Introduction

Public Access is the citizen portal to Cityworks PLL. Using Public Access, citizens and contractors can apply for and track
the progress of permits and licenses.

Log In to Public Access

From the city, utility, or facility home page, citizens will be directed to the Public Access login page. Here, new users must
apply for a login ID before they may use the site.

1. Tologin to Public Access, enter your user name and password and click Log In.

2. If you do not have an account, click Sign Up to create one.

Log In

Don't have an account? Sign Up
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Continue As Guest

3. Choose a Login ID and password, enter your contact information. Then, click Register.

Apply for a login

CREDENTIALS. CONTACT INFORMATION:

4. You will receive a confirmation email shortly. Click the link in the email to activate your account. You may now log
in and begin using Public Access.

Recover Your Password

If you cannot log in because you have forgotten your password, follow these steps to recover it:

1. From the login page, click Forgot Password? below the Password field.



Change Password

2. Enter your email address and click Submit. You will receive an email with instructions to reset your password.
You will receive a notification that the email has been sent.

Navigate Public Access

The Public Access home page is the first screen you will see after logging in. Shown below is an example of the default
setup for the Public Access home page.
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By default, the home page displays a list of cases the users has opened and submitted.

If the administrator has posted any new notices or announcements on the message board, the bell icon next to the user
menu will turn red.
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1. Click the bell icon to view the message board.
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Message Board
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2. Click more to read more about the announcement.
After any new messages have been viewed, the bell icon will turn white again.

From the home page, users may view both submitted and incomplete applications, and begin a new application. See
Access Your Account Information for more information on managing your account.

Submitted Incomplete

Access Your Account Information

From time to time, you may wish to update your account information.



1. Click the user menu in the top-right corner.

2. Click the arrow next to your name on the toolbar at the top of the page.

This will open a box displaying your name and email address, as well as Account Details and Log Out buttons.
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3. Click Account Details to view your account. From the Edit Account Details tab, you may update your name,
address, and security question and answer. Enter your new account information and click Save.
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4. Click the Change Password tab to create a new password for your account. Remember to click Save when you
are done.
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5. To return to the home screen, click the Cityworks logo at the top of the screen.



Begin a New Application

Each application consists of several panels, but the exact panels and the order in which they appear may vary depending
on the kind of permit or license you are applying for. Each of the possible panels is discussed here.

If you need to leave an application before it is submitted, you can return to it at any time by viewing your incomplete
applications.

1. To begin, click Create Application on the home screen.

This is the first page or panel that will appear when you begin a new application. This panel allows you to choose the kind
of permit or license you want to apply for. The available applications may all be listed together, like this:

Select an Application

Demo Electrical Fire System
Plumibing Rerool Sewer
Single Family Addition Single Family Alteration Single Family Demo/Reconstruct

You may use the search tool to look for a specific kind of application, or you may browse the list provided for you.

NOTE: When you click on an application, you may see a text box with important information relating to the application
type you clicked.

2. When you find the application you want, select it and click Begin Application.

The Main panel allows you to create a name or description for the application. This is especially useful for users who are
submitting multiple applications.

3. Enter a Description for the application.

4. Using the map, zoom into your project site. As you zoom in Address Points (black dots) and Parcel Boundaries
will become visible. When you see your project address labeled next to an address point just click on the point.
This will add your address to the Address field.
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5. Click Next to continue.

The People panel requires you to enter the name and contact information of people involved with the permit or license.
This panel may differ from one application to another, depending on the kind of application you selected.
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NOTE: Items in red are required fields. You cannot proceed to the next section until all required fields are filled.

If an invalid email address or phone number is entered, the system will highlight which field contains the invalid entry so
that it can be corrected before proceeding.

6. Fill in the information for each person, and click Next.



TIP: Click Use My Info to automatically enter the information from you Public Access users account into the corresponding
fields on this form.

The Contractor panel allows you to select a contractor for your application.

pplication: Renidential - New Single Family Stepdold

A
o
L]
o
o

ce

7. Click Select Contractor(s) to open a selection window.
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Contractor Search

Q
Business Name

Aechaey Elecing

ROCFING 15455708

DER Pumbing MASTRLUMB 1454794

Qranite Park Pustrg MASTPLUMD 10455702

NOTE: This list shows contractors with local or state licenses. If a contractor has both a local and state license, it will be
shown in the list twice. If a contractor has an expired license they will not show up in the list. You must choose a contractor
with a current license.

8. Select the check box next to the name of the contractor you wish to add to the application.
You may use the search tool to narrow down the list of contractors.

9. Click Submit to add the contractor and close the selection window.

10. Click Next.

The DataGroup panel requests specific information about your project. The information collected here may be used to
calculate fees. Required fields are marked in red.
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11. Enter your application information.

12. Click Next to continue.



The RelDocs panel allows you to attach any relevant documents and files to your application.

NOTE: The administrator can specify which kinds of files you can attach, so you may not be able to upload some file types.

plication: Ressdential - New Sangle Family SupSofé

TIP: Click See Required to view a list of documents that are required or recommended for this permit type.

13. To add a file, click Add to open a selection window. Click the Delete icon to the right of a file to remove it, or
click Remove all attachments to delete all files simultaneously.

TIP: Attachments may also be deleted from the case's summary page, but only by the user who originally attached them.

14. After a file has been attached, if it is a required or recommended item, click Label to select the appropriate
requirement or recommendation tag.
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15. Optionally, click Show Map to open a map panel that will allow you to draw and add notes to the map.
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The buttons in the upper left of the map can be used to draw shapes and add text on the map. Click the Save Map
Image button above 1o save the map with your drawings to the application.
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16. Click Same Map Image to attach the map image to your application.

17. Click Next to continue.

The Payment panel displays all the fees attached to your application. If there are any deposits associated with the
application, they will appear here as well.
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Deposit Amount Amount Paid Amount Due
Plan Review Applicaton Fes 532900 $0.00 $329 00

Total Deposits: $§329.00 Total Paid: $0.00 Total Due: §329.00

Fee Amount Amount Paid Amount Due
Buiding Plan Check Fes 5400 00 5000 $400 00
Sewer Impact Fee $575.00 $0.00 $575.00
Wator Impact Foo $1289.00 $0.00 $1289.00
Parks and Recreabon Impact Fee $2174 00 5000 $2174 00
Waler Treatmeonl impact Fea $2045 00 $0.00 $2045 00
Emergency and Fire Impact Fee $314 00 $0.00 $314 00
Pobice Impact Fee $427 00 $0.00 $427 00
Sewer Pormit Fea $50 00 $0 00 $50 00
Budding Permdt Fee $161.00 $0.00 $161 .00
Buiding Parmi Application Fee 580 00 5000 S$60 00
1% Stale Board of Building Standards Foo $0.00 $0.00 $0.00

Total Fees: §7495.00  Total Paid: $0.00  Total Due: $7495.00

Total Fees

Payment Amount. $7824.00

If the administrator has selected the Show Estimated Fees preference, the Total Fees button will appear below the Fee
panel.

18. Click Total Fees to see an estimate of the fees based on the case data you provided.

Total Fees

Estimated fees based on current data, Fees and amounts shown are not guarenteed.

Current Fees
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Bubaing Pian Check Fog 400
Fmergency and Fire impact Fos 314
Swwid Parmi Foa =0
Butang Permit Fea 01
Buiding Pemmit Appication Fes 50
1% St Boaid of Bulding Standards Fee 50
Total: $985

19. You may submit your application without making a payment by simply clicking Submit.
This will submit the application and take you the summary page for your case.

IMPORTANT: You may need to accept terms and conditions before you can submit certain kinds of applications.



Review Submitted Applications

To see those applications that you have completed and submitted, select the Submitted tab on the Public Access home

page.

Incomplete

The panel below will now list all of your submitted applications.

Each application is listed with its basic information (such as its name, address, status, submittal date, creation date, and
expiration date).

Ranidental - New Single Farily 10 CROWN COLONY o Raviam Created:07077
LTS Ations Eaplraa 07212018

1. Click the case code to go to your application's summary page.
2. Click the Actions drop-down list to select an option. Several of these options, such as Schedule Inspection and
Pay Fees, are essential to moving your case toward completion.

Actions.. v

Actions...

Check Case Sialus

Schedule Inspection

Pay Fees

Get PDF Report

Create New Caso From Current
Link Case

3. Click Sort at the top right corner of the list to filter the list of applications.
Sort v
¥ Created Date
Expires Date
Location
Name
Type

Staius

Check the Status and Progress of Your Application

Once you submit an application, you can check on its progress any time.

1. Make sure the home page is displaying submitted applications.



2. Scroll through the list of submitted applications or enter the application number in the search box at the top of
the page.
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3. The current status of the case appears above the Actions drop-down list. This status will change as your case
progresses, so check back from time to time.
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4. To see more case details, click the Actions drop-down list and select Check Case Status.

' Actions... v

Actions. ..
Schedule Inspection

Pay Fees |
Get PDF Report

Create Mow Case From Current

Link Case

This will take you to the summary page for your case. Here you will find all the information you need regarding your case,
including the address, people and contractors associated with the case, case data, and related documents.

Workflow

This panel shows you how your case is progressing. It lists each task that must be completed, the estimated completion
date for each task, the result of each task, and the date and time each task was completed.

Workflow
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Description Result Target End Completed ~
Zonirg Review Q262016 2 FM 1

Buldng Pian Reven

Public Usilties Ravien 2
Engineenng Reriw 2
Raview . Flood Plain 2
Raview - Hiztone Distaer

Issue Pammit

Foater 4
Plumbing Undesground 4
Frams
Fees

This panels lists the fees attached to your case, item by item. The grand total is calculated automatically and listed at the
bottom of the panel.



Fees

“Res New Bulding Base: Fes $350.00
Transpectasion Fee 0w
Fes Eloctic Fes for New Budds $1500
“Res Insulabon Fes $000
Fes Gaslina Teat & Inspechon Fas W
Res HYAC Fou for Naw Bolds & Addns 500
Fes Plan Heven Fes $2500
“Fes Foal Docupancy Conficate Fas $5000
Resudential Zonng Complance Fes $4000
Flas Girade Inspection Fes $100 00
Exavalion Fes 31500
Sewet Parmi Fes 250
Suewilk dnd Approach Fes 52500
Waler Capaciy for 83" Meter SE£540 00
Wiaskar Meter Fas 000
Saaer Capaciy br S Uater 35385 00
bnp Fae - 5F Pavis & Rac bired
Imp. Fees - SF Polcs Facilty s19200
Imp. Fews - SF Fig § Eming. SN
I, Feen - SF Municionl Facilay $365.00
Res. Deck Foe for New Buids W
Res. Fireplace Fee 0w
Res. Fence Fee [Under G 1) 2500
1% Stste Board of Bulding Sirds Fee 8535

Totak $1397135

Payments

This panel lists all payments you have made on the case, listing the payment type, the person who received each payment,
and the amount of each payment.

Payments

Payment Type Aeceved By Paymant
Creas Carg pradme 335000
Crwtit Cand oiladmin $75.00
Crust Cand wladmn 3500
Credit Cand sadmn 52500
Crot Card ladow $5000
et Cang aadmen 54000
Cred Card pitadmen 310000
Credit Card otadoen 350
et Carg piadoia 2500
Crean Cant plladmn 2500
Crect Carg siadmn #8000
Creen Cant siadmun $10.00
Gredit Card siadmin 628500
Credit Card sisdmin $12600
Credit Card siademin s1200
Credt Card sliadmn s34
Credit Card aladeun 536500
Credit Cand pladmin 52500
Coedit Card plladmin 535

Total $13973.35



Map

The map displays all your applications geographically. This can be useful for users with many open cases.

The map has three basic controls: zoom in, zoom out, and Find my Location (which will automatically center the map on
your current location). All three are located near the upper-left corner of the map. If your mouse has a scroll wheel, you
may also use the scroll wheel to zoom in and out. To pan in any direction, click and drag the map in the direction you wish
to pan or use the directional keys on your keyboard.

The case icons on the map represent your cases or applications; gray icons represent incomplete applications, and green
icons represent submitted applications/open cases.

1. Click the icon to see basic information about the case. For more information, click the Continue or More icon on
the application's info box.



