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SWCD Process for Entering Pollution Complaints in SWIMS

Log into the SWIMS program. 

1. The first step is to enter the client information for the complaint.  This will include the alleged violator as well as the person who filed the complaint; both of these have to exist as Clients in the Client module to select them in the complaint module.

a. After logging into SWIMS, select the Clients icon from the main SWIMS toolbar on the left side of the screen.

b. The Clients Search page comes up, enter the client’s last name and click Search. Do this for the both the alleged violator and the complainant.

c. If the client(s) has/have been entered previously, double click the entry(ies) to open them  and ensure that the tract or parcel associated with the pollution complaint has been entered.

d. If the clients (alleged violator and complainant) have not been entered, click New.  At a minimum, you will need to populate the following fields: 1) First Name, 2) Last Name, 3) Address, 4) City, 5) County and 6) Zip Code, 7) The alleged violator’s tract or parcel number associated with the pollution complaint/investigation.

e. If the alleged violator is unknown, use the following information to create a client file

i. First name: 
Violator
ii. Last name: 
Unknown
iii. Address:
Unknown
iv. City:

Unknown
v. County:
Use the actual county name
f. Click OK to return to the Clients Search screen.

2. Check the list of agencies the SWCD has entered into SWIMS.

a. Click on the Fund Manager bar on the main SWIMS toolbar on the left side of the screen.

b. Select Maintain Agency on the left side of the screen, then click on Search.

c. If none of the agencies involved in the complaint are listed, click New to enter their “Agency Name” and “Agency Type” on the “Agency Information” screen. Note: It is not required that the boxes in the “Contact Details” portion of the screen be completed.

d. When the “Agency Name” and “Agency Type” information has been entered, click the “Ok” button.

e. Click “Search” to verify the Agency(ies) you entered show up in the list.

f. Click the Main tab on the left side of the screen.

Note: It may be useful to go ahead and enter all of the agencies that may potentially be involved in complaint investigations.  Once this information has been entered, it will always be available in the pollution complaint module.  Some suggested agencies would be Your SWCD, OEPA-DSW, OEPA-DERR, ODA-LEPP, ODNR-DOW, ODNR-DSWC, Health Department, etc.

3. Begin work in the Pollution Complaints Module – Complaint tab.

a. Click on the Pollution Complaints icon on the main SWIMS toolbar on the left side of the screen.

b. The Pollution Complaint/Pollution Investigation Report Search page opens.
c. Click Search to see if the complaint has been entered.  If not, select the New Complaint button on the right side of the page.

d. Complete all information on the Complaint screen down through the comments box and select the Save button at the top left of the screen before entering the cons 6 notes.  If your 6 notes are long, SWIMS can time out before you finish and all the information you have entered will be lost.  The only way you’ll find out that SWIMS has timed out is when you go to Save and have to log in again.  

Important: Ensure that you have selected a client before saving.  If you have not done so, the SWIMS generated complaint number will forever be incomplete (i.e. – Mercer-2008-_______).  SWIMS will leave the name field blank, even if you add a client later.  If the alleged violator is unknown, select the “Unknown” client that you created.  The alleged violator can be changed later but the complaint name will always remain SWCD-2007-Unknown1.  This will not create a problem because the reports we generate will show the updated alleged violator information.

e. To enter a Cons 6 Note, click the button next to Add..., and then double click on the date cell.  The date format is yyyy-mm-dd.  To select a tract, double click on the tract button, pick the applicable tract off the drop down list.  To better see the Tract numbers, select any tract and then select the Planner box, this will expand the Tract box and make it easier to see which tract number you picked or would like to pick.  This also applies to the Note box.  When entering in the Note field, you can hit enter just like you would in a word processing program.  This will not cause you to lose the page as it does in other SWIMS modules. 

Note: Cons. 6 note entries can be created in MS Word and then cut & pasted into the 6 note box. This gives you the advantage of easier typing as well as spell check.

f. If in the complaint module, you generate cons 6 notes for Violator Unknown on Tract #9999, those 6 notes will always be associated with Violator Unknown on Tract #9999.  If you change the alleged violator in the complaint module to a known person, you should cut and paste the applicable 6 notes from Unknown to the new person’s 6 notes.

g. When done entering information, click on the “Change Status” button near top of the screen, select the current status from the list. 

h. Select the Save button at the top left of the screen.

i. The complaint has now been entered in the system.

4. Complete PIR - General and other forms as necessary.
a. On Complaint page, click on “Here” button (right side of page, just below box labeled “DSWC Use Only”.  This will generate the PIR – General for the complaint.
b. Then click on the PIR – General tab and complete the PIR form for the complaint.
c. Important Notes: 
i. Question 3 requires a latitude and longitude reading. This information must be entered on the PIR form or none of the information entered on the form will be SAVED.
ii. Save the forms often to avoid timing out and losing the information that you have entered. 
d. Note: On question 6, depending on the rules that have been violated, additional PIR forms may need to be completed.  If additional PIR forms are needed, click on the “Enable/Disable Supplemental Forms” button found at the end of Question 6.  This will activate the appropriate supplemental form(s).

e. Complete additional forms.

f. When all PIR forms have been completed, return to the “Complaint” tab, click on the “Change Status” button near top of the screen and select the current status from the list.  

g. Select the Save button at the top left of the screen.

h. The PIR(s) are now in the system.

We are continuing to update and improve the SWIMS complaint module as well as this help sheet.  Please let your local Resource Management Specialist know if you have any suggestions for improvement.
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