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OVERVIEW

Citizen online access is a crucial part of community development software. The essential
purpose of this application is to provide public-facing tools for citizens to use to interact with the
EnerGov land management and permitting processes administered by local government
municipalities. CSS is compliant with the Americans with Disabilities Act (ADA).
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Data used to illustrate the reports and screens may include names of individuals, companies,
brands, and products. All of these names are fictitious; any similarities to actual names are
entirely coincidental. Further, any illustrations of report formats or screen images are
examples only, and reflect how a typical customer would install and use the product.
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FEATURE LIST

This page briefly describes the features of EnerGov's Citizen Self Service product.

Feature Help

Description

ADA Compliance

CSS and CSS 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.

CSS and CSS Administration come with powerful and professional security, CAPTCHA support for

Application user registration, secure authentication, password strength indicators, case-sensitive credentials,
Security and more.

CSS users can begin applying for cases and resume the application process later. This is helpful
Draft Saving when users want to save completed work and then continue when they're ready.
Exception CSS Administration offers exception reports and tools for site administrators to view details about
Handling client- and server-side exceptions encountered within the environment.

CSS integrates with ESRI map functionality. The maps allow for powerful searches, pinned results,
GIS Maps EnerGov data incorporation, layers, filters, a legend, and more. The map is available to both

logged in and logged out users.

Global Search

Citizens can perform robust searches across several key areas in CSS (i.e., permits, plans,
inspections, and addresses) from 1 centrally accessible location.

Invoice
Management

CSS users are able to access invoices that are paid, voided, or unpaid. Invoices are accessible from
the dashboard and the menu system and can be added to the electronic shopping cart.

Menu System

CSS offers powerful and flexible parent and child menu systems. Administrators can configure
menu items, menu item categories, menu item positions, and menu item visibility.

Visual dashboards in CSS display data that is contextual to the logged in user. The dashboard

Metric communicates the statuses and counts of several key items (i.e., permits plans, inspections, and
Dashboards invoices).

The fully functional CSS and CSS Administration sites can be accessed on mobile devices without
Mobile having to install or configure any mobile applications. The sites adjust to screen sizes
Capabilities automatically.

CSS and CSS Administration leverage the latest Microsoft technologies, HTML 5, and solid
Overall

Architecture
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performance. The sites can be hosted or on premise. APIs are available for purchase to extend
functionality.
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Permits & Plans

Core CSS functionality allows permits and plans to be viewed online.

Printable Reports

Printable reports are available in CSS and CSS Administration. Examples include permits and
invoices. These documents can be printed and/or saved to PDF on demand based on business
rules.

Public
Notifications

Site administrators can create public notifications (e.g., site maintenance, public hearings, job
fairs, events, etc.) through CSS Administration. Notifications are displayed on CSS's Home and
Dashboard pages.

Request
Inspections

CSS users are able to request inspections. Multiple related/unrelated inspections can be
requested simultaneously. Inspection requests interact with the inspection-related data on the
dashboard.

Shopping Cart

CSS's integrated electronic shopping cart allows citizens to view, add, pay, or remove invoices, and
displays single or multiple cases associated with each invoice.

System Admin
Tool

CSS Administration is a web tool, separate from CSS, that is used to perform a variety of
configurations: headers, footers, payments, maps, permit types, plan types, menus, categories,
notifications, and more.

User Registration

CSS user registration includes several key features: user profiles, user account registration,
password retrieval, automatic EnerGov global entity recognition, secure authentication, and more.

CSS HOME SCREEN AND MAIN MENU BAR

The CSS Home screen and main menu bar may have different tabs and boxes configured by the
municipality. Some of the menu bar options are: Apply, Map, Report, Fee Estimator, Pay
Invoices, Search, Calendar, and Help. The boxes thay may display are Search Public Records,
Apply, Login or Register, Pay Invoices, Map, Calendar, Request Inspection, Estimate Fees, or a
custom box set up by the municipality.

An example of a CSS Home screen appears on the next page. One of the options that can be
performed prior to logging in are explained after it. Many of the other options are the same for
the logged in user and will be explained throughout this guide.

Note: The Home screen, Welcome page and Dashboard may be configured differently than what is shown
in the User Guide. Please see the CSS Administration Guide on how to configure the screens.
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Apply SearchQ  Map Paylnvoices Calendar (0 Fee Estimator  Submit a Request

Welcome to' e|f T

@

i0

Search Public Records Login or Register
This tool can be used to search for This tool can be used to apply for a Login to an existing or create a new
existing permits, plans, inspections, permit, plan or license. account. You can also find help if you

code cases, requests and licenses. forgot your login information.

o o

Pay Invoice Map Calendar
Use this tool to pay for individual Explore the map to see the activity Click here to find out about certain
invoices. occurring in your neighborhood. events like holidays and public
hearings.

SEARCHING PUBLIC RECORDS WITHOUT LOGGING INTO CSS

On the CSS home page, users have access to public information without being logged in.
To perform a Global Search, the User can click the Search option on the main menu bar, or click

on the Search Public Records Box. Leaving the dropdown as ALL will search through all EnerGov
Records for the word(s) typed in the box.

Public Information

o o o
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Selecting another option in the Search drop down and clicking the Advanced button, will bring
up additional fields with which to perform a search. See the Search fields below:

Search Permits

Public Information

| B .

Permit Number Project Name
Permit Type ~Select Permit Type— b Parcel Number
Status Select Permit Status-- bt

Address Description
Applied Date 1 To ]
Issued Date [ To &
Expiration Date i To =
Finalized Date =] To =@

ﬂ Not all fields need to be utilized, and any combination can be used.

1. Type at least part of the permit number to search for in the Permit Number field.

Type at least part of the name of the project associated to the permit to search for
in the Project Name field.

3. Select the type of permit to search for from the Permit Type dropdown.
Select a Status from the dropdown for the Permit.

5. Type the parcel number or a part of the Parcel number associated to the Permit
within the Parcel Number field.

6. Type at least part of the address associated to the permit to search within the
Address field.

7. Type any words that might appear in the description of the permit in the
Description field.

8. Type a range of permit application dates to search for permits within the
Application Date and To fields, or click the calendar buttons to select the dates.

o ler
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9. Type a range of permit expiration dates to search for permits within the Expire Date
and To fields, or click the calendar buttons to select the dates.

10. Type a range of permit finalization dates to search for permits within the Finalized
Date and To fields, or click the calendar buttons to select the dates.

11. Click Search to display a list of results that meet the search criteria.
12. Click Reset to clear the entered search criteria.

13. Click Advanced to hide the search criteria.

14. Click Export to export the results into a specified document.

Search Plans

e Lasems L) e

Plan Number Project Name
Plan Type ~Select Plan Type- V| Parcel Number
Status ~Select Plan Status- ﬂ
Applied Date & To -
Completion Date ] To [
Expiration Date ] To ]
ﬂ Not all fields need to be utilized.
1. Type at least part of the plan number to search for in the Plan Number field.
2. Type at least part of the name of the project associated to the plan to search for in
the Project Name field.
3. Select the type of plan to search for from the Plan Type dropdown.
4, Type the parcel number or a part of the Parcel number associated to the Plan within
the Parcel Number field.
5. Select a Status from the dropdown for the Plan.
6. Type any words that might appear in the description of the plan in the Description
field.
7. Type at least part of the address associated to the plan to search for in the Address
field.

o ler
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10.

11.
12.

13.

Type a range of plan application dates to search for plans within the Applied Date
and To fields, or click the calendar buttons to select the dates.

Type a range of plan application dates to search for plans within the Completion
Date and To fields, or click the calendar buttons to select the dates.

Type a range of plan application dates to search for plans within the Expiration Date
and To fields, or click the calendar buttons to select the dates.

Click Search to display a list of results that meet the search criteria.
Click Reset to clear the entered search criteria.

Click Advanced to hide the search criteria.ﬂ

Search Inspections

Inspection Number Parcel Number
Inspection Type elect Inspection Type v Status
Address
Requested Date - To
Scheduled Date . To

ﬂ Not all fields need to be utilized.

1.

Type at least part of the inspection number to search for in the Inspection Number
field.

Type the parcel number or a part of the Parcel number associated to the inspection
within the Parcel Number field.

Choose from the dropdown the Inspection Type.
Select a Status from the dropdown for the inspection.

Type at least part of the address associated to the inspection to search for in the
Address field.

Type a range of inspection request dates to search for plans within in the Requested
Date and To fields, or click the calendar buttons to select the dates.

Type a range of inspection schedule dates to search for plans within in the
Scheduled Date and To fields, or click the calendar buttons to select the dates.
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8. Click Search to display a list of results that meet the search criteria.
9. Click Advanced to hide the search criteria.
10. Click Reset to clear the entered search criteria.

If other Search options appear, such as Code Case, Request, or License, fill in the fields the same
way to perform a search.

REGISTERING ON CSS

To register on CSS the user can click on the Login or Register box, and select Register. This will
bring up a page that requires an email address. Once a valid email address is typed in the field
and the Next button is clicked, a message will direct the user to check their email to complete
their registration. Once that has been completed, they will be directed to a login page.

Electronic Signatures are available during the last step of the Registration process and/or during
the Application process in CSS. The user may use their mouse to sign and, if needed, the process
may be converted to an ADA option where the user may type their name.

Apply for Permit - Commercial Pool - In Ground "REQUIRED

e .0 @ @ o @

Locations Type Contacts More Info Attachments Signature

SIGNATURE

Your signature below indicates that you have read the following agreement and agree to its terms.

The Board of Directors may direct a new certificate or certificates to be issued in place of any certificate or certificates theretofore issued by the corporation alleged to
have been lost, stolen or destroyed, upon the making of an affidavit of that fact by the person claiming the certificate of stock to be lost, stolen or destroyed. When
authorizing such issue of a new certificate or certificates, the Board of Directors may, in its discretion and as a condition precedent to the issuance thereol, require the
owner of such lost, stolen or destroyed certificate or certificates, or such owner's legal representative, to advertise the same in such manner as it shall require and/or to
give the corporation a bond in such sum as it may direct as indemnity against any claim that may be made against the corporation with respect to the certificate alleged to
have been lost, stolen or destroyed

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

Enable Type Signature

Christopher R. Therrien
November, 21 2019

Clear

e t ler
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LOGGING INTO CSS

To login to CSS, the user can click the Login or Register box on the Home page and they will be
brought to the login page. Login is also an option from the greeting dropdown in the right hand
corner above the menu bar.

©

Login or Register

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

Good Afternoon, Guest

Login
Register

Follow the steps below to login to CSS:

1. Navigate to the URL designated for your Citizen Self Service environment.

2. Enter your Username and Password in the fields provided. If you do not have an
Username/Password already registered with CSS and EnerGov, click on Register Here
and follow the directions to register for an account.

3. Mark the Remember me checkbox to have the system remember your credentials.

4, Click Log In. CSS validates your login and, if it is valid, opens CSS with the functions you
are authorized to access.

e t ler
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* Password

Remember Me ||

Forgot your password? Reset it
Forgot your username? Email it
Don't have an account yet? Register Here

Logging in as a Registered User when you have forgotten your Username or Password.

1. If you have forgotten your User name, click the Email It option below the Log In button.
You will be redirected to a Forgot Username page. Fill in a valid email address in the field
and click Submit. An email will be sent your Username in it. Then you can return to the
login page and click Log In and input it.

Forgot Username

“ Email

2. If you have forgotten your Password, click the Reset It option below the Log In button.
Fill in a valid email address in the field and click Submit. An email will be sent with
directions on resetting your Password.

Forgot Password

* Email

@
00
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3. Open the email and click Reset.
4. You will be redirected to a CSS window where a new password can be entered and
confirmed. Once confirmed, it has been reset, and you can login.

Reset Password

The password must be at least 8 characters long with at least one upper case letter and one number.

* Email Address kathy lapaglia@tylertech|com
* Password SRR RERERNENEN
* Confirm Password SRR RRRRRRNNEEE

Your password has been reset. Click here to log in.

e tyler
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DASHBOARD

My Licenses

Expired Draft
2 0

Caps Sanian Secu
Mo, SEC-TI000113-300F

Tipe Alesez/icSswragel.

¢ Wiew My Licenses
My Permits
Attention Pending Active Draft Recent
Haw Commarcisl B 5 FMaw Comrardal E.. & Haw CommardslE.. 1 Corgtruction Right... 1 Euliding Sapizeml. 1
Commachl Pood - 1. 1 SulcingFaaicanta.. H Commarcial Pool ~I.. 1
Orthar 2 Sthar H Buliding e certia.. 1
+ Wiew My Permits
My Plans
Attention Pending Active Draft Recent
Armaeation - Anrm 1 Azarcorast-Sin. 1 Atmzommant - Exr. 1
Plannad Unit Cevel 1

» Wiew bty Plans
My Inspections My Invoices
R ted Scheduled cl i Currant

o $0.00

(GER=
0 - E LT $296.60 e
-

Pacting. 1 Pocting 2

Total

5 $296.60

» View My Inspections Vi My lreices
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CSS provides the ability for users to see a visual representation of aggregated data on the
dashboard. Users can see data for permits, plans, inspections, and invoices. Users can click on
the Draft circles to access saved drafts; users can also add unpaid invoices directly to the
shopping cart. The dashboard displays data that is contextual to the logged in user.

Follow the steps below to use the dashboard:

1. Click Draft in the Permits or Plans section to view saved Permit or Plan application
drafts.

2. Click the appropriate status card in the Permits section to view a list of the
corresponding Permits. Beneath each status is a breakdown of the Permit Types. Click
View My Permits to view all Permits.

3. Click the appropriate status card in the Plans section to view a list of the
corresponding Plans. Beneath each status circle is a breakdown of the Plan Types. Click
View My Plans to view all Plans.

4, Click the appropriate status in the Inspections section to view a list of the
corresponding Inspections. Beneath each status is a breakdown of the Inspection
Types. 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. Click View My Invoices to view all
Invoices.
PERMITS
My Permits
Attention Pending Active Draft Recent

8 8 3 0 1

Commercial Pool - |.. 1

» View My Permits

1. Attention: By clicking on the Attention status from the Dashboard, you will be given a
list of all Permit Numbers that have been applied for that have a status of Attention,
Project name, Address attached to the Permit, Type, Status and the Reason that the
Permit needs the citizen’s attention. Criteria for the Attention status is: Active holds,

o ler
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unpaid fees, failed reviews (submittals), failed inspections, eReview file resubmissions,
and does not have a completed status.

2. Pending: By clicking on the Pending status from the Dashboard, you will be given the list
of all permit numbers that have been applied for that have a status of Pending, Project
name, Address attached to the Permit, Type, Status and Reason. Criteria for the Pending
status is: no issue date, final date, nor an expire date.

3. Active: By clicking on the Active status from the Dashboard, you will be given the list of
all permit numbers that have been applied for that have a status of Active, Project name,
Address attached to the Permit, Type, Status and Reason. Criteria for the Active status:
either has a status of issued or has an issued date and does not have a completed status.

4. Draft: By clicking on the Draft status from the Dashboard, you will be given the list of all
Permits and Plans that have been saved, but not submitted for review. These drafts may
be incomplete and action may resume at any point in time. They may also be deleted
from this screen if they are no longer needed.

My Account
Personal Info Addresses My Favorites My Businesses My Templates My Drafts My Certificates
My Drafts
Module pemit ¥ Sort| Module
Module Type Last Update Action
Permit Construction Right of Way Permit 11/20/2019 04:08:24 PM Delete
Resultsperpage (10 v | 1-1of1 n

5. Recent: By clicking on the Recent status from the Dashboard, you will be taken to the
My Work Tab. You will be given the list of all Permit Numbers that have been applied for
that have a status of Recent, Project name, Address attached to the Permit, Type, Status
and Reason. Criteria for the Recent status is: is has been applied for in the last 30 days.

Note: Success, failure, issued, on hold, or cancelled status deal with how a status is flagged in setup
screens. This does not mean that the status on a case is actually called Success, Failure, Issued, On
Hold or Cancelled.

o ler
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Home Create Request  ViewRequest  Apply WIRNE | SearchQ,  Today's Inspections Map Fee Estimator Pay Invoices Utility Billing Projects

My Work

MY PERMITS MY PLANS MY EXISTING INSPECTIONS REQUEST INSPECTIONS

Display I Recent vI Select Case Type I I Son

Permit Number Project Address Permit Type Status Attention Reason
BLDC-000125-2020 1200 Redfield Rd Building (Non- Recent, Pending
Naperville, IL 60563 Residential) - Addition
BLDR-000134-2020 Building (Residential) - Recent, Pending
Alteration
ELEC-000123-2020 428 Flock Av Electrical (Non- Attention, Recent, Failed Inspections
Naperville, IL 60565 Residential) - New Pending

Construction

6. Display: This dropdown box allows the citizen a way to organize and select one Status to
view.

| v

Display | A

Active
Attention

Attention (Fail)

Attention (On Hold)

Attention (Unpaid Fees)
Attention (Failed Inspections)
Attention (Failed Reviews)
Attention (Resubmit File)
Recent

Pending

7. Select Case Type: This field will allow the citizen to type in a specific Case Type. As you
type the case type name in the field common results will display to select.

Select Case Type | resident

Building (Non-Residential) - New Construction

Building (Residential) - Addition

Building (Residential) - New Single Family I

1204 TREFOILC] Electrical (Non-Residential) - Alteration

NAPERVILLE,IL¢ Electrical (Non-Residential) - New Construction
Electrical (Residential) - New Construction

13 S Main St Mechanical (Non-Residential) - Alteration

Naperville, IL 603 Mechanical (Non-Residential) - New Construction

% tyler
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8. Sort: This dropdown box allows the citizen a way to sort by Relevance, Permit Number,
Project or Address.

Sort| Relevance v

9. Search Box: This box allows the citizen a way to search by Permit Number, Project name,
or Address by typing in the information in the box and clicking Enter on your keyboard or
by clicking the Search button.

Searchfor 135 Main Exact Phrase["] l[
| .

i |

ik

PLANS

My Plans

Attention Pending Active Draft Recent

2 1 0 0 1

Annexation - Anne.. 1 Ab=zndonment - Eas... 1 Abandonment - Ess. . 1

+View My Plans

1. Attention: By clicking on the Attention status from the Dashboard, you will be given a
list of all Plan numbers that have been applied for that have a status of Attention, Project
name, Address attached to the Plan, Type, Status and the Reason that the Plan needs the
citizen’s attention. Criteria for the Attention status is: Active holds, unpaid fees, failed
reviews (submittals), failed inspections, eReview file resubmissions, and does not have a
successful status.

2. Pending: By clicking on the Pending status from the Dashboard, you will be given the list
of all Plan Numbers that have been applied for that have a status of Pending, Project
name, Address attached to the Plan, Type, Status and Reason. Criteria for the Pending
status is: statuses for the case are not success, failures, on hold or cancelled.

o ler
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3. Active: By clicking on the Active status from the Dashboard, you will be given the list of
all plan numbers that have been applied for that have a status of Active, Project name,
Address attached to the Plan, Type, Status and Reason. Criteria for the Active status is:
the status is successful.

4. Draft: By clicking on the Draft status from the Dashboard, you will be given the list of all
Permits and Plans that have been saved, but not submitted for review. These drafts may
be incomplete and action may resume at any point in time. They may also be deleted
from this screen if they are no longer needed.

5. Recent: By clicking on the Recent status from the Dashboard, you will be given the list of
all Plan Numbers that have been applied for that have a status of Recent, Project name,
Address attached to the Plan, Type, Status and Reason. Criteria for the Recent status is:
has been applied for within the last 30 days.

Note: Success, failure, on hold, or cancelled status deal with how a status is flagged in setup screens. This
does not mean that the status on a case is actually called Success, Failure, On Hold or Cancelled.

INSPECTIONS

My Inspections

Requested Scheduled Closed

0 1 2

Footing 1 Footing 2

»View My Inspections

1. Requested: By clicking on the Requested status from the Dashboard, you will be taken
to the My Work tab to view My Existing Inspections. You will be given a list of all
Inspection Case Numbers that have a status of Requested, Address attached to the
Inspection, Inspection Type and Requested Date.

2. Scheduled: By clicking on the Scheduled status from the Dashboard, you will be taken
to the My Work tab to view My Existing Inspections. You will be given a list of all
Inspection Case Numbers that have a status of Scheduled, Address attached to the
Inspection, Inspection Type, Requested Date and Scheduled Date.

:“'

o tyler
20/73 Empowering people who serve the public . . @ ty



3. Closed: By clicking on the Closed status from the Dashboard, you will be taken to the
My Work tab to view My Existing Inspections. You will be given a list of all Inspection
Case Numbers that have a status of Closed, Address attached to the Inspection,
Inspection Type, Requested Date and Scheduled Date.

INVOICES
My Invoices
Current
o $0.00
T $296.60
Total
5 $296.60

+ View My Invoices

CSS users are able to access invoices that are paid, voided, or unpaid. Invoices are accessible
from the Dashboard and the menu system and can be added to the electronic shopping cart.
CSS's integrated electronic shopping cart allows citizens to view, add, pay, or remove invoices,
and displays single or multiple cases associated with each invoice.

1Back

Shopping Cart
Total $296.60
Invoice: IMNV-000003%3 Description: MOMNE
Due Date: 03/13/2019 Billing Contact: Tyler (Goss, Christy)
$165
Case Number Project Case Address Amount Due

C-000718-2019 900 Del Rio Avenue San Luis Obispo CA 93405 £1.4% | m |

1. Current: Click on the Add To Cart oval to the right of Current invoices, the citizen will be
able to access the Shopping Cart screen where all current invoices are listed. The citizen
may access the Invoice by clicking on the Invoice Number or they may access the Case by
clicking on the Case Number. To remove an Invoice from the Shopping Cart, the citizen
may click Remove to the right of the invoice. To checkout, click on the Check Out oval to

o ler
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3.
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the right of the screen. This will take you to a payment screen to complete the payment
for the invoice(s).

My Invoices
LT $296.60
T $296.60

+ View My Invoices

Past Due: By clicking on the Add To Cart oval to the right of Past Due invoices, the citizen
will be able to access the Shopping Cart screen where all past due invoices are listed. The
citizen may access the Invoice by clicking on the /nvoice Number or they may access the
Case by clicking on the Case Number. To remove an Invoice from the Shopping Cart, the
citizen may click Remove to the right of the invoice. To checkout, click on the Check Out
oval to the right of the screen. This will take you to a payment screen to complete the
payment for the invoice(s).

My Invoices
Current
o $0.00
LT $296.60 r--—Y
Total
5 $296.60

) View My Invoices

Total: By clicking on the Add To Cart oval to the right of Total invoices, the citizen will be
able to access the Shopping Cart screen where all invoices are listed. The citizen may
access the Invoice by clicking on the Invoice Number or they may access the Case by
clicking on the Case Number. To remove an Invoice from the Shopping Cart, the citizen
may click Remove to the right of the invoice. To checkout, click on the Check Out oval to
the right of the screen. This will take you to a payment screen to complete the payment
for the invoice(s).

e t ler
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My Invoices

Current

™ $000
P”SD”E $296.60

Total
= $296.60

» View My Invoices

MY LICENSES

My Licenses

Expired Draft

2 0

Cape San Blas Biscuits
No. SEC-72-000123-2019

Type AlcoholicBeveragel..

»View My Licenses

CSS users are able to access Licenses. The Dashboard view of Licenses will show licenses that are
close to expiration. These will include licenses that are up for renewal. To view all Licenses,
either click View My Licenses at the bottom of the My Licenses screen. Citizens may also click the
Renew button on the Dashboard view.

Once on the My Licenses screen, CSS users are able to access all of their Licenses.

o tyler
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My Licenses o g ; i B

Exact Match

@ Sort| License Mumber ¥
License Applied Period Start Expiration
Number DBA Address Status License Type Company Date Date Date Renew

SEC-72- Beach 1022 Del Expired Alcohalic Cape San 11/20/2019 01012019  11/18/2019 m
000123- Biscuits Rio Avenue Beverage Blas Biscuits
2019 San Luis License
Obispo, CA
93405
Resultsperpage| 10 v | 1-1of1 *

—

License Number: Click on the License Number, license holders will be taken to a license
details screen where they may have access to information regarding location, fees,
inspections, attachments, contacts, holds and additional information.

2. DBA: Doing Business As — This column will list the name that the Business License may
be doing business as. These names may differ from the name on the actual Business in
EnerGov.

Address: The address of where the license is held.

Status: Status of the license. This may be different for each municipality. Some statuses
may include: Expired, Issued, In Review, Submitted.

License Type: The type of license that was applied for within the municipality.
Company: Company name. This may be different from the DBA.

Applied Date: When the license was applied for.

Period Start Date: When the license was issued and is valid from this date to the
expiration date.

9. Expiration Date: When the license will expire.

10. Renew: Click the Renew button to be taken to the License Renewal screen. If the Renew
button is not present, the license may not be renewed at that time.

W

00 NS W»n
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APPLYING USING APPLICATION ASSISTANT

Dashboard Home  Tyler 311 View = Map  Report Fee Estimator Paylnvoices Search@ ~ Help®  Calendar (0

Application Assistant
Search for application names and keywords E
A Al |2 Trending a0 My History B8 LICENSES B PERMITS B PLANS

» Show Categories
New Commercial Building Application Apply
Category Name; Description:
Commercial Building Permits New Commercial Building Application
New Residential Building Construction Apply
Category Name: Description:
Residential Construction Permit for new construction of a residential unit

Users are presented with several options on the Application Assistant screen: All, Trending, My
History (when logged in), Licenses, Permits and Plans.

1. Click on All to choose from all types of Permits, Plans and Licenses available.
2. Click Show Categories to help determine which category type to choose from. Click Hide
Categories to remove category list.

Application Assistant

Search for application names and keywords

“ = Trendie s

New Commerc

Category Name:
Commercial Build

+ LICENSES ©)
+ PERMITS @) Garage Sale Pe
+PLANS © Category Name:

Garage Sale

e tyler
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3. Click Trending to choose from application types that are currently being applied for the most
within the municipality.

4. Click My History to choose from application types that have been applied for by the logged in
user. This tab will only show when logged in by a registered user.

5. Click Licenses to choose from application types for licenses. This can be for Professional Licenses
or Business Licenses.

6. Click Permits to choose from application types for Permits.

7. Click Plans to choose from application types for Plans.

8. Type in key words in the field under the heading of Application Assistant to search for application
types. As you type, common results will display. Select the correct result in the list, or Click Enter
on your keyboard or click the Magnifying Glass at the end on the search field to search.

Application Assistant

electrical

Contractor - Electrical

Electrical (Non-Residential) - Alteration

Electrical (Non-Residential) - New Construction

9. Click the Apply button to the right of the application type desired.

APPLYING IN CSS WITH APPLICATION ASSISTANT TURNED OFF

sl Apply~ | Map Report  FeeEstim)

H PERMITS H PLANS B3 LICENSES
» Fence Permit > Planned Unit Development Final > Wholesale License
*» MNew Residential Building Construction 3 Preliminary Plat > Al
¥ Mural Permit ¥ Disney Planned Unit Development
> Sign Permit 3 Planned Unit Development
* MNew Commercial Building Application * RB-Large Commercial Shopping Mall
> All(14) > AlF)

.0
..0 O. t Ie
26/73 Empowering people who serve the public :.. @ y

recnnoio




If Application Assistant is turned off, click Apply on the ribbon at the top of the screen. Under the
Apply tab the top 5 case types are configured on the CSS Administration website, and they are
displayed in the order in which the jurisdiction decides to display them. If the user does not see
the case type they want to apply for, then the user can click All at the bottom of the list to access
the Application Assistant; this tool helps guide the user into choosing the correct permit type to
apply for all. It is a CSS Best Practice to use the Application Assistant rather than the Apply
dropdown. See previous instructions on Application Assistant.

CSS users can begin applying for cases and resume the application process later. The application
will be saved under Draft. This is helpful when users want to save completed work and then
continue when they're ready.

1. Click Apply and choose from the application types listed or choose from the Application
Assistant screen.

2. The Apply for screen will open and the steps to the application process will be listed
along the top of the screen.

Apply for Permit - Electrical (Non-Residential) - New Construction *REQUIRED

Locations

LOCATIONS

Location ~

Add
Location

-+

STEP 1: LOCATION

1. Locations: Click on the Location card to add the location for the application. Select
from the dropdown box what type of address is being added.

b tyler
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LOCATIONS

1. Click the Plus Sign in the center of the Add Address card.
2. You will be directed to the Map screen. Here you may: search for an address,
manually enter an address or draw a spatial collection to be used as an address.

To Search for an Address:

Add AddressAs  Location V| 1Back to Application

SEARCH

3. Choose from the drop down to Add Address As: Location, Billing, Shipping, Home or
Mailing.

4. The user may click the drop down arrow on the left to choose to search by: All,
Address or Parcels.

o tyler
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5. Click Search under Add Address As and enter in an address in the Address & Parcel
Search field. The user may also select: Use current location. This appears once you
click in the field. This field will also allow partial information of the address.

Add Address As  Location v

6. Type the address or parcel in the search field. The system will list common results
specific to the information you type below the search field.

e ler
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SEARCH ENTER MANUALLY

1213 Suffolk St
213 SRiver Rd
1513 Swallow St
313 SRiver Rd

1013 Sheppey Ct

713 S Whispering Hills Dr

7. Once an Address or Parcel has been entered, click Enter on your keyboard or click the

Magnifying Glass to conduct the search.

8. The information will render on the left of the screen and drop a pin on the map with

a popup showing Parcel, Owner and allowing the user to Zoom To or Add.

9. Once an Address or Parcel has been found, click the box next to the Address on the

left of the screen and click Apply or click Add in the popup on the map.

SEARCH ENTER MANUALLY

13 5 Main St

Parcel: 0713418007
Owmner: Yackley Holding Co Lic

13 5 Main St

Parcel: 0713418007
Owner: Yackley Holding Co Lic

S Man St

10. Once the address has been added to the Locations screen, click Next.

= tyler
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To Enter Manually an Address:

11. Select The Enter Manually tab.

ENTER MANUALLY

Enter Manually

Country Type us

Enter Address

* Strect Number /PO Box

Pre Direction

Street Name

Street Type

Post Direction et

Unit Or Suite

City

12. Enter in all information required for the screen and for the application of the case.

13. Cick Save.
14. Once the address has been added to the Locations screen, click Next.

To Add a Spatial Collection:

15. Navigate to the area of the map that the spatial collection will need to be drawn.
16. The tools to draw the spatial collection are to the right of the screen.

RT

FR

D

F I

17. The user may draw a point, line, polygon, rectangle or a circle on the map.

18. Select the desired feature button and draw the shape on the map. Each single click
will allow a turn of a line in the shape and a double click will allow the user to finish
drawing the desired feature.

o tyler
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19. To transform the feature, click the Transform button.

20. A box will appear around the feature and will allow the user to transform the original
by moving the smaller white squares into the desired positions.

1 Feature

21.To Reshape the feature, click the Reshape button.
22. Small circles will appear on the feature and will allow the user to reshape the original
by moving the circles into the desired positions.

o tyler
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1 Feature

23. Once done drawing and editing the fature, click on the desired spatial collection and
click Add this shape.

Polygon

X:5765191.129639618
Y: 2293386.0678726644

+ Add this shape

@\ Zoom to

HIGUERA STREET

24. Once the fature has been added to the Locations screen, click Next.

APPLICATION TEMPLATES

Application Templates are drafts that the citizen may reuse when applying for the same Case
Type and Workclass.



Apply for Permit - New Commercial Building

Locations

LOCATIONS

Location v

Add
Location

e

Create Template

1. Fill in any details on the case that are needed to be repeated for upcoming uses.

Note: The Add Location card may be disabled when creating a Template.

2. Click Create Template at the bottom of any stepper in the process.

Note: By default the Template will not allow saving of Attachments.

3. Enter in the name of the template and click Save Template.

% tyler
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Create Template

“Please enter a template name | |

Template name is required.

Note: Attachments cannot be saved in a template

Save Template Cancel

4. Once the Template has been saved, a popup will appear to navigate to the template or
the template may be found under My Account. To access the templates click on the My

Templates button.

My Account

Personal Info Addresses My Favorites My Businesses My Templates My Drafts My Certificates

Commercial CG

Resultsperpage 10 v 1-lof1 ~°

My Templates

Module  all b Sort Template Name ¥
Module Template Name Type Last Update Action
Permit Permit New New Commercial Building 11/20/2019 09:29 PM Delete

5. The citizen has the ability to Use, Update or Delete the template by clicking the
applicable button.

STEP 2: TYPE

The application type that was initially selected will default in the Type field.

35/73
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Locations Type

PERMIT DETAILS
Specific Instructions can be entered for this case type at this spot in the application. Basic Info
* Permit Type Hew Commercial Building Application

Description

Square Feet

Valuation

1. Adescription to support the details of the application type can be added in the
Description memo box.

2. Enter Square Feet and/or Valuation if applicable. If this information is required, the
fields will be present and denoted by a red asterisk.

3. Click Next.

STEP 3: CONTACTS

The registrants contact information will default to the first Contact card listed. Additional
contats can be added if applicable.

00
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Locations Type Contacts

CONTACTS

Specific Instructions can be entered for this case type at this spot in the application. Contact

Applicant Applicant

5 3

Contact

Christy Goss (You)

123 Smith, Duluth, GA, +

Back Save Draft Next

1. To add additional contacts, click the Plus Sign located on the Contact Card.

CONTACTS

Applicant

2

Contact
Dawn Gilbert (You)

Tyler Technologies I

2500 Hood, Atlanta, GA

2. Click the dropdown arrow to select the Contact Type applicable to the contact.

% tyler
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4Back to Application

Add Contact

Add Contact As ‘ Applicant

Applicant
Architect
Contractor
Developer
Owner
Owner/Builder

Favorites

Search |Name, E-mail, or Company

|2

In the search box, type in Name, Email, or Company name and click the Magnifying Glass
to search Global Contacts in EnerGov for an existing contact.

4Back to Application

Add Contact

Add Contact As

Applicant
Architect
Contractor
Developer
Owner
Owner/Builder

Applicant v

Favorites

Search

|Name, E-mail, or Company

If the person, email or company is an existing contact click Add to add the contact to the

application.
Enter Manually My Favorites
Search |kaih)r lapaglia |ﬂ
Sort Relevance
Favorite First Name Last Name Address Company Email Action
ﬁ Kathy LaPaglia 2055 Sugarloaf CIR kathy.lapaglia@tylertec m
Duluth GA 30097 h.com
% tyler
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5. If the contact does not exist in Global Contacts, click Enter Manually and fill in the
required fields.

Enter Manually My Favorites

Search |kathy lapaglia |E

6. Click Next.

STEP 4: MORE INFO

The More Info fields reflects the Additional Information fields that are exposed to the citizen
from EnerGov. The citizen may fill in the information needed and some fields may be required.
Any information given in these fields will be shown in EnerGov. Once this information is
submitted by the citizen, the citizen will not be able to edit the information. The end user may
edit the information in EnerGov.

Apply for Permit - New Commercial Building Application *REQUIRED
Locations Type Contacts More info
MORE INFO

Specific Instructions can be entered for this case type at this spot in the application. More Info

General Info Next Section| Top | Main Menu
Construction Type O A
I-B
I-A
e
-A

n-B

V-A

v-B
Walk Me The

1. Enter information as needed or required.
2. Click Next.
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STEP 5: ATTACHMENTS

Attachments gives the citizen the ability to upload files or documents needed or required for the
application process.

Complete Building Plan

Add Attachment

4=

Supported: .pdf

1. Click on the Add Attachment card to open Windows Explorer.
2. Click to insert or drag files into the Add Attachment card.

Note: Certain application types may have required documents that must be attached in order to
save.

3. Click Next.

STEP 6: REVIEW AND SUBMIT

Review and Submit gives the citizen the ability to review all information entered in the
application to include attachments uploaded, estimated fees and additional information fields
that were populated.

% tyler
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Apply for Permit - New Commercial Building Application “REQUIRED

Locations Type Contacts More Info Attachments Review and Submit

Locations
Location 630 MIAMINE , Atlanta, GA, ,
Parcel Number 17 004800010734
Basic Info
Type New Commercial Building Application
Descripti
Applied Date 10/16/2019
Contacts
Applicant Christy Goss
123 Smith, Duluth, GA,,
More Info
General Info

(o T

1. Click Save Draft if the information is incomplete and needs to be finished at a later date.
The citizen may click on the Draft status circle on the Dashboard to resume their
application.

2. If the application is complete and accurate click Submit at the bottom of the screen.

SUCCESS SCREEN

Once an application has been submitted, a Success screen will appear. The citizen may click the
Continue To button or add any fees that have been invoiced to their shopping cart to proceed to
payment.

..
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® Your permit was successfully created!

Your application has been submitted successfully

Continue to permit

REQUESTING INSPECTIONS AFTER A PERMIT IS ISSUED

Permit Number: BLDC-000570-2019

Permit Details | Tab Elements |Main Menu

Type: New Commercial Status: In Review
Building Application
Summary Locations Fees Reviews Inspections Attachments Contacts Sub-Records

Fees
View Details Add to Cart
-
Project Name:
Holds Meetings More Info

1. Click on the Permit Number of the Permit you would like to request an inspection for.

MY INVOICES MY PERMITS MY PLANS

Searchfor | Permit number,

project, or address

Permit Number

Address

MY EXISTING INSPECTIONS

REQUEST INSPECTIONS

Exact Phrase |

BLDC-000055-2019 | 1204 TREFOILCT

NAPERVILLE, IL 60563

BLDC-000076-2019 Benton Heights 13 S Main St

Naperville, IL 60540

2. The Permit case will open.
3. Click on the Inspections tab.

42/73
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Permit Type

Building (Non- Active
Residential) - New

Construction

Building (Non- Active

Residential) - New
Construction
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Permit Number: BLDC-000055-2019

Permit Details | Tab Elements | Main Menu

Type: Building (Non- Status: Issued
Residential) - New
Construction

IVR Number: 100058 Applied Date: 03/27/2019
District: East Assigned To: Thompson, Tyler
Square Feet: 0.00 Valuation: $0.00
Description:
Summary Locations Fees Reviews . Attachments Contacts Sub-Records

4. A list of Request Inspections will be at the bottom of the page.

Request Inspections

Description Reinspection Action
Footing Inspection No O
Foundation Wall Inspection No 0
Concrete Slab Inspection No O
Floor Framing Inspection No O
Wall Framing Inspection No O
Final Building Inspection No O
Final Engineering Inspection No O
Final Fire Inspection No O

Resultsperpage 1-8of8 == = > >>

5. Click in the checkbox under Action for the inspection you would like to request.

Note: If the workflow of the case has not been completed up to the inspection step (based on a
priority set), the Action boxes will not be visible.

6. Click Request Inspection at the bottom right of the page.

..
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7. The Request Inspections screen will open.

IRequest Inspections (1)

o #BLDC-000076-2019

Inspection Type: Footing
Case Type Building (Non-Residential) - New Construction
Address: 13 S Main St Naperville, IL 60540

* Requested Date

Comments/Gate Code

8. Click on the Calendar to choose a requested date for the inspection.

* Requested Date &

9. Fillin comments about the requested inspection in the Comments/Gate Code box.

Comments/Gate Code

10. Click Submit.

e ler
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11. The inspection information and a green checkmark will pop up in a Requested
Inspections screen if it is successfully requested.

o Case #BLDC-000076-2019

Inspection Type: Footing

Case Type Building (Non-Residential) - New Construction
Address: 13 5 Main 5t Naperville, IL 60540

Requested Date 11/03/2020

Comments/Gate Code

&

12. Navigate back to the Details screen. The inspection will now be listed under Existing
Inspections.

Summary Locations Fees Reviews Attachments Contacts Sub-Records More Info

Existing Inspections | Request Inspections | Optional Inspections | Next Tab | Permit Details | Main Menu
Existing Inspections
L Sort

Description W

Scheduled Date

|IBLD-000078-2020 Footing Inspection Requested 11/03/2020

13. The citizen may cancel the inspection by clicking the Cancel Inspection button to the
right. Once the inspection has been scheduled the Cancel Inspection button will
disappear.

PAYING FEES

In order for the citizen to view or pay fees, the fees must first be invoiced in EnerGov.

. tyler
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Permit Number: BLDC-000570-2019

D

Permit Details | Tab Elements |Main Menu

Type: Mew Commercial Status: In Review Project Name:
Building Application

Summary Locations) Reviews Inspections Attachments Contacts Sub-Records Holds Mestings More Info

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

Remaining Fees
ning Sort Fe=  |v]

Fee Imvoice Computed Amount Due
Norecords to display.
Paid Fees
Sort  Fee [v]
Fee Invoice Computed
Building Permit Fee (Commercial) INV-00000214 $5,000.00

Resultsper page[10_~| 1-10f1 << = >

1. Navigate into the Plan/Permit of your choice.
2. Click on the Fees tab.

Permit Number: BLDC-000076-2019

Permit Details | Tab Elements | Main Menu

Type: Building (Non- Status: Issued
Residential) - New
Construction

IVR Number: 100082 Applied Date:  08/30/2019
District: North Assigned To: Lopez, Spencer
Square Feet: 3,500.00 Valuation: $640,115.00

Description: Benton Heights

" 3
Summary Locations \ Reviews Inspections Attachments Contacts Sub-Records
. )

3. Alist of Remaining Fees and Paid Fees, to include the invoice numbers, will be listed next
to the fee name.

..
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Remaining Fees

Sort  Fee A
Fee Invoice Computed Amount Due
Mo records to display.
Paid Fees Sort Fee v

Invoice

Building Permit Fee (Non-Residential) | INv-00000012 § $8,718.61
Building Plan Review Fee T INV-00000012 $5,667.10

4. Click on the Dashboard tab in the black banner at the top of the screen.
5. Navigate to Invoices at the bottom of the page.

My Invoices

Current

1 $3,660.00

Past Due

o $0.00

Total

. $3660.00

»View My Invoices

INVOICES

CSS users are able to access invoices that are paid, voided, or unpaid. Invoices are accessible
from the Dashboard and the menu system and can be added to the electronic Shopping Cart.
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| ...... ceNum INV 35 _: B
Invoice Status: Dus Invoice Date: 09/13/2019 Invoice Due Date: 09/13/2019

Invoice Total: $100.00 Invoice Description: NONE

"f Misc Fees Payments Attachments Contacts

Primary Fees Sort FeeName [V
Fee Name Fee Total Amount Due Case Number Case Type Notes
Rezone Fee $100.00 $100.00 RZNE-000125-2019 Plan

Resultsperpage|10 v| 1-1of1 -

Follow the steps below to view invoice information:

1. Click the Printer button to print or save the invoice as a PDF.

2. 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.

3. Click Misc Fees to view the Fee Name, Fee Total, Paid Amount, and Amount Due for

all miscellaneous fees associated with the invoice.

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

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

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

7. Click Add to Cart to add the invoice to the Shopping Cart.

MANAGING A REVIEW

Citizens may submit electronic plans via CSS to be reviewed by the municipality. Once an
application has been submitted and plans reviewed, the citizen may be notified by email or
logging back into CSS to review Failed or Approved Reviews.

1. Navigate to the Dashboard and click on the Attention card.
2. Alist of the cases needing attention in the specific module will be listed.
3. Click the Failed Reviews link under the Attention Reason column.

o ler
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My Permits

Display = attention v Select Case Type

Permit Number
BLDC-000717-2019

Address

900 Del Rio Avenue
San Luis Obispo, CA
93405

900 Del Rio Avenue
San Luis Obispo, CA
93405

200 Del Rio Avenue
San Luis Obispo, CA
93405

BLDC-000718-2019

BLDC-000740-2019

The Review Type will be listed and will include

Date and Completed Date.

Permit Number: BLDC-001070-2019

= Ahold currently exists on this permit.

Exact Match

Sort  Permit Number v

Permit Type Status Attention Reason

New Commercial Attention, Pending Unpaid Fees

Building

New Commercial Attention. Pending Unpaid Fees

Building

New Commercial Attention, Pending Unpaid Fees

Building Failed Reviews
Resubmit File

: Status, Version, Received Date, Due

=

Permit Details | Tab Elements | Main Menu
~
Type: New Commercial Status: Expired Project Name:
Building

Summary Locations Fees Inspections Attachments @ Contacts Sub-Records Holds @ Meetings More Info
Reviews | Next Tab | Permit Details | Main Menu
Reviews

Sort| Review Type v
Review Type Status Version Received Date Due Date Completed Date
Building Review (Non-Residential) Requires Re-submit 1 04/03/2019 04/24/2019 05/16/2019

1-1of1 n

Results perpage 10 ¥

The citizen will also see an alert on the Attachments tab. This will indicate which
electronic file was failed and requires resubmission. Click on the Attachments tab.
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Summary Locations Fees Reviews @ Inspections Attachments @

Attachments | Next Tab | Permit Details | Main Menu
Attachments

At least one file needs to be resubmitted.

o
Landscape Plan Complete Building Plan
(Building, Electrical etc)
Approved landscape BLDC Commercial Building
plan_v1.pdf 1_v1pdf
Version: 1 Version: 1
Status: Markups Added Status: Under Review

6. Click the Resubmit button on the specific file(s) that need to be resubmitted.
7. The citizen may drill down on each item review from the submittal to view Corrections,
Recommendations and Comments.
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Reviews
Reviews
Building Review (Non-Residential)
05/16/2019 Requires Re-submit

Planning/Zoning . Requires Re-submit . Goss Christy

Comment

See notes on case

Correction (1)

Genera General Correction Move railing two feet over m

Recommendation (1)

House should meet historical standards for paint color m

8. Citizens may click the Respond button, on the right of each Correction or
Recommendation, to give a response back to the Reviewer.

9. Once a Response is given, the citizen may click Hide Response.

10. The citizen must Acknowledge any Comments, Corrections or Recommendations that
were given by the Reviewer by toggling the Acknowledge button to the right.
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Reviews

Submittal Type 1 (20 days until due)

Completed Date Submittal Status

05/01/201% Failed

O Item Review Type 1 (15 days until due).. Failure . Singh Archana ~
Comment
Corrections (2)
Correction Type Category Correcthve Action Comnment
BL Correction Type 12 General Cor mmmmmaa gfgregt BEL Correction Type 1 m
BL Correction Type 2 Testl qa BL Correction Type 2 m

TN VT P Y RT TET Mamim

Recommendation (1)

Comment

mmmmmmmmimmda gihgtgfhgf

11. To navigate to the next step of the Review, click Next.
12. To Resubmit a file click Select File, choose the second version of the file to be
resubmitted.

Riwigws Riesubmit
Resubmit
——
File Version
Approved landscape plan_v1.pdf 1

13. Click Submit.
14. On the Attachments tab, the citizen may view the History of the submitted attachments
by clicking the History button.
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Summary Locations Fess Reviews @ Inspections Attachments

Attachments | Next Tab | Permit Details | Main Menu

Attachments

Complete Building Plan
(Building, Electrical etc)

BLDC C -::.JIB sliding
\J'erslon 2 \-‘erslan 1
Status: Under Review Status: Under Review

MY WORK

Click the My Work tab at the top of the Dashboard screen to access the following: Invoices,
Permits, Plans, and Inspections.

% tyler
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MY PERMITS

My Work
MY INVOICES MY PERMITS MY PLANS MY EXISTING INSPECTIONS REQUEST INSPECTIONS
Searchfor | Permit number, project, or address Exact Phrase
Permit Number Project Address Permit Type Status
BLDC-000055-201% 1204 TREFOILCT Building (Non- Active
NAPERVILLE, IL 60563 Residential) - New
Construction
BLDC-000076-2019 Benton Heights 13 S Main St Building (Non- Active

Naperville, IL 60540 Residential) - New
Construction

CSS allows users to view the details of a permit.

Follow the steps below to view permits:

nNot all permit data is available to all users.

1. In the search field type a specific project, address, or permit number to search. Click
the Search button.
Searchfor] Permit « ect, or address Exact Phrase @
2. C|ICk the Filter button to expand the the search criteria.
S'Eal'Cthl' 13 s main Exact Phrase Q search [ Filters & ll B Export
I Display  all ~ Select Case Type Sort  Relevance v .
3. Click the Display dropdown to select and search by status.
4, Click within the Case Type field to search by a specific case type. The results will display
in a dropdown for the citizen to choose from.
5. Click the Sort dropdown to sort the cases within the search.
6. Click a permit number to open the associated permit record.
X o’ o
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Searchfor p imbe ect, of Exact Phrase @

Permit Number
BLDC-000055-2019

Permit Type

1204 TREFOILCT Building (Non- Active
NAPERVILLE, IL 60563 Residential) - New

Construction

1
I

BLDC-000076-2019 Benton Heights 135S Main St Building (Non- Active
Naperville, IL 60540 Residential) - New
Construction
7. Select the number of permits to display on each page from the Results per page
dropdown.

Resultsperpage 1-1of1 == = s

8. Use the Page Navigation buttons to move between pages of permits.
MY PLANS
My Work
MY INVOICES MY PERMITS MY PLANS MY EXISTING INSPECTIONS REQUEST INSPECTIONS

Search for Plan number, project, or address Exact Phrase @

Plan Number Project Address Plan Type Status
ANNX-000006-2019 407 E Bauer Rd Annexation - Active
Maperville, IL 60563 Annexation
PUD-000013-2020 Planned Unit Recent, Pending
Development -
Preliminary

CSS allows users to view the details of a plan.

Follow the steps below to view plans:

 §
Not all plan data is available to all users.

1. In the search field, type a specific project, address, or plan number to search. Click the
Search button to locate plans that meet the search criteria.

Search for an number, project, or addre Exact Phrase @

o tyler
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Click the Filter button to expand the the search criteria.

Exact Phrase

Q_Search |' Filters= || [ Export

—
Sort Plan Number

Search for

Display Al ~ Select Case Type

Click the Display dropdown to select and search by status.

Click within the Case Type field to search by a specific case type. The results will display

in a dropdown for the citizen to choose from.
Click the Sort dropdown to sort the cases within the search.
Click a Plan Number to open the associated plan record.

Search for Exact Phrase
Plan Number Project Address Plan Type Status
ANNX-000006-2019 407 E Bauer Rd Annexation - Active

Naperville, IL 60563 Annexation
PUD-000013-2020 Planned Unit Recent, Pending
Development -
Preliminary

Select the number of permits to display on each page from the Results per page
dropdown.

Resultsperpage 1-1of1 <= = A S

Use the Page Navigation buttons to move between pages of plans.

MY EXISTING INSPECTIONS

Use this window to view, sort, and access all available inspections.

Empowering people who serve the public . . @
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My Work

MY EXISTING INSPECTIONS

Inspection Inspection Case Requested Scheduled Completed
Number Type Address Status Case Type Number Reinspection Date Date Date
IBLD Footing 1204 Scheduled Permit BLDC No 06/04/2019 07/13/2020
000014- TREFOQILCT 000055-
2019 NAPERVILLE, 2019
IL 60563
IBLD- Floor 1204 Scheduled Permit BLDC- No 06/04/2019 07/13/2020
000012- Framing TREFOILCT 000055-
2019 NAPERVILLE, 2019
IL 60563
Follow the steps below to view inspections:
1. In the search field, type a specific Inspection Number, Inspection Type, Address or

Case Number to search. Click the Search button to locate inspections that meet the

search criteria.

Searchfor] Inspection Number, Inspection T

Exact Phrase |

2. Click the Filter button to expand the the search criteria.

Search for Exact Phrase Q, Search | Filters = | B Export
T ———
Display  ail v Select Inspection Type Sort  Case Number -

3. Click the Display dropdown to select and search by status.

4, Click within the Case Type field to search by a specific case type. The results will
display in a dropdown for the citizen to choose from.

5. Click the Sort dropdown to sort the cases within the search.

6. Click an Inspection Number to open the associated Inspection record.

Search for

Exact Phrase

Inspection Requested
Type Reinspection Date
BLD- Footing 1204 Scheduled Permit BLDC- No 06/04/2019
000014 TREFOILCT 000055-
0019 NAPERVILLE, 2019
IL 60563
IBLD- Floor 1204 Scheduled Permit BLDC- No 06/04/2019
000012- Framing TREFOILCT 000055-
2019 NAPERVILLE, 2019
1LANSA3
@
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7. Select the number of inspections to display on each page from the Results per
page dropdown.

Resultsperpage 1-1of1 <= = A S

8. Use the Page Navigation buttons to move between pages of inspections.

REQUEST INSPECTIONS

CSS provides a great way for citizens to request inspections. Users must be logged in to
CSS to request inspections, and they must be 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.

My Work
MY INVOICES MY PERMITS MY PLANS MY EXISTING INSPECTIONS REQUEST INSPECTIONS
Search for ase number, addr rinsg n ty Exact Phrase @ Request Inspection
Case Number Address Type Inspection Type Select Allm
BLDC-000055-2019 1204 TREFOILCT Building (Non-Residential) Concrete Slab
NAPERVILLE, IL 60563 - New Construction
BLDC-000055-2019 1204 TREFOILCT Building (Non-Residential) Final Building
NAPERVILLE, IL 60563 - New Construction

Follow the steps below to view inspections:

1. Inthe search field, type a specific Case Number, Address or Inspection Type to
search. Click the Search button to locate inspections that meet the search criteria.

Searchfor| case number, address or inspection type Exact Phrase|[ | @.

2.  Click the Filter button to expand the the search criteria.

DD =

Sort Case Number +

o tyler
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3.  Click the Sort dropdown to sort the cases within the search.

4.  Click a Case Number to open the associated record, or click the checkbox(es) next to
the case(s) that inspections need to be requested for.

Case Number Inspection Type Select All

BLDC-000055-2019 1204 TREFOILCT Building (Non-Residential) Concrete Slab
NAPERVILLE, IL 60563 - New Construction

BLDC-D00055-2019 1204 TREFOILCT Building (Non-Residential) Final Building
NAPERVILLE, IL 60563 - New Construction

BLDC-000055-2019 1204 TREFOILCT Building (Non-Residential) Final Engineering
NAPERVILLE, IL 60563 - New Construction

BLDC-000076-201%9 13 S Main St Building (Non-Residential) Foundation Wall
Naperville, IL 60540 - New Construction

5.  Click Request Inspection to open the Request Inspections window.

| ST
| —

Case Number Address Type Inspection Type Select All
BLDC-000055-2019 1204 TREFOILCT Building (Non-Residential) Concrete Slab
NAPERVILLE, IL 60563 - New Construction
BLDC-000055-2019 1204 TREFOILCT Building (Non-Residential) Final Building
NAPERVILLE, IL 60563 - New Construction

6.  Select the number of inspections to display on each page from the Results per page
dropdown.

Resultsperpage 1-1o0f1 == = e

7. Use the Page Navigation buttons to move between pages of inspections.

TODAYS INSPECTIONS

Use this window to view, sort, and access all inspections scheduled for a specific day.

o tyler
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Dashboard Home  CreateRequest ViewRequest Apply MyWork SearchQ Map  FeeEstimator

Projects MapGalleryw  Calendar 0

[ Today's Inspections

*Date  10/30/2020 [ Exclude Completed Sort
Case Case Primary Estimated Estimated
View Inspection Number Type Inspection Type Address Inspector Start Time End Time
IBLD-000077 BLDC- Permit Footing 1184 Book Rd DEMO, MUNIS
2020 000143- Naperville IL
2020 60540

Follow the steps below to view inspections:

1. In the search field, type a specific Case Number, Address or Inspection Type to
search. Click the Magnifying Glass to locate inspections that meet the search
criteria.

Exact Match [

2. Click the Calendar icon to select the date to view due inspections or type the date

in the Date field.
“Date 10/30/2020 =
3. Click the Exclude Completed checkbox to exclude completed inspections from the

list of results.

(] Exclude Completed

4, Click the Sort dropdown to sort the Inspections within the search.

]
e tyler
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Sort. Case Number v

Relevance

stimated Case Number
C T
d Time ase ).fpe
| Inspection Type

Inspection Status
Address
Primary Inspector

Inspection Order

5. Select the number of inspections to display on each page from the Results per
page dropdown.

Results per page 1-1of1 == = A 4
6. Use the Page Navigation buttons to move between pages of inspections.
MANAGING AN INSPECTION

The citizen may navigate to an Inspection multiple ways; via the Parent case, clicking on a
specific Inspection, from the Dashboard or searching for an inspection.
1. The main details of the Inspection are listed at the top of the screen and include:
Inspection Number,Inspection Type, Main Address, Inspection Status, Case Type
(this may be Permit/License number), Reinspection Status, Requested Date,
Scheduled Date, and Completed Date.

‘ My Work

MY EXISTING INSPECTIONS

Inspection Inspection Case Requested Scheduled Completed
MNumber Type Address Status Case Type Number Reinspection Date Date Date
IBLD- Footing 1204 Scheduled Permit BLDC- No 06/04/201% 07/13/2020

000014 TREFOILCT 000055-

2019 MNAPERVILLE, 2019

IL 60563

2. Click the Inspection Number to view the Inspection Details.

@
00
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Requested Scheduled Completed

Reinspection Date Date Date

Footing 1204 Scheduled Permit No 06/04/2019  07/13/2020
TREFOILCT
NAPERVILLE,

IL 60563

3. The middle tabs within the Inspection will allow the citizen to manage/view the
following: Location, Contacts, Checklist Items, Fees, Attachments, Previous
Inspections, and Additional Information.

Contacts Checklist Fees Attachments Previous More Info

MAP

CSS integrates with ESRI's map functionality to allow for powerful searches, pinned results,
applying for cases, EnerGov Enterprise Server data incorporation, GIS layers, and more. ArcGIS
10.3.1 or higher must be in place before beginning CSS installation.

Home  Dashboard MyWork>  Apply  SearchQ Pay Invoices  Calendar (0 Fee Estimator  Submit a Request

Follow the steps below to use the CSS map:

1. Click the dropdown arrow on the left to choose to search by: All, Address or Parcels.

00
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v Q

All
Address

Parcels

2. Type an address or a parcel in the Address & Parcel Search field in the top, left corner
of the map. This field will also allow partial information of the address. Results will
auto-fill below the field.

1012 Del Rio Avenue

Parcel: 053-242-042

Owmner: Bowles John & Jacqueline 1989
Trust

1022 Del Rio Avenue

Parcel: 053-242-043
Chwiner: Huggins James W

3. Click Use Current Location to use the current location that appears when you click in
the search field.

4, The citizen may chose from the list of addresses by clicking the box next to the desired
address(es). The Apply button will appear in the blue ribbon. (See previous
instructions on how to Apply for a case using the map.)
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64/73

v | 135

1013 Sheppey Ct

Parcel: 0725308026
Owner: Adatia, Mayank&shakuntala

1013 Sheridan Cr

[J Parcel: 0710311089
Owner: Gabriel, Etta

1013 Stanton Dr
J  Parcel: 0829108004

Owner: Hower, Donald & Sheryl

To see information related to a specific address or parcel, click into the box of the
desired address or parcel. The information will show in a fly out to the right.

¥ | 135 Main 5t X

ki

135 Main St
[ Parcel: 0713418007
Owner: Yackley Holding Co Lic

Records =

S Eagle 5t
-

Case Number
BLDC-000076-2019

Apply Date
8/30/2019

Case Type

Building (Non-Residential) - New
Construction

Status

Issued

Case Number
BLDC-000132-2020

Apply Date
10/27/2020

Click the More Options menu to access the Calendar to change the date range of

information brought back.

Empowering people who serve the public”
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10.

11.

12.

65/73

Records

Updated since |

Permit (8)

EPlan(1)

Inspection (1)

135 Main 5t

‘ Records

1}

| _Case Number

BLDC-000076-20192

Apply Date
8/30/2019

Case Type

Building (Mon-Residential) - New

Construction

Statu

5

L Issued

Click the Case Number on the results that were returned.

Another tab will open to show the details of the case.
To collapse the information on the screen to see the full map, click the arrow tab.

Records

X

B

To clear all information given click the X in the blue ribbon or on the Address & Parcel
Search field. The user may start their search anew.

L

13 S Main 5t

=}

|

1

L] 1

s

L |
%

To Draw to Apply or Search, navigate to the area of the map that the spatial collection

will need to be drawn.

The tools to draw the feature are to the right of the screen.
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NDER

13. Select the desired feature to draw a point, line, polygon, rectangle or a circle on the

map.
14. Each single click will allow a turn of a line in the shape and a double click will allow the

user to finish drawing the desired shape.

e —————

15. To transform the feature, click the Transform button.

16. A box will appear around the feature and will allow the user to transform the original
by moving the smaller white squares into the desired positions.

1 Feature

17. To Reshape the feature, click the Reshape button.

o tyler
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18.

19.

20.

21.

22.

67/73

|

1 Feature

Small circles will appear on the feature and will allow the user to reshape the original

by moving the circles into the desired positions.
Once done drawing and editing the feature, click on the desired Spatial Collection and

click Apply, if you would like to use the feature to apply for a case.

J\

o oA

'¢)\ Zoom to -T- Apply

0713418005 o X

Parcel: 0713418005
Owner: Yackley Holding Company

To Undo a feature or Redo a feature, click the arrows pointing to the left or right on
the right side of the drawing tools.

RT|

NDE

To Delete a feature, select a shape on the map, and a dropdown will appear under the

drawing tools.
Click the Trashcan to the right of the 1 Feature selected.
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@ Zoomto -+ spply

704 W Bauer Rd

Parcel: 0712104016
Owner: Young-foxen, Diane

23. To toggle the basemap, click the Square to the right of the screen. This will toggle the
basemap between the aeral view and the basemap view.
I —————

O O o 2

24. To return to the Default map view, click on the Small House icon found in the lower
right corner of the screen.

25. To zoom in and out on the map, you may click the Plus or the Minus icon in the bottom
right of the screen. Others ways to zoom on the map include: double clicking the left
button on the mouse and using the roller ball on the mouse.




FEE ESTIMATOR

The Fee Estimator button may be used for specific Permit case types or Plan case types. The
estimation can show fees based off of input from square feet, valuation and custom fields.

Dashboard Home  Tyler311  Apply View~ Map Remrt}. IPayinvoices Search@,  Help@  Calendar (4

Fee Estimator

Estimate Permit Fees Estimate Plan Fees

1. Click the Estimate button for the desired case type.
2. Fill'in all applicable fields in the Type screen.

Estimate Permit Fees “REQUIRED

Type
PERMITDETAILS
~Parmit Typa How Commencial Budding Appikcatior]
Squarn | ont
Valuation

Application Date 80N .

Click Next.

Fill in all applicable fields in the More Info screen.

Click Next.

The estimated fees will show on the Review and Submit screen.

o v e W
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Estimated Fees

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

Fee Amount

Building Permit Fee (Residential) $275.00

Building Plan Review Fee $250.00
Total: $525.00

7. Click the Apply button to apply for the case. If not logged in, CSS will prompt you to log
in.

Estimate Permit Fees *REQUIRED

@ o @

Type More Info Review and Submit

PAY INVOICES

Pay Invoices may be accessed from the Home screen or the Pay Invoices button on the top
ribbon.

Dashboard Home  Tyler 311 Apply  View~ Map Report Fee Estimator SearchQ Help@  Calendar ‘1

Invoice Search

1. Enterin the Unpaid Invoice number. Example: INV-000024
2. Click Search.
3. The Invoice Number screen will appear with the desired invoice.

e tyler
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41 Back

| Invoice Number: INV-00000235 B
Invoice Status: Due Invoice Date: 09/13/2019 Invoice Due Date: 09/13/2019
Invoice Total: $100.00 Invoice Description: NONE

Pfll'l'll!l’)f Fees Misc Fees Payments Attachments Contacts

Srary Fe Sort feename V|
Fee Name Fee Total Amount Due Case Number Case Type Notes
Rezone Fee $100:00 $100.00 RZNE-000125-2019 Plan

Results per page 10 ~| 1-1of1 n

PUBLIC REPORT

The Report button will allow citizens to access public facing documents and reports from
different modules.

Dashboard Home  Tyler311  Apply View~ Map FeeEstimator  Paylnvoices  Search@, ~ Help@  Calendar (1

Public Reports
Report Type vl
Report v
1. Click the Report Type dropdown and select the desired module type.
2. Select the desired Report from the second dropdown.
3. Enter in a Start Date and an End Date.
4. Click Generate Report.
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Public Reports

Report Type  Permit Management ﬂ

Report  Permit Issuance Summa Ll

“Start Date &
“End Date L]
B Generate Report
Calendar Events
October 2019
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The Calendar will show Public Hearings, Public Meetings and Holidays based on configuration in
EnerGov. These categories are visible to all that are logged in or not. Once logged into CSS, the
citizen will be able to see Inspections Scheduled, Plans Expired, Licenses Expired, Permits
Expired and Invoices Due dates in addition to the Hearings, Meetings and Holidays. The citizen
may click on the desired event and information with links will show on the right of the screen.

ADA COMPLIANT

CSS and CSS 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. For the “Speak to Read” feature to work in CSS, Chrome Vox will need to
be installed. ChromeVox is an extension for Chrome on Windows and Mac OS X which operates
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as an alternative screen reader for Web content. ChromeVox 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.

This feature may be installed from: http://www.chromevox.com/installing.html

Note: Please see other guides for CSS for information on Business License application, Tax Remittanence
and Business Liences Renewal through CSS.
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