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Overview

This guide describes how public users and registered users access Tyler Technologies’ Civic Access online
solution. Previously known as Citizen Self Service (CSS) and Citizen Access Portal (CAP), Civic Access is a
public-facing application that allows customers to interact with land management and permitting
processes administered by local government jurisdictions. Users can search and apply for permits, plans,
and licenses; search for parcels, projects, construction projects; renew licenses, and schedule
inspections.

Home Page, Main Menu Bar

Since jurisdictions administer and configure their own Civic Access Home page and main menu bar, the
menus and cards may vary. The public may view the Home, Apply, Map, Report, Fee Estimator, Pay
Invoices, Search, Calendar, and/or Help options in the menu. The Home page also may display Search
Public Records, Apply, Login or Register, Pay Invoices, Map, Calendar, Request Inspection, and/or
Estimate Fees menu cards. Administrators also can create custom menu cards.

CITY UF TYI.ER Loginor Register

Empowering our citizens

SearchQ, Today'sInspections Map FeeEstimator Paylnvoices Projects MapGallery>  Calendar (0

The City is taking COVID-19 very seriousty - read our coronavirus updates for more information.

D) A rs)
W Ell

lOPMEnt <

Search Public Records Login or Register Map
This tool can be used to searchfor Login to an existing or create a new Explore the map to see the activity
existing permits, plans. inspections, account. You can also find help if you occurring inyour neighborhood.
code cases, requests and licenses. fargot your login information.

Calendar Request Inspection Estimate Fees
Click here to find out about certain Click here to request aninspection Use this tool to quickly estimate the
events |ike holidays and public on anexisting record. required fees for a permit or plan.
hearings.

NOTE The Home page, Welcome page, and Dashboard may be configured differently than shown in this
user guide. For information about configuring pages, please refer to the Civic Access Setup Guide.
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https://help.tyleru.com/cssadmin/Welcome_to_Help.htm#t=Guide/Overview_-_Guide.htm

Search Public Records without Logging In

To access public information without logging in to Civic Access:
1. Navigate to the jurisdiction’s Civic Access site.
2. Click Search in the menu on the Civic Access Home page.
3. Orclick the Search Public Records card.

CITY OF TYLER

Login or Register

f Empowering our citizens

Apply | Search@,

City of Tyler Community

Today's Inspections Map  FeeEstimator  Pay Invoices

Search Public Records
This tool can be used to searchfor
existing permits, plans, inspections,
code cases, requests and licenses,

©

Login or Register
Login to an existing or create a new
account. You can also find help if you
forgot your login information.

D@EwviE —|;f\ rnart Sarvices
Development Services [

Projects MapGallery~v  Calendar (0

The City is taking COVID-15 very seriously - read our coronavirus updates for more information.

o
T BN

) =y b
Portal

Map

Explore the map to see the activity
occurring inyour neighborhood.

Calendar
Click here to find out about certain
events like holidays and public
hearings.

-
Request Inspection

Click here to request an inspection
on an existing record.

Estimate Fees

Use this tool to quickly estimate the
required fees for a permit or plan.

5. Type search terms in the field.

6. Click Search.

Leave the word All in the search dropdown to search through all records.

Public Information

Search public recc

All v‘ for] Search

addresses

vith keywords or

Exact Phrase £

7. Select another option in the Search dropdown (e.g., Permit) to display additional fields to use as

search criteria.
8. Click Advanced.

Public Information

Search ‘ Permit v | for earch public records with keywords or addresses Exact Phrase 2 Q search Advanced ~ Reset
5
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Permit

Type a partial or complete Permit Number.

=

2. Type a partial or complete Project Name associated with the permit.

3. Select the Permit Type.

4. Type a partial or full Parcel Number associated with the permit.

5. Select a permit Status.

6. Type a partial or full Address associated with the permit.

7. Type key words that might be in the permit Description.

8. Type application dates in the Applied Date and To fields or click the calendar and select dates.
9. Type issued dates in the Issued Date and To fields or click the calendar and select dates.

10. Type expiration dates in the Expiration Date and To fields or click the calendar and select dates.
11. Type finalization dates in the Finalized Date and To fields or click the calendar and select dates.
12. Click Search to display results.

13. Click Advanced to hide the search criteria.

14. Click Reset to clear the search criteria.

15. Click Export to export the results into a specified document. Civic Access displays the Export

button when the results display.

Public Information
Permit Number 2022 Project Name
Permit Type —Select Permit Type— v Parcel Number
Status —Select Permit Status— v

Address Search Addresses Description
Applied Date [ To =
Issued Date ] To =
Expiration Date [ To =
Finalized Date - To ]

NOTE Customers do not have to enter data in all fields and may use any combination of criteria.
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Plan

Type a partial or complete Plan Number.

Type a partial or complete Project Name associated with the plan.

Select the Plan Type.

Type a partial or full Parcel Number associated with the plan.

Select a plan Status.

Type a partial or full address associated with the plan.

Type key words that might be in the plan Description.

Type application dates in the Applied Date and To fields or click the calendar and select dates.

L 0 N O Uk WwN e

Type completion dates in the Completion Date and To fields or click the calendar and select
dates.

10. Type expiration dates in the Expiration Date and To fields or click the calendar and select dates.
11. Click Search to display results.

12. Click Advanced to hide the search criteria.

13. Click Reset to clear the search criteria.

14. Click Export to export the results into a specified document. Civic Access displays the Export
button when the results display.

Public Information

Plan Number 2023 Project Name
Plan Type —-Select Plan Type- v Parcel Number
Status —Select Plan Status— v
Address Search Addresses Description
Applied Date [ To n
Completion Date [ To ]
Expiration Date [ To ]

NOTE Customers do not have to enter data in all fields and may use any combination of criteria.
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Inspection
1. Type a partial or full Inspection Number.
2. Type a partial or full Parcel Number associated with the inspection.
3. Select an Inspection Type.
4. Select an inspection Status.
5. Type a partial or full address associated with the inspection.
6. Type requested dates in the Requested Date and To fields or click the calendar and select dates.
7. Type scheduled dates in the Scheduled Date and To fields or click the calendar and select dates.
8. Click Search to display results.
9. Click Advanced to hide the search criteria.

[
o

. Click Reset to clear the search criteria.

=
=

. Click Export to export the results into a specified document. Civic Access displays the Export
button when the results display.

Public Information

Inspection Number Parcel Number
Inspection Type Health & Sanitation Code Enforcement v Status —-Select Inspection Status-- v
Address Search Addresses
Requested Date [] To [
Scheduled Date ] To ]

NOTE Customers do not have to type data in all fields and may use any combination of criteria.

Code Case, Request, License

To search for other types of records such as a code case, request, license, or project:
1. Select the desired record type in the Search dropdown.
2. Click Advanced.
3. Type the information.
4. Click Search.

Public Information

Search ‘ Al V| for | search public records with keywords or addresses Exact Phrase @ @

All

Permit
Plan
Inspection
Request
License
Project
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To register for Civic Access:

Register
(

B

Sign in to community access services.

1. Navigate to the jurisdiction’s Civic
Access site.

2. Click Login or Register in the top right

corner of the Home page. o~
3. Orclick the Login or Register card on Slgn n with Coogle

the Home page.

4. Click a sign-in option:
a. Sign in with Google.
b. Sign in with Apple.
c. Sign in with Microsoft.
d. Sign in with Facebook.

Sign in with Apple

i}

Sign in with Microsoft

5. If not registered, click Sign up.
Sign in with Facebook

@ &

Login or Register

OR

Email address

D Keep me signed in

Calendar 0

L':’Ein or REEi5ter Unlock account?
Login to an existing or create a new Help
account. You can also find help if you
forgot your login information. Borit hen s secouni? Sl

WARNING Users should NOT register in Civic Access with the same email address used in EPL. This can
cause issues with the user account.
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Create an Account
The browser displays the Sign up page.

1. Type: Reer?

An Email address

a Signup

b. First name

c. Last name Email

d. Mobile phone number

e. Password

. . First
2. Click Sign Up. st name

Last name
Mobile phone Optional
Password

Password requirements:

* At least 8 characters

e A lowercase letter

s An uppercase letter

s A number

* Mo parts of your username

s Password can't be the same as your last 10

passwords
Confirm Account Sign Up
The customer receives a confirmation email.
1. Openthe email. Already have an account?

2. Click Confirm.

You are receiving this automated e-mail based on a user registration request that we received for the Civic Access tool for our
jurisdiction. The purpose of this confirmation is to validate the e-mail address that was provided in the initial user registration
process is the correct e-mail address for your user account. Please click the link below to continue to the next step of the user
registration process.

10
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Complete Registration

The browser displays the Civic Access Registration steps.

1. Type a Username, Password, and Confirm Password. The username may default to the email
used to register; if not, type the email address as the username.

2. Complete the CAPTCHA, if configured.
3. Click Next.

Registration

Step 2 of 4: Login information

I'm not a robot

reCAPTCHA

* Username
* Password

* Confirm Password

Email @gmail.com

NOTE Required fields are noted with a red asterisk.

11
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Personal Info
1. Type the required information on the Personal Info step.
2. Select a Contact Preference in the dropdown.

3. Click Next.
Registration
Step 3 of 4: Personal Info
*REQUIRED:
“ First Mame
First Mame is required.
Middle Mame
*Last Name
Last Name is required
Company
* Contact Preference -Select Comtact Preferenge -
* Email Address @gmail.com
Additional Contact Information
* Business Phone
" Home Phone
* Mobile Phone
(o L)

NOTE Required fields are noted with a red asterisk.
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Address
1. Type Address information.
2. Click Submit.
The browser displays the jurisdiction’s Civic Access Home page.

Registration

Step 4 of 4: Address

*REQUIRED

* Address Street address, P.O. box. (required)
Apartment, suite, unit, floor, (optional)
City
State ¥

Postal Code

NOTE Required fields are noted with a red asterisk.

TID-C Authorization

TID-C is a Tyler-wide authentication solution designed to allow online products to use the same
authentication method. Tyler enables TID-C authentication during deployment of new upgrades.

For information about TID-C authentication for Civic Access customers, please refer to the Civic Access
Legacy to TID-C Authentication guide for registration and login information.

13
tylertech.com

Updated: 2/14/2024




Log in

To log in to Civic Access if already registered:
1. Navigate to the jurisdiction’s Civic Access Home page.
2. Click Login or Register in the top right corner of the page.
3. Orclick the Login or Register card on the page.

4. Click a sign-in option and follow the steps:
a. Signin with Google.
b. Signin with Apple.
c. Signin with Microsoft.

| Login or Register | ( \

=g

Sign in to community access services.

d. Signin with Facebook.
5. Orif previously registered:
a. Type an Email address.
b. Click Next.

Calendar o

Sign in with Google

Sign in with Apple

Sign in with Microsoft

Login or Register

Login to an existing or create a new
account. You can also find help if you
forgot vour login information.

Sign in with Facebook

DA

OR

Email address

‘ Iamber.l.koester@gmail.com ‘

D Keep me signed in

14
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c. Click Select next to the Email or Password option.

| g

Verify it's you with a security method

@ amberlkoester@gmail.com
Select from the following options

[~ Email Select

& Password Select

Email Option
1. Click Send me an email.
2. Type the code from the email.
3. Click Verify.
The browser displays the jurisdiction’s Civic Access Home page.

Get a verification email Verify with your email

) (&) amberl koester@gmail.com
@ amber.lkoester@gmail.com

e

We sent an email to a***'r@gmail.com. Enter

the verification code in the text box.

e

Send a verification email to a**r@gmail.com
by clicking on "Send me an email”.

Enter Code

Send me an email ‘ | ‘
Verifv o Somer_rﬂinq =

Back to sign in

Verify with something else

Back to sign in
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Password Option
1. Type the Password.
2. Click Verify.
The browser displays the jurisdiction’s Civic Access Home page.

&)

Verify with your password

@) amberl koester@gmail.com

Password

| °

Forgot password?

Werify with something else

Back to sign in

16
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Forgotten Password

To reset a forgotten password:
1. Type the Email address used during registration.
2. Click Next.
3. Click Select next to Password.

&

Sign in to community access services.

~

Sign in with Google
Sign in with Apple

Sign in with Microsoft

€

Verify it's you with a security method

@ amber.l koester@gmail.com
Select from the following options

[><] Email Select

Password Select

EEEE

Sign in with Facebook

Q = &

CR

Email address

‘ Iamber.l.koester@gmail.com ‘

D Keep me signed in

17
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4. Click Forgot password.
5. Click Send me an email.

&

Verify with your password GCet a verification email

) @ amber.|koester@gmail.com
@ amberlkoester@gmail.com

Password Send a verification email by-CthIFIg on "Send
me an email”.

Send me an email

Verify

Back to sign in

Forgot password?

Werity with something else

Back to sign in

18
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Type the code from the email.
Click Verify.
Type the New password.

L 0 N D

Re-enter the password.
10. Click Reset your password.
The browser displays the jurisdiction’s Civic Access Home page.

& &

Verify with your email Reset your password

. amberl koester@gmail.com
@ amberl koester@gmail.com @ @g
Password requirements:

We sent you a verification email. Enter the

verification code in the text bax. * Atleast 8 characters

s A lowercase letter

Enter Code * An uppercase letter
e A number

‘ * Mo parts of your username
* Password can't be the same as your last 10

passwords
Verify New password
i °
Back to sign in
Re-enter password
| °

O Sign me out of all other devices.

Reset your password

Back to sign in
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Unlock Account

1. To unlock an account, click Unlock account.
2. Type the Email address.
3. Click Select.
4. Click Send me an email.
Sign in to community access services. Unlock account?

Email address
Sign in with Google

amber. | koester@g mail.com|

Sign in with Apple
<] Emiail Select

Sign in with Microsoft

Back to sign in

Sign in with Facebook

— -t Nl

COR

Email address

[] keep me signed in

Cet a verification email

@ amberlkoester@gmail.com

Next Send a verification email by clicking on "Send
me an email”.

Unlock account?

Send me an email

Help

Don't have an account? Sign up Backto sign in
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5. Type the code from the email.
6. Click Verify.
The browser displays a success message and then the jurisdiction’s Civic Access Home page.

®

Verify with your email

(@ amber.l koester@gmail.com

We sent you a verification email. Enter the
verification code in the text box.

Enter Code

Back to sign in

21
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Dashboard

The Civic Access Dashboard allows customers to view a visual representation of aggregated data. It
displays data about permits, plans, inspections, invoices, and licenses (if the jurisdiction issues them).
Customers can access saved drafts of submissions and add unpaid invoices directly to the shopping cart.
The dashboard displays data that is contextual to the registered user. The menu items on the Dashboard
are configurable as to wear they appear on the Dashboard and may show additional custom options set
up by a jurisdiction.
To access the Dashboard:

1. Login as aregistered user.

2. Click Dashboard in the menu on the Civic Access Home page.

PBG Construction - -0

£50 N\ cITY OF TYLER

! @ ' Empowering our citizens

Dashboard Apply MyWork SearchQ  Today'sinspections Map FeeFstimator  PayInvoices

Projects  Map Gallery»  Calendar (22

The City is taking COVID-19 very seriously - read our coronavirus updates for more information. ( I I

Ciity off Tyler Community Development Services Portal

Q)

Search Public Records

This tool can be used to search for
existing permits, plans, inspections,
code cases, requests and licenses.

e
=]

Calendar
Click here tofind out about certain
events like holidays and public
hearings.

o

My Account

Click here to access your account
information.

bl
Request Inspection

Click here to request an inspection
on an existing record.

Map

Explore the map to see the activity
occurring in your neighborhood.

Estimate Fees

Use this tool to quickly estimate the
required fees for a permit or plan.

22
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The browser displays the Dashboard.

My Permits

Attention Pending Active Recent Draft

58 99+ 50 99+ 0

Building [Resident 21 Building (Resident. ar Building {Resident 16 Building [Resident.._ 42

Building (Mon-Resi... 13 Building (Non-Resi... 21 Building (Mon-Resi... g Building (Mon-Resi... 19

Other 24 Other 57 Other 25 Other 57

+ View Mv Permits
My Plans
Attention Pending Active Recent Draft

Planned Unit Devel... 2 Site Plan - New 4 Planned Unit Devel.. 1 Site Plan - Mew 3
Land Use - Special U... 1 Planned Unit Devel... 1
Other 3

+ View My Plans

My Inspections My Invoices

R hedul | Current

31 71 95 o $59,864.00

Footing 4 Footing 11 Footing 13
Total

FoundationW.. 4 FoundationW.. 9 BusinessResi. 6 $
31 64,164.00

Other 23 Other 51 Crther 35

» View My Inspections » View Mv Invoices

My Licenses
Expired Expiresin Expiresin Expiresin Draft
DAYS DAYS DAYS DAYS
Test Business PBG Construction, Tim Taylor “Yellow Rose Florist Test Co.
No. HOME-000072-2023 No. CON-000001-2020 No. RETL-0000:52-2023 No. RETL-000060-2023
Type Home Business-Pho... Type Contractor - General Type Retail- Florist Type Tobacco License

» View My Licenses

23
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To use the Dashboard:
1. Click Draft in the My Permits or My Plans section to view saved permit or plan application drafts.

2. Click the desired status card in the My Permits section to view a list of the corresponding
permits. Beneath each status is a breakdown of the permit types.
a. Click View My Permits to view all permits.

3. Click the desired status card in the My Plans section to view a list of the corresponding plans.
Beneath each status circle is a breakdown of the plan types.
a. Click View My Plans to view all plans.

My Permits

Active

50

Building (Resident... 16

Recent Draft
99+ 0]

Building (Resident... 42

Attention

58 99+

Building {(Resident... 21

Pending

Building (Resident... a7

Building (Non-Resi... 13 Building (Non-Resi.. 21 Building (Mon-Resi... 9 Building (Non-Resi... 19
Other 24 COther 57 Other 25 Cther 57
+ View My Permits
My Plans
Attention Pending Active Recent Draft
Planned Unit Devel 2 Site Plan - Mew 4 Flanned Unit Devel 1 Site Plan - Mew 3
Land Use-Special U... 1 Plznned Unit Devel... 1
Other 3

v View My Plans
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4. Click the desired status card in the My Inspections section to view a list of the corresponding
inspections. Beneath each status is a breakdown of the inspection types.
a. Click View My Inspections to view all inspections.

5. Click Add to Cart next to Current, Past Due, or Total in the My Invoices section to add the
corresponding invoices to the shopping cart.
a. Click View My Invoices to view all invoices.

6. Click Renew in the My Licenses section to renew the license.
a. Click View My Licenses to view all licenses.

My Inspections My Invoices
Current
Requested Scheduled Closed
Add To Can
2 $4,300.00
3 1 7 1 5 5 Past Due
Add To Cart
o $5986400 CEED
Footing 4 Footing 1 Footing 13 |
Tota
FoundstionW.. 4 FoundationW.. 9 BusinessRezi. 6 31 $64"164.00
Other 23 Other 51 Other 35
+» View Mv Inspections » View My Inuniree
My Licenses
Expired Expiresin Expiresin Expiresin Draft
DAYS DAYS DAYS DAYS
Test Business PBG Construction, Tim Taylor “ellow Rose Florist Test Co.
No. HOME-Q00072-2023 No. COMN-000001-2020 No. RETL-000052-2023 No. RETL-000060-2023
Type Home Business- Pho... Type Contractor - General Type Retail-Florist Type TobaccoLicense
» View My Licenses
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My Permits

1.

Click the Attention card to view a list of all permit applications that need the customer’s
attention. The list displays on the My Work page with each project name, address attached to
the permit, type, status, and the reason that the permit needs the customer’s attention. These
permits may have active holds, unpaid fees, failed reviews (submittals), failed inspections,
eReview file resubmissions, or do not have a completed status.

Click the Pending card to view a list of all permit applications with a pending status. The list
displays on the My Work page with each project name, address attached to the permit, type,
and status. These permits do not have an issue date, final date, or an expiration date.

Click the Active card to view a list of all permits with an active status. The list displays on the My
Work page with each project name, address attached to the permit, type, and status. These
permits have been issued or have an issued date but are not complete.

Click the Recent card to view a list of all permits applied for in the last 90 days.

Click the Draft card to view a list of all permits saved by the customer, but not submitted for
review. These drafts may be incomplete, and action may resume at any point.

My Permits

Attention Pending Active Recent Draft

5 6 2 8 1

Building (Residentia..

Building (Mon-Resid..

Other

2

1

2

Building (Residentia...

Building (Mon-Resid...

Building (Mon-Resid.

Building (Residentia...

2

Building (Residentia..

Building (Residentia..

Other

4

2

2

Electrical [Residenti...

1

» View My Permits

NOTE Success, failure, on hold, or cancelled statuses are tied to flags in Enterprise Permitting &
Licensing (EPL), which do not always equate to the case being a success, failure, on hold, or cancelled.
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6. Click Delete to delete any drafts no longer needed.

Saved Work

MY TEMPLATES

My Drafts

Module permit

Module

Permit

Resultsperpage 1-1of1 <<

Type

Electrical (Residential) - New
Construction

<) ”

Last Update
02/06/2023 02:24:53 PM

Action

Sort| Module

7. Type criteria in the My Work page search box and press enter on the keyboard to filter results.
Or view the results as they display when they meet the criteria.

My Work
MY INVOICES
nun—residentiall
Display a1l + | Records
Permit Number Project

BLDC-000300-2023

BLDC-000139-2022

MY PLANS

MY EXISTING INSPECTIONS

Updated v In| Last 120 Days hd

1122 S Charles Av Napervill...

T  Address

2400 Clifton Ct Naperville, I...

REQUEST INSPECTIONS

Permit Type

Building (Non-Residential) -
Alteration

Submitted - Onli...

Building (Non-Residential) -

Submitted
Accessory Structure Hbmitte

MY LICENSES

Status T

[¥) Export to Excel

State

Attention, Recent, Pending
(Unpaid Fess)

Attention, Recent, Pending (On
Hold}

8. Select a status in the dropdown to further filter the view.

MY INVOICES
Search...

Display Recent hd
All

Permitll  active ct
Attention (All)

BLDR-0 Inspection Not Passed
On Hold
Pending

BLDRA Record Not Approved
Resubmit File
Review Mot Approved

BLDC-O Unpaid Fees

NOTE Success, failure, on hold, or cancelled statuses are tied to flags in EPL which do not always equate
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My Plans

1. Click the Attention card to view a list of all plans with active holds, unpaid fees, failed reviews
(submittals), failed inspections, eReview file resubmissions, and an unsuccessful status. The
plans display on the My Work page with each project name, address, type, status, and the
reason that the plan needs the customer’s attention.

2. Click the Pending card to view a list of all plans with an unsuccessful, fail, on hold, or cancelled
status. The plans display on the My Work page with each project name, address, type, and status.

3. Click the Active card to view a list of all the plans with an active status. The plans display on the
My Work page with each project name, address, type, and status.

4. Click the Draft card to view a list of all the plans saved by the customer, but not submitted for
review. Drafts may be incomplete, and action may resume at any point. Customers may delete
drafts if they are no longer needed.

5. Click the Recent card to view a list of all plans applied for in the last 90 days.

My Plans
Attention Pending Active Recent Draft
Planned Unit Devel... 2 Site Plan - New Planned Unit Devel... 1 Site Plan - New 3
Land Use - Special U... 1 Plznned Unit Devel.. 1
Other 3
+ View My Plans

NOTE Success, failure, on hold, or cancelled statuses are tied to flags in EPL which do not always equate
to the case being a success, failure, on hold, or cancelled.

My Inspections My Inspections
1. Click the Requested card to view a list
on the My Work page of inspections Requested Scheduled Closed
that have a requested status (e.g., has
not been given a scheduled date for 3 1 71 55
the inspection). The list displays the
inspection type, address, and case
number. Footing 4 Footing 11 Footing 13
Foundation W... 4 Foundation W... 9 Business Regi... 6
2. Click the Scheduled card to view a list
on the My Work page of inspections orer - other - oher %
that have a scheduled status. The list
displays the inspection type, address, » View My Inspections
case number, and scheduled date.
3. Click the Closed card to view a list on the My Work page of inspections that have a closed status.
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My Invoices

The My Invoices section allows Civic Access customers to access paid, voided, or unpaid invoices through
the Dashboard and add them to an electronic shopping cart. Customers can view, add, pay, or remove
invoices from the cart, which displays single or multiple cases associated with each invoice.

1. Click Add To Cart to the right of Current to view all current invoices.
2. Click Add To Cart to the right of Past
Due to view all past due invoices. My Invoices
3. Click Add To Cart to the right of Total
to view all invoices. Current $39.460.80
4. Click the Invoice Number to view the 4 ’ '
invoice. Past Due
5. Click the Case Number to view the 1 $1,072.50
case.
6. Click Remove to remove an invoice Total
from the shopping cart. 5 $40'533'30
7. Click Check Out to display a payment
page and complete the payment for
the invoice(s). »View My Invoices
Shopping Cart
Total  $1072.50

Involce: 1MV-00000154
Due Date: 01/15/2023

Description: BLDR-00020%-2022

Check Qut

$1072.50
Case Number Project Case Address Amount Due
Remove
BLDR-000209-2022 1234 Chalet Rd Naperville IL &0563 $1.072.50 SIS
Top | kain Menu
Total  $107250

Check Out

tylertech.com
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My Licenses
Civic Access customers can access licenses through the My Licenses section on the Dashboard, which
displays the days until the licenses expire and includes licenses that are up for renewal.

1. Click a company name to view the business details.

2. Click a license number to view the license details.

3. Click Renew on any card to begin the license renewal process. If a card does not display a Renew
button, the license cannot be renewed at this time.

4. Click the View My Licenses to view all licenses on the My Work page.

My Licenses
Expired Expiresin Expires in Expiresin Draft
DAYS DAYS DAYS DAYS
Test Business PBG Construction, Tim Taylor “ellow Rose Florist Test Co.
No. HOME-000072-2023 No. COMN-000001-2020 No. RETL-000052-2023 No. RETL-000060-2023
Type Home Business - Pho. Type Contractor - General Type Retail - Florist Type Tobaccolicense
» View My Licenses
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The My Work page displays information about the case type.
5. Click a License Number to view the license details.

6. Click Renew to begin the license renewal process. The license cannot be renewed at this time if
a row does not display a Renew button.

7. Click a Name to view the business details. This name may be different from the Doing Business
As (DBA) name.

Other columns display the:
e DBA name, which may differ from the name of the actual business in EPL.
e Address of where the license is held.

e Status of the license. Names may vary by jurisdiction (e.g., expired, issued, in review,
submitted).

e License Type for which the customer applied.

e Applied date when the customer applied for the license.

My Work
MY INVOICES MY PERMITS MY PLANS MY EXISTING INSPECTIONS REQUEST INSPECTIONS MY LICENSES PROJECTS
Search... [) Export to Excel
License Number Renew Name Y DEBa Y  Address Y  Status Y Tvpe T  Applied T
CONT-000029-20... Sunil Ojha 3412 Keller Ln Naperville, IL...  Submitted Contractor - General 09/13/2023
BUS-000081-2023 @ PBG Construction  PBG Construction 1124 Kings Paint Ct Naperv... | Issued Business Registration- Cons...  09/13/2023
BUS-000079-2023 Harbors Barbers 344 GreenValley Dr Naperv...  Subrnitted - ... Business Registration - Servi... 08/25/2023
000008-2020 @ PBG Construction = PBG Construction = 35 5 Washington St Napervi... | Issued Business Registration- Cons...  08/24/2023
HOME-000072-2... @ Test Businass lssued Horne Business - Photograp...  08/16/2023
RETL-000060-2023 @ Test Co. 1233 Haverhill CrNapervill..  lssued Tobaceo License 08/02/2023
REST-000056-2023 Hulk's Hoagies 1212 Andria Ct Naperville, l...  Submitted -...  Restaurant - Full Service 08/01/2023
BUS-000053-2023 Yellow Rose Flor...  Yellow RoseFlor... 349 GreenValley Dr Naperv...  Subritted Business Registration- Retail  07/25/2023
RETL-000052-2023 @ Yellow Rose Flor...  YellowRoseFlor... 349 GreenValley Dr Naperv...  Issued Retail - Florist 07/25/2023
CONT-000013-20... PBG Construction Submitted-... = Contractor - General 07/21/2023
SRVC-000051-20... TW Rental 340 GreenValley Dr Naperv...  Subritted -...  Service-Barber 07/21/2023
SRVC-000050-20... Corgi Cyber Sec... 1011 Book Ct Naperville, IL...  Submitted Service - Gas Station 07/18/2023

Showing 16 records.
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Apply with Application Assistant

The Application Assistant offers a guided way to apply for licenses, permits, and plans. This guide uses a
permit as an example application, but the process is similar for other applications. To use the
Application Assistant:

1. Click Apply in the menu on the Civic Access Home page.
The Application Assistant displays tabs for all, trending, my history (when logged in), license, permit, and
plan application types.

Application Assistant Help me choose
Search for application names and keywords n
A Al 2 Trending &0 My History BS LICENSES B PERMITS H PLANS
> Show Categories Show My Templates
_ Building (Residential) - Addition
@ :_J: Category Name: Description:
— -d Residential Building Select this to apply for a Residential Building Addition Permit.
Building (Residential) - New Single Family
Category Name: Description:
Residential Building Select this to apply for a New Single Family Building Permit.
Contractor - General
Category Name: Description:
Contractor Contractor License - General

2. Click All to choose from all types of permit,
plan, and license applications available in
Civic Access.

Application Assistant

. . Search for application names and keywords
3. Click Show Categories to select a category

and narrow the results.
4. Click Hide Categories to collapse the l2 Trending

category list.

< Hide Categorles

+ LICENSES @@
+ PERMITS €3)

+ PLANS ©
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5. Click Trending to choose from the jurisdiction’s current most common application types.

Click My History to choose an application type for which the customer has previously applied.

This tab displays only for registered users.

7. Click LICENSES to choose a type of license, which includes professional and business licenses.

8. Click PERMITS to choose a type of permit.
9. Click PLANS to choose a type of plan.

Application Assistant

Search for application names and keywords

A Al 12 Trending 20 My History

> Show Categories

-© Building (Residential) - Addition

Contractor - General
Category Name: Description:
Contractor Contractor License - General

m :_J: Category Name: Description:
= -<4  Residential Building Select this to apply for a Residential Building Addition Permit.

Building (Residential) - New Single Family
Category Name: Description:
Residential Building Select this to apply for a New Single Family Building Permit.

Help me choose

B PERMITS A PLANS

Show My Templates

Apply

Apply

Apply

10. Type key words to search for application types. As the customer types, Civic Access displays

common results.
11. Select the desired result in the list.

Application Assistant

electrical

Contractor - Electrical

Electrical (Non-Residential) - Alteration

Electrical (Non-Residential) - New Construction
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Step 1: Location

To add the location for the case:

1. Select the type of address on the Add Location card. The card may display a default address
type (e.g., Location).
2. Click add on the Location card to add a location.

Apply for Permit - Building (Non-Residential) - Alteration *REQUIRED

Locations

LOCATIONS

Please select or add the location of your project.

Add
Location

-t

REQUIRED

Create Template Save Draft Next

Civic Access displays the Map page. Customers can search for an address, manually type an address, or
draw a spatial collection (if configured). For more information, please refer to the Using the Map
section.
Search for an Address

1. Click the arrow to expand the search box.

2. Select All, Address, or Parcels to filter the results. The default is All.

Add Address As  Locafion v 4Back to Application

SEARCH ENTER MANUALLY

I Tl Tae

- | Addrells & Parcel S2arch

All

Address

Parcels
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3. Ortype an address, parcel number, or partial address or parcel number.
4. Click search or press enter on the keyboard.
5. Orclick Use current location.

Add AddressAs  Location v 4Back to Application

SEARCH ENTER MANUALLY

Civic Access displays:
e Results specific to the criteria.
e A pin on the map with a popup listing parcel and owner information, allowing the customer to
zoom to the location or add a case. The parcel owner may not display, if configured.

6. Mark the desired Address.
a. Click Add in the search results to add a case at this location.

7. Orclick Add in the popup on the map to add a case at this location.
Click Next.

Add Address As  Location «

SEARCH ENTER MANUALLY
= | 964 E Chicago Av X Q
[ I . . .

[ Select All

S Huffman St

964 E Chicago Av
964 E Chicago Av

[ Parcel: 0818418055
Owner: City Of Naperville

| =

Parcel: 081841805
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Manually Enter an Address

Customers can create cases based on an address that is not in the jurisdiction’s GIS. To manually add an

address:

1. Click ENTER MANUALLY on the map.

Add Address As  Location v
SEARCH I ENTER MANUALLY I
| 964 E Chicago Av >
[T [ . .
[0 Select All
o=
964 E Chicago Av

[ Parcel: 0818418055
Owner: City Of Naperville

,—"J//

S Huffman St

2. Type the information.

964 E Chicago Av

Parcel: 0818418055
Owner: City Of Naperville

@ Zoomte | Add

]

X

3. Click Save.

4. Click Next.
Add AddressAs  Location  ~
SEARCH

Enter Manually

Country Type

Enter Address

* Street Number

Pre Direction

Street Name

Street Type

Post Direction

Unit Or Suite

City

State

Zip Code

County

us

Search Addresses

Save

NOTE Required fields are noted with a red asterisk.
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Application Templates

Customers can create application templates or drafts on the Location step, which can be reused when
applying for the same case type and work class. For example, this is convenient way for contractors who
repeatedly submit the same type of permit or plan to start an application.

1. Click Create Template on the Location step of an application.

Apply for Permit - Building Commercial - Accessory Structure

Locations

LOCATIONS

Location A

Add
Location

-+

Create Template

NOTE Civic Access may display the Add Location card when a customer creates a template, based on
the application the user selected before clicking Create Template on the Location step.

Civic Access displays a Create Template popup.
2. Type the name of the template.
3. Click Save Template.

Create Template

“Please enter a template name ‘ In Ground pool |

Note: Attachments cannot be saved in a template

| Save Template | Cancel

NOTE Required fields are noted with a red asterisk. Customers cannot add attachments to a template.
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Once the customer saves the template, Civic Access displays a success message.
4. Click Go to My Templates.

5. Orclick OK.

a. Click the user’s name to access the My Account information.
b. Click Saved Work.

Civic Access displays the My Templates tab on the Saved Work page.

6. Click Use on the row with the desired template to use the template for an application.
Civic Access displays the Location step if the customer selects an application and clicks use.

7. Click Update to modify the template.

8. Click Delete to remove the template from Civic Access.
a. Click Yes to confirm.

Saved Work
MY DRAFTS

My Templates
Module 4] v Sort. Template Name

Module Template Name Type Last Update Action

Permit In Ground pool Pool (Residential) - In Ground 02/16/2023 10:35 AM “

Permit New Residential Home Building (Residential) - New Single 02/09/202301:36 PM “ ummg Dme‘e

Family
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Step 2: Type
Civic Access displays the application type. To add case details:

1. Type a Description.
a. Click the corner to expand the field and enter a large amount of text.

2. Type Square Feet and/or Valuation if desired.
3. Click Next.

Apply for Permit - Building (Non-Residential) - New Construction “REQUIRED

Locations Type

PERMIT DETAILS

Please enter the requested details about your project.

Note: Fields with an asterisk(*) are required.
* Permit Type Building (Non-Residential) - New Cons  +

Description

Square Feet

Valuation

m Create Template Save Draft Next

NOTE Required fields are noted with a red asterisk.
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Step 3: Contacts

Civic Access populates the registered user’s contact information as the first contact on permit and plan
applications. The customer must add the first contact for other types of records. Customers can add
more contacts if desired.

If a contact card is outlined in red and labeled Required, the customer must add the contact type to the

application.
Apply for Permit - Building (Non-Residential) - New Construction ‘REQUIRED
Locations Type Contacts
CONTACTS

Please select or add any contacts you would like attached to this permit.

2

Contact

Kathy LaPaglia (You)

2530 Sever Rd., +

Lawrenceville, GA, 30043

m Create Template Save Draft Next

To add contacts:

1. Select the contact type if the card displays the Select Type dropdown.
2. Click add (the plus button) to search for a contact or manually enter contact information.

CONTACTS

Please select or add any contacts youwould like attached to this perm

Select Type
Applicant
Architect
Contractor
Developer

Kathy LaPaglia (You) Owner
Owner/Builder

2530 Sever Rd.,
Lawrenceville, GA , 30043
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3. Type afull or partial Name, email, or Company name.
4. Click search.

Add Contact

Add Contact As  Contracior v

Enter Manually My Favorites
Searchl Mame, E-mail, or Company |

5. Click add to add the contact to the application if the person or company is an existing contact or
their email address is connected to an existing contact.

6. Click Enter Manually the contact does not exist in the system. EPL displays the button only if
configured by the jurisdiction.
a. Type the required information.

Click the star to add the contact as a favorite to easily locate it in the future in My Favorites.
Click Next after adding all case contacts.

@I Enter Manually My Fawodites

Search[Tim Taylo | |

Sort Relevance ~

* Tim Taylor 35 5 Washington PEG Construction phg@tylerdema.net

Maperville IL 0540
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Step 4: More Info

The More Info step displays fields defined by the jurisdiction that vary based on configuration.
Jurisdictions use the step to collect data about an application that is not gathered through the standard
fields. This information, also known as additional information, is often used to compute fees and print
on documents or reports. The customer cannot edit this information after submitting the application.
Jurisdiction users may edit the information in EPL. To add information:

1. Type information or mark applicable boxes.
2. Click Next.

Apply for Permit - Building (Non-Residential) - New Construction “REQUIRED

Locations Type Contacts More Info

MORE INFO

Please provide additional details about your project below.

Note: Fields with an asterisk(*) are required.

General Building | Top | Main Menu
Construction Type VB

VA

A
e
1A
e
1A

1B

O|0|0|O0|0|0|C|0|(0O|0O

Not Applicable

NOTE Required fields are noted with a red asterisk.
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Step 5: Attachments

The Attachments step allows customers to upload files related to the application. To attach files:
1. Select the file type if the card displays the Select Type dropdown.

2. Click add on each card to attach files. Civic Access displays REQUIRED on a card if the jurisdiction
requires a certain file type (e.g., building plans, blueprints, driver’s license).

3. Locate and select the file on the computer or server.
Click Open.
5. Click Next after all files have been uploaded.

Attachments

Please upload all applicable files for review.

Complete Building
Plan (Building,...

Select Type w

Add Attachment

Add Attachment

-

Supported: .pdf

-t

Supported: .pdf, .jpg, .png, .jpeg,
.gif, .tiff, .doc, .doex, .xls, .xlsx,
text, .dwg, .zip, .csv, .rif, .dxf,...

REQUIRED

NOTE Jurisdictions may require customers to attach specific documents before moving to the next step.
Customers must upload files used with electronic reviews as .pdf files to be compatible with Bluebeam,
which jurisdictions use to mark up documents as part of the review process.
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Step 6: Signature

The Signature step allows the customer to consent electronically for the application. If configured for
the Civic Access site:

Type the applicant’s name in the first field.

2. Toggle on Enable Type Signature.
3. Type the name again and Civic Access populates the signature field.
4. Orleave the Enable Type Signature toggled off and draw the signature in the signature field.
5. Click Next.
Locations Type Contacts More Info Attachments Signature
SIGNATURE

By providing my first and last name below, | affirm that the facts stated by me are true, | understand any misrepresentation or fraudulent statement is grounds for
automatic dismissal of this application and/ or revocation of the license. | understand that all signs displayed on my premise must be permitted by the Community
Development Agency. | further understand that my business must be operated in compliance with all applicable state, federal & local laws, ordinances & regulations, & that
the granting of this occupation tax certificate or payment of this occupation tax does not waive the right of any federal, state or local entity to regulate & enforce such laws,
ordinances & regulations. | understand that all decisions of the Building Division may be appealed to the Review Board.

* Please type your name as consent to electronically sign this application. Kathy LaPaglia

Enable Type Signature wiff) [ Kathy LaPaglid]

Kathy LaPaglia
February, 09 2023

_ Rathy LaPaglia

Create Template Save Draft Next

NOTE Required fields are noted with a red asterisk.
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Step 7: Review and Submit

1. Review the application including uploaded attachments, more info fields, and estimated fees (if

configured to display).

2. Click Save Draft if the information is incomplete and/or to finish the application later.
a. Click the Draft status circle on the Dashboard to resume the application.

3. Click Submit if the application is complete and accurate.

R-2 Multi-Family

R-2.1 Residential Care Facilities
R-3 1 & 2 Family Dwellings

R-3.1 Res. Care Facility < & Clients
R-4 Res. Care Facility »6 Clients
5-1 Storage, Mod Hazard

5-2 Storage, Low Hazard

U UtilitysMise Structures

Mumber of Stories
Seating Capacity
Proposed Use
Attachments
Complete Building Plan [Building, Office Plans - LEVEL 02 FLODR PLAN_v1.pdf
Electrical etc)

m Create Template

-

Success Page

Once the application is submitted, Civic Access may display a success message or immediately display
the record based on configuration. Civic Access displays fee information if an invoice for fees has been

created automatically.
1. Click Continue To the record if no fees display.

2. Orclick Add to Cart in the Fees section for fees that Civic Access has automatically invoiced. This
section displays if the jurisdiction configured the application type to automatically invoice fees.

@ Your application was successfully submitted!

Your application has been submitted successfully! We are currently reviewing your application for completeness and will notify
you if additional information is needed.

Continue to permit

$825.00

View Details

Fees

Add to Cart
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Request Inspections

Customers can request an inspection through Civic Access after the jurisdiction issues a permit. This
guide uses a permit as an example for requesting an inspection, but the process is similar for other
records that allow customers to request inspections based on configuration. Customers must be
registered users and a contact associated with the case. Inspection requests interact with the
inspection-related data on the dashboard.

To request an inspection:
1. Click Dashboard in the menu.
2. Click the Active card in the My Permits section.
Civic Access displays the My Work page and active permits by default.

3. Click the Permit Number of the desired permit for which you would like to request an
inspection.

lequest  View / ¥ o g b 5 Utility Billing

J y NG INSPE N NS | M
Searih (@ Export to Excel
Display  activ -
Permit Mumber Project T  Address T Permit Type T  Status T State
) . Building (Residential] - New .
1214 Cheshire Av Napervill... . | 7 Issued Acthve, Recent
Single Family
Buliding {Residential) - New Acthie, Attention, Recent
BLDR-000184-2022 1500 Tulane Dr Napervilie. b, o U ssued s
Single Family [Unpaid Fees)

NOTE Customers also can request inspections through the My Work REQUEST INSPECTIONS tab. For
more information, please refer to the Request Inspections section.

Civic Access displays the permit.
4. Click the Inspections tab.

Permit Number: BLDR-000308-2023 E
Permit Details | Tab Elements |‘V'-<l i Menu
Type: Building (Residential] - Status: Issued Project Name:

New Single Family

IVR Number: 100364 Applied Date:  01/31/2023 lssue Date:  01/31/2023
District:  East AssignedTo:  Lopez, Spencer Expire Date:  07/31/2023

Square Feet:  2.800.00 Waluation:  $350,000.00 Finalized Date:

Drescription:

Surmmary Locations Fees Reviews Inspections Attachments Contacts Sub-Records More Info Public Comments
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5. Mark Action on the row for the desired inspection. Customers may request more than one
inspection at the same time.

6. Click Request Inspection.

Request Inspections

Description Reinspection Action
Foundation Wall Inspection No O
Concrete Slab Inspection No (]
Floor Framing Inspection No O
Wall Framing Inspection No O
Final Building Inspection No a
Final Fire Inspection No (]

Request Inspection

NOTE If the case workflow is not complete in EPL up to the inspection step (based on the priority), Civic
Access does not display the Action settings.

Civic Access displays the Request Inspections page.
7. Click the calendar and select a date for the inspection.

Request Inspections (1)

o #BLDR-000308-2023

Inspection Type:  Foundation Wall Case Type: Building (Residential) - New Single Family

Address: 1214 Cheshire Av Naperville, IL 60540

* Requested Date ]

Comments/Gate Code

8. Type comments or a gate code as desired.
9. Click Submit.

Comments/Gate Code Call ahead so contractor can meet you.
Tim Taylor - 112-234-1234
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Civic Access displays the inspection information and a green checkmark if it is successfully requested.

o Case #BLDR-000308-2023

Inspection Type: Foundation Wall

Case Type: Building (Residential) - New Single Family
Address: 1214 Cheshire Av Naperville, IL 60540
Requested Date 02/10/2023

Comments/Gate Code Call ahead so contractor can meet you.

Tim Taylor - 112-234-1234

&

10. Click Back to navigate back to the case details.
Civic Access displays the requested inspection in the Existing Inspections section.

11. Click Cancel Inspection to cancel the inspection.
Once scheduled by the jurisdiction, Civic Access does not display the Cancel Inspection button.

Summany Locations Fees Reviews Inspections Attachments Contacts Sub-Records More Info Public Comments

Existing Inspections | Request Inspections | Optional Inspections |N|_=xt Tab | Permit Details |M,'|in Menu
Existing Inspections

Sort  Description w

IBLD-000343-2023 Foundation Wall Inspection Requested  02/10/2023

Results perpage 10 ~| 1-1ofl
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Pay Fees

To view or pay fees, the fees must be invoiced first by the jurisdiction.
1. Navigate to the desired record.
2. Click the Fees tab.

Permit Number: BLDR-000308-2023 E

Permit Details | Tab Elements | Main Menu

Type: Building (Residential) - Status: Issued Project Name:
New Single Family

IVR Number: 100364 Applied Date: 01/31/2023 Issue Date: 01/31/2023
District: East Assigned To: Lopez, Spencer Expire Date: 07/31/2023
Square Feet: 2,800.00 Valuation: $350,000.00 Finalized Date:
Description:
Summary Locations Reviews Inspections Attachments Contacts Sub-Records More Info Public Comments

a. Click Add To Cart to add the invoice to the electronic shopping cart.

Fee Summary | Remaining Fees | Paid Fees | Next Tab | License Details | Main Menu

Fee Summary

Total Fees: $50.00 Paid Fees: $0.00 Unpaid Fees: $50.00 Add to Ca

3. Or navigate to My Invoices on the Dashboard.

4. Click Add To Cart in the My Invoices section on the Dashboard to add invoices to the electronic
shopping cart.

My Invoices

Current

5 $40,285.80

Past Due

1 $1,072.50

Total

6 $41,358.30

» View My Invoices

NOTE Customers can add both Current and Past Due invoices to the electronic shopping cart from the
My Invoices section on the Dashboard.
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Invoices

Customers can access paid, voided, or unpaid invoices through the Dashboard and the various menus as
well as add invoices to the electronic Shopping Cart from a record or the My Work menu.

To view invoice information:
1. Mark an Invoice Number(s) on the MY INVOICES tab of My Work.

My Work
MY PERMITS MY PLANS MY EXISTING INSPECTIONS REQUEST INSPECTIONS MY LICENSES
Search... [ Export to Excel
Display Unpaid ~ for All Invoices v
Invoice Number Amount Due Y  Due T  Status Y  Case Number Y  Address T
$1,072.50 01/15/2023 Invoiced, Past Due BLDR-000209-2022 1234 Chalet Rd Naperville, I...
INV-00000251 $250.00 03/01/2023 Due BLDR-0002%8-2023 1234 Chalet Rd Naperville, I...
INV-00000252 $2,961.75 03/01/2023 Due BELDR-0002%8-2023 1234 Chalet Rd Naperville, L.
INV-00000253 $2,000.00 03/01/2023 Due RZNE-000055-2023 1125 Kings Point Ct Naperv...
INV-00000254 $34,249.05 03/01/2023 Due ELDC-000300-2023 1122 S Charles Av Napervill...
INV-00000287 $825.00 03/11/2023 Due BLDC-000336-2023 1012 95th St Naperville, IL ...

2. Or click an Invoice number(s) in the Remaining Fees section of the Fees tab of the case.

Summary Locations Inspections Attachments Contacts Sub-Records More Info Public Comments

Fee Summary | Remaining Fees | Paid Fees | Next Tab | Permit Details | Main Menu

Fee Summary

Total Fees: $34,249.05 Paid Fees: $0.00 Unpaid Fees: $34,249.05

Remaining Fees

Sort  Fee v

Invoice
Building Permit Fee (Non-Residential) INV-00000254 $20,757.00 $20,757.00
Building Plan Review Fee INV-00000254 $13,492.05 $13,492.05

50
tylertech.com

Updated: 2/14/2024




Civic Access displays the invoice.
3. Click print to print or save the invoice as a PDF.

4. Click Primary Fees to view the Fee Name, Fee Total, Amount Due, Case Number, Case Type, and
Notes for all fees associated with the invoice.

5. Click Misc Fees to view the Fee Name, Fee Total, Paid Amount, and Amount Due for all
miscellaneous fees associated with the invoice.

6. Click Payments to view the Receipt Number, Status, Transaction Type, Payment Type, Payment
Amount, and Payment Date for any payments associated with the invoice.

7. Click Attachments to view the File Name and Added Date for all files attached to the invoice.

Click Contacts to view the Company name, First Name, Last Name, Title, and Email for all
contacts associated with the invoice.

9. Click Add to Cart to add the invoice to the Shopping Cart.
10. Click Pay Now to make a payment.

Invoice Number: INV-00000254 | | E

Imvolce Total: 33424905

Status: Due Invoice Date: 01/30/2023 Due Date: 03012023

Description:  BLDC-000300-2023 - Created during online application in Civic Access

Frimary Fees Misc Fees Payments Attachments Contacts

Primary Fees Sort  Fee Name »
Fee Name Fee Total Amount Due Case Number Case Type MNotes
Building Permit Fee (Non- $20.757.00 $20.757.00 BLDC-000300-2023 Permit
Residential)
Building Plan Review Fee $13492.05 $13452.05 BLDC-000300-2023 Permit
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Manage a Review

Customers can submit electronic plans through Civic Access for the jurisdiction to review. Once
submitted, and the jurisdiction has reviewed the plans, the customer may receive an email or need to
log into Civic Access to review failed or approved reviews. To view review results that need attention:
1. Click Dashboard in the menu.
2. Click the Attention card in the desired section.
Civic Access displays a list of the cases that need attention, listed by module.
3. Click the Review Not Approved link under the State column.

My Work
¥ INVIICES MY EXISTING INSPECTIONS

Search. @ Export to Excel

Display  sttention [All) w

Permit Number Project T  Address T  Permit Type T  Status T State
Building (Resideatial) Attention Recent. Pending

BLDR-000157-2023 1122 Cheshire Av Napervill,, Y i In Review {Review Mot Approved, Resubir
Addition el

Attention, Recent, Pending
Buildi Residential) -
BLDR-000149-2023 1923 Cheshire A Naperville. | = iing (Rasidential) In Review {Unpaid Feas, Review Not

I Apgroved, Resubmit File)
Building (Residential) - Mew Attention, Recent, Pendin

BLDR-000153-2023 1122 Thunderbird Ln Maper... & £ 2 Submitted - Onli... il -]
Single Famiby (Linpaid Fees)

The application displays the type of review, the status, received, due, and completed dates. If there are
corrections or comments from reviewers, Civic Access displays a dropdown arrow next to each review.

Corrections

1. Click the arrow to read the corrections or comments.

Permit Mumber: BLDR-000157-2023

Permit Details | Tab Elements | Main Meanu

Type: Building [Residential) - Status: In Review Project Name:
Addition

IVR Number: 100187 Applied Date:  02/10/2023 Issue Date:

District: Blank Assigned To: Thompson, Tyler Expire Date:

Square Feet: 300,00 Valuation: 54500000 Finalized Date:

summary Locations Fees @ Inspections ﬁ_l1a:1'ncntsﬂ Contacts Sub-Records More info Public Comments

Building Review [Residential)
Submittal Status Received Date Due Date Completed Date
Requires Re-submit 0271072023 02/27/2023 02/10/2023

O Building » Requires Re-submit » Thompson Tyler » Completed : 02/10/2023
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2. Click Respond to reply to the correction, if configured.
3. Click Update Responses if finished responding.

D Building = Requires Re-submit « Thompson Tyler » Completed : 02/10/2023 -
Dot Date Completed Date
Q272712023 02/10/2023
Comment

See corrections for additional things needed upon resubmittal of plans,

Corrections (2)

Correction Type Electrical Waluation Category General Correction Resgend
Corrective Action Complete a "Certification of Construction Valuation” form.

Coemment Electrical Certification of Valuation

Carrection Type Signed Plans Categary General Correction
Corrective Action Have all plans signed and reattach.

Comment All sheets of the final plans shall bear the signature of the person who prepared the plans.

NOTE The response is visible in EPL to the person who created the correction in version two of the
review. It displays in the next review for the subsequent submittal.
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Each review in red must be acknowledged to move to the next step to submit new plans.
4. Click Acknowledge.
5. Click Next.

Reviews

All reviews in red must be ackmowiedged before continuing.

Building Review [Residential) i
Subenittal Status Recedved Date Diuse Daate Completed Date
Requires Re-submit 02/10:2023 02/27/2023 02/10/2023
0 Building » Requires Re-submit » Thompson Tyler « Completed : 02/10/2023 Ly
Due Diate Completed Date
02/27/2023 02/10/2023
Comment

See corrections for additional things needed upon resubmittal of plans.

Corrections (2)
Correction Type Electrical Valuation Category General Correction Hide Responis
Corrective Action Complete a "Certification of Construction Valuation™ form.
Comment Electrical Certification of Valuation

Will attach oF email it in, I
Correction Type Signed Plans Category General Correction m
Carrective Action Hawve all plans signed and reattach.
Comment All sheets of the final plans shall bear the signature of the persen who prepared the plans.
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Attachments

Civic Access displays an alert on the Attachments tab if the jurisdiction failed any electronic files and the
customer is required to resubmit the files.

1. Click Attachments.

2. Click Markups on the desired card to view text markups.

Summary Locations Fees Reviews @ Inspections Attachments @ A

Attachments | Next Tab | Permit Details | Main Menu
Attachments

At least one file needs to be resubmitted.

o

Complete Building Plan (Building,

Electrical Plan
Electrical etc)
Enclosed Sunroom ELECTRICAL PLAN v1.pdf
Plans_v1.pdf
Wersion: 1 Uploaded: 02/10/2023

Status: Required For Motes: Electrical Plan

Resubmit Instructions: Tyler
Thompson: See markups.

- - L PO

e || o

3. Click Respond to respond to the markups, if configured.
4. Click Close when done responding.

Markups

Text Added By Page

Add scale to drawing on all pages kathy.lapaglia 1
Is this the new deck, not on enclosed kathy.lapaglia 1

Update Response(s) Close
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5. Click the file name to open the PDF and view the markups.
6. Click Resubmit to upload the corrected file(s).

Summary Locations Fees Reviews @ Inspections Attachments @ &

Attachments | Next Tab | Permit Details | Main Menu
Attachments

At least one file needs to be resubmitted.

Complete Building Plan (Building. Electrical Plan
Electrical etc)
Enclosed Sunroom ELECTRICAL PLAN_v1.pdf
Plans_v1.pdf
Version: 1 Uploaded: 02/10/2023
Status: Required For Motes: Electrical Plan
Resubmit Instructions: Tyler
Thompson: See markups.
Lo

Civic Access displays the file(s) that need to be resubmitted.
7. Click Next.

Resubmit File(s)
Files
Files
Complete Building Plan (Building, Supported: .pdf
Electrical etc)
File Version Resubmit Instructions
Enclosed Sunroom Plans_v1.pdf 1 Tyler Thompson: See markups. Correct and resubmit new plans.
Markups
Text Added By Page
Add scale to drawing on all pages kathy.lapaglia 1
Is this the new deck, not on enclosed kathy.lapaglia 1
Next
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8. Click Select File and choose the new version of the file.
9. Click Submit.

Resubmit File(s)

Files Reviews Resubmit
Resubmit
Complete Building Plan (Building, Electrical etc)
Previous File New File Size:
Enclosed Sunroom Plans_v1l.pdf Floor Plans_color_v2.pdf 11494 KB

o

10. Click History on the Attachments tab to view the history of the submitted files.
Summary Locations Fees Reviews 0 Inspections

Agtachments | Mext Tab | Permit Detalls | Main Menu

Attachments
Complete Building Plan (Building, Electrical Plan
Electrical etc)
Floor Plans_color_v2.pdf ELECTRICAL PLAN_v1.pdf
Version: 2 Uploaded: 02/10/2023
Status: Awaiting Review Motes: Electrical Plan
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My Work

1. Click My Work in the menu to access invoices, permits, plans, inspections, and licenses.

Civic Access displays tabs only if the customer related records.

AY PERMITS MY PLANS bAY EXISTIMNG INSPECTIONS REQUEST INSPECTHOMS MY LICEMSES
Search. [ Export to Excel
ERGROTE W Display  Unpald ~ for  Allinvolces w
Inwolce Mumber Amount Due T Due Status T  Case Number T  Address T
INA-00000F L 54 2107250 0171572023 Iriced, Past Due BLOR-00020%9-2022 1234 Chalet Rd Maperville, 1._.
INV-DE000251 $250.00 03/01/2023 Due BLDR-000298-2023 1234 Chalet Rd Naperville, |...
INW-0OD00252 22.961.75 03013023 Diue BLODR-DOOZ5B-2023 1234 Chalet Rd Naperville, |.-.
INV-00000253 $2,000.00 03/01/2023 Due RZNE-D00055-2023 1125 Kings Paint Ct Maperv...
INV-D0000254 $34,249.05 03/01/2023 Due BLONC-000300-2023 1122 5 Charles v Mapervil..,
INV-00000287 $825.00 03/11/2023 Due BLOC-000336-2023 1012 95th St Naperville, IL ...
My Permits
To view details of a permit:
2. Click MY PERMITS.
3. Type a permit number, project name, or address.
My Work
Y PLAMNS Y EXISTIM ECTIONS BEQUEST INSPECTIONS WY LICEMSE
Search I"Il Export to Excel
Display ANl v Records Updated ~ I Last 120 Days o
Permit Mumbers Project T  Address T Permit Type T Status T State
_— A Attention, Recent, Pending
BLDR-000298- 2023 1234 Chalet Bd Nagerville, 1., E{H@_HKI'RESIUEH.IHJ In Resview Utripad Fees, Reviea Mot
Addition
Approrved)
[Busibdi Resicential] - Mew
BLDR-000308-2023 1214 Cheshire Av Napervill.. o or8 (Residential] Issued Active, Recent
Shnghe Family
BLDC-000336-2023 N2 05t St Mg L. | e pla Rl | bt o | AWmtion Recent (On Heold,
Mew Construction Unpaad Fees)
Building (Non- Residential
BLDC-000335-2023 11225 Charles AvNapervill.. :f'( - RESonBal) = | cubrlited - Onli-. | otk Perdi
eration
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Civic Access displays records that meet the criteria.

4. Click the Display dropdown to select and filter the list by the State of the permit.

5. Click the Records and In dropdowns to filter further.

MY INVOICES

1122

MY PLANS

Y EXISTING INSPECTIONS

Display Al

vlhe-:ﬂﬁi Updated ~ I Last 120Days v

Perrmit Mumber

BLDC-O00335-2023

BLDC-000:300-2023

Project T Address

1122 5 Charles Av Napervill...

1122 5 Charles Av Napervill...

Permit Type

REQUEST INSPECTIONS MY LICENSES

Status T

Building [Non-Residential) -

: Submitted - Onli...
Alteration

Building (Mon-Residential) - Submitted - Onll._

@ Export to Excel

Sate

Recent, Pending

Attention, Recent, Pending

Alteration {Unpaild Fees)
BLDR-000138-2022 1122 Starlite Ct Naperville, .. Coiomg (Residential) - Submitted Recent. Pending
Addition
6. Click filter in a column to filter the list by additional options.
7. Click the column header to sort the list by that column.
MY INVIOICES MY PLANS MY EXISTING INSPECTIONS REQUEST INSPECTIONS MY LICEMNSES
Search [& Export to Excel
Display  a; ~ Records  Updated v IN Llast120Days  ~
Permit Number Project T  Address T I Permit Type T T I Status E State
BLOC-000139-2022 3400 Clifton Ct Maperville, L. Bullding (Non-Residential) - Submitted Attention, Recent, Pending (On
Accessory Structure Hold)
BLDC-000335-2023 1422 SCharles Ay Napervil, | Ciding{Non-Residential)- | o\ @ i Onil.. | Recent Pending
Alteration
8. Click a permit number to open the record.
AY INVDICES MY PLANS MY EXISTING INSPECTIONS REGUEST INSPECTIONS MY LICEMNSES
Search, [ Export to Excel
Display a1 v| Records uUpadsted ~ In Specifed Range v
Start Date  1/2272023 E End Date  2/10/2023 E [+3
Permit Number Project T  Address T PermitType * T Status T  State
. e . =
BLDC-00013%9-2022 2400 Clifton Ct Napervilie, I... Bullging ihon- Residental Submitted AT, Boosn. Pending (on
Accessory Structure Hald)
BLDC-000335-2023 1122 5 Charles Av Naperll ., Bullding {Non:Residerthal] = Submitted - Ondl...  Recent, Pending

Alteration

9. Select the number of records to display on each page in the Results per page dropdown.

10. Click the page navigation arrows to move between pages of records.

Resultsperpage 1-1of1 == = s
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My Plans

To view details of a plan:
1. Click MY PLANS.
2. Follow steps 3-8 in the My Permits section to locate a plan.

My Work
MY INVOICES MY PERMITS IETING IN TION 1 5T INSPEC Y NSES
Search [ Export to Excel
Display 2| v Records Updated v I Last120Days ~
Plan Number Project T Address T PlanType T  Status T  State
PLAT-000057-2023 Subdivision - Majar Submitted Recent, Pending
A tion, R it P
RENE-000055-2023 1125 Kings Point Ct Naperv...  Rezoning Submitted - Online PRk
(Unpaid Fees)

NOTE: Not all plan data is available to all customers.

My Existing Inspections
To view details of a requested or scheduled inspection:

1. Click MY EXISTING INSPECTIONS.
2. Follow steps 3-8 in the My Permits section to locate an inspection.

My Work
Y INVCICES MY PERMITS MY PLANS REQUEST INSPECTIONS MY LICENSES
Sear [ Export to Excel
Display Scheduled
Inspection Mumber Inspection Type T  Address T Status T  State T  CaseNumber T  Requested T  Scheduled T Comp
IBLD-000263-2022 Concrete 5lab 2400 Clifton C...  Requested Scheduled BLDC-00013%-2022 1171752022 12/1652022
IBLD-000299-2022 Foating 1500 Tulane D...  Scheduled Scheduled BLDR-0O0184-2022 12/0B/2022 12/2002022
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Request Inspections

Customers can request inspections through Civic Access. Customers must be registered users and a
contact associated with the case. Multiple related/unrelated inspections can be requested
simultaneously. Inspection requests interact with the inspection-related data on the dashboard.

To view details of requested inspections:

1. Click REQUEST INSPECTIONS.
2. Follow steps 3-8 in the My Permits section to locate an inspection.

My Work
MY INVOICES MY PERMITS MY PLANS MY EXISTING INSPECTIONS MY LICENSES

Search...

Request Inspection
Case Number T  Address T Type T  Inspection Type
BLDR-000184-2022 1500 Tulane Dr Naperville, IL 60565 Building [Residential) - Mew Single Family Concrete Slab
BLDR-000184-2022 1500 Tulane Dr Maperville, IL 80565 Building (Residential) - Mew Single Family Wall Framing
BLDR-000184-2022 1500 Tulane Dr Naperville, IL 60565 Building (Residential) - Mew Single Farmily Foundation Wall
BLDR-000184-2022 1500 Tulane Dr Maperville, IL 60565 Building (Residential) - Mew Single Family Floor Framing
BLDR-OO0184-2022 1500 Tulane Dr Maperville, IL 40565 Building (Residential) - Mew Single Family Final Fire
BLDR-000184-2022 1500 Tulane Dir Naperville, IL 40565 Building (Residential) - Mew Single Family Final Building

3. Click a Case Number to open the associated record.
a. Follow steps 4-9 in the Request Inspections section.

4. Or mark the desired case(s) for which inspections are needed.
a. Click Request Inspection.
b. Follow steps 7-9 in the Request Inspections section.

Search... [ Export to Excel

Request Inspection

Case Number T  Address T Twpe T Inspection Type T
BLDR-000184-2022 1500 Tulane Dr Naperville, IL 60565 Building (Residential] - Mew Single Family Concrete Slab

BLDR-000184- 2022 1500 Tulane Dr Naperville, IL 580565 Building (Residential] - New Single Family Wall Framing

BLDR-000184- 2022 1500 Tulane Dr Maperville, IL 50565 Building (Residential] - Mew Single Family Foundation Wall

L DR-000184- 2022 1500 Tulane Dr Napendlle, IL 80565 Building (Residential] - New Single Family Floor Framing

AL DR-000184- 2022 1500 Tudane Dy Naperyilbe, IL 50565 Building {Residential] - Mew Single Family Final Fire

LDR-000184-2022 1500 Tulane Dr Maperville, IL 80585 Building (Residential] - Mew Single Family Final Building
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Today’s Inspections

To view inspections schedule for a specific day:

1. Click Today’s Inspections in the menu. Today’s Inspections displays in the menu only if
configured by the jurisdiction.

Type a case number, inspection type or address to locate a specific inspection.
Click search.

jest Apply vy Waork search X nspections  [EGETVEENS stimator ~ Pay Im

Today's Inspections

“Date | 0213/2023 . Exclude Completed Sort  Case Mumber

Wiewr Case Case Inspection Primary Estimated Estimated

Inspection Mumber Type Type Address Inspector Start Time End Tirme Status

000035-2020 0O0004- Business  Business 555 Main St Naperville IL Bush, Mark 01:00 PM 0100 PM Scheduled
2020 License Registration G540

000021-2019 000006 Business  Business 1608 Fender Rd Roper, 01:00 PM 0100 PM Scheduled
2019 License Registration Naperville IL 50565 Britney

D00036- 2000 0000 7- Business Business 1223 Rickert Dr Jones, lean O1:00FPM 01:00 P Scheduled
2020 License Registration Maperville IL 0540

IFIRE BLDC- Permit Final Fire 1404 Sunnybrook Dr Kesler, Matt 01:00 PM 0400 P Scheduled

000013-2019 000055- Naperville IL 60540
2019

4. Click the calendar to select an inspection due date or type the date to narrow the list.
5. Mark Exclude Completed to have the results not include inspections that complete.
6. Click Export to save the list to your computer.

*Date 02/13/2023 a () Exclude Completed

7. Click the sort dropdown to sort the inspections within the search.

Sort| Case Mumber v

Relevance
Case Number
Case Type
Inspection Type
Inspection Status
Address

Primary Inspector
Inspection Order
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Manage an Inspection

1. To navigate to an inspection:
a. Click the Inspections tab on the parent record.
b. Search for a specific inspection.
c. Click a specific inspection in a results list.

2. Click the Inspection Number to view the inspection details.

Case Primary Estimated Estimated
View Inspection Mumber L Inspection Type Address Inspector Start Time End Time Status Order
FOOD-000235- FOOD- Operational Retail Food 10W Bauer Rd Biron, Heidi 0:00 PM 04:00 PM Scheduled ]
2022 00003%- Permit Maperville IL

2022 60563
IPLM-000153 PLMC- Permit Final Plumbing 1033w Lopez, Spencer  04:00 PM 04:00 PM Scheduled 0O
2020 000123 Jefferson Av

2020 Naperville IL

60540

FOG-000239- INDWWA- Permit Fat/Oil/Grease 1033w Kesler, Matt 0:00 PM 04:00 PM Scheduled ]
2022 000135- Interceptor Jefferson Ay

2022 Inspection Maperville IL

3. Click Location, Contacts, Checklist, Fees, Attachments, Previous Inspections (if configured), and
More Info (if configured) to view inspection information.

Inspection Number: IFIRE-000013-2019

Inspection Details |Tab Elements | Main Menu

Inspection Type: Final Fire Requested Date: 06/03/2019
Inspection Status: Scheduled Scheduled Date: 01/24/2024 Scheduled Time: 05:00 PM
Permit Number: BLDC-000055-201% Completed Date: Completed Time:

Inspector Name: Matt Kesler

Main Address: 1404 Sunnybrook Naperville,IL 60540

Contacts Checklist Fees Attachments
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Civic Access integrates with the jurisdiction’s GIS information to allow for searches, pinned results,
submitting applications, and more.

To use the Civic Access map:
1. Click Map on the menu.

Create Request  View Request

2. Click the arrow to select a search option. Choices are All as the default, Address, and Parcels.

&

| All

Address

Parcels
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4. Type a partial or full address or a parcel number.
Civic Access displays results.

— | NI EmgeRveNy |

- 1122 X Q

Address

1122 N Main 5t
1122 Greensfield Dr
1122 S Charles Av
1122 Hobson Mill Dr

[
lt
}r_ 1122 Johnson Dr

1122 Thunderbird Ln

® Use current location

6. Mark the box to select an address.

Civic Access displays the Start Application button. For more information, please refer to Search For an
Address section.

-‘-""'---_
< 1122 ch X | Q
J" _hh""""]'\-.
Select All Start Application
1122 Cheshire Av
Parcel: 0820104004
Owner: Welch, James & Andrea
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7. Click in the box of the desired address or parcel to view records related to the location.
8. Click download to save the results to the computer.

9. Click more options to view the calendar.

= | 1234 Chalet Rd

[ Select All

1234 Chalet Rd

] Parcel: 0714228001
Ohwner: Vanicek, Gary A

Records

Case Number
BLDR-000209-2022
Apply Date
12/16/2022

Casa Type

Building {Residential) - Addition
Status o
Submitted - Online

Case Number
BLDR-0002%8-2023

Apply Date

173072023

Case Type

Bullding [Residential) - Addition
Status

In Review

10. Click the calendar to select a date since the records have been updated.

Records B X
Updated since | G |
Permit (4) Plan (2)
Code Case (1)
=]
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11. Click the Case Number to view information about the record.

Records B X

Updated since | G |

Permit (4) Plan (2)

Code Case (1)

Case Number
BLDR-000318-2023

Apply Date
2/7/2023

Case Type
Building (Residential) - Deck

Civic Access display case details in another browser tab.

12. Click the left arrow to collapse the record information box and view the full map.

= | 100 E Jefferson Av X Q

] Select All

100 E Jefferson Av

) Parcel: 0818324013 nAve
Owner: North Central College

13. Click the X to clear the location information and start a new search.

= | 100 E Jefferson Av
Select All Start Application

100 E Jefferson Av
Parcel: 0818324013
Owner: North Central College

@, Zoom1o —+ Apply

Records B x .
100 E Jefferson Av . il [ v
Parcel: 0818324013 B Upoated since [c] ‘
Owner: Morth Central College .
Permit (4) Plan (2) ‘
|
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Create a Spatial Collection

Spatial collections, also known as features, allow customers to create a record based on a location or
feature, such as a parade route, without using an address or parcel. Customers can create spatial
collections in the Maps tab and can apply right from the map.

1. Select any of the map tools to draw an area.

2. Select the desired point, line, polygon, rectangle, or circle tool.

W S e ——
5 BK O ~ g4 O O

3. Click once on each desired turn of the line in the shape.
4. Double click to close the shape.

5. Click transform to modify the shape’s size.
| |

xdl |\3

Civic Access displays a box around the feature.
a. Move the white squares into the desired positions.

JE s—————

- {]
- B
- L

-

-
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6. Click reshape to reshape the feature.

1 Festure ]

TET

a. Move the circles into the desired positions.

7. Click outside the shape once the modification is complete.
8. Click Apply with this shape to apply for a case using this area as the location.

X -9B14061.2954658872
¥: 5119704.6041046778

Hampst sad Ave|

NOTE Applying with a spatial collection may not be an option for all jurisdictions or all application types.
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9. Select a shape on the map to delete it.

Civic Access displays a delete button under the tools.
10. Click delete.

| | | |
‘BA: 0
1 Feature @

11. Click undo or redo while drawing a polygon to change a line of the shape. To use undo and redo,
the polygon must not be a closed shape yet.

Massachusetls A
|
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12. Click the base map widget to toggle between an aerial view and other map views. Map widgets
do not display for all jurisdictions. They display based on configuration.

13. Click other widgets below the map tools to switch between views. Map widgets do not display
for all jurisdictions. They display based on configuration.

- o~ | [ SR A

14. Click home to return to the default map view.

15. Click plus or minus to zoom in and out on the map.
a. Ordouble click the left mouse button.
b. Or use the roller ball on the mouse.

_|_
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Fee Estimator

Customers can use Civic Access to estimate fees for permits and plans, if configured. The estimation may
display fees based on square feet, valuation, and more info fields. To estimate fees:

1. Click Fee Estimator on the menu on the Civic Access Home page.
2. Click Estimate Permit Fees or Estimate Plan Fees.

Create Request  ViewRequest Apply  MyWork  SearchQ,  Today'sInspections  Map Paylnvoices  Utility Billing  Projects

Fee Estimator

I

Estimate Permil Fees

3. Type the relevant information on the Type step.

4. Click Next.
Estimate Permit Fees *REQUIRED
Type
PERMIT DETAILS
* Permit Type Building (Residential) - New Single Fai v
Square Feet
Valuation
Application Date 02/13/2023 u
Next

NOTE Required fields are noted with a red asterisk.
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5. Type the relevant information on the more info step.
6. Click Next.
Civic Access displays the estimated fees on the Review and Submit step.

Estimated Fees

The following is a fee estimate and totals are subject to change. Additional fees may apply.

Fee Amount
Building Permit Fee (Residential) $537.50
Building Plan Review Fee $2,511.92

Total: $3,049.42

7. Click Apply to apply for a permit or plan.
Civic Access prompts the customer to log in if not logged in already.

Estimate Permit Fees *REQUIRED

Type More Info Review and Submit

Apply
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Pay Invoices

To view invoices:
1. Click Pay Invoices on the Civic Access Home.
2. Type the full unpaid invoice number (e.g., INV-000024).

3. Click Search.

e Create Request ViewReguest Apply MyWork Search@Q,  Today's Inspections Map  Fee Estimator

Invoice Search

INV-00000300 @

Civic Access displays the Invoice Number page.
4. Click Pay Now to pay the invoice.
5. Click print to print the invoice.

Invoice Number: INV-00000300 El

Invoice Total: ~ $3,049.42

Status: Due Invoice Date: 02/13/2023 Due Date: 03/15/2023

Description: BLDR-000346-2023 - Created during online application in Civic Access

Misc Fees Payments Attachments Contacts

Pri Fee:
rimary Fees Sort Fee Name h
Fee Name FeeTotal Amount Due Case Number Case Type Notes
Building Permit Fee $537.50 $537.50 BLDR-000346-2023 Permit
(Residential)
Building Plan Review Fee $2.511.92 $2,511.92 BLDR-000346-2023 Permit
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Public Reports

The Report menu allows customers to access public-facing reports from different modules if configured
by the jurisdiction. To view a report:
1. Click Report in the menu on the Civic Access Home page.

2. Select the desired module in the Report Type dropdown.
3. Select the desired report in the Report dropdown.

4. Type a Start Date or click the calendar and select a date.
5. Type an End Date or click the calendar and select a date.

6. Click Generate Report.

Public Reports
Report Typa  Permid Management v|
Report  Permit issuance Sumima v
Start Date L]
“End Date L]
B Genorate Reporn

NOTE Required fields are noted with a red asterisk.
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Calendar

The calendar displays public hearings, public meetings, and holidays based on EPL configuration. These
categories are visible to all customers, not just registered users. If logged in, customers also can view
scheduled inspections, expiration dates for plans and permits, and invoice due dates. To view the calendar:

1. Click Calendar in the menu on the Civic Access Home page.

2. Or click the Calendar card.

N\ CITY OF TYLER

f Empowering our citizens

SearchQ

o

Search Public Records
This tool can be used to searchfor

code cases, requests and licenses.

Today's Inspections

existing permits, plans, inspections,

Calendar
Click here to find out about certain
events like holidays and public
hearings.

Map Fee Estimator

©

Login or Register

Login to an existing or create a new
account. You can also find help if you
forgot your login information.

-
Request Inspection

Click here to request aninspection
on an existing record.

Pay Invoices

Projects

Login or Register

Map Gallery~ || Calendar o

The City is taking COVID-19 very seriously - read our coronavirus updates for more information.

(C2A 43 W o (2 A Aty [Mawvalmrmrarmt &= & [®=mrts
City of Tyler Community Development Services Portal

Map

Explore the map to see the activity
occurring inyour neighborhood.

Estimate Fees

Use this tool to quickly estimate the
required fees for a permit or plan.

3. Click an event on the calendar to display event details.

4. Click Close to close the event details box.

Calendar Events

Sunday Monday
Filter By

M Public Hearings

W Public Meetings

Holidays Closed

December 2023
a-B
‘Wednesday

Thursday

Tuesday

Pre-Application Mesting

14

19 20 21

Friday

15

22

Saturday

2 Hearing Type
Pre-Application Meeting
Subject

Pre-Application Meeting
Status

Scheduled

Case Number

9 5P-000055-2023
CaseType

Site Plan - New

Location

Canference Room 256
Start Time
09:00amMST

End Time

10:00 am MST

Case Class

16

New
Assigned To
Spencer Lopez
23 Comments

beontime,

K - D
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Appendix A: Terminology and FAQs

For information about the following topics, please refer to the Terminology and FAQs User Guide:
e Universal Buttons for HTML Apps
e Universal Icons for HTML Apps
e Terminology/Common Acronyms
e FAQs

e Common Key Commands

About Tyler Technologies, Inc.

Tyler Technologies (NYSE: TYL) provides integrated software and technology services to the public
sector. Tyler’s end-to-end solutions empower local, state, and federal government entities to operate
efficiently and transparently with residents and each other. By connecting data and processes across
disparate systems, Tyler’s solutions transform how clients gain actionable insights into opportunities
and solutions for their communities. Tyler has more than 40,000 successful installations across nearly
13,000 locations, with clients in all 50 states, Canada, the Caribbean, Australia, and other international
locations. Tyler has been recognized numerous times for growth and innovation, including Government
Technology’s GovTech 100 list. More information about Tyler Technologies, an S&P 500 company
headquartered in Plano, Texas, can be found at tylertech.com.
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https://www.tylertech.com/client-support/enterprise-permitting-licensing-support

Appendix B: Accessibility

Civic Access and Civic Access Administration are Americans with Disabilities Act (ADA)-compliant at the
WCAG 2.0 AA level. Numerous features are designed to make the site accessible to individuals with
various impairments. Customers also can view Civic Access in different languages if configured by the
jurisdiction.

ChromeVox

ChromeVox is a browser extension for Chrome on Windows and Mac OS X, which operates as an
alternative page reader for online content. Chrome Vox speaks the content of the page, plays audio
indicators for page load progress and objects on the page, and provides a way to navigate all web
content from the keyboard. To use this feature:

1. Download ChromeVox at http://www.chromevox.com/installing.html.

2. Install Chrome Vox to use the speak-to-read feature in Civic Access.

Google Translate

Customers can view Civic Access information in different languages if configured by the jurisdiction. This
function uses Google Translate.

1. Click the globe at the top of the Home page.

i

Login or Register

é

2. Select alanguage in the dropdown to view Civic Access menus and text in the desired language.

Inicie sesion o registrese 4

| Spanish V|
Persian
Polish

. . .. .. . §| Portuguese
Estimador detarifas  Pagarfacturas  Facturacion de servicios piblicos  Proyectos  GREHINIS

Quechua

lea nuestras achualizaciones sobre el coronavirus para obtener mas informacion. Romanian
Russian
Samoan
Sanskrit
Scots Gaelic

ollo comunitario de la ciudad de Thee

9l Q S@FHMWHH [@IW \Q OIS (&l Q:?ﬂ[ﬂ\g 2l8] G (@ ’_ Serbian
Sesotho
Shona
Sindhi
Sinhala
Slovak
Slovenian

© o
nicie sesion o registrese Mapa
sesion enuna cuenta existente Explore el mapa para ver la actividad
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http://www.chromevox.com/installing.html

: Process Flow

Appendix C
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Appendix D: EPL Case/Record Availability

Although there are many cases/records that a customer can create and view in Civic Access, there are
some EPL cases/records that are not available online for customers. The following table lists
cases/records customers can access if configured by the jurisdiction:

IN CIVIC ACCESS, CAN CUSTOMERS:

EPL case/record ?:527!::23(:; case\;:'z‘:ord? Files/vAI:ra:t/:::ints?
Application N N N
Business Y Y Y
Business License Y Y Y
Code Case Y Y Y

Exam Request/

Professional License
Project
Rental Property License

Site

Exam Sitting N N N
Impact Case N N N
Inspection Y Y Y
Inspection Case N N N
Invoice N Y Y
Landlord N N N
Object Case N N N
Operational Permit N N N
Permit Y Y Y
Plan Y Y Y
Y Y Y
N Y Y
N N N
N N N
N Y Y

Tax Remittance Account
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