Cooperative Public Health Service

User Guide to the CPHS Online Public Health Public Health
Permitting Application Process prevent: Promote. Frotect

Welcome to the CPHS Online permitting program!

We are happy to be able to offer residents and businesses in our member towns the opportunity to save time
and travel and improve efficiency. This guide explains how to register as a new user of the site for anyone
doing business with the Board of Health (including restaurants, summer camp operators, septic designers,
septage haulers, and more).

Note: This online permitting program applies only to the following towns: Buckland, Charlemont, Gill,
Hawley, Heath, Leyden, and Monroe.

How to Begin:

Go to our website www.frcog.org then to the Regional Health page.

As a new Applicant pulling a permit, click the designated link or go to:
http://fctpermit.com/sites/frcog/boh/user_login.asp

Cooperative Public Health Service
Franklin Regional Council of Governments
12 Olive Street, Suite 2
Greenfield MA 01301
(413) 774-3167 Fax: (413) 774-3169 Website: www.frcog.org

If you are using the
software the first time,
and have not yet
registered, click here.



http://www.frcog.org/
http://fctpermit.com/sites/frcog/boh/user_login.asp

As an Applicant, please complete the Applicant Registration Form. Most applicants will consider
themselves as a business. In that case, please click the button for Establishment.

Applicant Registration Form

Tell us about yourself

@ Establishment C Individual

Establishment Details:

=*Establishment Name ||

Establishment Address

** Street No. I ** Street Name

== City | =5 Ctate

|
|
** Telephone No. I l_ I Fax l_ I— I

[ ]
Applicant Details:
** applicant Name I
Mailing Address " same as Establishment Address
** Street No. I ** Street Name. I
= City | == State | =zp ||
** Telephone No. [T ] == Email Address I
Property Owner Details: [~ same as Applicant Details
Property Owner Mame ||
Property Owner Address
Street No. I Street Mame I
City | State | | Zip ||
Telephone No. l_ l_ I
Business Owner Details: [~ same as Applicant Details

Business Owner Name I

Mailing Address

Street No. Street Name. I

State | | Zip ||

Telephone No. | | I Email Address |
| Choose your User Name and Password
** Choose your User Name [| Check your User Name

** Enter your password

City

** Re-enter your password I

** pick a secret question I ------ Select—- j

** Your secret answer I

Please Mote : ** Indicates Mandatory Fields.

Register | Exit |

After clicking Register, you will be brought to:

Cooperative Public Health Service
Franklin Regional Council of Governments
12 Olive Street, Suite 2
Greenfield MA 01301
(413) 774-3167 Fax: (413) 774-3169 Website: www.frcog.org

Thank you for registering with us

Click here to get back
to the login screen.

== Please note: Your Email Address registered with us is "plemelin@frcog.org”.

== This Email Address can be updated using "edit profile” on your homepage in future.

Sign In /
== To apply for a permit you can login to your personalized homepage by clicking here. Sign In




Enter your User Name and Password on the login screen and click login. You will be brought to your
homepage. We will explain more about your homepage later. For now, to begin a new permit application:

-~ P il b M | Edit Profile | Change Password | @

Application Date (mm/ddiyyyy) I @ To I Estab. Address I

Permit Type ISeIecI Permit Type Town: ISeIecl Town x
I Select Status = I

“otal Applications: 0

-- No Records — |

On the following screen, please select the appropriate Town and Permit Application Type, and click Submit.

Request for Permit Application Page

Town Name Select the Town =

Application Name Select the Application -
Disposal Works (Septic) Construction (14)
Emergency Beaver Dam Modification

Food Establishment I m
Hotel/Motel/[Family-Type Camparound Trailer Park
Local Upgrade Approval (94)

Perc Test Request Farm

Public or Semi-Public Pool/Spa Operation
Recreational Camp For Children

Septage Hauler

Septic Installer

Sail Evaluation and Percolation Test

Salid Waste Hauler

Temporary Food Establishment

Tobacco and Nicotine Delivery Product Sales
Tobacco Application

Well Application

Complete the application you have chosen, being sure to fill in all mandatory fields (noted by **) as well as
all other applicable fields. When finished, click Submit at the bottom of the application.



The following screen will be:

Cooperative Public Health Service
Franklin Regional Council of Governments

12 Olive Street, Suite 2
Greenfield MA 01301
(413) TT4-3167 Fax: (413) T74-3169 Website:
www.frcog.org

New Preliminary Application Received

Thank You !!

You have successfully submitted your permit application.

You will shortly be taken to your personal home page. This page will always be yours, and will include information an any health permits that you submit over time.

On your home page, you can do the following things;

1. Upload or view any attachments like septic plans, food manager certificates, allergen awareness cerificates, efc..

2. Follow the approval process for your permit online.

3. Pay for your permit {on the lefi hand side of your home screen, under details, choose MORE OPTIONS and then PAY FEE) with either a checking account
or debit or credit card. Please note, convenience fees are higher for credit cards than checking accounts, due to credit card company rules.

They are between 52.50 and $10 to use credit or debit cards, or just 25 cents for paying through a checking account. For full details on debit and credit card
charges click here.

4. Once itis approved, you may print your permit and any of the attachments.

To do these things you MUST click on the button under the column “Select Permit” to select the permit.

Go To Home Page



Example of a Homepage

MNew Application | Edit Profile | Change Password | @

Application Date (mmi/ddiyyyy) | @ To I @ Estab. Address I

Permit Type ISeIectPermitType j Town: ISeIectTown VI
Status Select Status hd

Click on circle to work
with this record. It will
open your Details Screen.

Total Applications: 16

o 013 1 TEST 5T Monroe Well Permit § 60.00 Pending
e 12/8/2012 1 TEST 5T Leyden Tobacco Permit §75.00 Pending
FI ./ 12/9/2013 1 TEST 5T Heath Temporary Food Establishment Permit § 50.00 Pending
12/9/2013 1 TEST 5T Gill Solid Waste Hauler Permit §100.00 Pending
e 12/9/2013 1 TEST 5T Charlemont Septage Hauler Permit 5100.00 Pending
e 12/9/2013 xn Hawley Recreational Camp For Children 5150.00 Pending
o 12/9/2013 111 TEST 5T Buckland Public or Semi public Pool Operation Permit §100.00 Waiting for Signoff
e 12/8/2012 111 TEST 8T Buckland Public or Semi public Pool Operation Permit §100.00 Pending
o 125972013 XX Buckland Public or Semi public Pool Operation Permit $100.00 Pending
& 12/9/2013 1 TEST 5T Gill Motel/Trailer park §75.00 Pending
e 12/9/2013 1 TEST 5T Monroe Local Upgrade Approval (A} 5150.00 Pending
e 12/9/2013 1 TEST 5T Leyden Food Establishment Permit 1] Pending
e 12/8/2013 1 TEST 5T Heath Disposal Works Installer Permit 5100.00 Pending
e 1292013 1 TEST 5T Heath Disposal System Construction Permit (1A} 5100.00 Pending
Food Establishment Permit $ 150.00 Pending
: % A"OWS you to VieW, Print' & Edit the Food Establishment Permit §150.00 Pending

application. . Allows you to send and Click here to

logout when
; To pay the fee ) )
receive Chat messages. @ Allows you to Add ailline @iak you’re finished.

Attachments.

under More Options N

-

Details (Gill)
Estab. Nafhe : TEST FOOD ESTABLISHMENT

MNew Application | Edit Profile | Change Passwaord |@

pplication Date (mmi/ddiyyyy) I @ To I @ Estab. Address I

Permit Type: |Se|ectPermitType j Town: ISeIectTown 'l
Status ISeIectStatus 'l

View Payment History ﬁ ®

Issue Permit

Inspection History Total Applications: 16

(o 12/9/2013 1 TEST 5T Monroe Well Permit 5 60.00 Pending

[ 12/972013 1 TEST ST Leyden Tobacco Permit $75.00 Pending

CI |Ck here for more [ 12192013 1 TEST ST Heath Temperary Food Establishment Permit $ 50.00 Pending

information On thiS o 12/9/2013 1 TEST 5T Gill Solid Waste Hauler Permit 5 100.00 Pending

. . [l 12/9/2013 1 TEST 5T Charlemont Septage Hauler Permit 5 100.00 Pending

appllcatlon. o 12/9/2012 XX Hawley Recreational Camp For Children §150.00 Pending
[l 12/9/2012 111 TEST 8T Buckland Public or Semi public Pool Operation Permit $ 100.00 wsaii;ir:':%ﬁ_ﬂ”

(o 121912013 111 TEST 5T Buckland Public or Semi public Pool Operation Permit $ 100.00 Pending

[l 12/9/2013 XN Buckland Public or S5emi public Pool Operation Permit 5 100.00 Pending

o 120972013 1 TEST 5T Gill MoteliTrailer park 575.00 Pending

[l 12192013 1 TEST ST Monroe Local Upgrade Approval (A} $ 150.00 Pending

[l 12/9/2013 1 TEST 5T Leyden Food Establishment Permit 1] Pending

[ 12/9/2013 1 TEST 5T Heath Disposal Works Installer Permit $ 100.00 Pending

(o 12/9/20132 1 TEST 5T Heath Disposal System Construction Permit {1A} §100.00 Pending

(o 12/4/2013 1 TEST 5T Charlemont Food Establishment Permit 5 150.00 Pending

[ 1172172013 1 TEST ST Hawley Food Establishment Permit $ 150.00 Pending




