Good afternoon,

Thank you for contacting customer support. Please follow the steps below to create your account and
begin your application process.

Step 1: Please go to https://mygovernmentonline.org and create an account.

You may apply for your permit online if your jurisdiction offers this feature. When
applying for the permit you will be able to also upload plans and other documents in PDF
format if documents and drawings are required for your project.

1. Onceyou are logged in, go to the “Permits and Licensing” button in the top left area of the
screen and then click on Apply Online.
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2. Inorder, select the State, Jurisdiction, and Project Type as shown below and then click next. If
you do not see the jurisdiction in which you desire to submit an application to after selecting
the state, then the jurisdiction does not yet offer the “Apply Online” feature at this time.


https://mygovernmentonline.org/

AT verrrmer Online WY ACCOUMT  WELP COMTACT  PARTNERSMIP
CAFATHD BY SOVESHMENT FOR GOVERARUVENT

Apply Dnline

Uréod S ) F.-:-\.-.-:nn % I

it vl |
] "]

A AT - Online

3. Select “Get Started on a New Application” to begin the application process. You should only
use the “Add a Permit to an Existing Account” option if you are applying for an Electrical,
Mechanical or Plumbing permit that will be added on to an already issued building permit.
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4. Select an application type.
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5. Enter the physical address of the project and then click next.
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6. Now enter the Property Owner’s contact information and then click next.
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7. The Applicant contact information will automatically pre-fill from the user account information
of your log-in account. You may select how you wished to receive automatic notifications
during the project. Please note that e-mail notifications are more convenient and can be
referred back to at any time since the notifications arrive in your e-mail inbox. It is strongly
encouraged that you opt in for e-mail notifications. Missed telephone calls can cause you to
miss some of your notifications during the project. To opt in for any notification method type,
please click the check box next to the preferred method in which you would like to be
notified. Click next to proceed.
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8. C(lick the “Click Here” button to enter the Contractor’s Information.

Contractor's Contact informabon

Search Junsdiction Registered Contractors”

Cick Here §+ 1 you 6o not find the contracior o need 10 enter a stale contracior. Search is for Junsdiction Registered Contractors Only

Name First Name Last Name Local License Number State License Number

Proceed to enter the Contractor’s contact information and then click next.

Contractors Contact information
Contractor's Contact Information *
Cick here 1o search a Jurisdiction Registered Contractor

First Name Last Name Business Name License Number

Mailing Address

Address Caty State Zipcode
- Select State - v
Email Notty
Cell Phone ¢ ) | Notity
( ) .
Home Phone L Notty

( )

Work Phone I Notity

Back Next

9. Select the Application Type desired from the drop down list. This represents the type of
permit you are applying for.



Select an Application Type

Application Type: * Commercial New Building ¥

10. If applicable, Select the Applicable Fee that corresponds with the permit you are applying
for. You must go in order by selecting the Category first, next select the Type, then select the
Calculation and then click the Add button. Sometimes a variable will be required to calculate
the fee. If a variable is required, an additional box will display for you to enterit. If youadd a
fee in error, you may click the Remove button and then select the correct fee by following the

steps again.

Select Avallable Fees

Commercial New Building

Category *| _ seject Category - Type " I _ seject Type - v
Caiculation: “} _ seiect Calcufation - Aaal
Category Type Calculation Calculation Value
Commercialindustrial Construction Commercial New Range Calculation TBD Remove

_11 do not know which fee 10 use
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*Note: There is an option to select “l do not know which fee to use” in the event you
are simply unaware which fee to select. The jurisdiction will be able to select the
appropriate fee for you if this is the case.

1. Answer all questions in the Application Questionnaire. This is information required to process
your application. Please make the absolute best effort to answer all questions accurately. If
you do not know the answer to a question or if it is not applicable to your project, please enter
“Not Known” or Not Applicable” so that you may proceed with submitting your
application. Once you have completed all questions, click next to proceed.
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2. You may upload any files required with your application. Files uploaded must be in PDF
format. Some types of files that may be required include a Site Plan, Survey, Building
Drawings, Foundation Certification Letter, etc. To upload documents, click on the Upload Files
button. Search for the files on your computer. Select the file and then click Open. Allow the
file time to upload. You may repeat this process to upload multiple files. Once you have
uploaded all files click the Next button to proceed.



Flles Upload

@ Please wait for the file(s) to finish uploading before proceeding to the next step
If you are expected 10 indude files with your application, a notice will appear below these instruchons 1o inform you of what to upload

Upload Files
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3. Click the Submit button only once to submit your application to the jurisdiction for review.



Review

@ To save your current progress and complete your application another ime, please press save before exiting

Your application is ready to submit to the jurisdiction.

You will receive a confirmation message and an application number. The jurisdiction will
receive your application and begin processing the application. Once the jurisdiction
accepts the application, you will be able to pay the permit fees. Please be

patient. Someone from the jurisdiction will contact you to proceed or if they need
additional information.

Application Created And Submitted

Your Application has been sent to Jurisdiction and has been assigned # APP-J

You will not De abie 1o edit your appiication again uniess the permit officeé returns your appication to you for more information
You may use your account 1o check the status of any appications you have submitted

CLOSE

If you have any questions, feel free to give us a call.



