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ServTraq Barcoded Applications 
 

Background 
ServTraq Barcoded Applications are a replica of the CSD 43 Form used for the purpose of automating compliance 
with the CSD 15 Day Notification requirement. 
 
Barcoded Applications are generated by entering a customer contact entry with a mailing code. Upon return of the 
form, staff only needs to scan and receive the application in ServTraq to create an electronic receipt record and 
generate a Notification Letter (mail-out envelope) to streamline the notification process.  
 

Getting Started 
You’ll need to configure the ServTraq mailing codes to generate a barcoded application instead of a mail-out 
envelope. To do, go to Administration>Data Administration>Mailing Code Administration.  
 

 
We’ve preset a list of mailing codes to get you started. You can add, delete, or edit existing codes using the 
following commands: 
 

 Click the addition icon to add a mailing code.  

 
Click the x icon to delete an existing mailing code.  
Note: Only codes without associated records can be deleted. 

 Click the Pencil icon to edit an existing mailing code.  
 

Field Description 
Mailing Code Up to 4characters are allowed. Do not include spaces. (Ex: AR) 
Description Use the description field to write the definition of the code. (Ex: Application 

Request) 
Service Order Numeric field used to outline the document mail-out order. 

Ex: Service Order 1: HEAP Application Request  
      Service Order 2: HEAP Application Received Notification Letter 
      Service Order 3: HEAP Benefited/Denied Notification Letter 

Generate Application Checkmark the box if the code should generate a barcoded application. If 
this box is not checked, a mail-out envelope will be generated instead.  
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Step 1: Create a Barcoded Application  

A. Customer Search/Contact Entry in ServTraq 
Open the Contacts tab and click Customer Search/Contact Entry. Search for the customer using any or all of the 
contact information provided and click submit. 
 

 

B. Customer Record 
If a match is found, click on the customer’s first name-link to open the customer record. Make any updates to the 
contact information if necessary and add a contact entry note. 
 
If a match is not found, click New Customer, the information entered during the search will populate into the 
customer record. Click Save to create the customer record. Proceed to add a contact entry note.  
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C. Contact Entry Note 
A Contact Entry Note is made to track incoming or outgoing contact with customers as well as streamline other 
related tasks; such as document mail-outs.   
 
Scroll to the Contacts section within the customer record. Click the addition icon and enter the fields listed in the 
table below. Click the floppy disk icon to save the entry.   

 

Step 2: Print Barcoded Applications 
 

A. Go to ServTraq, Reports>Daily Reports>Barcoded Applications 
 
Do not change the date parameters! The report automatically defaults to the applications not printed. 
Note: Only change the date parameters if the applications did not print correctly or if there was an error 
while printing.  

 
B. Click the print icon and set the Print Dialogue Box settings to: 

• Print All pages 
• Fit Page Size 

Entry Field Description  
Contact Date Defaults to the current date and time Default 
Contact Type Incoming-Customer initiates contact with the agency 

Outgoing-Agency initiates contact with the customer  
Required* 

Contact 
Action** 

The Contact Action entered describes the action  Required* 

Call Code** Select the Call Code that best fits the situation Required* 
Language The language selected determines the application language (English or Spanish available).    Required* 
Mailing Code** The Mail Code identifies application and any other documents to include. Optional 
A complete list of the Call Codes, Contact Action Codes, and Mail Codes can be found in Appendix A. 
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• Print on Both Sides and Flip on Long Edge 
• Portrait Orientation 
• Set the paper size to Letter (8 1/2x 11”) 

 
C. Use size 10 double window envelopes to mail out these documents. 

Note: Applications have the barcode, address and mail/language codes on both the first and second 
pages.  
 

 

E: Application Language. 
AP: Mailing Code. 
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Additional Resources 
Related Videos 

 Applications for Written Notification Compliance: Video 
 Customer Record: Video 
 Contact Entry: Video 

  
Related Section Articles 

 Print Settings for Barcoded Applications: Article 
 Receiving Applications in ServTraq for CSD 15 Day Written Notification Compliance: Article 
 Contact Entry: Article 

 
ServTraq Manual: http://ServTraq.com/Nimbus1.html 
ServTraq Support: Support@ServTraq.com 
 
 

 
 

https://vimeo.com/album/3690252/video/150196570
https://vimeo.com/album/2549694/video/75606023
https://vimeo.com/album/2549694/video/76166972
https://servtraq.freshdesk.com/solution/articles/4000070203-print-settings-for-barcoded-applications
https://servtraq.freshdesk.com/solution/articles/4000070512-receiving-applications-in-servtraq-for-csd-15-day-written-notification-compliance
https://servtraq.freshdesk.com/solution/articles/4000068938-customer-search-contact-entry
http://servtraq.com/Nimbus1.html
mailto:Support@ServTraq.com
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