF Test Form Test Report Va
n Showing 1 to 3 of 3 entries

Figure 199: Job Report Template Success Message
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APPENDIX | -SEARCH APPLICATION FUNCTION

Search Applications Function

The ‘Search Application’ function allows a user to locate an application using the

appropriate criteria. Once an application was submitted by the applicant, any Public

Health approver can search for and view the application.

1. Click on ‘Search Applications’ icon E%l from the menu. The search page would be

displayed as seen in Figure 203 below.

Search Criteria

Search Result

Reference No

First Name

Last Name

Application Type Select one
Status Select one
Date Submitted o
lsland O Trinidad
O Tobago
Community Select one

Town or Village

Category of Development

Select one

Reference First
No Name

No Records Found

Land Use
Proposed

Town or
Island Community Village

Category of
Development

Last Application Date
Name Type Status  Submitted

Figure 200 - Search Application page

2. Enter at least one (1) search criterion to perform the search operation. The different

search criteria are seen in Figure 200 above.
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There are lists to choose from for four (4) of the criteria:

* Application Type Select ane .

Select one

Status
Planning Permission Regulatory Application

Date Submitted Building Permit Regulatory Application

Building Permit Application

Island
Completion Certificate Application

Community Select ane v

Kindly select an island to obtain the respective Community list. The Ii
Office.

is based on data from Central Statistical

Figure 201 - Application Type drop-down list

‘ Status Select one v

Select one

Date Submitted
Submitted

Island Queried
Approved
Community Refused

Others
Office.

Figure 202 - Status drop-down list
E

Abdool Village
Acon

Agostini Settlement
Status Agostini Village
Alexander Village
Allandale

Ansze Mahaui

Apex

* Island Aranguez

Arena

Arena

Site Area Ariapita

Arima

Kindly select I5/]  Arouca

Arguhart Village
Town or Village Auzonville
Averboukh

Avocat

Bachya Village
Bagatelle

Balmain

Bamboo

Bamboo

Bamboo Grove 1
Bamboo Grove 11 | |
Barrackpore
Basseterre
Basta Hall Village H
Bayshore

Last Town or DT Do ATEEOTYOT T

oY

Application Type

Date Submitted

Category of Development

Figure 203 - Island drop down list
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‘ Category of Development

New Buildings
Addition to existing structure

Alteration

Change of Use

Sub-Division

Carrying out of engineering operations
Retention

=uale

Figure 204 - Category of Development drop down list

3. Click Search button and the results will be displayed in the ‘Search Result’

section below.

4. Results would be provided three (3) per results page. Click Next or a page number fo

view another results page. A sample search is shown in Figure 205 below.

Search Criteria

Reference No 5
First Name T
Last Name
Application Type Building Permit Regulatory Application v
Status Select one ~
Date Submitted ta

island @ Trinidad

O Tobago
Community Select one v
btain the respective Community list. The list is based on data from Central Statistical
Town or Village
Category of Development Select ane v

Search Result

First Last Date Townor  Category of Land Use
Name Name Submitted Community  Village Development Proposed
Reference No % N N Application Type & Status % s Island s & s s s
PPR2020092015549 Termisha Hercules Completion Approved by 20 Sep Trinidad San San New Residential -
Certificate Public Health 2020 Francique Fernando Buildings Single Family
Applications

Showing 1-1 of 1 records

Figure 205 - Sample search with results

Page | 161



_ 1.
TTBMszMLQEg DEVELOPTT USER GUIDE - PUBLIC HEALTH DEVELOPTT

Note, the full Reference Number is not required, First Name or Last Name for your

search.
5. Click the reference number to view the application. Note, if the application was not

assigned to you or is at another level, you would only be able to view the application. If

the application was assigned to you, you would have the ability to process it.
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The Site Location tool function allows applicants to define a “virtual boundary of a plot”

around a real-world geographic area. This enables DevelopTT approvers to identify the

exact location of the site in the application submitted. The plotter is also able to plot a site

location on the map.

Plotting on the map

Site Location

Tools

|7 0 ®

0 My Site Location

N Show Plotter's Drawing »

Turn on to display site location drawn by plotter.

W Search Radius

st search radius for searching neighboring
Nz, in meters. The search radius is
ed on site location drawn by

applicant.

TooTm

= Arigp

Ay
"'74:';',.)/
a4,
Ve

Ang g,

Ang St

@4y

4”{"’0"6 victoria clinic

N g

E 65107155 - N: 1179074.11
Lat: 10.65{30 - Lon: -61.527375

o
[<]

Ar

Py
a4
ve

Vberrg st

AJbe,.TO P

Arig Dit

Ave

ED

Roo

Site Location

a. Zoom to site location

Click on Draw ( &7 )

[

1. Locate site using the following options:

b. Close the Site Location tab and open the Search tool (Q,)

Move your pointer on the map and click to draw the boundaries of your site.
To complete the drawing, click on the first point. If drawn correctly, the area inside will have a yellow overlay.
If site location is drawn incorrectly, click on the Cancel ( ® ) lcon and redraw.

Click on Save Icon ( ®). The saved site location will have a red overlay.

A location sketch should be uploaded for forested areas (See tab 3 - Upload Documents).
To change site location after saving a drawing, redraw the site location sketch and save.

<m B

Figure 206 - Example of Site Location plotted by plotter

A - Displays Drawing Tools, Show Applicant’s Drawing toggle, Search Radius.

g @
Drawing Tools

: These are used for plotting the location.
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Show Applicant’s Drawing: The plotter may toggle this on and off by clicking on the toggle
L\

bar,

Search Radius: Allows the user to set the search radius (measured from around the
applicant’s plotted area) to show neighbouring applications.

Set the Search radius and click Search button.

o p £ 5
. A x Q : 3 \\‘
Site Location PR P 9 &
o g : : i+
S o q
‘@ <-
B My Site Location a
’ g 9 v, ®
&3 Mucurapo West ‘i)
Secondary School
B Show Applicant's Drawing @& 9
Tumontod splay site location drawn Oy Q
applicant.

0 Search Radius 3 z
3

3 Q

: Q J’ta East Mucurapo

LE % Secondary Scl
applicant. E %
am 000 m &
- 2 Good H 1)

E: 660221.01.- N: 1179097.06 Medical Centre Y
Current Setting: 300 m Lat: 10.663004 - -61.535152 % 4
o
SEARCH - > £

Figure 207 - Search feature

B - Displays instructions on plotting a location.
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Map Icons

Site Location

Click the ‘X' next to Site Location on the left (

icons on the left and right side as seen in Figure 208 below.

). The map will appear with

A Carp, W, oo 3 € " ‘G % ¥ O
&J@ ¥ .{mmn""-‘:;; ¥ © & :f Y
Site Location tab % : __ . Zoom In Rd
%, € ST CLAIR ¢ e
3 ) o x
Landmark tab B sars E
MUCURARD St. Clair Medical Centre Queen's Park Zoom Qut
‘%cr Savannah o
Lavers tab @ “u S Cadis Re
- o s "’D% Zoom Default
= g Mgl % 2 T
Search tab I % NEWTOWN z
T i
z : porT off egman/
i z Street View
by WOODBROOK E st National Mus -+
Change map tab £ 3 B e
.
; Port of Spa
@ Hasely Crawford Stadium & ¥ o7k iotiSpain

s Hwy
Audrey S

W & 2
‘%"so oy

INVADER'S BAY

E: 660506.53 - N: 1179655.8/
Lat: 10.668044 - Lon: -61.532578.

Port Authority of
Trinidadi& Tobz

0

Q

National Archives Of
Trinidad and Tobago. ..
DOWNTOWN

Q

Park Street EAST DRY RIVH

rest Duke 5t

@ South East Port Of

Ministry 6f-Works and SPain Government

B charec )

Figure 208 - Site Location

see this tab open as default.

Transport Head Office

)

Site Location tab — As seen in Figure 211 above, all maps for DevelopTT approvers

Landmark tab — Landmarks may be added to the map, (Figure 212 below)

Landmark

=+
Tools ®
Matelot
Filette o
MJ
Las Cuevas
Blanchisseuse
Maracas
Bay Village Brasse Seco
~ i . Diego Martin Village
3. Click on Save (Disk lcon
4. Add description if required, and Save landmark. , Caura
peW valley
Bl Lopinat
CHAGUARAMAS
Delete Landmarks Rl AMES
wolDsrROOK
Port of Spain___ San Juan Tunapuna Yalencia
E: 706882.92 - N: 1175034.39 .
Lat: 10.623994 - Lon: -61.108907 Trincity Arima
Churchill Rogg, Aripo
Piarco Wy Savannas
=
Figure 209 - Site Location Landmark tab
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c) Layers tab - There are six (6) layers that can be toggled on and off any of the
layers. In Figure 210 below, the Planning layer is on. A legend is provided to the

top right and the different layers displayed. Click ‘X' next to Layers to exit.

T4
x
Layers &
- +
= - I -—
B Planning = R
A4
1 Counties » : N
Uquire Tl o
Macuro oS 2 T3 4 ur
1 Policy » e
I Municipal Corporations »
Gulf of Paria
I Settlement Area »
1 Cadastral Grid » ) Cotorra
i 4
Figure 210 - Site Location Layers tab
d) Search tab - The map can be searched as seen in Figure 214 below. Enter the
part of or the full name of the location and click Enter; the green pin (circled in
Figure 214 below) shows the exact location.
queen St 2 Queenst
Search Immigration Division —Queen St Queen St fRsazr 3; foll
Q : ;
S o
5 Ministry of Education @ F; [} +
v;\”‘ Tax Payers Section - 2 % —
Search for addresses / landmarks within T&T. | Inland Revenue Division = Z 3 3 I
2 g 2 3
Type at least 4 ch rs and sel gested lur e 2 3 3 @ 2 A4
entry from dropdown to zoom to location. b @ o 3 ol £ @ o
IMinistry of Planning and Development, Po X | Dffice of the % Independence Square N Brianlara The Cathedral of t [}
h, Trinidad ‘Qﬁ,& Promenade Immaculate Concepti
Development. °¢ dependence Square S g
Port of Spain, Trinidad and Tobago T b= 2 3
Ministry Of Planning and Development. j % :1, Housing Development 1
Chaguanas, Trinidad and Tobago @ m Corporation
Town and Country Planning Division, s quay
Ministry of Planning & Development, WHQh South Quay S Quay N
South Region Office, OWTU Palms Club Fsof?;?d
Building, Pointe-A -Pierre Road, San
Fernande. Trinidad and Tobago Wrig,t,rs
E: 662386.81 - N: 1177622.17 on Rd Beetham Hwy,
Lat: 10.649576 - Lon: -61.515420
8g
e b

Figure 211-Site Location Search tab
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e) Change map tab - This feature allows you to see the map in four (4) different

ways: Normal, Terrain, Satellite and Hybrid. Normal view mode is the default.

Jueen St 2 Queenst
o"q.» Immigration Division Queen St Queen 5t Queer % h
o =
o
* N @ Ministry of Education @ o +
&
] o Tax Payers Section - @ —
@ Inland Revenue Division = = £ @
el . Q 4 3 g
-~ Treasury St % 2 2 2 2 &
Ministry of Labour o 3 3 ; :
Q, and Small Enterprise... @ | ) 2] 2 ™ 0
n 3 of the éfy Independence Square N Brian Lara ThETE eGSR A"
TERRAIN  SATELLITE  HYBRID  nidad.. ‘9’5,& PY Promenade Immaculate Concepti ur
% Independence Square S g
R @ g 2 4
Eric Williams = El 8
Financial Complex :3 a 2
> 5 3 9 Housing Development
@ ic Corporation
- 2
U,
o, 3
S, ) 5 Quay
%’Z, mfgf;‘.so South Quay Sousy
’74,,,6/ N R,
5 Wi
& ighy
5, E: 663206.38 - N: 1177327.58 'Son gy Beetham Hy,
Y Lat: 10.646877 - Lon: -61.507942
Bag
tha, 1,

Figure 212 - Site Location Change Map tab
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APPENDIX lll - HOW TO SCHEDULE AN INSPECTION

A DevelopTT approver may desire to carry out an inspection on the site before processing

the application. These steps provide details on scheduling an inspection.

GOOD TO KNOW:

@ - More than one inspection can be scheduled and performed for a single

application.

- Aninspection MUST be scheduled before going on site with the mobile application.

If it is not scheduled, it will not show up on DevelopTT mobile application.

Steps to Schedule an Inspection

1. Click on the reference number to view the application.

2. Click ‘Next' or go to Schedule Inspection tab. Click the checkbox indicated as ‘A’

in Figure 216 below. If no inspection is required, click ‘Next’.

..... () ) © O (5) () Q.0 | (o) 0 |

Assessment Planning Applicant Site Location Documents Documents Select Site Application Schedule Download Assessment
History Questions Details Status Assessment Report Inspection Application
Form Report

Schedule Inspection

Is site inspection required? ‘ A
m m

Figure 213 - Schedule Inspection tab

When the approver checks the checkbox, the inspection window pops up fo the
‘Add Inspection Job' window as seen in Figure 214 below. The Application Ref. No.

would be automatically populated. Agency would always be ‘PHTI — SAF'.
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3. Select Job Form Template and Job Report Template from the drop-down list. The

previously created job form would show up below; scroll down to view the form.

Agency *
PHTI - SAF

Description

Description

Job Form Template *

- Job Form Template -

Add Inspection Job

Application Ref. No. *
PPR2020111216472

Job Report Template *

- Job Report Template -

Save Cancel

Figure 214 - Add Inspection Job window

4. Click '‘Save’ and the approver will see a success message and be redirected to

the Inspection Job window (Figure 218 below). Scroll down to see the table with

the job.

Search By

Scheduled Date

10 c M

Application Ref.
No.

User

PPR2020111216472
2076 PPR2020111216472
2073 PPR2020111216472

PUBLIC HEALTH
SAFInspector

PUBLIC HEALTH
SAFInspector

PUBLIC HEALTH
SAFInspector

Job Form Template Application Ref. No. Description
Job Form Template PPR2020111216472 Description
Actual Actual
S u Ccess gcal::duled Start End Location

Date Date

Test Form

Test Form

24/02/2021
Test Form 09:20:00

Showing 1 to 1 of 1 entries

Figure 215 - Inspection Job window
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to expand. Click the edit button d fo

5. Click the add button in the blue box

change the job form or report selected. You would be taken back to the Add

Inspection Job window shown in Figure 219.

S Actual Actual
Application Ref. Job Form e Scheduled -
Job ID No. User Template Description Date gt:tret g:t’e Location
B 2077 pero020111216472 a2l Test Form
nspector
Status Unscheduled
End
Report
Schedule | = ‘ A
Edit B
2076 PPR2020111216472 | EUBLIC HEALTH Test Form
nspector
PUBLIC HEALTH 24/02/2021
2073 PPR020111216472 oo Test Form AES
Showing 1to 1 of 1 entries 1 row selected
Figure 216 - Schedule Inspection step
6. Click the schedule button to schedule the inspection. The Schedule Inspection

window would pop up. Click in Specify Date and Time textbox shown in Figure 217

below and choose a date and time for the inspection and click OK.

Schedule Inspection

Specify Date & Time

< | €m

Cancel

Figure 217 - Schedule Inspection window
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A Success message will appear and will be redirected to the Inspection Job window

where the status of the job would have changed to ‘Scheduled’ and scheduled

inspection date added to table as seen in Figure 221 below.

Application Ref. Job Form IS Scheduled - P
Job ID User Description Start End Location
No. Template Date Date Date

B PUBLIC HEALTH 04/03/2021

2077 PPR020111216472  Gap o tn o Test Form e ‘

<=

End v

Report

Schedule 1T Success

Inspection scheduled

Edit Vi

2076 = PPR2020111216472  PUBLIC HEALTH Test Form
SAFInspector

PUBLIC HEALTH 24/02/2021

2073 PPR2020111216472  qapc oo Test Form 569600

Showing 1 to 3 of 3 entries 1 row selected

Figure 218 - Scheduled Inspection

The approver can now go to the mobile application to carry out the inspection. This

would be described in detail in the DevelopTT Mobile Application section.

After the Inspection is Performed

After an approver carries out inspection, he/she is required to save the form. Once the

mobile device is connected to the internet, the form is automatically be uploaded to the

website and report generated by the system. An approver can view the report in two

ways:

1.

Schedule Inspection tab

If the approver has carried out the inspection personally, this options can be used.

a.
b.

C.

Go to the Schedule Inspection tab and click the checkbox.

Navigate to the Inspection Job window as seen in Figure 215 above.

Scroll down to view the list of inspection jobs. You would see an Actual End Date

for your completed inspection (Figure 222 next page).
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Application Ref.
Job ID No.

Actual
Job Form - Scheduled Actual q
User Template Description Dol gt:tret End Date Location
+ PUBLIC HEALTH 04/03/2021 04/03/2021
2077 PPR2020111216472 SAFInspector Test Form 12:57:00 12:58.47
2 PPR2020111216472 = PUBLICHEALTH oy
SAFInspector
PUBLIC HEALTH 24/02/2021
2073 PPR2020111216472 SAFInspector Test Form 09:20:00

Showing 1 to 3 of 3 entries

Figure 219 - Job List (Actual End Date inserted)

d. Click the add bufton

in the blue box, indicated in Figure 222 above, to

expand the record. You will notice the status of the job has changed to ended and

a PDF icon appeared next to Report (Figure 220 below)

Application Ref.
Job ID No.

User

Job Form

Scheduled  Actual

Actual

Template Description Date g‘:{: End Date Location

B 077 prroc20111216472 e | Testeom 04/03/2021 04/03/2021
Status
End
Report PDF
Schedule
Edit 7
2076 PPR2020111216472 | EUBLICHEALTH 1 ot £y

pector
2073 PPR2020111216472 Eg?,;’fp:‘fgg“ Test Form e AL

Showing 1 to 3 of 3 entries 1 row selected

Figure 220 - Updated Status and PDF Report icon

e. Click the PDFicon to view the Inspection Job Report. A new webpage will be

opened and your report will be displayed (Figure 222 below).
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2. Download Application Report tab
Only DevelopTT approvers that can view inspection reports would be able to view this
tab.
a. Go to Download Application Form Report tab. You will see a list of reports by Job ID
(Figure 224 below).
b. Click on the Job ID and the report will open in PDF format (Figure 222 below).

Download Site Visit Report

Jobid Agency File Name File Format Date

2077 PHTI PPR2020111216472_2077.pdf application/octet-stream 04 Mar 2021

Figure 221 - Download Application Report tab

PPR2020111216472_2077.pdf 100% 4 [E R}

Figure 222 - Inspection Report
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APPENDIX IV - USING DEVELOPTT MOBILE APPLICATION

The DevelopTT Mobile Application is created to allow reports from site inspections to be
uploaded to DevelopTT automatically. Inspection forms and reports are created by an

Administrator. The inspection on the DevelopTT app can be conducted with or without
connection to a network.

1. After successfully scheduling an inspection, open the DevelopTT app on the tablet

assigned. The app will open to the Login page as seen in Figure 223 below.

11:06 @ AL

11:06 G

e

PPR2019103105808

Download Application Files

View Application Details
2016/11/07 11:02:00

Site Visit Forms

4 tcpdinspector

(] Planning Mobile 1

LOG IN

Version 0.1.7 1:
.

1& 0O Q

Last Updated: 07 Nov 2019 11:06:38

1 @ < 1 @

Figure 223 - DevelopTT App Login Page Figure 224 - DevelopTT App dashboard
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2. Enter your DevelopTT user credentials and click ‘Log In’. The dashboard will list all

inspections that scheduled.

QN{YT il 34% =

Log out button Create Adhoc Job

| PPR2019103105808 I— Application Reference Number
Download Application Files

View Application Details
2019/11/07 11:02:00

Status of inspection

View personal information of applicant

Site Visit Forms

- Number of Number of completed
outstanding inspection jobs to be
inspection jobs uploaded to system

Sort Preference Refresh button

Figure 225 - Dashboard explained

Start at the dashboard to carry out the following:

i. Create an Ad hoc Job from the mobile app (Figure 226). This allows the user to select
the form template to use from those created by the Admin. (Figure 230)
i.  View the personal information of the applicant (Figure 228).
iii. Change preference from automatic to manual and change the order of inspection
jobs (Figure 229).
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11:40 d @ BNl

BN il

Create Adhoc Job

Form Template

Geo tag testing

Duration

10

Location L :
Application Details

mEx.100 ohar (S) Name: PPR2019103105808
PPR2019103105808
Address: 23, ,, Chacachacare
Nature of Dev: New Buildings
Land Use:

CANCEL CREATE Status: Submitted for Inspection

0K

n @) <

Figure 226 - Create Ad hoc Job Figure 228 - View Application Details

BN il € 1141 W o

PPR2019103105808
Download Application Files
View Application Details

2018/11/07 11:12.00

¥ MOVE DOWN - MOVEUP

Geo tag testing

Site Visit Forms

|= & O Q

Last Updated: 07 Nov 2019 11:40:58

1] @ <

Figure 227 - Select form for Ad hoc Job Figure 229 - Sort Preference
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3. Click the application number to start the inspection. A confirmation message will
require action (seen in Figure 230 below), click ‘CANCEL’ to return to the dashboard

or click '‘OK’ to start inspection.

Site Visit Forms

Start Planned Job 1. Gits Accass

Start this planned job and continue to
form?

1a. No. of Access roads

CANCEL 1

1b. Name of Access road (s)

Farm Road

1c. Direction

VNorth

1d. Main Access Type

] @) <

Figure 230 - Start job confirmation message Figure 231 - Sample inspection form in app

r::—'1

4. Complete the form. Save the form by clicking on the save icon when

completing the form. If you return to the dashboard by clicking back button

before submitting, you will see the status of the job has changed.
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PPR2019103105808
Download Application Files
View Application Details

2016/11/07 11:12.00

Site Visit Forms

Save Success

Form successfully saved.

= & 0o (@7

Last Updated: 07 Nov 2019 11:13:39

Figure 232 - Successful Save message Figure 233 - Dashboard with Updated Status

5. Once the formis completed, click '‘Submit’ icon to the top right. A
confirmation message will require action. Click CANCEL to stay on the form; click
OK to submit form to return to the dashboard. This inspection would no longer be
on the dashboard. In the example, the number of completed inspections to be

uploaded has been incremented by 1.

Page | 178



TTBizLink

Business Made Easy

Are you sure you want to submit this
form?

CANCEL

1:’ 0@ 1o Q

Last Updated: 07 Nov 2019 11:06:38

Figure 234 - Submit form confirmation Figure 235 - Updated dashboard (completed

message inspection removed)

6. Return to the web application to view the report.

Once connected to the internet, the application would automatically upload the report
to DevelopTT system and you would be able to access the report from the web

application.
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APPENDIX V- PDFTRON

PDFTron contains the many tools to help the user to navigate through the application.

[o] [=][e][x][e @ &=~
/NN

Panel View Controls Pan  Select Zoom

Figure 236 - Menu (left)

Panel - The Panel displays
e Thumbnails of all pages in the document
e Outlines of all pages in the document

e Notes/ Annotations in the document

View Controls — The user is presented with tools for
¢ Page fransitions — Allows the user to view the PDF document page by page or
confinuously
e Layout - Allows the user fo view the document by single pages, double pages or
just the cover page.

e Rotate — Allows the user to rotate counter-clockwise or clockwise

Pan - Panning and scrolling are addifional ways to view specific areas of the document.
If the user decides to work at high magnification levels or with large drawings, the whole
drawing may not be seen. Panning and scrolling allow the user to move the page around

in the drawing window to view previously hidden areas.

Select — The Select tool is designed to select regions from the document to allow the user

further interaction.

Zoom - These confrols allow the user to focus on the document. With the zoom option, the

user can determine the level of detail necessary.

Page | 180



_ 1.
TTBMZWHLQEOK DEVELOPTT USER GUIDE - PUBLIC HEALTH DEVELOPTT

FEEEEEFE ECE

Measurement Text Signatures Comments Search Save
Tool Tool
4" v "L
Freehand Shape Free Text Misc. Tools Menu
Tool Tool

Figure 237 - Menu (right)

Measurement Tool - This allows the user the ability fo measure distance, trace a perimeter
or calculate the area. It enables accurate measurement with snap-to-point and adjusts
the scale of measurement fo meet drawing specs. Opacity, thickness, scale and precision
can be determined the user.
o Opacity —There is a scale that allows the user to choose the opacity level. Opacity
is measured by percentage.
e Thickness —There is a scale that allows the user to choose the thickness of the lines.
e Scale - There are two scales within the fool. The first scale is to scale to document
size. This gives options to measure in inches, milimetres, centimetres and points. The
second scale is scaled to lifesize scale. This gives options to measure in inches,
millimetres, cenfimeftres, points, feet, metres, yards, kilometres and miles. The user
can select any of these option and enter the figure.
e Precision — The user can select how precise the scale should be. It can be precise
to 0.1, 0.01, 0.001 or 0.0001.

Freehand Tool - This tool allows the user to draw freely on the document in a number of
colours. A number of different colours, thickness and different percentage of opacity can

be chosen.
Text Tool - This tool allows the user to highlight, underline or place a strikethrough any text

on the document. A number of different colours and different percentage of opacity can

be chosen.
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Shape Tool - This tool allows the user to draw various shapes on the document. Opacity

and thickness can be selected by the user.

Signatures - This tool allows the user to create and save signatures. These signatures can

be selected and placed anywhere on the document.

Free Text - This tool allows you to add text to the document. Opacity, thickness, text size

can be selected by the user.
Comments - This tool allows a user to create an annotation on the document.

Misc. Tools - This tool enables the user to add a callout or stamp (as image) to the

document.

Search - This tool allows the user to search for words in the document.

Menu - This tool gives the user options for Full Screen, Download and Print.

Save - The user can Save the document after annoftiations have been completed. The

user can click Stay button to remain on page or Close button to save annotations and

close page.
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APPENDIX VI- How 10 UPLOAD ADDITIONAL DOCUMENTS

The Public Health Approver can upload any additional documents in the ‘Attach
Additional Document’ sections on the respective Assessment tabs. This can include
defects letters/list for example.

Attach Additional Document(s)

Note: Max file size is 30 MB. Accepted file type = dwg, doc/docx, pdf, jpeg, gif. Number of files: 10 for additional document(s) section.
Attach Additional Document(s) B Addfiles | ®Startupload | T Clear files

Figure 238 - Attach Additional Documents section

Steps
1. Click on Add Files, then select the files to upload.

2. Click on Start Upload, this will upload the file(s) selected on the system. Pay
atftention to the file types and size allowed.

3. Ifrequired, click on Clear Files to remove the files attached.

GOOD TO KNOW:

s As an alternative to Step 1, files can be dragged from any

location on your system directly to the Documents section where

it can then be uploaded.

Add Files:

- Click Add Files to browse and add the supporting documents in the Document

Section.

e-Document

e type = dwg, docsdocx, pdf, jpeg. gif. Number of files: 10

document .Mﬂﬂs] @ startupload | W Clear files

...................................

0.7 M8

Figure 239 - Adding a File
Page | 183



_ 1.
TTB!ﬁngalg DEVELOPTT USER GUIDE - PUBLIC HEALTH DEVELOPTT

- Click the Remove File hyperlink to delete the file from the Document Section.

K Addfiles | ® Startupload | T Clear files
; 0.9 VB ;
E Deed.PDF |
E Remove file E

Figure 240 - Removing afile

Start Upload:
- Once the Document has been added, click Start Upload to upload the

Document in the Document Section.

e-Document

Note: Max file size = 10MB. Accepted file type = dwg, doc/docx. pdf, jpeg, gif. Number of files: 10,

Attach additional document  Clear files

___________________________________

0.7 MB

Application t..

Figure 241 - Uploading a file

Clear Files:

- Click Clear Files to delete the Document which has been recently uploaded.

e-Document

Note: Max file size = 10MB. Accepted file type = dwg doc/docx. pdf, jpeg. gif. Number of files: 10,

@ start upload

Attach additional document

Figure 242 - Clearing a file
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APPENDIX VII - POSSIBLE ERRORS

There are a few errors that you may encounter when using the system. Possible errors and

fixes are listed.

* Missing Information error - Certain fields within the application form are
mandatory. If a user attempts to forward the application without completing all
mandatory fields, an error message will appear. An example is seen in Figure 246

below.

A\ There are some erors, please correct them below:
« X-Coordinate
« Y-Coordinate
« Does this site fall inside of an Approved Subdivision?
« Comments

Figure 243 - Missing Information error

In this example, the plotter is attempting to forward the application to the
supervisor with incomplete mandatory Site Location information. The error message

lists the fields that are missing.

Solution: Click on the field to be directed to the tab with the field and complete
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= Server Error 401 - A user may get this error if, after leaving DevelopTT idle for an
extended fime (called session fimeout — explained below) and aftempt to

complete a function without login.

Server Error: 401. Error: "Access Denied, due o no privilege". Please contact the
system administrator.

Figure 244 - Server Error 401

Solution: Refresh the webpage and log in through the Homepage.

= Session Timeout - A session is created when a user logs in to DevelopTT. Each session
is given a specific ID and a session ends when the user logs out. If a user remains
idle on DevelopTT for an extended period, the system can end a user’s session.
Users would be given nofifications when the system is going to end a session

(session timeout).

Your session is sbout to timeout in 1 minutes44 Second S, do you wish to continue?

Figure 245 - Session Timeout

Session Timeout prompt will be shown after sixty (60) minutes of inactivity. Idleness

can be interrupted by clicking any button on the website.

The countdown timer would start from 10 minutes O seconds. Click Yes to return fo
the website logged in; click No to log out. When the system ends the session, the

webpage would be redirected to the homepage.
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= Server Error 500 - This error is presented when the server faces an unexpected

condifion that prevents it from fulfilling a request.

Server Error: 500. Error: Internal Server Error. Please contact t

administrator.

Figure 246 - Server Error 500

Solution: There are a few steps to follow with this error. Follow the steps in the order
given below. Perform one step and attempt to process your application to see if
issue is resolved.
i. Reload the webpage.
ii. Clean your cache.
ii.  Clear browser cookies.
iv. Restart the browser.

V. Contact your system administrator.
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