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Delegates

A Delegate is a person you may add to a specific application who has access to certain
functions and activities pertaining to that application. Otherwise, only the applicant has access

to this application.

A Delegate:
e Must be a registered user in MyBuildingPermit,
e |s authorized to pay invoices, upload files and perform any other actions related to the

application.
e Have complete access to the project and can perform the same actions as the applicant,

including cancelling the project.
e Delegates are copied on all emails sent to the project contact.

Delegates assigned to a project application can be found under the Delegates tab on the
Application Detail page.

A Delegate must have a separate account profile on MyBuildingPermit.com. You must have
access to a delegate’s user name to add them to your application. A delegate assigned to an

application can view that application from their own MBP dashboard. This icon € appears
next to the project name on the delegate’s dashboard.
Application Detail Page — Delegates Tab View
Apply  Drafts  PlanReview Dashboard  Cart  Search My Profile  Help Quick Swarch Enter AppId o Permt 0 @
Application Detail Submil formation | _Subet C Request | _Close |
Project Name: Deck Dashboard Status: InReview
Permit Number: 13 109935 BR
Plan Review Required:  Yes
Recent Activity: Unpaid Invoice(6/20/2013) ,
Project Contact Project Information Application Information
Name: 5 King Project Name: Deck Date Submitted:; &/20/2013
Company: Application Type: Building ication 1D: 1434
Phone: (425) 5551212 ::I’:;‘ IIM :N'; Fa:'["h :_i:s.aem.m Aoplics D 3409
it inpobeereea.gov 2 Actity Iype: s Contnton Jursdicton Status: e Avaiable
| Files | © Invoices lm.
Applicant: S King Phone: (425) 555-1212
Company: Email: sking@bellevuewa.gov [ Eadd
I Mame - Company Name L] Emsail L] Phone L] User Name L] Actions L]
Kim Tester kdowden@belevuewa gov (425) 452.7882 kdprodtester % Remave Dolegate I
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Delegate’s MBP Dashboard View
wd  Cart  Search  MyProfile  Help O oy v al
| Needs Attention | Submitted | Not Accepted lm[ In Review | Issued | Closed 0
Jurisdiction: A ) Viewing 2 of 2
[ RecetASY "2 PermitsiAppID @ Jurisdiction @ Application Type @ Proj. Name ®  ProjContact &  Submit Dste ¢ Jurisdiction Status  ©
13 109930 BR BELLEVUE Buildng Deck S King 62013 Not Available
Unpaid Invoice(s) 13 109682 L0 BELLEVUE Land Use KD Test Land Use 51583 Kim Tester &/152013 Not Available
Add Delegates:
From the Application Detail screen:
1. Click the ‘# pelegates tab
Click the *®Add | putton.
Enter the user name and click the .| putton.
. . . * Add User as Delegate
4. When the user details are displayed, click the [ g l button.
Remove Delegates
o . #& Remove Delegate |
1. Toremove a delegate from the application, click the button
under the Delegates tab.
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