Feature Description: Add to collection on InSite Public Portal

Collections are like favorites or an organized folder structure where you can add your frequently
searched/ active projects records for easy access. You don’t have to search every time for a record Id
(permit #) and once it’s added to the collection, its accessible via “Dashboard” view

1. Onceyou are on the record page you will see the option as “Add to Collection”

2. Click on that link and enter name for your collection. For ex. in the below screen shot I've used
DEV2019 Projects

Add to collection

® Create a New Collection

* Name:

DEV 2019 Projects

Description:

spell check

3. Click on ADD button and there will be a confirmation message saying” Your selection has been
added to this collection”
4. Click on Home - Dashboard
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My Account 5. To manage a collection, click the link next to the collection name.

Advanced Search

5. Click on View Collections button

View Collections

1 DEV 2019 Projects
Records | Last Updated 01/16/2019

6. Click on the Collection Name

Collections
This is a list of your collections. To manage a collection, click the link next to the collection name

Showing 1-10f 1
Date Modified Name Description Number of Records

01/16/2019 DEV 2018 Projects 1 Delete

7. You will see the record listed under this collection

DEV 2019 Projects

Total Records: 1 (1 Development)
Inspections Summary: 0 (0 Scheduled, 0 Rescheduled, 0 Approved, 0 Denied, 0 Pending, 0 Cancelled)
Fees summary: $0.00 Paid, $0.00 Due

Rename Collection Delete Collection

Development

Move to... | Copy to... | Remove
Showing 1-1 of 1 | Download results

Date Record Number Record Type Description Status Action

01/16/2019  DEV1$-0029 Construction Permit Received

8. Click on the Record Number DEV19-XXXX and record page will open up

This feature helps the users to organize and group their multiple projects for easy access and
navigation






