TCS™
Instrument Indexing and Land Recording System®©
ILRS ™

System Director
Where you can maintain and print lists of information (Prefixes, Streets, Suffixes), as
well as update your municipal information and add users.

|7 ILRS TCS™ * Town Of Manchester * Town Clerk’s Office * SysDirector =181 x|

File Maintenance Processing Reporting Inquiry | System Directmgl\lindow Help
Maintenance >
Reporting >
Municipality Configuration
User Maintenance

Municipality Configuration Suffix Maintenance
User Maintenance
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To add a new Prefix, Street or Suffix go to the “System Director” menu option, and then
select “Maintenance”. Within the maintenance menu you will then need to select the
option (Prefix, Street or Suffix) for the item that you wish to add. Once you have
selected the proper option you will see a form that will allow you to add a new item by
clicking on the “Add New” button, entering the appropriate information and then clicking
on the “Save” button.

[T ILRS TCS™ * Town Of Manchester * Town Clerk’s Office * SysDirector

File Maintenance Processing Reporting Inquiry | System Director ‘Window Help
Prel ance
Streets Maintenance

Municipality Configuration Suffix Maintenance
User Maintenance

|7 ILRS TCS™ * Town Of Manchester * Town Clerk's Office * SysDirector =18 x|
File Maintenance Processing Reporting Inquiry System Director Window Help

Prefix Maintenance — 7;

- 7 L:;Ll,» ~Find Prefis that——————

N " Stait'with I ‘ M

Save Delete | Cancel (¢ Contsin Search Quit
Select to Modify... I~ Show Inactive Entries
Prefix Description
Dr.
Prefix b
Mrs.

Ms.
Descriplion]u_ Sir

System Code  Active? [V

Cvealed|1 1423420051

Maintained|
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To edit the information for an existing (Prefix, Street or Suffix) perform the same steps
listed above for adding a new item, but instead of clicking on the “Add New” button you
will now want to click on the “Search” button. By clicking on the search button without
entering anything to search for the application will perform a blank search, which will
return all results. After you have clicked on the “Search” button you will see all of the
entries listed in the grid to the right, now you will need to locate the item that you want to
edit and double-click on it. Now that you have opened the entry up for editing you can
make the appropriate changes and when finished you will need to click on the “Save”
button to save your changes.

Streets Maintenance

=] - T Find Street Mames or Cities that o
i = %  Start ith M i
Add Mew | Save Delete Cancel (* Centain I Search Cuit

Select a Street bo Modib [ Show Inactive Entries
ShreetMame City -
APPLEWOOD LN MANCHESTER CENTE  —]
AUTUMN RD MANCHESTER CENTE|
BARNUMVILLE RD MAMCHESTER CENTE
BEATTIE LN MAMCHESTER CENTE]

Sheet Active? M

Strest NameIBEA

BECKLEY 5T MENCHES TER CENT
Address2 BEECH 5T MANCHESTER CENTE
Aodiess3] BENTLEYHILLRD | ARLINGTON

BLACK MTN RD MAMCHESTER

EitylMANCHESTEF! CENTER

BOND 57 MANCHESTER CENTE

StatelvT Zp[szs  Zipd BONNET 5T MANCHESTER CENTE
Created[3/21/2004 41302 PM | [System Diecton LA LY A

Meintained]s,/71/2004 41302 PM [ System Director BOULDER RD MANCHESTER CENTE

EOURM BROOK MANCHESTER CENTE
BRIGHTWOOD RO |MANCHESTER CENTE
BRIGHTWOOD RO [MANCHESTER

BROMLEY BROOK W[ MANCHESTER CENTE
EROOKSIDE RD MAMCHESTER CENTE
BRYANT BD MAMCHESTER b

To inactivate information (Prefix, Street or Suffix) you will need to open up the
appropriate maintenance form as you have in the previous tasks for adding and editing
information. Once you have the maintenance form open you will need to click on the
“Search” button again to return all the results in the grid to the right. Now you will need
to locate the entry that you wish to deactivate (make unavailable for selecting) and
double-click it to open the entry up for editing. Once you have done this you will need to
deselect the checkbox next to the label “Active?”” and click on the “Save” button to save
the entry.

[T ILRS TCS™ * Town Of Manchester * Town Clerk’s Office * SysDirector
File Maintenance Processing Reporting Inquiry System Director Window Help

COra—
(P i~ Find Suffix that =

o D[ | 0] @

bddNew| Save | Delsie | Cancel (% Contain Search Quit

Select to Madify... I Show Inactive Entries
System Code Active? [~ Sulfix Desciipti
VM

Suffix Iy

Description|Il|

Crealedl

Maintained|
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Run Listings of Prefixes, Streets or Suffixes
To run a listing of Prefixes, Streets or Suffixes navigate to the “Reporting” option under
the “System Director” menu option and then select what type of listing you want to
generate. Once you have made your selection a listing will appear on the screen where
you can navigate through the pages using the arrows at the bottom left hand corner of the
screen. On the last page of every listing you will find a summary informing you how
many entries are in the listing.

[/ ILRS TCS™ * Town Of Manchester * Town Clerk’s Office * SysDirector =18 x|
File Maintenance Processing Reporting Inquiry System Director Window Help

X ILRS - drSysStreets (DataReport)
ol Zoom [100% |

imas VATCS™ © Streets Listing
Vl_/ea‘_nesday, November 23, 2005 Page 1 of 4
1:52:52 PM
Streetiame oy zp aasttessd
APPLEWOOD LN MANCHESTER CENTER 05255
AUTUMN RD MANCHESTER CENTER 05255
BARNUMVILLE RD MANCHESTER CENTER 05255
BEATTIE LN MANCHESTER CENTER 05255
BECKLEY ST MANCHESTER CENTER 05255
BEECH ST MANCHESTER CENTER 05255
BENTLEY HILL RD ARLINGTON 05250
BLACK MTN RD MANCHESTER 05254
BOND ST MANCHESTER CENTER 05255
BONNET ST MANCHESTER CENTER 05255
BONNET ST DORSET 05251
BONNET ST ARLINGTON 05250
BOULDER RD MANCHESTER CENTER 05255
BOURN BROOK MANCHESTER CENTER 05255
BRIGHTWOOD RD MANCHESTER CENTER 05255
BRIGHTWOOD RD MANCHESTER 05254
Pages: ¥4 I1
l K \ \ N \ I » \ L N V 3

To print the listing click on the printer icon in the top left hand corner of the screen. This
will bring up your printer options where you can simply click “Print” or make any
necessary changes.

" ILRS TCS™ * Town OF Manchester * Town Clerk's Dffice * SysDirector — =] x|
File Maintenance Processing Reporting  Inquiry  System Director  Window  Help

E;‘l Zoom [100% -|
]

imas V4TCS™ © Streets Listing
Wednesday, November 23, 2005

1:52:52 P Fage 1 of 4

Stree thame ciy Adtessd
APPLEWOOD LN MANCHESTER CENTER
AUTUMN RD MANCHESTER CENTER
BARNUMVILLE RD MANCHESTER CENTER
BEATTIE LN MANCHESTER CENTER
BECKLEY ST MANMCHESTER CENTER
BEECH ST MANMCHESTER CENTER
BENTLEY HILL RD ARLINGTON

BLACK MTN RD MANCHESTER

BOND ST MANCHESTER CENTER
BONNET ST MANCHESTER CENTER
BONNET ST DORSET

BOANNET €T AR INCSTON
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To save the listing, click on the export icon, which is located to the right of the printer
icon. This will bring up a form providing you with options on where to save the file,

what format to save the file in and what name to give the file.
"ILRS TES™ * Town Of Manchester * Town Clerk's Office * Sysbitector =1Efx]

File: Maintenance: Processing Reporting  Inguiry S

R 20 ]
Savein: | [#] Desktop =] & @ ok B

My Documents [ Marlborough@11152005
imas VATCS™ © My Computer st FaqDes
Wednesday, November 23, 2005 Sy Metwork Places A_J Testing Document
1:52:52 P “1ALS 51 Testing [ website Page 1 0f 4
| 11LRS-SPY Services Memos G2 TCS(tm) on 'Neserv4ssbac
i _IManchester o,
APPLEWOOD LN
AUTUMN RD 4 | _’l
BARNUMVILLE RD
BEATTIE LN File name: ] Save I
BECKLEY ST
BEECH ST Save as type: IHTML [ htm; * htrnl) LI Cancel
it -
BOND ST & Al Unicode HTMI;[UTF-B] [.hten; * htrnl)
i Sy Unicode Text [*.txt]
BONNET ST C Pages from: |T o l
BONNET ST
BOULDER RD TANCHES TER CENTER VT 05255
BOURN BROOK MANCHESTER CENTER VT 05255
BRIGHTWOOD RD MANCHESTER CENTER VT 05255
BRIGHTWOOD RD MANCHESTER VT 05254
e e 1

Entering/Updating Municipality Information

|7 ILRS TCS™ * Town Of Manchester * Town Clerk's Office * SysDirector =18 x|
File Maintenance Processing Reporting Inquiry | System Director Window Help
Maintenance
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To enter/update your municipality information, navigate to the “Municipality
Configuration” option under the “System Director” menu option. This will open up the
form containing all of your municipality’s information. Once in this form you can
navigate through the different tabs (Municipality, Primary Contact and Secondary
Contact) and enter the appropriate information. Remember that you need to save any
changes you make by clicking on the “Save” button.

* Town Of Manchester * Town Clerk’s Dffice * SysDirector i =18 x|
te Processing Reporting Inguiry System Director Window Help

\Delete || Cancel

by i| Primary. Contact' Secondary Contact | Add Ons

|Town Of Manchester

Description | Town Clerk's Office
MuniFedD# l118 CountyFedD# lD
StateFed|D# 13

Steett  [5033 Unit [Room 1 Active? [V
Address ]Main Street
|P.0. Box 830

City tManchester Clr.
County

State VT ZipCode|05255  Zip+ lDBSU

Country IU S4,

Municipality Secondary Contact I Add Ons

Name |Linda Spence

Title [Town Clerk

Phone. |5023621315 Ext |0

eMail [manclerk@sover.net
Fax |s023621315

Description |
Faxi# Jeo23621315

Clerk Mame |Linda Spence

Town Hall Tel#  [8023621315
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User Maintenance
To add, edit or delete a user you will need to navigate to the “User Maintenance”
menu option under the “System Director” menu. Once in the user maintenance form
you can add a new user by click on the “Add New” button and entering all of the
required information (marked with red asterisks) and then clicking on the “Save”
button(make sure the “Active?” button is checked off before saving the new user).
Be careful in selecting the “Authority Level”, because this will determine what menu
options the user can access. Authority Level (from lowest to highest):
Inquiry - Transaction Processing — Codes Maintenance — System Administrator

|77 ILRS TCS™ * Town Of Manchester * Town Clerk’s Office * SysDirector
File Maintenance Processing Reporting Inquity | System Director Window Help
Maintenance
Reporting
ality Configuration
nance

|7/ ILRS TCS™ * Town Of Manchester * Town Clerk’s Office * SysDirector
File Maintenance Processing Reporting Inquiry System Director MWindow Help

User Maintenance

IEIREYE

AddNew | Save Delete Cancel Seatch

[~ User Information
*#First Name [John
* Last Name [Smith
Yoice# [0 Ext [0
Fact 0

eMail |

System Information

* Login [JSmith

“Password |

*Authority I System Administrator ¥ ’

Created I ]
Mairitained [ ]

i Required

Select a User to Modify...

Hame I Login ID | Authority
System Director SysDirector

John Smith ISmith

Linda Spence Linda
Kristal Spence Kristal

webtownhall.com 64




TCS™
Instrument Indexing and Land Recording System®©
ILRS ™

To edit or delete a user you will need to locate the user in the grid located at the
bottom of the form and double-click on the user to open the entry up for
editing/deletion. To edit the user’s information you can simply make the appropriate
changes and then click on the “Save” button. To delete a user you will need to select

the user and then click on the “Delete” button.
=iBx]

|7 ILRS TCS™ * Town Of Manchester * Town Clerk’s Office * SysDirector
File Maintenance Processing Reporting Inquiry System Director Window Help

ser e
I o =
o] K] % | #a

AddNew | Save Delete Cancel Search
Iy

- User Information
#First Name [John

* Last Name [Snith
Yoice# [0 Ext [0
Fax# |IJ

eMail |

System Information
* Login [JSmith

“Password I ******

*authority | System Administrator 'l Active? |V

Created [11/23/2005 2:18:54 PM [Sustem Directar

Maintained |11,’23‘ 5.2:18:54 PM I‘Eq;skem Directar

i Required
Select a User to Modify...

Hame | Login 1D | Authority
System Director  SysDirector

Linda Spence Linda
Kristal Spence Kristal

Arraa Cavi e [moms (44 ima mnae TAF el
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