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MBP Resources and Links
Important Site Links

Adminsite: Jurisdictions caconfigure applications, manage jurisdiction settings, aodess theidurisdiction
Dashboard to review and manage plan review applications.

ePermitsite: Customers can apply for permit applications, as well as view and manage submitted plan review
applications.
1 Productionsites are live, fully functioning sites.
I Stagingsites are used by MBP support staff and jurisdictions for testing, training, and researching
reported issues. Anything entered in staging will not transfer to production.

URL

AdminProduction https://admin.mybuildingpermit.com
AdminStaging https://adminstq2016.mybuildingpermit.com
ePermit (ApplyProduction https://epermit.mybuildingpermit.com

ePermit (Applyptaging https://epermitstq2016.mybuildingpermit.com
MBP Home site https://mybuildingpermit.com

Status site https://permitsearch.mybuildingpermit.com
Status sitgTest) https://permitsearchtest.mybuildingpermit.com/
Inspection Scheduling site https://inspection.mybuildingpermit.com

InspectionSchedulingsite (Test)  https://inspectiontest.mybuildingpermit.com

MBP Service Delivery Team

The eGov Service Delivery Team (ESDT) is a team that supports the My Building Permit (MBP) program. The
ESDT is made of the following team members/roles:

. ROe_________ | Name o Emal |

Product Manager Don Khuong dkhuong@bellevuewa.gov
Senior Business Analyst; Subject Matter Expert Michele Miller mrmiller@bellevuewa.gov
Business Analyst Sarah Asher sasher@bellevuewa.gov
MBP Lead Developer Roopa Lokanath rlokanath@bellevuewa.gov
Developer John Conrow jconrow@bellevuewa.gov
Developer PaulJones sjones@bellevuewa.gov
SoftwareQuality Assurancénalyst Manju Nair mnair@bellevuewa.gov
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Conventions used i

n this Guide

Pictures with &Jreen borderarecustomer/applicantscreenshots.

/M}BuildingPermit.com Apply

Jurisdiction
Application Information Application Type

Project Details

Summary

Project Type

Activity Type ©

Drafts

Plan Review Dashboard Cart ) Search My Profile  Help

Application Information

Building: Permits for construction, modification or demolition of a building or
structure.

Single Family Residential: 1 or 2 unit dwellings and all buildings and structures
accessory to this use.

Adult Family Home Inspection Only: Inspecting a facility as required for a DSHS
license, does not include any construction activity.

New Construction: Construction of a new structure, including the placement of a
premanufactured or relocated structure.

Re-Roof Repl - Roofing & Sheathing: Removal of the existing roofing
materials and the replacement of the existing roof sheathing or the placement of new
roof sheathing over the existing sheathing. New roofing materials are installed over
new rocf sheathing

Remodel: Changing the interior space of an existing structure, either structural or
nonstructural, but not creating any new floor area. May include exterior changes.

Structure Addition: Construction of new square footage attached to an existing
structure, which may include interior or exterior alterations to the existing structure,

Structure Addition - Major: Adding more than 3,000 new square feet to an existing
single family dwelling

Structure Demolition: Demolishing a whole structure where there is no subsequent
construction. Or, starting demolition prior to issuance of a construction permit currently
in review,

me, Sherid2  Log Out

Change Selection

Change Selection

Pictures with 0lue borderarejurisdiction administrativescreenshots.

—~“WyBuildingPermit.com ™ Ieer Profies -

Dashboard

search By:

Filter: | Nesc:

Dotuments)
Dotuments)
Documentis)
Applicatian

applicatian

Dotwments)
Paid Invoice
Paid Invoice
Paid Involce
Docwmentls)
Dowumentis)
Dacuments)
Dacuments)

Dorumentls)

Jurisdiction Admin Guide

Recent Activity

Verty ® Ao

Wanage +

Permits v permitk Date submitred: From

IR

sAlin | Mew | ReSubmitted  Screened | InReview | lssued  Closed | NotAccested | Search All

Drag a column header and drap it here to group by that column

i App.ud i Permita i App.Type je

Bullding

&11510 rest Integration 122672019

611252 Building Test- Training Prep 120232019

e11ars Building LIFTEST 1211972019

Bulding Test 1211972019

Bullding restrest 1201272019

611446 Building TEST#1 Dec 11 1211172019

11426 Building TEST#1 Dect 1211172019

611426 Building TEST#1 Dec 11 121172019

s11at Bullding TEST#! Dec 11 1201172019

611422 Land Use: temp public facllity 112772019

6114z Land Use: temp use 112772019

11387 Land Use

Temporary Public Facility

1172019

e11zss Land use: Temp s N0

611389 Land Use: temp use test 2 112172019

All Rights Reserved

Permite Date submitted  Amount

oom201s 582400

oo a7 s157500
1| staus oam172015 10200
Net avallsble 102212017 $630.00
Not Ausilable oBfano? $315.00
Not Available oun1zonT 14100
Net Avsiisble N note $103.00
$158.00

$53.00

Nt Avallable akoloerg

081672017
Not available bruiz D
et Auuiiotle e 0642018 55300
et duaistie btz 0173072018 $105.00
Not Avallable brulz

o1R4r2018 $630.00

ot Avelizble oti2r201E $481.00

ol Aveil
Nt Availabl: os202017 $700.00
Nt Available 10182016 $68.00
Nt Avallable

0901672015 s270.00
Not Available

01/02/2018 52204250
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Jurisdiction Administration Home Page

TheMBP Admin sités used by jurisdictions to manage settings, staff users/accounts, configurations, and
access thdurisdiction Dashboard’hedefault homepagdor MBP Admimwill be the Jurisdiction Dashboard.

Dashboard

/M}Buitdingl’ermn.con1

Dashboard

SearchBy: Permit# v Permit#

Filter: | Needs Attn

Drag a column header and drop it here to group by that column

Recent Activity ; App.Id : Permit#

Document(s) 611510
Document(s) 611432
Document(s) 611478
Application
Application
Documenty(s) 611446
Paid Invoice 611445
Paid Invoice 611446
611446
611422
Document(s) 611423
Documentis) 611387
Document(s) 611388

Document(s) 611389

New ReSubmitted = Screened  In Review

User Profiles «

Date Submitted: Fror

i App.Type

Building
Building
Bullding
Building
Building
Bullding
Building
Building
Building
Land Use
Land Use
Land Use
Land Use

Land Use

Issued  Closed

Bt

Not Accepted

: Project Name
test Integration
Test - Training Prep
LTF TEST
Test
test test
TEST#1 Dec 11
TEST#1 Dec 11
TEST#1 Dec 11
TEST#1 Dec 11
temp public facility
temp use
Temporary Public Facility
Temp Use

temp use test 2

i Date Submitted *

1172172019
1/21/2019

1/21/2019

Permit # Date Submitted  Amount

09/12/2016 $824.00

09/13/2017 $1.575.00

: Status i | Assigned To 08/01/2015 $102.00
Not Available alillie 102272017 $630.00
Not Available 0811412017 $315.00
Not Available 04/11/2017 $141.00
Not Available 08/17/2018 $105.00
Not Avallable 0B/16/2017 $158.00
Not Available 02/13/2018 $53.00
Not Available 06/14/2018 §53.00
Not Available 01/30/2018 $105.00
Mot Available 01/04/2018 $630.00
Not Available 01/02/2018 $481.00
Mot Available 0512012017 $700.00
Not Available 10418/2016 $68.00
Not Available 09/16/2016 $270.00
Not Available

01/02/2018 $22,048.50

TheMenu bargives jurisdictions the ability to administer MBP throwsgiveralfunctions:

NOTECIicking the MyBuildingPermit.com
logo will redirect users to the Dashboard
page from any other page and refresh the

page.

Dashboard User Profiles ~ Verify Licenses @) Reports Manage ~ Help ~

/M\S/BuildingPermit.com

Administrative Functions

Jurisdiction DashboargiThe enhance@&arch andDashboard filters allow jurisdictions teview and

manage plan review applications in tf@lowing application statuses: Needs Attentidfew, R&ubmitted,

Screened, In Review, Issued, Closeu, Not AcceptediFailed A& y2 f2y3aASNI I adl Gddzao Vv
applications that fail integration by viewing the needs attention filter; failed application rows are highlighted

red.

Jurisdiction Admin Guide All Rights Reserved 7|Page
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Dashboard

Search By: Permit # v || Permit # Date Submitted: From B to| To B a v

Filter: Needs Attn | New | ReSubmitted | Screened | InReview | Issued | Closed = NotAccepted | Search All

[) Export to Excel

Drag a column header and drop it here to group by that column

App.  : App
Id

Recent Activity © Permit# Typ;e " Project Name i Date Submitted + i Status i Assigned To

Failed Integration 611349 ErrorNumber LandUse  testLQ 11/19/2019 Not Available
NOTEapplications that fail integration

will be highlighted red and visible by
viewing the needs attention filter.

1 User Profilex; Manage Contractor accounts and licenses, Customer names and email addresses, and
Staff accounts

1 \erify Licenseg Users can verify contractor licenses from the ddenu baror by navigating through
User Profile > Contractor > Verify Licengasindicator count will show the admin user when there
are pending approvals.

1 Reportsq Export statistical reports with data dlonthly Permits Monthly Revenue Applicantsand
All Permit Activity Access reports oflll ConfigurationsFull Product CatalagPre-Application
Selections and DefinitionsandDocument TypesWe also providénspectionsReportsand Financial
Reconciliation Report$or the last seven days.

1 Manage¢ Manage youApplications configureFees Settings andSupplementalapplication
information; Support allows you to resend invoices or confirmation emails, remove unpaid invoices,
etc.

1 Help ¢ Links to both Jurisdiction and Customer user guides

Jurisdiction Admin Guide All Rights Reserved 8| Page
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Jurisdiction Dashboard

TheJurisdiction Dashboarfilters allow Jurisdictiorstaff to review and manage ghlan reviewapplications
that aresubmitted.¢ KA a A& SldA Gl fSyld (G2 GKS O0dzadG2YSNJ RNRLILAY 3
O2dzy it SNE @

Filter: | Needs Attn | New = ReSubmitted == Screened | InReview @ Issued | Closed = NotAccepted @ Search All

Jurisdictionstaff reviews thepermit application for completeness and accept rejecsit. TheJurisdiction
Dashboardfilters applications in the following states Needs AttentionNew, R&ubmitted,Screened, In
Review, Issued, Closeahd Not AcceptedThe filters default tdNeeds Attnas these are the applications that
typically need immediate attention. To view other filter results, simply select another option.

MBP Status Ddinitions
Each of the Jurisdiction Dashboard filters allow you to sort all plan review applicatitmsitstatus

Needs Attention

The application requires some action. Applicatieaults for this filtermay also appean another
filter/status. Check th&recent Activitgolumn for a description of the activity needddiote: While the
dashboard was desigua for managingolan review permit types onlyhe Needs Attention filter may include
documents that were uploaded onto OTC permits after they were issued.

New/Submitted
The application has been submitted but has not yet been accepted or rejected by the jurisditimstatus
is systemassigned once the customer submits the application.

ReSubmitted
The customehas made requested jurisdiction changes to a rejected/not accepted application and has resent
the application for continued processing.

Not Accepted

The application was not accepted by the jurisdiction. An email notification ireenthe jurisdiction to the
project contact explaining why it was not accept&tie system assigns this status when the jurisdiction
rejects an applicationAfter the necessarghanges are made, the application must be resubmitted to
continue the process.

Jurisdiction Admin Guide All Rights Reserved 9| Page
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Screened

The application has been accepted by the jurisdiction, but submittal fees have not yet been paid. Plan review
does not begin until these fees are paldhe system assigns this status once the jurisdiction accepts an
application.

In Review
Submittal fees have beqmaid,and the application is in the review proce$se jurisdiction manually assigns
this status on thelurisdiction Dashboard

Issued
The permit or approval has been issued and the final plans uploaded (if applicable). Revisions can still be
submitted.

Closed

The project has been completed in accordance with the approved plans and/or associated condition, the
applicant cancelled the project, or the project was not resubmitted after being rejeBtedsions cannot be
submitted. The jurisdiction manually assigns this status ordthisdiction Dashboar&losed applications are
removed from theJurisdiction Dashboaralfter 180days.

Failedintegration

The systemtisplays and highlights permits in the Needs Attn filtdaen aproblemoccursduring the permit
generation and/or integration process (including file integration). The jurisdiction needs to resend the
application, enter a permit number, @cceptfailed files.

In Process
This is an interim statusssigned by the system while the application is being processed from one status to
another {.e., Submittedto Screeneji

View Unpaid Invoices

You can choose to view or leitUnpaidlnvoices in a separate pane by clicking Unpaid Invoices on the
Jurisdiction Dashboard his allows you tohoose the display of youlurisdiction Dashboartt suit your
workflow.

Dashboard

Click Unpaid Invoices to -
searchB: | permite v || P Date Submittet:| 7 ° ar collapse/hide the invoices container. |

Dashboard Click Unpaid Invoices to
expand/expose the invoices container.

Search By: | permit # . mit # Date Submitted: oy

Date
App 1d Submitted  Amount

248159 0912/2016  $824.00

262463 0941372017 $1,575.00

Jurisdiction Admin Guide All Rights Reserved 10| Page
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Jurisdiction Dashboard Columns

Eightcolumns are displayelly default andcontain key information for each applicatiofihe following image
shows the order in which columns appear by default. Each user can define which columns appear, and the
column order and can restore the default grid settings at any time

Clicking oranycolumn menu (3 vertical dotsght of the column namggivesusersthe optionto sortresults
by ascending or descending order, display more columrtieir grid and refinedesiredfilter results.

App. : Date :
Recent Activity : |Id Permit# :  App. Type ! Project Name t  Submitted Status ¢ Assigned To |I

App. : App. Id
RecentActivity : Id Permit# : Recent Activity : t Permit# : | App. Tvbe

) ) ) Erecent Activity
Paid Invoice * Sort Ascending

t Sort Ascending Bapp. 1d

Paid Invoice 4 Sort Descending

. Erermit#
Document(s) + Sort Descending 1124 FO Failed Document(s [l Columns

Eapp. Type
Paid Invoice Y Filter

Il Columns MErroject Name

Paid Invoice 666450
Y Filter EDate Submitted

Paid Invoice 666450

BEstatus

Paid Invoice 666450 Bassigned To

Paid Invoice 666455 19- OTimestamp

Paid Invoice 666455 19- Oproject Type

Recent Activity

This column displays activities that have occurred for a specific application. The activities listed require some
action by the jurisdiction. Once the required action is completed, the activity no longer appears in the
column.

Recent activity descriptions and actions required:

1 Application¢ A customer has submitted a new application and the application requires review.
Activity is removed whethe application is either accepted or rejected.

1 Documents) ¢ The applicant or delegate has uploaded documents that require review. Activity is
removed when the document($lasbeen accepted or deleted.

1 Failed Document(sg The document integration process failed when the document accept button
was clicked. The integration issue must be fixed before proceeding. Activity is removed when the
document integration is successful.

9 Failed Integrationg A problem occurred during the permit generation and/or integration process for
the application. Any integration issue(s) must be fixed before proceeding. Activity is removed when
the application is successfully resent, or a permit number is manuakyesht

Jurisdiction Admin Guide All Rights Reserved 11| Page
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9 Paid Invoice; The applicant or delegate paid an invoice from the MBR. TheJurisdiction must
mark the invoice as paitd MBP and their tracking system. Activity is removed wherClear
Activitybutton is clicked on the Invoices tab.

1 Resubmittedq A customer has resubmitted a rejected application and it requires screening. Activity
is removed when the application is either accepted or rejected.

Permit # and App. ID

This is the permit number or application ID assigned to the project. When an application is submitted (but
not yet accepted), the application ID displays here. Once the application is accepted and integrated with
2 dzNJ & Pbackendtieyperriit number displays. Each permitmber and application ID is a hyperlink to
the ProjectDetaik page.Note: ErrorNumber displays in this field if the integration process fails.

Application Type
Displays the type gfermit applicationsubmitted {.e., Building, Plumbing, Mechanical, etc.).

Project Name
This is the project name assigned by the applicant during the application process. This column is blank on
OTC permits.

Date Submitted
This is the dat¢he applicant submitted their application

Jurisdiction Status

Displays the status assigned to the application in the jurisdiction tracking system. These statuses are
displayed when available. Clicking on the jurisdiction status hyperlink opens the Permit Details page on the
Permit Status siteNote: When ajurisdiction is not active on the Stat@e or when a status has not yet been
assignedNot Availablewill display.

Personalizing Jurisdiction Dashboard Grid Settings

You carselect the columns that appear on yailurisdiction Dashboar@rid on theColumnssub-menu, by

clicking the menu (3 vertical dots) in each column header. You can also drag and drop the columns to position
them in the preferred layout for your workflow. Once you have personalizeduhiediction Dashboar@rid,

you can save the grid layout as a favorite in your profile for the browser you are using.

Jurisdiction Admin Guide All Rights Reserved 12| Page
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Sawving Jurisdiction Dashboard Grid Settings as a Favorite

App. i
Id Permit#

©66340 191273728
666972

666996

667003

: App.Type

Building
Building
Building
Building
Building

Building

Drag a column header and drop it here to group by that column

! Recent Activity
Document(s)
Application
Document(s)
Application
Document(s)

Document(s)

! Project Type ! Project Name

& Reset Default Grid | [@ Export to Excel

:  Status

:  Assigned To

admin_role_test

Drag and drop columns and add or remove columng
that appear in the grid. Click Save Grid as Favorite {o
store these settings for your profile.

acoconnorstaff

JurisadminTest

Recent Activity : App.Id

Document(s) £66340

Application

Document(s) 666972

Application

Document(s) 666996

i Permit#

19127372 BU

Drag a column header and drop it here to group by that column

i App. Type

W Save Grid As Favorite

i  Project Name

Building
Building

Building

Building

Restore default grid settings for
your profile.

Building

TEST TEST 05/12/2021

+  Status

Not Available
Not Available
Not Available
Not Available

Not Available

& Reset Defauk Grid | [ Export to Excel

i Assigned To

admin_role_test

acoconnorstaff

Note: Once saved, your savddrisdiction Dashboar@ridsettings will be preserved for your profile and are
specific to the browser. If you work with more than one browser (for example, both Edge and Chrome), you
must set your preferred grid layout for each browser.

/ £ S NAyYy3

82dz2NJ ONRgaASNRa

0221 ASa

gAtt

NBY2dS

e 2 dzNJ

browser settings to clear cookies less frequently if this is an issue on the MBP Admin Dashboard page.
Oahg/r@sava thidlBrangemndrids a8 fidoriRe affe? dactriigedour

hiKSNBAaASS

e 2dzQf f

page cookies are cleared.
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Permit Detail s Page

Providegdetails on the permit/applicationUsers are directed to this page when they click onApe. ID
hyperlink inNewor ReSubmittedtatuses, or thé>ermit #hyperlink inScreened, In Review, IssyedClosed
statusesrom the Jurisdiction Dashboard

Recent Activity } H Click the Permit #/App 1D i Date Submitted i Status i Assigned To
Application hyper“nk to be directed to 12/12/2019 Not Available BellevueTech

Application the Permit Details Page. 11/06/2019 Not Available
Application 10/21/2019 Not Available

Application Mechanical LTF 10/10/2019 Not Available
Application Building Test 10/04/2019 Not Available

Application Building Test Projects 09/13/2019 Not Available

The Permit Details page contaidestailed informationfor this permit:

/M}Buildmg?ermil.com B

The Permit Details Grid helps you manage th
application through the permitting process.

The Permit Details Containers help you
manage relevant permit information.

Permit Details

Project
Details

rermithumber

[ Dot | 1o s oo
Accept All  Delete All

Assigned To Document Type Date Uploaded By File Size File Status Notes to Customer 0 O

Site Plan sasher 0.03 (MB) Submitted Reminder: Submit fin.
MBP Status
permit Type Sormedien Application system 027(M8) | New
Project Name a

Application Instructions 4 O
Add a note to the customer
urisdiction (up to 200 characters), to
Pogject bann Architectural Plan O O

.| appear on the customer

Jurisdiction Not Available
dashboard.
Submitted Date 2 2020

Permit Details Containers
Admin, Staff, and Reviewers can view and marRggect Details Project LocationApplication Details and
ProjectContacsinformationin the PermitDetailsContainers.

Jurisdiction Admin Guide All Rights Reserved 14| Page
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Project Details Contacts Email All Contacts | 4 Edit

Project Location 7 Edit Application Details

Regenerate
# Edit

. + Export
Address 3003 109TH AVE SE, BELLEVUE App ID: Ge67a1
Permit Number A
WA 98004 App. Type: Building Applicant Info
Faeas Location Description
P Project Type: Single Family Residential Username: akrueged
Assigned To
ivi H N : Al da O'C

Unassigned Activity Type: Remodel ame: manda onnor

Scope of Work: Residence Company:  City of Bellevue
MBP Status
Screened Who Performs Work:  Contractor Email*:
Permit Type
Plan Review Phone: (847)431-1244
Project Name Project Contact Info

Test Permit Remade!

Work Description Name: Amanda O'Connor
This is a test application. Company: City of Bellevue
7’ Email: aoconnor@bellevuews
Jurisdiction Project Name
Phone: (847)431-1244
%
Jurisdiction Status Contractor Info
Not Available Name:
Submitted Date
8/21/2020 Company: The City of Bellevue TEST
Email:
Phone: (555)555-5555 ext(_)__ -

Permit Details Grid
Jurisdiction stafftan manage permit application in the following ways:
1 View, uploadaccept, andleletedocumentFleson the permit
1 Create, edit, view, or cancklvoices associated permit/application fees.
1 View, addgedit, or exportNotesauthored by staff, reviewers, or adminiators; an indicator will
display the number of notes present on the given permit/appTlieseare internalnotesandare not
visible to the customer.
1 Viewrecent activities on this permit on th&ctivity Log

—h

Oy rites | B invoices B NOTES ad ACTIVITY LOG

.
q The tab (Screened, In Review, Issued, or Closed status only), contains a PDF of the

application, application instructions, uploaded files, and buttons to view, accept, or delete files
(system generated files cannot be deleted, there is no delete button faetliges).

1 Thetab (Screened, In Review, Issued, or Closed status only) is where invoices are created,

viewed, marked as paid, and/or cleared.

T Thel” "™ |tab allows users to adcbdit,and exportinternaly’ 2 1 4 FyR RAZLI F&8a GKS
and timestampThese notes are not visible to the customer.

&k ACTIVITY LOG

1 The tab allows users to view actions and details taken on a permit and includes the
ability to export the activity as a spreadsheet to Excel.

Jurisdiction Admin Guide All Rights Reserved 15| Page
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Reviewing Plan Review Applications

When an applicant submits or resubmits an application requiring plan review, a systeenated email
notification is sent to the jurisdiction with the following information included: Application Type and ID
number, Project Name, Project Type, Activity &ypcope of Work, and instructionsdalinks to the
Dashboard page. Log in to tharisdiction Aminsiteto access youbDashboard and review submitted plan

review applications.

Accepting an Application

1. Applications to be reviewed can be found under the Needs Attentidwesy/Submittedtab.
2. Click on the linked Permit#/APP ID to view the Application Details page
3. Review application information and files to determine whether the application meets screening

requirements:

After review is
complete, select Accept.

Permit Details

Project
Details

Assigned To Document Type

Application
MBP Status

Permit Type
Project Name

Work

J
ol

Jurisdiction staff can view
documents submitted with
application by selecting the

I\mw_

Staff can add/edit notes

to customers regarding
this application.

W Deleweflles | [ Upload Files to Customer

) Export to Excel

Accept All  Delete All
Notes to Customer L

v

Date Uploaded By File Size File Status

Jurisdictions can select one or
more documents submitted by
the applicant to Accept or Delete
at a time.

NOTE Except forapplication

Document hyperlink.

] INStructions, System generated

documents cannot beleleted

4. The status of the application changedmoProcessThesystem will process the application and

assign a permit number.

5. When the processing is complete, the status of the application is chandecr¢enednd the permit
can be viewed in th&creenedilter results NOTE If processing fails, the status of the application
will display in the Needs Attn filter results. Failed applications will be highlighteid iedicate the
admin user must attempt to refresh and reprocess the application.
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Rejecting an Application
1. If an application does not meet screening requirements, click th button.

Enter an optional message in
Reason(optionaly: the text box that appears on
: ' the Dashboard; Click Save.

V

“

—

2. A draft email addressed to the applicant and project contact opentheigurisdictions email
program:

sking@bellevuewa,gov; sking@bellevuewa.gov

Subject: BUILDING Application Not Accepted ID#146007 Little Deck

35 O

Bpplication ID: 146007 Enter reason for not accepting the

Date Submitted: 9/12/2013 10:50:00 AM . . .
Applicant Name: § King application here, along with any

Project Name: Little Deck i i i
roject Name: Little Dec Other Instructlons you Would I|ke
Reasons: to provide the customer.

<Type the reason for rejection here>

To edit and resubmit this application, log into your account at https://epermitstg40.mybuildingpermit.com/Customerlogin.aspx, go to the Plan
Review Dashboard and enter the Application ID in the Quick Search Field.Click on Edit and Resubmit to continue working on your application and

NOTEIf your jurisdiction has recently updated or changed your email serviceufpgrade to Office 365) you
will need to select your email and relink the account and then the email should load automatically. If you run

into any issues, please contact your IT department.

3. The status of the application is changed by the systeiMdbAcceptedand the permitwill display in
the Not Acceptedilter results

REMINDEROnNa rejected application, the applicant can only make changes to the applicant information,
description of works, project contact, supplemental question answers, and files uploaded. The pre
application selections (Application Type, Project Type, Activiig,T§cope of Work, Work Types, and Project
Details) cannot be changed. When these selections are incorrect, an applicant will need to submit a new

application to proceed.
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Resending Transaction Details (for OTC Initial Payments only)

For OTC permits only, you can regenerate the original Verisign email that was serpaynesnt was
completed for the initialDTC transactioMOTEYoucannot resend transaction details for p&mits or for
invoices added to OTC permits.

Accepting Documents

Once the application is accepted and a permit number is assigned, documents can be accepted. The permit
displaydn the Needs Attentiorfilter resultswith a Recent Activity ddocument(suntil the documents are
accepted by the jurisdiction.

Il OOSLIiAYy3 R20dzySyita oAttt OH&RBndeRiBiegaoRSKaytd 2y & 2 dzNJ 2 dzN.
1 Without File Sender integratiorr Accepting documents cleaBocument(sactivity but files must be
manually saved to a jurisdictidite location and then manually deleted from the Dashboard.
1 With File Sender integratiorg Accepting documents initiates the electronic file transfer process and
clearsDocument(sactivity. The files are automatically saved to a-getermined jurisdiction file
location and then must be manually deleted from the Dashboard.

Seps to accept documents:
1. Open the Application Detail page from thieeds Attentionor Screenedab by clicking on the
hyperlinked Permitumber.
2. A new window of the Permit Details opens and by default displays Files.

Permit Details

Project  F@EEE Qreet  Sedt
Details

uuuuu

D FILES

Click Refresh to check on

the status of the transfer

(File Status will change to

Accepted). 3 Upload s o Customer

o

Click the Accept button for
each file, or the Accept All
option. This starts the File
Sender process.

Accept All Delete All

File Size File Status
N N

After the File is accepted,
click the Delete or Delete
All option.

NOTE Cannot delete
system generated files.

NOTE If your jurisdiction is not integrated with File Sender, you will need to click oD&oement File
hyperlinkto open the file and save a copy to a location within your district.
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Invoicing Fees
Once the application is accepted and a permit number has been assigned, invoices can be created and
submitted for applicable permit fedsr both Plan Review and Over the Counter permits

¢CKS LINRPOS&aa T2NJ ONBIGAYy3 Ay@2A0Sa oAttt QI NEB at A3aKGf
1 Norrintegrated Jurisdictiong; Invoice fee line items must be manually entered.
1 Integrated Jurisdictions;, Invoice feed NB LJdzt f SR FTNRY (GKS 2dzZNAARAOUAZY
are selected to add to the invoice. Additional fees can still be manually entered.

NOTE You can add an invoice to an issued Over the Counter (OTC) permit if you need to charge additional
fees after issuance. You must have the Application ID or Permit number and search for Dashibeard to
access the Permit Details page. OTC permits do not save to the Jurisdiction Dashboard.

Creating an invoice:
1. Open the Application Detail page from tBereenedab by clicking on the hyperlinked Permit
number.
2. Navigate to thdnvoicestab (available for Screened, In Review, Issued, and Closed statuses only):

D FiLEs INvoices | Bl NOTES  &d ACTIVITY LOG

[ Add Invoice

Invoice Number Date Submitted Amount Created By Notel

Click + Add New Invoic

Norrintegrated jurisdictions:

New Invoice To manua”y enter fees,
Invoice: enter a description of the

Status: New i i fee, Bill #, and amount.
Notify On Payment? & ! Click Add Line Item to add al

* Aod e ftem applicable fees to the permit.

Line Description (255°Max Char Amount

Add notes to the customer

if desired regarding the

Note to Customer: : invoice.
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Integrated jurisdictions:

New Invoice

Invoice:

Status: New Click Add Line Item to manually add any additional fees

Notify On Payment? ¥

+ Add Line Item z

Line Description (255 Max Characters) Bill Number Amount

q [\

Select the checkbox next
to each line item you
want to add, then click

Add Line Items(s)

Fee Description Bill Number Fee Amount " Fee Remaining

Fire Review - Contract Cities 778804 VE]

Fire Review - Contract Cities 778805 173

Fire Review - Contract Cities 778805 173

—1_

Any fees associated with this
permit that exist in your backend
permitting system will load here.

3. Click thelsssiadl button to save the invoice and return to edit or submit the invoice later or

click thelaaa S SEiEl button to submit the invoice to the customer.
4. Once submitted, a PDF of the invoice is saved orthsdiction andQustomerDashboard on the

INVOICES
tab.

5. Applicant, Project Contact, and any Delegates on the permit will receive an email notification that an
invoice has been issued and requires payment.

Adding an Invoice to an Issued OTC Permit
You can add an invoice to an issued Over the Counter (OTC) permit if you need to charge additional fees after
issuance. You must have the Application ID or Permit number and search for iturigdictionDashboard
to access the Permit Details page. OTC permits do not save to the Jurisdiction Dashboard.

1. On theJurisdictionrDashboard, search for the App ID or permit number for the permit to which you

want to add an invoice.
2. Open the permit and click the Invoice tab on the Permit Details page.
3. Follow theSteps to Create an Invoice

Services Charges Based on Customer Payment Type

You can set service charges for customers based on the payment type they use at cheekiitutard
payments or eCheck/ACKivhere it is supportell If established, serviceharges will be added to the
transaction in the cart. However, service charges willbetlisplayedn the invoice.
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Processing Paid Invoices

When an invoice is paid, either online througlRermit (the application siter at the jurisdiction counter, the
invoice needs to be marked as paid in the permit tracking system and updated on the Dashboard.
Online Payments

Jurisdictions receive an email notification when an invoice is paid online. The application displays on the
Needs Attentiorfilter resultswith the activity ofPaid Invoiceintil required actions are taken.

To clear this activity, follow these steps:
1. Update invoice status within the jurisdiction permit tracking system as necessary to mark fees as
paid.
2. Open the Application Detail page from theeeds Attentiorfilter by clicking on the hyperlinked
permit number
3. Navigate to thdnvoicestab:

D FLes | [BiNvoIcEs | B NOTES@) i ACTIVITY LOG

[ Add Invoice
Invoice Number Date Submitted Created By Status Notes to Customer Actions

06/09/2021 Asher, Sarah Unpaid adsfadsf

06/09/2021 Asher, Sarah Paid asdfadsfadsf

Click Clear Activity

Other Payment Methods
1. Open the Application Detail page from tBereenedilter by clicking on the hyperlinked permit
number.
2. Navigate to thdnvoicestab:

Dres | Binvoices ElnoTes@)  dd acTiviTy LoG

Invoice Number Date Submitted Amount Created By Status Notes to Customer Actions

06/09/2021 $19.19 Asher, Sarah Unpaid adsfadsf

06/09/2021 $17.17 Asher, Sarah Paid asdfadsfadsf

Click Mark As Paid,
then Clear Activity.

Changing Jurisdiction Dashboard Status
At different stages throughout the revieprocessyou will need to update the status of the pernmitMBP.
This can be done by editing the status on the Application Detail page. The following are times when the
manual update of a status MBP is required:

9 After an invoice has been paidChange fronScreenedo In Review

1 After review is complete and permit has been issgéghange fronin Reviewto Issued
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NOTE You can choose to change the permit status to Issued when you upload a document type of Issued
Permit. See next section for details.

1 When jurisdiction determines the permit can be officially clog€thange fromssuedto Closed
NOTE You can choose to have permits automatically moved from Issued to Closed. Contact the Service
Delivery Team to enable this process.

REMINDERDnNce a permit is iRlosed statusn MBP it will bedeleted180 days from the date of closure.

Open thePermitDetaik page by clicking on the hyperlinked permit number.
1. Click thm icon next to the Dashboard Status

Project «Cancel
Details i

Remember to save your changes in each
section, otherwise unsaved changes may be
lost.

Permit

20100124 FO
Number
Assigned To o |
Unassignec Select new status,
BP Status — then Click Save,
Screene which displays every

you make a change.

Uploading Files

Once the permit is in review, the jurisdiction and customer (applicant or delegate) can exchange files on the
Dashboardto request or provide additional information, corrections, approvals, @ce plan review is
complete and all required fees have been paid, the final documents (permit, approval, approved plans, etc.)
are uploaded to thdurisdiction Dashboarfdr the customerWhen documentsre added to theJurisdiction
Dashboardan email notification is sent (séemail Notificationsection for more details).

1. Open thePermitDetaik page by clicking on the hyperlinked permit number.

2. Click thelE el hutton. A form opens in the tab to add files:
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Use this form to upload project files for permit 20 100124 FO

If uploading multiple files to customer, please make sure you are selecting the applicable document type fo will be notified via
email.

* - Indicates a required field. Se|eCt apprOprlate dOCU ment
Document Type* | —Select Docament Type.. type; then click Select File to

—Select Document Type- attach applicable document

Application Submittal Contact Letter from your Iocal network drlvesl

Application With Comments

Approval Letter

Approved Deferred Submittal NOte Only PDF documents 500
Approved Plans MB or less can be uploaded.

Approved Site Plan

Business License Application

Comment Response Letter

Complete or Incomplete Application Letter
Conditions Page

Contract

Contractor Information

Decision

Development Standards

Document Waiver Instructions

Drainage Modification or Waiver Form

I Use this form to upload project files for permit E20-11644

- ‘ | Itafileis uploaded
Repeat Steps 1 and 2 unti f o T Ay SNNER NE | O
all applicable files have pacumentType * | -select Document Type- - | button to delete.
been uploaded. Then click
Submit to Customer.

imits: S00MB, PDF only.
selectfile.. |

(Approval Letter) Approvalletter TEST.pdf

I
Check the box to update Note to Customer:
the MBP status to
GLAaAadzZSRE e et e
R2 Odzy Sy i NS a dzSR i
t SNYAGDE Note to Customer:

NI
Add an optional note to the customer,
which will appear with the document on
the customer and jurisdiction dashboards.

(Issued Permit) IssuedPermit_TEST.pdf

o
o R
—

COTIECENS
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Resending Failed Applications

Both plan review and OTC applicationay systematically fail while processing and are displayed under the
Failedtab. Failures are generally due to integration or PDF generation issues. Once these issues have been
resolved, these applications can be resent throughRleemit Details Page

1. Open theFailed gplicationPermitDetaik page from theNeeds Attrfilter by clicking on the
hyperlinked word ErrorNumber (displays in the Permit #/App. ID fisklctResend

Click Resend

Project
Details

Permit

ErrorNumber
Number

Changing Permit Numbers
The permit number on thdurisdiction Dashboarchn be edited if necessar@enerallythis is doneat the
request of the jurisdictionto match the permit number in the jurisdiction permit tracking system.

1. Open thePermitDetaik page and click on t icon:

PI’OjECt 4 Cancel

Details

Remember to save your changes in each
section, otherwise unsaved changes may be
lost. Enter new Permit Number in

text field, then click Save after
82dz2Q@S YIRS (K

Permit
Number

19 127442 BU
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Managing Permit Details

Permit and application details can be managed onRkemitDetails pageincludingProject Details Project

Location Application Details andContacts

Contacts

Project Project Location
Details

Email All Contaces~ # Edint

& Accept O Reject | 4 Edit Address 45
BELLEVL

Lecation Description Applicant Info

Permit

Click Email All
Number

Username:

Contacts to generate

Assigned | Click Edit to update: Click Edit to update: Name: an email to all email
To . Per!n'rt Number . Project Address Company: address for all Contact
MEP . Assigned To OR
Status . MEP Status . Location Description Email*:
Permit . Work Description
Type . Jurisdiction Phone: (206) 222-1122

. Project Name
Project

Project Contact info
Name

Name: i Click Edit to change or
edit details for:
. Applicant

Company: 1

Email: . Project Contact

. Contractor

Phone: | = Delegates

Contractor Info
Name: Johnson

Company. |oe

Email: sasher@bellevuewa

Phone: 555-555-5555
Delegate Info

Usermame: Ocontractor

Name: Amanda O'Connor

Company: City of Bellevue

Managing Project Details
You can update the following Project Detaillie fields marked with an asterisk can be modifietthén
Project Details container
1 RegeneratdPDF¢ Regenerate th&ermit PDF for OTC permits
1 *Permit Numberg update the permitnumber,if necessaryo reconcile withbackend permitting
system
1 *Assigred To¢ assign the permit or application to a staff member to manage
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E ]

*MBP Statug; set the status of the permit
Permit Typeg Identifies whether the permit requires Plan Review
1 Project Name this displays the customeassigned name fahe project, which appears on the
Jurisdiction Dashboaraind the permit documents
1 *Work Descriptionci KS Odza G2 YSND&a RSAONARLIIA2Y 2F g2N] G2
1 *JurisdictionProject Nameg the project name, as saved in t@edzNRA & Packeadiparyiitdriy
system
1 *Jurisdiction Statug, the permit status as saved in thackend permitting system
1 Submitted Dateg the date on which the permit was originally submitted

=

Managing Project Location

You can manage either the Address or the Project Location, depending on which type of location information
is saved with the application. Project Location is only used when a physical address is not available (for
example, some Righdf-Way or Special Events applications).

Project Location

Address

Project Location

Address 450 110TH AVE NE, BELLEVUE
53004

Location Description
Location Description Click Edit to search for a
new address OR to changt
the Location Description.

The SE Corner of Main and Maple
streets

39/150

Managing Application Details
You can regenerate applicationat any time. Click the Regenerate buttongenerate another copy of the
originalapplication.This will appear on the Customer Dashboard ofdapglicant.

Application Details F——

App ID: 824434

App. Type: By
Click Regenerate to create
a copy of the Application
PDF.

Project Type:

Activity Type: R

Scope of Work: Residence

Who Performs Work: Contractor
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Managing All Contacts
You can manage the details of all Contact types via the Contacts container on the Permit DetaN®page.
can access Contact Management by clicking Edit on the Contacts container.

Contacts

Email All Contacts § Edit

¥ Export

Managing Applicants
Applicants have full access to managing all aspects of the application/p¥aunittarchange theapplicant
on an application or permit, under the following conditions

1 Theapplicant must be an MB&ser andnmust provide the MBP usernanoe emailaddress.

f Each application / permit must have ahJLJt A Ol yiG®  2dz Oly dagl L¥ 2yS | LJ
cannot save an application / permit without a designasgglicant.

T Changes t@applicants are recorded on the Activity Log on the Jurisdiction Dashboard.

Applicant | Contact Contractor Delegates

Search MBP by username or
Change Applicant email address. Applicant must
have a valid MBP account.

search: mnair@bellevuewa.gov

First Name Last SeIeCt the user [Username Email
from the list.

NewPropOwner NewPropOwner01 MNair@bellevuewa.gov

Sarah AsherTest? AsherTest2 mnair@bellevuewa.gov

TestContractor01 TestContractor01 mnair@bellevuewa.gov

MnCantractarProd Productinn | lsar MnCantractarProd mnairimhallavnisaa ome -

Current Applicant New Applicant

Applicant details for the
Ashertest TestContractor01 new Appllcant appear in

sarsff  Use check boxes to update the TestContractor01 Last the window.

sash My Own Company
z0s] Contact and/or Contractor mnair@bellevuewa.gov

information with Applicant (425) 888-8888 X777
details.

[C] Add Applicant as Project Contact
[ Add Applicant as Contractor
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Managing Project Contacts
Project Contacts serve as the primary contact forapgplication/permit Note the following:
1 Project Contacthave no access to the application/perraidd cannot manage or pay invoices on the
permit.
1 Project Contacts do not need to be MBP users.
1 If the Project Contaateedsaccess to the application/permit, they must be added as a Delegate
(Delegates must be MBP users).
1 Changes to Project Contacts are recorded on the Activity Log on the Jurisdiction Dashboard.

Applicant | Contact Contractor Delegates Use the check box to
update the Project Contact
information with current
Fields marked with # are required. Applicant information.

Edit Project Contact

[] Save Applicant as Project Contact

Company Name: The City of Bellevue TEST
Enter all available Project

Contact information. First

Name, Last Name, Email
- Address, and Phone

ftastName: | Tested : Number are required

fields.

*Ei .
First Name: Professional

*Email Address: test@test.gov

*Phone Number: (425) 452-4444

Phone Extension:

Address Number:

Street Name or PO Box:

Apartment or Suite
Number:

City: Edmonds

Jurisdiction Admin Guide All Rights Reserved 28| Page



/MyBuildingPermit.com

a service of eCityGov.net Jurisdiction Admin Guide
Jurisdiction Dashboard

Managing Contractors
You can manage Contractor information tbe application/permit either by searching for them in MBP, or
by entering their information in a text form.
1 Contractors have no access to the application/permit and cannot manage or pay invoices on the
permit.
9 Contractors do not need to be MBP users.
1 If the Contractor needs access to the application/permit, they must be MBP users and then be added
as a Delegate (Delegates must be MBP users).
1 Changes to Contractors are recorded on the Activity Log on the Jurisdiction Dashboard.

Applica ontact Delegates
pplicant Contac Contractor Jelega Contractor Verification

Company Name:
Change Contractor

State License Number:

Contractor Verification State Lic. Expiration Date:

" " 4 City Business Lic. Number:
Enter the contractor's Washington State license number: BLACKIL941Q7 ty

Bus. Lic. Expiration Date:

approved in Jurisdiction:

Search & Verily ey o First Name:

Enter the State Contractor's
Contractor Details License and click Search and Email Address:
Verify. Then click Save on the
Contractor Verification form.

] save Applicant as Contract
Company Name City
Joe Check the box to populate the

Last Mame:

Enter contracter infermation manually if contractor cannot be verified:

Contractor Details form with the current

First Name Applicant information.

Johnson
Last Name \] Enter all available information for the
Contractor for this application / permit.

Contractors do not need to have MBP

accounts.
House Number Phone Number

Street Number Phone Extension

Suite Number

sher@bellevuewa.gov

_| Address is a PO Box Jurisdiction Business License
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Managing Delegates

Delegates can be added to applications/permits during the application process and can be added or removed
by Jurisdiction Administrators or Stafielegates have the same level of access to the permit as the

Applicant, and can pay invoices, upload documents, manage Contacts and view all communications with the
jurisdiction Delegates can be managed as follows:

1 Delegates must have valid MBP accounts

1 Delegateusername or email are required to add them to the application/permit.

I There is no limit on the number of Delegates on an application/permit.

1 Changes to Delegates are recorded on the Activity Log on the Jurisdiction Dashboard.

Applicant Contact Contractor

Change Delegates

Adding a delegate to your application
responsibilities you have as the apy

* Payinvoices
* Upload new document
s View all documents

Search MBF‘TE‘ST:i

Suggested Project Delegates (3)

-

NewPropOwner Mn

(NewPropOwner01)

Professional01Test Mn
(Professional01Test)

Professional01Test's Company

Stewe Callier (MBPCantractnor)

Delegates

Search for MBP users to
add as Delegates by
either their MBP
username, or the email
address associated with
their MBP user profile.

In the duties and
prity to:

©aded by the Jurisdiction

>

4

Current Project Delegates

Michele Miller (MillCreek)
f Mill Creek

The Suggested Project Delegates pane displays

9 Allusers previously associated with the
applicant.

1 All users associated with the email address

or username you entered in the search.

Use the arrows to move users into or out of the

Current Project Delegategane.
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Sending an Email to All Project Contacts

You can generate an email to send to all project contacts. An email is generated that contgpopylieted
email addresses for each contact type, a-populated subject line, and a blank message body. The email
recipients can be modified, if needed, bed the message is sent. A record of the email generation will
appear in the Activity Log for the permit however, the Activity Log does not track whether the email was
sent.

Contacts o x - Bellevuewa - O 'y
>
Format Insert Diraw Options il Discard B Send
B
Applicant info
LISErmamae: Testl tractoril Fram: [_JI/
Name:
T test@bellevuewagoy, test2@bellevuewa.gov, testd@bellevuewa.goy; testd 2 Cc & Bex
Company: Ity Orevr mpary Dhellevuewagoy
Email*; test1 @belevucwi.gov | Matification: Bellevue Permit E21-11668
Phone:
Sent from Mail for Windows 10
Project Contact info

MName

Company: The City of Bellevie TEST
Email: testatest soy I

Fheone;

Contractor info
Name:

Company: e
Email: test2i@belevuewa gov |

Fhone:

Delegate Info
Username:
Name:

Company: ity Gf reck
Emair: testi@believuewa gov |

Phone:
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User Profiles

TheUser Profileamenu allows you to search for and managentractor, Customer andStaff accounts
User Profile Search Tips:

1 Contractor¢ Search by Company Name

1 Customerg Search for an MBP user account by MBP username or email address

1 Staff¢ Search for Jurisdiction Staff by username or email address

Dashboard User Profiles - Reports Manage - Help =

Contractor
Customers
Staff

Resetting Account Credentials
User passwords for ePermit cannot be reset through the Admin site. Only the MBP user can reset their

password. When the MBP user cliéiargot Usernamé Forgot Passwordn the login screen, they will
receive an email at the address that is associated with the email account saved in their MBP user profile.

NOTE: User passwords for the Applicatio
portal (ePermit)cannotbe reset through

the Admin site. Users must use the link o
theePermitf 2 3 L yForgdt B&Y W
Name / Forgot Passwod

Welcome to the MyBuildingPermit.com Permitting Portal
Visit the MBP Help page to learn about the applicati ¢ <

Visit the MBP Contacts page for contact information for all MBP jurisdictions

Log In

User Name

User Name is required.
Password
Password is required.

New to MBP? Create an account

I Forgot User Name / Forgot Password
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Contractor Accounts

Contractors must create an account in MBP using their company name and Unified Business Identifier (UBI)
number. The MBP system connects to the WA Department of Labor and Industries (LNI) web site to confirm
SIOK O2Yy GNJ OG2NID&a | .tinfornatidd in@uliNglStats Gdhtrattdr Eicensis NdmbeysSoy
SIFOK O2y (NI OG2NRa LINBPFAL SO | [/ 2y GetliclioPNinbindza & KI @S |
contractor license number to obtain averthe-Counter(OTC) permit. Plan Review appiicas bypasghe
contractor validatioras the jurisdictions will completke license verificatioprior to permit issuance
Jurisdictions can perform the following actions to a Contractor Account:

T Remove associated Company Users

1 Add and Edit Jurisdiction/Local Business License information

1 Add notes to their account

1 Change the Status (Active or not)

NOTEAllContractor Company address and license data cfsora the LNI interface and cannot be
Y2RAFASRO® L¥ G4KS /2yGiNIOG2N) KIFa OKIy3aISR yeidiKAy3d 2
contact MBP support.

Search
USER PROFI&EontractorA Search allows you to search for a contractor company in MBP using name,
UBI#, Professional License#, or with Expiration Date Ranges.

User Profiles ~ Reports Manage ~ Help

Search
Customers Werify Licenses

Staff

Verify Licenses
lff26a8 WAdNRARAOUGUAZ2Y A (2 OSNARTE | ThecBwitérNdti@MehNGara f 2 OF f
indicateshow many new licenses need to be verified:

Verify Licenses @)
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Steps:

1. Click onUSER PROFIBESontracto Verify License®R selecW+ A Sg [ A OSohdh8 wSlj dzSa i a

Landing page.

When done, click Update to fNS€S
Save changes. An email will
be sent to the contractor.

Applied Company Name License Number

5/17/2016  HOLLENBECK EXCAVATING TesT193

ucg
6/2/2016 CDM Constructors Inc (5 TEST23

6/2/2016 LEO SIDING (§ test123

Click Edit to
make changes.

Indicate if Approved or not:
Select Yes or No

Approve? s

Pending v

Pending

Pending

Contractor Registration

The following is information for registering as a contractor in case you need to assist a contractor registering
on MBP. (More detailed information is on the MyBuildingPermit.com Help pags.

This process is used by licensed contractors to create an account on MyBuildingPermit.com. When
registering a new compargn MBP, state license validationregjuired,and some jurisdictions require local
business licenses as well before a licensed contractor can submit a pgplidation.

NOTE AcompanyUBI may only be registered one time with MBP; however, there can be multiple user

accounts associated with a single company.
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Registering a Licensed Contractor Account
Accounts are created only in the ePermit (permit application) site. Contractors must log in to the ePermit site
to create their accounts.

ClickCreate an Accounbn the MyBuildinPermit.com Login Page.
On the User Registration page, seleensed Contractor

Enter WA State UBI number and clg@garch

Complete the Contractor Registration.

VerifyCompany Informatiorand enterthe Phone Number.
EnterJurisdiction Licensenformation.

EnterUser Accountnformation.

CompleteReview and Certify

Exit the Registration Process or Register with another Company.

©COoNOO~WNPE

Welcome to the MyBuildingPermit.com Permitting Portal
Visit the MBP Help page to learn about the application process

Visit the MBP Contacts page for contact information for all MBP jurisdictions

LogIn
User Name
User Name is required.

Password

Password is required.

| New to MBP? Create an account

Forgot User Name / Forgot Password

User Registration

@® Licensed Contractor: | am a licensed contractor or am authorized to do work associated with a licensed contractor.
O Professional: | am an architect. engineer, or other professional applying on behalf of a property owner or developer.

O Property Owner: | am a property owner doing work on my own property.

Start Registration
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| AAET ¢ A »OOEOAEAOQEIT O1 A #11 OOAAOI 060 ! AAT O1 0
Find the company through a Contractor Seasohthe Admin sit€User Profilegy ContractorA Search).

ontractor License(s)
State Confractor License Type

CONNOJK3TSUB CONSTRUCTION

Company Users

Mo User Associated with this Company

Jurisdiction Licenses

Jurisdiction Applied Date License Number Expiration Date Notes

Mot Requirsd Testing...ignore this profile

Click on the +Insert button to add local - -
business license information. e quirea et

[Re:u.rec test

ot Required test

NOTE: Insert button will not appear if
your jurisdiction has already been added.

Required
enton Requirsd

Sammamish 91842010 Mot Required Mot Required

Snohomish County 91812010 Mot Required Mot Required

Snogqualmie = ] Requirsd Required

Woodinville SM9/2010 Not Required Mot Required

CUStomer ACCOU nts Customer Search / Manage Customer

USER PROFI4 & ustomers allows you tgearch

for accounts by either a Username or Email User Detail Recent Activity Associated Companies
address.
You can: status: @ Is Active?

1 Change Status Active or not First Name: <heri

 Edit Names and Email Address

Last Name:
gall

And if they are a Contractor Company:
1 See Recent permit activity and Associated
Companies

REMINDERPasswordgannotbe reset by Admirk K S & Y dza Forgieblsgrnaimi Borgat Passwordl
linkson the Log Irscreen
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Staff Accounts

AMf2pa &82dz G2 aSINOK &2dz2NJ 2dzNAARAOGA2Yy Qa dza SN&

1 Status

1 Names

1 Emalil

1 Change staff User Levels (JurisdictionAdmin level only)
1 Add a new staff account (JurisdictionAdmin level only)

Creating a New Staff Account
1. Select USER PROFIREStaff.

User Profiles ~ R [ENELRS Help ~

First, search for user to be

Contractor

added to make sure no
profile already exists.

Customers

S If no results found,

click +New to add.

Q, | sgalloway
Status: ® Active Inactive Both
First Last
User Name  Name Name Email Jurisdiction | Role
sgalloway Sheri Galloway | sgalloway@ecitygov.net = Bellevue SystemAdmin
EE.E sgalloway- Sheri Galloway | tjones@ecitygov.net Bothell SystemAdmin
You can Edit

Created

10/14/2014
10:45:00 AM

10/23/2015
9:16:00 AM

Active

True

True

existing profiles
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Add Staff

Jurisdiction:

Status:

All new accounts have

a default password of | User Name ™

Welcomel.

Password:

Email *:

User Level:

First Name *:

Last Name *:

Bellevue

Is Active?

Sally

Staff

StaffUser1

@ Temporary password: Welcome1

test@test.com

| Select One
Set the applicable User Level.

Click Save to

create profile.

Complete the following fields:
I First Name
 Last Name
T User Name
I Emalil

NOTE It isgoodpractice to inactivate any Staff accounts for peoptelonger at your jurisdictiorEdit the
staff profile anddeselect the Active indicator under Status.
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Setting User Levels
OnlyJurisdiction Administrators can set User LeVEss section describes the access availabksath level
within MBP.

Administrative Users
There are four user levels to choose from within MBP:
1. System Admin
2. Jurisdiction Admin
3. Jurisdiction Staff
4, Jurisdiction Reviewer

System Admin

eGov pplication developers, application projdetads,and support staff are assigned the user level of

System Admin. These users have access to edit all applicable fields, as well as enter and save changes for all
jurisdictions and customers within MBBnly System Admins can grant System Admin user levels.

Jurisdiction Users

Jurisdiction administrative staff have the choice of three defined user levels:
1. Jurisdiction Admin
2. Jurisdiction Staff
3. Jurisdiction Reviewer

Jurisdiction Admin
Users have the highest accdesthe jurisdictionand are engaged in creating and editing application
configurationsJurisdiction Admins have read/write access to all editable fields within the MBP Jurisdiction
Admin site:
Jurisdiction Adminbas access to
1 Read/write all editable fields within the MBP Jurisdiction Admin site
Create, edit configurations
Edit Contractor Profiles and Verification
Create and edit Staff user accounts
Full Dashboard management and application processing
Reports
Manage addresses

= =4 -4 —a —a -9

Jurisdiction Staff
Users at this level have more limited access and are more engaged in the daily review and processing of OTC
and plan review applications.
Jurisdiction Staff usetsave access to
1 Accept/Reject an application
1 Accept, View, and Delete files
9 Create and delete invoices
1 Upload documents to customers
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Edit permit number

Make all dashboard status selections

Edit Contractor profiles and contractor verification
Reports

= =4 -4 -

Jurisdiction staff have naccess to:
1 Configuration menus

Jurisdiction Reviewer
Users at this level have the most limited access. Like the Staff level, users are more engaged in the daily
review and processing of OTC and plan review applications.

Jurisdiction Reviewers have access to:
1 View applications, files, invoices
1 Upload documents to customers
1 Make Dashboard status selections of Screened and In Review only
T Edit permit number

Jurisdiction Reviewers have no access to:
1 Configuration menus

Edit Contractor Profiles

Delete documents

Accept/Reject applications

Create or delete invoices

=a =4 —a -2

Jurisdiction Admin Guide All Rights Reserved 40| Page



/MyBuildingPermit.com

a service of eCityGov.net Jurisdiction Admin Guide
Managing Jurisdiction Information in MBP

Managing Jurisdiction Information in MBP

Use the Manage menu to configure and customize MBP for your jurisditiost. of these settings and
items are managed by Jurisdiction Adsiia control what choices and information an applicant has
available, or needs to submit, during the application process.

Using the Manage Menu

UnderManageyou will find the following menu options:

1
1

Applications¢ Create new or modify existing application configurations which control the choices
information required when applicants are applying for a permit.

Feesc Fees foiOver the Counte(OTC) applications must be configured in MBP. Plan Review
applications will have invoices generated with fee information from yamaakend permitting system
Settings ¢ Jurisdiction Information, Application Types you will accept on MBP, Inspection Information
YR |1 2t ARIFI&a o2yfeée AT (KA backeydperiding systednyhisisa y Qi
also where you stablishsupportedpayment methoda (credit card and eCheck/AC&h)d set

transaction detail$or each supported method.

Supplementals; Additional questions and information that can be added to any Application
Configuration.

Support ¢ Search for a invoice, application, or permit
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Configuring Applications

Before users can apply for permits, jurisdiction Administrators must build and activate application
configurationsEach jurisdictioriollowsthe configurationworkflow to set up their configurationsTobegin,

goto the Manage > Applicationy¥ Sy dz I yR YIF 1S &St SOGA2ya T2N) 6KS aF2dz
MBP:Application Type, Project Type, Activity Type, and Scope of Wohe buckets guide applicants during

the application process. Eablickettype includes a brief description/definition to aststhe applicant when

making their selections.

/M\yBuildingPermit com Dashboard User Profiles ~ Verify Licenseso Reports Manage ~ Help ~

Dashboard o

Settings
Supplementals

Support
Search By: | permit # v | Permit# Date Submitted: from B to 1o

i Categories
Filter: | Needs Attn | New | ReSubmitted | Screened | InReview | Issued | Closed | NotAccepted |§

Each Application Configuration can have the follovétagps in the workflow

1 ApplicationConfiguration Landing Pagall four buckets andt leastl requiredWork Type are
requiredfor each Application Configuration.

1 PreApgicationMessage Displaysmmediately after the four buckets are selectbd the applicant

1 Work TypesAdditional information for the permit which displays on the Project Details page
(includes things like fixtures, heating source, materials used, quantities of items, etc.).

1 Category OrderingArrangethe categorydisplay ordeon the Project Details page

1 Conditional DisplayCreates a relationship between customer responses to SKUs and categories that
display based on those responses.

1 SupplementalsAdditional questions or information need from the applican{NOTE: Responses to
Supplementals do not integrate into backend permitting system).

1 Document Typedist of documents the applicant will need to upload with their application.

1 Submittal Info Information the jurisdiction needs to tell the applicant pertinent to submitting this
application type.

1 General Procesinformation the jurisdiction needs to communicate to the applicant regarding the
general permit application process such as contact information, timeframes, etc.

1 Settings and Option&et a configuration to Active or Inactive to contitd availability in ePermit;
Clone or Delete an application.
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Customer Application Process and Selections

As applicants progress through the MBP Permit application process, their selections and data entries are
determined by the jurisdictionduring the configuration process

/M‘yBuildingPermil.com Apply  Drmfis  Pian Review Dashboard

Eachurisdictionconfigureshe
applicationsavailablethrough MBP on
the Jurisdiction Admimenu under
Manage> Applications

Jurisdiction Burien

h/’m}auildmgi’ermﬂ.com Aoy Dufs  PanRewwDettosd Cat@@) Seach M

Thebucketoptions available under
Application Type ProjectType Activity
Type,and Scopef Work are configured

by each jurisdictionThese choices align Nom iyt A
with their backend permitting system ‘
configurations.

Application Type ©  Building: Permits for construction, modification or demolion of

buiding or structure:

l equipment of systems

7 WyBuildingPermit.com  Aepy Dmts PEnRevewDasitbosd Cai@) Seach MyF

Application T
Lo YP® Mechanical: Peamits for mechanical equipment of systems

MBP sends permit data to the
2 dzNJR & Pbackeadiparyiitirg system
and receives information back.

Project Type ©  Mixed Use: Resid
same buiding an

Multfarmly Residental d
/M\yBuildmgPermll.corn Apply  Dufis  PanRovewDashbostd  Cat@f) Seamh My

¢ KS 2 dzNWwWahRskrOagaked tifeQ a

mapped permit data and insesit into - —
the backend permitting systef &

database. T e e
Thebucket options display in ePermit R

with brief descriptions to help applicants bk P

make accurate selections. P
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St2g¢ Aa ty SEIFIYLES 2F (GKS ' O0GAQAGeE ¢al)S 2LIA2y4

Application Type of Building, and Project Type of Single Family Residential:
Customer/Applicant Apply Screen

/M\yBui[dingPermit_com Apply  Drafts  Plan Review Dashboard  Cart @)  Search  MyProfle  Help Welcome, Sherid2  Log Out

Jurisdiction Application Information

Application Information Application Type

Project Details structure.

Summary
Project Ty . q N : : )
reject ype Single Family Residential: 1 or 2 unit dwellings and all buildings and structures Change Selection
accessory to this use.

Building: Permits for construction, medification or demolition of a building or

Activity Type ©  Adult Family Home Inspection Only: Inspecting a facility as required for a DSHS
license, does not include any construction activity.

New Construction: Construction of a new structure, including the placement of a
premanufactured or relocated structure.

) Re-Roof Replacement - Roofing & Sheathing: Removal of the existing roofing
materials and the replacement of the existing roof sheathing or the placement of new
roof sheathing over the existing sheathing. New roofing materials are installed over
new roof sheathing.

»  Remodel: Changing the interior space of an existing structure, either structural or
nonstructural, but not creating any new floor area. May include exterior changes.

Structure Addition: Construction of new square footage attached to an existing
structure, which may include interior or exterior alterations to the existing structure.

Structure Addition - Major: Adding more than 3,000 new square feet to an existing
single family dwelling

Structure Demelition: Demolishing a whele structure where there is no subsequent
construction. Or, starting demolition prior to issuance of a construction permit currently
in review.

After the first fourbucket optiond N &St SOGSR o6& GKS | LILX A O yhé X
jurisdictionspecifieghe informationrequiredfrom the customer for each applicatidsy adding Work
Types/SKUs to the configuratioWork Types/SKUsre grouped assigned to Categories to keep them
organized in logicaroups Work Types/SKUs display to applicantstenRroject Details pagahich
applicantsmust compete as part of the application process

Jurisdiction Admin Guide All Rights Reserved 44| Page

idKS

TA



/MyBuildingPermit.com

a service of eCityGov.net Jurisdiction Admin Guide
Configuring Applications

For theBellevue Building Single Family ResidentigRenodel/ Residencepplicationconfiguration the
Work Types/SKUs appear as follows

Application Configuration - Work Types/SKUs

Building ' Single Family Residential / Remodel / Residence

If using RadioList Control Types, do not combine them with CheckBox Control Types in a Category
For OTC applications, at least one SKU must have a Fee Code assigned. SKUs marked as PR will ig ssigned Fee Codes.
All configurations must contaln at least one SKU. Where Valuation is used, there must be at least two SKUs in the configuration.

Category & Work Type Name # Control Type & Fee Code & Requires PR Required Delete

Conditional Display
itional Display *Valuation Falr Market Value of Construction Work QuantityBox BLDG - Valuation

5. supplementals Accessory Dwelling

. The floor the ADU is located in QuantityBox No Fee Code Assigned
Unit Information

ocument Types
Additional Project

A second kitchen is being added CheckBox
7.Submittal Info Information

Additional Project

The structure is heated. CheckBox No Fee Code Assigned
Information

Additional Project

This Is a Bullt Green project CheckBox No Fee Code Assigned
Information

Additional Project

This is a LEED Certified project. CheckBox No Fee Code Assigned
Information

Additional Project

This Is an affordable housing project CheckBox No Fee Code Assigned
Information

Clearing and Grading | This is neither new development nor

RadioList No Fee Code Assigned
Information redevelopment.

Project Details
urisdiction
BELLEVUE

Application Infor

Project Detalls

Building ' Single Family Residential / Remodel ' Residence

ns
S Structural Changes * - Required

Work Description
And looks like thisto th ... 1 There e o srutana anges.
Customer/Applicant: Applcancnfo

S Appliance and Equipment Informatior

upplementals

File Uploa sumbe Appliance Vent Only . Barbeque - Gas

et Numbe Clothes Dryer - Gas Number Commercial Cooking Equipment

Site Information * - Required
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Application Integration

When integrating with MBP he applicationconfiguration¢ along with SKU details and feewill beincluded

in the XML output sent to the jurisdiction Wsleb Serviced L (1 Q& S & & Sy G Ayodrbackend Y I LI (G KA
permitting systems For more information on MBP integration procesgthe MBP Integration Sectioin

this document as well ake MBP Integration Guide

High leveloverview of MBPOTC permitntegration with jurisdiction backendsystems

”/M}Buildingl’ermit.com

Search My Profile  Help

Mgy Dials  Pon Welcan
o Order Tracking Number © Jurisdiction & Address Application Information Price
N .
_~“MyBuildingPermit.com 728 Mechanica $126.00
1000 SW 125TH 5

surisgicion - Select Jurisdicton

Application  Jurisdiction
nformation

-- Select One --

Project

Details Start Application

Summary

Customer Applies for Permit online at
MyBuildingPermitcom

Customer Pays for Ovehe-Counter
Permit online

Jurisdiction KING COUNTY
Permitting Mechanical Permit Wabuldingermit com
System Kngcomy

dbackend Pormit Information

“nsou | MECH21-0328 s | 22412021

Eomncen | 22472022
saresns | 14342 SE 163RD ST 1601
H RENTON, 86058 e 1048481
X I Contaet Information

b P e e——
| P
fares | 14342 SE 163A0 5T RENTON, WA P {3 se-0es
MBP send Application Data to Jurisdicti@n — —
Job Description

Web Service to populate their backend
permitting system and receives permit
number and details back

A (Single Famity Residantial) ( Regair or Replacement) project invalvng ( 1 Furmace)
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High level overview of MBIPRpermit integration with jurisdiction backend systems

~
~MyBuildingPermit.com

Select Jurisdicton permit Details
Smm “

Junisgiction - e=mc o=

et e s e e —— W — e el ogsiad

Select One

i
i
ssep@

Customer Applies for Permit online at

MyBuildingPermit.com
Application is Screened by Jurisdiction

and Accepted on MBP Dashboard

Jurisdiction
Permitting Permit Details
sysen = : ﬂ
“backend” L= . m'-____m
- a
) - a
a
a

MBP send Application Data to Jurisdiction’s
Web Service to populate their backend
permitting system and receives permit

number and details back

Customers and Jurisdictions
communicate via the MBP Dashboard
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Considerations when Configuring Applications

1 Mark anapplicationconfiguration asfctive(lo make itavailableto applicants Mark cnfigurations
Yhactiveuntil i K S & Q NB . TBigahowsty&daSaveconfigurations withoutdisplaying thenon
the applicant screedzy’ (i A f & 2 T MBefuNds tesBng or preparingo roll out new
applications in the future or whenpdating existingones(e.g, whenyour permit fees change
1 Consider thaypical dJLX A OF y i Q& { K2 dz3 K (ProuiddiBfain®atiod and dptbghat LILIE & A Y
guidethem to the correct permit.
Align configurations witlyourjdzZNA & RA Ot A2y Qa ¢2N] Tt 26 +FyR ol Ol SYR
Determine which permits can be obtained@3C (nofPlan Review)
Create a spreadsheet of your permit types and how they map to MBP butkditsate whethePlan
Review is requirednd specifyfees for Ovetthe-Counters, etc.

E R

Here is an example of how a jurisdiction with TRAKIT ashihekend permitting systetmaps the MBP
bucketsto their database.

|ApplicationlProjecttype ______|Adtivitylype __|scopeOfWork__|Module _[Type __[sublype _|Parent |Par[1%]
Building Multifamily Residential Interior Alteration MNone permit BUILDING MF - ALT Build
Building Multifamily Residential Interior Alteration Naone permit BUILDING MF - ALT Build
Building Multifamily Residential Mew Construction Naone permit BUILDING MF - NEW Build
Building Nonresidential New Construction MNone permit BUILDING COM - NEW Build
Building Monresidential Re-Roof Replacement - Roofi rlone permit BUILDING RE-ROOF Build

Fios == : - Build
Build

ApplicationType: Incoming ApplicationType BU!Id
ProjectType: Incoming ProjectType Build
ActivityType: Incoming ActivityType Build
ScopeOfWork: Incoming ScopeOfork Build
Module: either "permit" or "project” for PermitTrak or ProjectTrak (all lower case, no quotes) Build
Type: Permit/Project Type to create Build
SubType: Permit/Project SubType to create Build
Parent_Module: look for an application on the same landtrak record on the same day and link it as a parent to the new permit Build
Parent_Type: look for an application on the same landtrak record on the same day and link it as a parent to the new permit

This maps the incoming 4 buckets to the type and subtype that should be created

Build
Build
Build
Build
Build
Building Single Family Residential Structure Addition none permit BUILDING Build
Building Single Family Residential Structure Addition Residence permit BUILDING Build
Building Single Family Residential Structure Addition Structure in Water permit BUILDING Build

Export XML file to: AppType.xml
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Application Configuration Landing Page

For all application configuration®u mustfirst select one type from each of the four buckets:

NOTE Selectan Application Type and click Submi

Application Type: ) . .
APPLICATION | oo ] to view gllconflguratlons for the selected
Seiect One Application Type.
ilding
Type <| -
Clearing and Grading [39] Activity Type: Scope of Work:

Electrical [23]
Fire - Bellevue Contract Cities [03] ‘ All h All h
Fire [96]

Land Use [89]

Mechanical [28]

Matural Resources [2]

Choose an application type and cli8bmit The number in brackets next to the Applicatic
Typeindicateshow many configurations you already have for that type.

Application Type:

PROJECT Butdog 141 -
Type . .
Project Type: Activity Type: Scope of Work:
| AnyProject Type [4] v| Al v Al v
All
Mibxed Use [12] Activity Type Scope of Work Is Active SKUs Included
Multifamily Residential [46] Y TYP p
| Monresidential [32] pe Interior Alteration Carpaort Attached No 1]

Personal Wireless Service Facilities [2]

Once you select an Applicatidiype you can choose the other three buckets in any order

Application Type:

ACTIVITY Buiding 121 v
Type
Project Type: Activity Type: Scope of Work:
Any Project Type [0] v | Deconstruction [0] w Al ~

All

Conversion [1]
Deconstruction [0]

Demolition [0]

Establish a Registered Basic [0]

All bucket selections display a counter in brackets which shows the number of configur:
in the system that match your selections.

Application Type:

SCOPE of Building [141] . ..
Work : NOTEAfter choosingthe ApplicationType, the
or Sy . .
broject Type: grid displays configurations thatmatch your puiork
PR —— selections Click Edit to open an item from the girdy, .. ;... "
) :lc'-:essa':.; Building [1]
Application T; ct Type Activity Type Scope of Wor

| Ace elling Unit Detached [0]

Building Any Project Type Adult Family Home Inspection Only Accessory Dw

Agricu silding [0]

Aircraft Hangar [(

With eachbucket selection, the grid populates with configurations that match yhices
If no configurationsnatchyour selections, theCreate Configuratiobutton appears
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Application Type:

Building [141]

Project Type: Activity Type: Scope of Work:

Single Family Residential [0] Remodel [0] Garage Detached [0]

This is a new configuration. Click Create Configuration to begin building this configuration.

Creat Configuration

Using the Landing Page
Follow these steps teelect aconfiguration andnanageyour application settings.

Steps:

1. On the menu, select Manage > Applications.

2. On theApplication Configuration landing pagdoosethe desiredApplication Type Thecounterin
brackets indicates the number of configuraticseady savedor the selectedapplication type.

3. ClickSubmit The grid displays all configurations for ttfeosenApplication Typgandthe dropdown
values for the remaining buckets are populated

4. Select theremaining buckets in any order. Theunters dynamicallyespondto each dropdown
selection, and the grid displays all saved configurations that match your selections.

5. The grid displays the 4 bucket selections, along with the Active/lnactive status and the number of
SKUs saved for each configuration.

6. Clickeditto modify a configuration from thegrid orclick Create Configuratioro start working on a
newone.

Application Configuration

Choose an Application Type to get started. Select additional filters to narrow your search

Application Type: Building (193] .

Project Type: Al . Activity Type: a Scope of Work:

Application Type Project Type ome Scope of Work Is Active SKUs Included
Con

Building Single Family Residential New C¢ Accessory Building 122

Building Single Family Residential Structy Accessory Building

Building Multifamily Residential New C¢ Accessory Building

Exte:
Building Mixed Use New C¢ Accessory Building
Fam

Building Wixed Use Decons Foundation Onl Accessory Building
Building Wixed Use Conver Accessory Building
Building Multifamily Residential Founds Accessory Building
Building Any Project Type AdUIE New o Accessory Building
<feat
Building Single Family Residential Attached Newce | Accessory Building
Building Multifamily Residential AdultF Accessory Building
Building Any Project Type Conver Pari < Accessory Building

Building single Family Residential Exterior Alteration Accessory Building
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The Configuration Workflow

Once you haveelectedthe buckets, use thénkson the left navigation of theonfigurationworkflow to
build your configuration.

Theconfigurationworkflow openswith the PreApplication Message page. For new configuratiaris,
recommended to follovthe steps in the ordeshownon the left navigatiorto complete all steps of the
configurationworkflow. When editing existing configurations, use the active page links to update any page in
the configurationworkflow.

1. Pre-Application Message

2. Work Types/SKUs

3. Category Ordering
4. Conditional Display
5. supplementals

6. Document Types

7. submittal Info

8. General Process Info.

9. Settings and Options

Consider the following best practice guidelines when working irctiméigurationworkflow:

1 Complete all stepsen the left navigation to build a complete configuration. The numbered steps on
the left navigation provide a suggested order

1 When editing existing configurations, matkeem Inactiveon the Settings and Options pagestil
82d200S a1 OSSR Htt ySOSaalNE OKIy38a

1 Buildand test your configurations in thtest environment prior to making them available to external
customers irproduction.

1 Applyfor the permit in theePermittest environment toverify the customer experience.

Pre-Application Message

The PreApplication message provides information that the jurisdiction wants to digpl#tye applicantright
after they make their bucket selections on the Application Information pafgePermit The PreApplicant
message is optional.
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Steps

1. Clickthe Pre-Application Messagdink on the left navigation.
2. On the PreApplication Message pagadd the message in the text bard clickenable Pre

Application Message

3. To prevent theapplicant from proceeding past the Application Information page, Siclp Applicant

from Proceeding

4. To both stop theapplicant and display a message, enter your message and select both checkboxes.

5. ClickSave A save success message will appear.

It is recommended that you ugshe Stop Applicant from Proceedingheck boonlyin conjunction with the
Enable PreApplicationMessage Failing to provide a message to the customvben blocking their progress

can cause confusion and result in suppesiues

You can edit the PrApplication message at any time, includmgdifyingthe message body or adjusting the

checkbox settings.

Application Configuration - Pre-Application Message
Building / Single Family Residential / Remodel / Residence

When a Pre-Application Message is saved, the

e e e
-t | 1e Applicant that they cannot proc
2. Work Types/SKUs

B|I U iz iz e ¢

TEST v:5.2.0.16

NOTEf £t AO1 GKS a{ 2L ! LILX th Adckthé applibERYa t LNNERGENESIGHIGhK £
Information pageThiscanbe beneficial if your jurisdiction does not issue Electrical Permits and you need to
refer the applicant to the WA Department of Labor and Industries. Not having Electrical in your application

Type message text in
. Information page in ePermit.
provided text box. b Messoge bor

e Stop Applicant from Proceeding box.

1/

Click to enable the Pre
Application message.
Enable Pre-Application Message

Stop Applicant from Proceeding

Click if you want to stop
applicant from proceeding m
with the application.

Click Save to keep

changes to the message

type selection could cause confusion and increase phonetoaltsur permit team. Instead/ou can

configure the Electrical permit with the RAgplication message with instructions for tpplicant on how

to proceed.

Jurisdiction Admin Guide
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Customer Application Screen: Example of afgplication Message

o~ . . .
/MyBu]ld]ngPel’mn,corn Apply  Drafts  Dashboard cart@  MyProfile  Help

Application Information
Jurisdiction

Application Warning!
Information Making changes

Application Type -
PP yp Building: Permits for construction, modification or demalition of a building L IEFE SEEERIT
or structure.

Project Type . B . . )
g w single Family Residential: 1 or 2 unit dwellings and all buildings and Change Selection
structures accessory to this use.

Activity Type
¥ Typ Remodel: Changing the interior space of an existing structure, either LizngE IRestn
structural or nonstructural, but not creating any new floor area. May include

exterior changes.

scope of Work .
P Residence: A building such as a single family dwelling, duplex. guest home, Lizngsddesian
or townhome.

Work Types/SKUs

Work Types/SKUs are specific to each permit type. For example, the choices available for BUILDING permits
will differ from those for FIRE permits. These Work Types are displayed on the Project Details page during the
application process, allowing you totgar detailed information about the work to be completed under the
selected permit.

Each Work Type has a unique identifier known as aBSKUSY O2 YO AY SR 6A G K &2 dzNJ 2 dzNA
(e.g., KL for Kirkland) and permit tyespecific code i®rmed .9., KL_MECH_547&his SKU is sent to

your backend permitting system via an XML text leur Web Service integration will then translate this

information into your backend system.

Work Types/SKUs are also associated with a particular Catederythe SKU is creatdyy the Service

Delivery TeamThis association determines how they are organized omsgmer application screettf

you need additional Categories or Work Types/SKUs for your configurations, please request them from the
Service Delivery Team via thanage menu (Manage > Settings > SKU Request).

When adding Work Types/SKUs to your configuration, consider the following:
9 If using radio list control types, do not combine them with check box control types in the same
category.
i For OTC applications, at least one SKU must have a Fee Code assigned.
T All configurations must contain atdst one SKU. Where Valuation is used, there must be at least two
SKUs in the configuration.
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Adding Work Type/SKUs

Work Types/SKUs are managetl savedn the primary page, with a secondary page used to add new
Work Types/SKUs to the configuration.

Steps

1. Click thework Types/SKUBnk on the left navigation.

2. Clickthe Add Work Types/SKUsutton to view a secondary page displaying all available Work
Types/SKUs. Check the box to select the SKUs you want to add to the configuration.
3. Tofind specific Work Types/SKUs, filtelategory Work Type Nameor SKU Number

Filter by Work Types by
Category, Work Type
Name, or SKU number.

Category ¥
Appliance and Equipment Inform... ¥ || Y%

Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information
Appliance and Equipment Information

Annlianre and Foninment Informatinn

Residence

. Alternatively, filter work types by keyword or SKU n|
For a more specific search, combi ry filter with keyword or SKU number filter.

Work Type Name %

Appliance Vent Only

Barbeque - Gas

Clothes Dryer - Gas

Commercial Cooking Equipment
Earthguake Shutoff vValve

Expansion Tank

Fuel Qil Piping

Fuel Tank

Fuel Tank Removal or Decommission
Fuel Tank Under 500 Gallons

Gas Piping Only (no fixture installation)
Gas Piping Outlets

Gas Piping Outlets - 2 or Less

Gas Piping Outlets - 3 or More
Generator

I ne | ishter - Gas

Check the box to select the Work Types
you want to add to the configuration.

NOTE Once a Work Type has been adde
it will be displayed on the primary page
and removed from the list.

QuantityBox
QuantityBox
QuantityBox
QuantityBox
QuantityBox
QuantityBox
QuantityBox

QuantityBox

ClickAddto move selected
SKUs to the primary page.

NuantifuRnx

Cancel

Add

4. Check the box in thadd column for all Work Types/SKUs you want to include in the configuration.
5. ClickAdd. Focus returns to the primary padéewly added SKUs appear at the bottom of the primary

page in bold/italic fontwith red messages alerting you of unsaved changes on the page.
6. Make any other changes on the grid and cBelve A save success message appears.
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Application Configuration - Work Types/SKUs

Building  Single Family Residential  Remodel = Residence

+ A Work TypesfSKUs | ) Export o Excel
R

Delete

Plan Review SKUs(Requires PR)
Use the grid to identify which Work Types/SKUs in the configuration will trigger a PR Application process.
NOTE The Requires PR? check box will be disabled for SKUs that have Fee Codes assigned.

Steps:
1. OntheWork Types/SKUsimary pagejdentify the Work Types/SKUs that should trigger a Plan
Review when the applicant selects them
2. Check theRequires PRheck box.
3. Make any other changes on the grid ardigkcSave A save success message appebing application
will be submitted as a Plan Review when the customer setagt®R SKUs during the application
process.

Assiging Fee Codes to SKUs
Assign Fee Codes to OTC SKUs to apply appropriate feEt)toselected by customens OTC permits.
NOTE Fee Codes will be disabled on SKUs that are marked Requires PR.

Steps:
1. On theWork Types/SKUsimary pageclick theFee Coddox to activate it.
2. From the list, slect the Fee Code you want to assign to Werk Type/SKU.
3. Make any other changes on the grid adigkcSave A save success message appears.Fék€ode
that was assigned will be added to the OTC permit when the Work Type/SKU is selected by the
customer, which will be paid by the customer during checkout

Jurisdiction Admin Guide All Rights Reserved 5| Page



/MyBuildingPermit.com

a service of eCityGov.net Jurisdiction Admin Guide
Configuring Applications

Marking a Work Type/SKU as Required

Required Work TypéSKUs indicate the selections that the applicant is required to make on the Project
Details page of ePermiVork Types/SKUs that are Required display a red asterisk on the Project Details page
in ePermit.

Steps:

1. On the Work Types/SKUs primary pagfgeckthe Requiredboxfor anySKUghat must be selected
during the application procesfequired SKUsill display with a red asterisk to indicate required
status.The following SKU types cannot be markedeagliredselections; theRequiredcheck box will
be disabledor:

I Radio List control type SKUs
1 Globally Required SKUs
I SKUs that are in required categories
2. Make any other changes on the grid and cBek/e A save success message appears.

Removing Work Types/SKUs from a Configuration
You can remove any Work Types/SKUs that were previously added to a configuPattenSKUs are
removed from a configuration, they can be added again if desired by clicking Add Work Types/SKUs.

NOTEIf you delete a SKU that has been saved as a Trigger SKU in Conditional Display, you will be alerted.

Steps:
1. On the Work Types/SKUs primary page, identify the Work Types/SKUs that you want to remove from
the configuration.
2. Check theéDeletecheck box. Multselect is supported
3. Make any other changes on the grid and c8ekre The Work Types/SKUs are removed from the
configuration, and are restored to the list on the secondary page, Add Work Types/SKUs.
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Application Configuration - Work Types/SKUS

Bullding  Single

Select the Work Typefin - - Click +AddNVork Tvbes/SKUs

PG

¥ Add Work Typea/olls | ) Evpart to xcel

Work Type Name & Control Type & : Requires PR Required Delete

Fair Market Value of Construction Wark

On the grid, manage the SKUs:
SKUs with permit conditions display islue; full - Add Fee Codes (for OTCs only)
details display on mouseover. - Indicate which SKUs trigger Plan Review
- Mark SKUs that applicantsiust select
(Required SKUSs)
- Mark SKUs for deletion from the
configuration

NOTEPIan Review configurations will not use Fee Codagsdictions will Invoice for any fees due.

REMINDERWhena Work Type is marked as Requimedhe configurationthe categories will be marked
with a Red Astesk * in the Application processvhich means an applicant must fill in at least one of the
options in that categoryNote that Radio Button control types are meant to indicate a single selection is
required.Radio Button control types cannot be marked as Required.

Site Information Property size in acres DecimalBox 5272 No Fee Code Assigned
Fee Code Detail
Site Information Proposed Lot Coverage as a percentage DecimalBox 5723 No Fee Code Assigned

Fee Code Name: MECH - Vents and Fans
Appliance and

Effective Date: 1/1/2019 12:00:00 AM
Equipment Appliance Vent Only QuantityBox 6100 MECH - Vents and Fans

Fee Calc. Type: Calculated

Amount: 26

Equipment Barbeque - Gas

Description: Mechanical inspection fee
Information

for appliance vent, dryer ducts and fans

Information
AT Whena Fee Code has been added,? percentage: 0

hovering on thelabel will give
additional details.

NOTE See~EE CODEEgction in this document for detailed instructions on creating Fee Codes.
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Example of a Jurisdiction Application Configuration

Application Configuration - Work Types/SKUs

Building | Single Family Residential / Remodel / Residence

If using RadioList Control Types, do not combine them wi s in a Category.
For OTC applications, at least one < s e as PR will ignore assigned Fee Code:
All configurations must contain at least one SkU. Where Va ec e must be at least wo'SKUS In the configuration

2. Work Typ
+ Add Work Ty

Category & Work Type Name 3 Control Type 4 Fee Code 3 Requires PR Required Delete

1. Pre-Application Message

4. Conuditional Display *valuation Fair Market Valug of Construction Work QuantityBox BLDG - Valuation

5. Supplementals Additional Project

A second kitchen is being added. CheckBox
Information

6. Document Types
Additional Project
7. Submi fo Information

The structure is heated CheckBox No Fee Cods Assigned

Additional Project
&. General Process Info. o - Thisis a Built Green project CheckBox No Fee Code Assigned
Information
5. Settings and Options Additional Project

. This is a LEED Certified project. CheckBox No Fee Code Assigned
Information

Additional Project

This is an affordable housing project CheckBox No Fee Code Assigned
information

The Work Types/SKUs display to the Customer on the Project Details Screen

Project Details
Jurisdiction
BELLEVUE

Application Information - . ) ) . .
Building / Single Family Residential Remodel Residence

Project Details

Summary

Structural Changes * - Required

O There are no structural changes. (O There are structural changes

Appliance and Equipment Information

Appliance Vent Only Barheque - Gas

Number Number
Clothes Dryer - Gas Commercial Cooking
Number Number ;
Equipment
Site Information * - Required
o . .
Numeric Lot size in square feet Numeric Property size in acres
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Category Ordering

Click and drag categories ¢ontrol the order in whichhey displayto applicants irePermit If you want to

add Conditional Display to the configuration, complete the Category Ordering step before adding Conditional
Display.

NOTECategories that have Conditional Display relationships established will display with a jagged blue
2dzif AySo /I NB aK2dzZ R 6S (1 1Sy 6KSy NB2NRSNAy3 / 2yRA
detailed instructions.

Steps
1. ClickCategory Orderingn the left navigation.
2. Clickand drag the categories to place them in the desired display order. This is the order in which the
categories wilappear to applicantsn the Project Details page in ePermit

NOTE Thischanges the display order to applicants ofiliie categories are not reordereah the Work
Types/SKUs page.

Application Configuration - Category Ordering

Building ~ Single Family Residential = Remodel = Residence

3. Category Ordering

 Equipment Information

3. Expand the categories to view the SKitua similar presentation to the Project Details page
a. Toggle theExpand All / Collapse Afiutton to show or hide the Work Types in all categories.
b. Use the caret on any category header to show or hide the Work Types in a specific category.
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Application Configuration - Category Ordering
ST B T ) Toggle between Expand All / Toggle the caret ormny
) Collapse All to display or hide the || category toshow / hide the
Work Typesn all categories. Work Types in that
category.

Structural Chan

There are no structural changes.

Appliance and Equipment Information

Site Information * - Required

4, ClickSaveg KSy @2dzQ@S NN} yaISR GKS OFrGS3I2NASae Ay GKS
savedin the collapsed stateA success message appears when your changes are saved.

NOTE Categonrdering is optional. If you choose not to change the display order, all SKUs in the
configuration will appear in their default order during the application process.
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Categories Display in Order on the Project Details ScrieesPermit

/M}BuildingPe rmit.com  Apply Drafts Dashboard Cart@®  MyProfle  Help

Project Details
Jurisdictio

BELLEVUE
Application Information

Project Details

Summary

Building / Single Family Residential Remodel Residence

¥ Expand All

Structural Changes * - Required

Appliance and Equipment Information

Site Information * - Required

Clearing and Grading Information

HVAC System Information

Work Location * - Required

Project Information * - Required

Conditional Display

Conditional Display is a powerful feature within the configuration workflow designed to optimize the user
experience by making applications more responsive to customer selections. Incorporating Conditional Display
into a configuration helps minimize unnessary questions during the application process.

Conditional Display relationships are established when categories are associated with specific SKUs, known as
Trigger SKUs. These Trigger SKUs are added to a category, transforming it into a Conditional Category. The
Conditional Category remains hidden anill only be displayed to the user if the applicant selects the Trigger

SKU during the application process. This results in applications that are better tailored to the specific needs of
the applicant.

Key Terms
91 Trigger SKUsSKUSs that are part of the configuration and assigned to categories to control their
display.Note that removing a Trigger SKU from a category does not remove the SKU from the
configuration.
1 Conditional CategoriesCategories with Trigger SKUs assigned to them. Conditional Categories will
display to the applicant only if the Trigger SKU is selected by the applicant.

Important Considerations - Before you Begin Working with Conditional Display

By default, all SKUs and Categories saved to a configuration will display in eBeaaitse this behavior
changeghe defaultdisplaybehavior, you must have a solid understanding of your configurations before you
begin.
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Please note several important considerations when working with Conditional Display:

1

Optional UseConditional Display is optional. If not used, applicants will continue to see all
Categories an®KUs. There is no obligation to change configurations. Adminsvaiicto control
category display can add Conditional Display to new or existing configurations in the Configuration
Workflow.
Establish Category Orde€onditional Display relies on the display ordecatbgories and SKUs.
Before assigning Trigger SKUsategories, ensure the Category Ordering step is completed in the
Configuration Workflow. Key points to note:

0 Only SKUthat precedea category in the display ordean be assigneas Trigger SKUs for

that category.
0 Once Trigger SKUs are assigned to a Conditional Category, you cannot reposition the Trigger
SKU to display below its Conditional Category; doing so will clear the Trigger SKU.

Tesing: Always test your Conditional Display configurations in the STG environment before moving
them to PROD. This involves selecting the saved Trigger SKUs and validating that the appropriate
Categories are displayed when the Trigger SKUs are selected.
SKU EligibilityOnly SKUs preceding a category in the display order are eligible to use as Trigger SKUs
for that category. Some SKU types are not eligible for use as Trigger SKUs, including:

o Fair Market Value SKUs

o0 OTC Fee SKUs
Category EligibilityCategories can only be Conditional Categories based on the SKUs that precede
them in the display ordeiHowever, sme Categories are not eligible to be Conditional Categories,
including:

0 The Category that appears first in the configuration and displays at the top of the page.

0 Categories that contain Fair Market Value SKUs

Establishing the Category Display Order

Determining the display order of your Categories before adding Trigger SKUs to Conditional Categories is
crucial. Changing the Category Display after setting up Conditional Display may result in Trigger SKUs being
cleared. Follow these steps to establisie tCategory order:

1.
2.

3.

Navigate to the configuration you are workiog andclickCategory Ordering

Click and drag categories into the desired oramrsuring thatConditional Categoriesre positioned
below the Trigger SKUs you want to assign

Once the Categories appear in the desired order, 8ake You can now proceed &et up
Conditional Display.

Adding Conditional Display to a Configuration
To addTrigger SKUs to categorigisd control category displayfollow these steps

1.

Save categories in the desired display order on the Category Orgexgeganctlick Conditional
Displayin the left navigation.

Revew the Categories an8KUs andlentify the Trigger SK)and the Conditional Category
relationships you want to assign.
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3. Inthe Conditional Category header, click the check bobigplay Category only if SKU(s) selected.
This actiorwill outline the category and activate the dropdown
4. Click the dropdown to display all SKUs available to add as Trigger SKU
0 OnlySKUs that preceded the category in the display oocder beTrigger SKUs.
0 You can assign one or more available SKUs as Trigger SKUs to a Category.
0 A SKU can be used as a Trig®}€ld imultiple categories, provided firecedes each
Conditional Category in the display order.
5. After adding altlesired SKUs tilhe categories, clicave Applicants will now only see Conditional
Categories when the Trigger SKU is selected on the Project Details page of the application process.

Application Configuration - Conditional Display

Tenant p

Project Information * - Required

4. Conditional Display

¢ Work Visible to Exterior? * - Required

5261 | The work is not visible to the exterior

Removing Conditional Display from a Configuration
Categories without Trigger SKUs will always display in the application. Follow these steps to remove
Conditional Display from a category:

1. ClickConditional Displayn the left navigation of the Configuration Workflow.

2. Scroll to the Category from which you want to remove Conditional Display.

3. Click thexxe in the right corner of the SKU'hHs removes the&SKUrom the category.

4. ClickSave

Workflow changes that affect Conditional Display

Once Conditional Display relationships are saved in a configuration, certain changes to the SKUs and
categories within those relationships can clear them. Deleting SKUs or altering the display order of categories
can clear conditional relationships. Youlwe alerted when attempting to make configuration changes that
impact Conditional Display. However, it is advisable to review Conditional Display before making any other
configuration changes.
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Work Types/SKUs: Deleting Trigger SKUs from a Configuration
When youmake changes to Conditional Categories and Trigger SKUs in other areas of the Configuration
Workflow, you will be alerted.

1 ,2dzQf £ &SS nthe Work §/peE/SKR S\ paiffy@u Fry t@delete a SKU that is in use as a

5

Trigger SKWlick OK to confirm deleting the Trigger SRW¢zxlick Cancel.

Dashboard UECHER N A NEEE | BEEEIEN  admintest.mybuildingpermit.com says Rsasher  Bellevue C

You are about to delete a SKU that is saved as a Trigger SKU on one or
more categories. Proceeding will remove the Trigger SKU from any
Education (E) related Conditional Categories.

* Occupancy Classes
Affected?

*Occupancy Classes . Trigger SKUs to be deleted: [5571, 6394, 6394, 5571, 5571, 6394]
actol
Affected? &

0 B

Click OK to delete the SKU and clear it from all categories or click

* Occupancy Classes Hazardous (H) Cancel
Affected?

* Occupancy Classes
Institutional (1) Cancel
Affected?

* Occupancy Classes
Affected?

BB

Storage areas less than 500 sq ft (S1) RadioList 5765

* Occupancy Classes
Affected?

BB

Parking Garage (S2) RadioList 5766

* Occupancy Classes
Affected?

[\

None of the above RadioList 5767

(]

* Primary Use Auto Detail RadioList 6394

Category Ordering: Changing Display Order with Conditional Display
Whenmakingchanges to Conditional Categories and Trigger SKUs in other areas of the Configuration
Workflow, you will be alertedOn the Category Ordering pagestaggered blue line indicates @lbnditional
Categories. If you move Conditional Categories into invalid placeraktiveto their Trigger SKUs, you will
be alertedon the Category Ordering page:
1 Analertdialogwill appear whernyoumovea Conditional Categorinto an invalid placemenwith a
Trigger SKU(k.g.,placingthe Conditional Category above one or more sfTitigger SKUs)
91 An alert dialogvill appearif you move a categorgontaininga Trigger SKU into an invalid placement
GAGK GKS ¢NARIIASNI {VY! Qlacinda 2ayeBokyitdntaiyirg & TriggerSRAGRIbIE
one or more ofits Conditional Categories).

/IM‘yEuildingPermit.com Dashboard  User Profiles ~  Verify Licenses @) Reports [EEEDINIERSSIENTET
ou
_— ) ) ) with iager r
Application Configuration - Category Ordering remove the Trigger SKUs from the C
Building | Nonresidential / Tenant Improvement / Primary Building Trigger SKUS to be clesrect (6354, 5571) m
Click OK to proceed with reordering the categories and clearing the

onfigurations yrag and drop Categories to change the order in which they a  Trigger SKU(s) o click Cancel. {pear with an outline. Reordering categories that include Conditional Display may cause the conditions to be|

deared

= Project Information * - Required
3. Category Ordering

4. Conditional Display = Structural Changes * - Required

=| yr——

Primary Use * - Required

Buildings on One Plan Set

Valuation * - Required
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Conditional Display z ePermit User Experience
When Conditional Logic is applied to a configuration, the user experience works as follows:
1 Conditional Categories appear only when Trigger SKUs are selected.
1 If a Trigger SKU is selected and then cleared, the Conditional Category will toggle accordingly,
showing or hiding based on the Trigger SKU's selection status.
9 If an applicant enters data into SKUs within a Conditional Category, then clears the Trigger SKU, any
data entered will be erased when the Conditional Category is hidden.

Supplementals

For Plan Review applicationguwcan use Supplementals poovide applicants with more information or ask
applicantsadditional questionsSupplementalgan beadded to specifiapplicationconfiguratiors and
displayon the Supplementals page in ePern8upplementacan be configured to always display, or to only
displayonly when specific SKUs are selected during the application prod#s=n the application is
submitted, the Supplementals are saved to the Jurisdiction Dashboayarigdictionreviewduring the Plan
Review process

. STF2NB FRRAY3 {dzLJL SYSyidlfta (2 e2dzNJ O2yFAIdzNI GA2Z2yas
created you can include them during the configuration procdss detailed information sel@anaging
Supplementalg Creating New Questimaires

Consider the following when adding Supplemental to configurations:
1 All Supplementals wille displayedo the applicant unless they are selected to use Sifecific
display
1 Supplementals can be reordered by clicking and dragging them to any position.
1 Supplementalare displayedo the applicant in the order in which they are saved.

Adding Supplemental
You can add as many Supplemesta desired.

Steps
1. Click theSupplementaldink on the left navigation.
2. Cickthe Add Supplementaldutton.

Jurisdiction Admin Guide All Rights Reserved 65| Page



/MyBuildingPermit.com

a service of eCityGov.net Jurisdiction Admin Guide
Configuring Applications

3. On the secondary page, choose the Supplementals you want frolvhiable Supplementalpane
(left) and move them to th&upplementals to Be Addepane (right). You can also doukkck to
move Supplementals between panes.

4. Usethe filter to search for Supplementals by name.

Application Configuration - Supplementals

Building  Single Family Residential = Remodel = Residence

Supplementals to Be Added

Acknowledgement

ad Power Requirements and Thresholds

5. ClickAddto return to the primary page. THecus returns to the Supplementals primary pagewly
added Supplementals appear at the bottom of tiréd in bold font. An alert message appeatsat
indicatesthat there are unsaved changes on the pagkckSave

Reordering Supplemental Display
Supplemental reordering is optional. All Supplementals will display to the customer in the order saved.

Steps:
1. On the Supplementals page primary page, click and drag any Supplemental to the desired order.
2. Make any other necessary changes and @Giake Asavesuccess message appears. Supplementals
will display to theapplicantin the order in which they were saved.
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