
SESSION III: USING RIWIS FOR COMMON EVERYDAY TASKS (Continued…) 
 
PART II: Town Officials 
 
This session will feature a brief presentation explaining the property information page and 
service schedule summary.  Including: how to set system components; change inspection 
intervals; update property information; and log in homeowner correspondence.  
 
Exercise 4:  Update the property information page 
 
Every month the wastewater management specialist receives a list of all property transfers in the 
town.  This month 520 Beavertail Rd (tracking # = 12/48)  previously owned by Donald Cloud 
was purchased by Kevin Sun.  
 
The mailing address for Kevin Sun is: 
 
  Post Office Box 1739 
  North Kingstown RI 02852 
 
For this exercise you will edit the “property information page” to update the new owner’s 
information. 
 
 

 Log into RIWIS as The Town of Jamestown 
 

Username: jamestown 
 
Password: office  

 
 

 Proceed to the “Submit Reports” page (click on the “SUBMIT REPORTS” tab on the 
“Records” menu)  

 
 

 Search for the property by using the tracking number 12/48 
 
 

 Click on the owner’s name to access the property information page 
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Click on the property 
owner’s name to 
access the “property
information page”

 
 
 
 

 From the property information page you will need to edit section I with the new owner 
information. 

 

 
 

 When finished updating the information, scroll to the bottom of the page and hit “SAVE” 
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When finished, scroll to the 
Bottom and click “SAVE”

 
 
 
Exercise 5:  Download the service schedule to excel 
Click on the “Home” button on menu. 
 
 

 Review the service schedule for all conventional (non-pressurized) systems. 
 
 
 How many systems just came due for service? ______________ 
 
 
 How many are overdue for service? ______________ 
 
 
Download the list of all conventional (non-pressurized) systems that are 60 days overdue 
for service to Excel. 
 
 

 Click on the systems that are 60 days overdue for service. 
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1. Review the service 
Schedule summary
And make note as to
How many conventional 
(non-pressurized)
Systems are past due

Click on the
Conventional
Systems that are
60 past due – and 
Download the list to
Excel.

 
 
 

 Once the window loads, scroll to the bottom and click “view as excel” 
 

 
 

 Save the file to the computer and open it in excel. 
 
 
Exercise 6:  Log in correspondence from property owners 
 
The correspondence tab is a nice feature that allows you to track all correspondence with 
property owners and upload documents.  This feature is often used to track phone calls with 
property owners or upload scanned documents that the homeowner or inspector has forwarded to 
the onsite wastewater office.  
 
Christopher Small, of 48 TOP O THE MARK DRIVE, has forwarded your office a copy of his 
Certificate of Construction (COC) from RIDEM.  For this exercise you will log in the 
correspondence and upload the scanned COC. 
 

 Proceed to the “Submit Reports” page (click on the “SUBMIT REPORTS” tab on the 
“Records” menu) 
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 Search for the property either using the name of the property owner or the site address 
 

 Click on the “correspondence” tab and begin entering information 
 

1. Fill out the correspondence 
report.  For subject choose 
“homeowner 
correspondence”.  For 
correspondence type 
choose “other” and type in 
COC.

Choose “click here” to 
attach document.
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 Choose “click here to upload document”.  This will open a new window.  Choose 
“Browse” to select the file (located on your desktop in the RIWIS folder) then click 
“Upload My File!” 

 
 

1. Click browse to 
locate the file. (in 
the RIWIS 
directory on your 
desktop)

2. Once you’ve 
located the file, 
click “Upload My 
File!” to return to 
the 
correspondence 
page.

 
 

 Now you will return to the correspondence page.  Make sure the report is complete and 
click “SAVE” 

 
 
Exercise 7:  Using the search reports feature 
 
There are many different features in RIWIS that allow the town to query data and compile 
reports.  For this exercise we will examine a basic “status report”.  Status reports are helpful in 
producing a quick monthly summary for Town council showing systems inspected and pumped 
out during a set period of time. 
 
 

 From the “REPORTS” menu, click “Status Report” 
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 Choose the following report settings from the menu then click “view report” 
 

 
 

 Review the report then call up the list of systems serviced in July by clicking on 
“Jamestown” 

 

Total # of Inspections
For July

Total # of Systems Total # of gallons pumped
Reported into the system

Click on “Jamestown”
To view the list of 213
Systems serviced in July

 
Another way to view all the systems serviced in July is by using the “search reports” feature 
 

 From the reports menu click on “Search Reports” 
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 Choose the following report settings from the menu then click “view report” 

 

 
 

 Now you will see a list of all systems serviced in July 2007 and by clicking “view in 
excel” you will be able to download the report into excel. 

 
 
 
 
 

[END OF SESSION 3 PART 2] 

 8


