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CITY CODE 

 
(VO): With CityCode, individual users log on with their own user name and 
password.  In this case, the user is an inspector.  The first thing that comes 
up is the Tickler File.  CityCode let’s you identify anything that’s due, past 
due or falls within a specified date range.  The date range is a nice feature 
if you need to identify activities assigned to you even when you’re not going 
to be in the office. 
 
Click on the Activity tabs to identify all activities. When the start date was, 
any comments relating to them, who initiated the activity and what kind of 
activity it is.   
 
You also have the ability to identify any inspections that have been 
assigned to you, when that inspection was scheduled, what type of 
inspection it is, the case number, the address and the approximate location 
of the case.   
 
In order to access that inspection, whether you’re using a laptop, remote 
synchronization, or actually entering that information after the fact in your 
office, you would double-click on that inspection, causing the Inspection 
Detail window to pop up.   
 
You would then enter the actual date that you plan to do the inspection, 
double-clicking on that date field.  Then the calendar will come up, marking 
the date of the impending inspection.   
 
You can also choose to enter the expected time in or out.  Let’s say that 
you went in to complete this inspection at 10:00 a.m., and finished at 10:30 
a.m.   
 
On the previous video, the Violation tab did not populate, so we’re going to 
start the video with the Violation tab populated. 



Within the inspection results, you can identify all of the violations 
associated with that property location.  In addition, you can individually 
close out those violations, whether they’re in compliance, or not.  
 
If you chose to, you could schedule the re-inspection, select any activity 
specific to that violation, whether you need to file a lien, schedule a follow-
up, issue a citation, or anything else in relation to those violations.   
 
You can also identify all individuals associated with the problem.  Let’s say 
that you have an owner and a tenant situation, where the tenant is selling 
cars in the property owners front yard. Since the owner is not responsible, 
you can identify which person is responsible for the violation.   
 
You also have the ability to attach any digital images, to help identify and 
speak with the right individual in relation to this inspection.   
 
Any time you make any changes to the system, the Tickler File will prompt 
you to save those changes. 
 
Since City Code is also fully customizable, each individual user has the 
ability to customize City Code to fit their own personal needs.   
 
You can change the application name to the City of Sacramento City Code.  
Or change the default city to whatever city it happens to be, whether it’s 
your city and state, or area code.   
 
You can choose how often you want your Tickler File to refresh.  You can 
also choose to have your Tickler File opened or closed when your 
application starts.  As you see, it is a dynamic interface that changes 
without the need to restart the system. 
 
City Code also allows you to customize drop-down menus that are 
populated by individual agencies within the system.   
 
You can identify what council districts you have, as well as the type of 
occupancy the citizens involved fall into. Such as owners, tenants, renters, 
neighbors, etc. 
 



You can also customize the terminology specific to your city. Including the 
addresses, structure type, whether they’re single or multiple-family 
dwellings, inspection types, or any other information specifically relating to 
that case.   
 
City Code also gives you the ability to send out auto mailings. You can 
identify your citizen-case relationships, any physical relation to those 
citizens, user staff assignments and disposition. 
 
You also have the ability to import the violation types and codes specific to 
your city.  This displays the code specific to your city, a description, and 
any corrective action taken in relation to those violations.   
 
Now, we’re going to search for a case. You can search for cases based 
upon the specific case.  You can also search for any citizens that are within 
the system.   
 
Just press the Case Search button, and the Case Search window will come 
up.  You can search by case number or council district.   
 
For example, all the cases that fall within council district number 2.  You 
can also search by first and last name.  
 
Let’s say you wanted to identify all of the complaints for cases in the 
system on Main Street. You’d identify that information and then press 
Enter.  It locates the case number, the address, whether it’s opened or 
closed, and also any citizens are associated with that case.   
 
Once you’ve identified what case you’re looking for, you double-click on the 
case number and a Case Detail window will come up. All of the information 
relating to the case is stored right here in these tabs.   
 
Right here you can see the standard case information, the case number, 
whether it’s opened or closed, if they’re in compliance or not, and the 
address where violations are occurring.   
 
You also have the ability to break your city up into quarters or automatically 
identify inspectors responsible for those areas. You can enter any type of 



legal description for that property, as well as the occupancy and structure-
types. 
 
On the Citizens tab, you have the ability to identify all citizens related to the 
case.  You can also track anonymous citizens and their relationship to 
other citizens in the case. If you want to see information specifically relating 
to a particular citizen, all you have to do is double-click on the Citizen Detail 
window.  Here you can locate their address, any additional phone numbers, 
and if you choose to, a physical description of that citizen.   
 
You also have the ability to track any cases that citizen may be associated 
with and what their relationship to the case is. This is particularly effective if 
you want to identify any situations where property management 
organizations within the city are not maintaining their properties according 
to city guidelines. 
 
The Violations tab lists all violations occurring at that location.  Obviously, it 
could have multiple violations.  You can list these violations based on the 
code specific to your city.  As well as, identify if the person is a recidivist or 
a potential recidivist, or whether they commit the violation repeatedly.  
 
You can also determine if that violation is opened or closed, and when it 
was opened or closed.  In addition, you have ability to enter any additional 
notes in that violation if you choose to.   
 
If you want to see note specific to that violation, you double-click on it and a 
Violation Detail window will open up. Allowing you to see any information 
relating to the violation itself, as well as any inspections or activities that 
have gone on in relation to that specific violation. 
 
The Activities tab within the Case Detail window, lists all activities that have 
occurred in specific relation to the case itself.  It identifies the date the 
activity was begun, if it’s been completed, what the activity was and any 
additional comments relating to that activity.   
 
Within the Inspections tab, you can track any inspections that have gone on 
in relation to this case, the date that it was scheduled, the date it was 



created, what type of inspection was done and who conducted the 
inspection. 
 
The Comments tab is a dated, user-identified field, featuring and unlimited 
text field.  This allows you to document information related to the case that 
you can’t document anywhere else in the system.  Such as, whether the 
citizen works nights and doesn’t want inspectors on their property before 
2:00 p.m.  You can also track any phone activity involving the citizens 
related to this case. 
 
As you see, the terminology for City Serve and City Code, is similar, so it’s 
interchangeable.  
 
You have the ability to link any cases that are related and then document 
what that relationship is. 
 
City Code also has full document imaging capabilities. It easily integrates 
with Microsoft Word, Word Perfect, Lotus Notes, or virtually any major word 
processing application you may have.   
 
You also have the ability to scan any documents in a paper format.  If you 
want to view the document, all you have to do is double-click in the view 
window and the parent application will launch it, in this case, Microsoft 
Word.   
 
You could also adjust or add any additional information.  As you can see, 
this is a template used for an auto-mailing within City Code.  
 
The Mailings tab tracks all of the auto-mailings that have been sent directly 
relating to this case.  You can see the date that the mailing was actually 
sent out, when it was scheduled to be sent out, if it has been mailed yet, 
the type of mailing that went out and what citizen received the letter. 
 
You also have the ability to send any E-mails from within the system.  
CityCode identifies who it was sent to, the message body in relation to that 
E-mail, and any information pertaining to it.   
 



In orde  to send an e-mail from within the system, you would just request 
“New”. CityCode integrates with virtually any major E-mail system you may 
have, whether it’s Microsoft Outlook, Novel GroupWise, or Lotus CC Mail.   
 
Let’s say you needed to send a message to one of your fellow inspectors  
about a person who is a recidivist at 123 East Main Street and you need to 
have somebody to deliver a citation. CityCode will automatically attach the 
case information and any citizen information to the body of the message. 
   
You can remove any confidential material you like and then add the new 
information. Then, you just press the Reset button to bring it back. At this 
point, you would click “Send” and it would go to whoever it’s addressed to. 
 
You also have the ability to track any past cases that have occurred at that 
property location. In order to get the information into those cases, we’ve 
created a Case Wizard.  Remember, Case Wizard can be customized on a 
user-by-user basis.   
 
You can change the order of the tabs on the left-hand side to customize the 
way you like to gather information. And you can enter any case information 
you like.  For example, you could find out what council districts it falls in 
within your city. The system can also integrate with any GIS or LIS system 
for address verification, ownership information, parcel numbers, or any 
other information you’d like to gather. You could enter the address of where 
the complaint originated. You can identify what quarter the complaint falls 
into, which will automatically populate the inspector associated to that 
quarter.   
 
You can add any legal description or occupancy information relating to that 
property. For example, if it’s a rental property, you would click Next or press 
Enter to get the citizen information.   
 
Let’s say you have a citizen on the phone named Mike Alman. Just enter 
the first few letters of the last name, press Tab, and if he exists within the 
system, it will automatically give you that information. You can then 
determine what relationship they have to the case.   
 



You also have the ability to add multiple citizens. You can search for any 
additional citizens within the system, and add those citizens, too.  Press 
Next or press to get to the Violation area.   
 
Double-clicking within this Violation search window, will help you identify 
any violations existing within your city.  Let’s say this particular person  has 
a vegetation violation.  Just type in the first few letters, press Tab and it will 
list all the vegetation violations within the city. It will also specify the exact 
violation. Then Click “Okay” to automatically bring up that information in the 
window.   
 
You can identify the responsible person if they’re in he system note their 
disposition at that time. You can also add any additional comments you 
like, such as the one listed here, reading, “look at trees on the west-side of 
lot”.   
 
You can also add multiple violations, by clicking Next or pressing Enter.  
You can schedule any activities in relation to this case from the drop-down 
menu that’s occupied by each individual city.   
 
Let’s say that you’re going to schedule a follow-up or identify who’s going to 
complete that activity. It could be the same individual or another individual.  
You can choose when to begin and add any additional comments.   
 
Press Next or Enter and you can schedule any inspections at the time if 
applicable.  Again, you simply double-click on any of the date fields, and a 
calendar will come up. Let’s indicate next Friday.  Now you can enter the 
kind of inspection it’s going to be and what inspector you would like to 
complete that inspection.  You can also add any additional comments 
relating to the inspection.   
 
Now Press Next  or Enter. Now you can attach any documents, create a 
new document or create a document from File if you’ve already attached 
the document in a new location within your network.   
 
Now you can also choose to send any E-mail or identify any past cases.  
When you’re finished entering the information, you would click Finish, to  
save it. 



 
City Code also has reports that are automatically built in.  You can do a 
Case Aging Report, a Cases Closed Report, a list on cycle times, open 
cases and also open cases by inspector.   
 
This is a sample of a CityCode Case Aging Report.  City Code can also 
integrate any third-party reporting companies, like Crysta Reports and 
Infomaker.   
 
Let’s say you want to bring up a report by today.  First, identify the date 
criteria, then press Enter, and the report for the criteria you’ve selected will 
come up.   
 
As you can see, it lists the inspectors, the average aging of their cases and 
totals across the bottom.  City Code also has a couple of graphical reports 
built in.  You can identify a percentage of the open cases, what case load 
each inspector has, and for that matter whether cases in the system have 
or have not been assigned to an inspector. 
 
City Code also has the ability to provide customized export and query 
capabilities similar to City Serve. 
 
 


