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Procedure: Submittinga permitapplication and plans.

Date Last Updated: 08/18/22

1 To submit a permit application, first select
the City/Dept. that it will go to.
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User Options.

o Occupant:

- L Job Typa: v
Log Off P y

us: ® a1 O Unsubmitied O Submitied O Returmed .
Update Account Search Clear Fitars.
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2 Click Start New Application.

CityDept : mf-cmesemo

Document Library e 8 8 Vet @ et ©
3 Step 1 - Address o MEBILE:y< Contractor Permit Portal R
Search for the address Of the Job Enter New Permit application - Step 1a (Select Address)
. . * 2 Progaty Qwnar 3, Occupant 4 Job Setup 5 RiviPrinvSubmi
the street number first. Then add the o
main portion Of the street name. Do not o :zg'ﬁgﬂu - . Steet Name : Suset Name Suggestions:
I—‘ Reed Street South Reed Court South Reed Street
add the prefix or suffix. Click Find e
Matches.(DO NOT USE THE BLUE v | ! gt
BOXES) Address Tireet Zip Code
| can't find the Job-Site Address Main Menu
4 | Click Select if you find the address of your o Contractor Permit Portal
jOb in the data base. New Permit application - Step 1a (Select Address)
If not, click I can’t find the Job-Site heat
(OPTIONAL) « Street Name Street Name Suggestions:
Address. seoreh: [f5 | [Foed Sreet ‘

Reed Street | South Reed Court | South Res

+ Required field

Find Matches Clear |
Address Street Zip Code b}
10 Reed Street 80226 Select J

| can't find the Job-Site Address | ] Main Menu
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5 Step 2 — Property Owner
If you know the property owner
information, enter it.

There may already be information in the
database. Update it if necessary.

Click Save & Continue.

o MEBILE<y<< Contractor Permit Portal e b
New Permit application - Step 2 (Property Owner)
T A S S e res——
Property Owner: | Jeffco Public Schools Aftn:
Phane:

Phone (After Hours):
Call Phane:
Fax:
Address: | 1829 Denver Wesi Drive
City: | Golden
State: [CO (Colorado) v
Zip Code: [80401
Email:
« Field I required
Save & Continue

I want to try and find an existing address Main Menu

6 Step 3 — Occupant
Select the occupant/tenant/suite where
the work is being done.

Or click / can’t find the Occupant.

v MEBILEeyes Contractor Permit Portal
New Permit application - Step 3a (Select Occupant)
Occupants at: 10 Reed Street
Structure Occupant Suite Comm/Res ]
Un-named structure ID:1886 Stein Cottages Preschool Commercial Select I
J

I can't find the Occupant I want to try and find an existing address Main Menu
7 Step 3b — New Occu pa nt > MEBILE=y«s" Contractor Permit Portal -]
If you are working on the entire building, Hew Bt epplicstion Sten 0 (New Occupant)
i e e el e e e, e
check the Permit for Bldg. Shell box.
Then select the Commercial or Residential + Qceupant aae: [Pkl Sl ]
designation.
[Cnmmatcinllﬂlbiden Commercial W ]
Save & Continue I'want to try and find an existing occupant Main Menu

8 If you are working on a particular suite
or tenant space. Do not check the
Occupant Vacant box even if the suite is
vacant.

Make sure to enter the current business
name in the occupant name field.

Then select either Commercial or
Residential.

b MEBILE:y<s" Contractor Permit Portal

New Permit application - Step 3b (New Occupant)

4 Job Setup 5 Review
Occupant Vacant?: ] ©
~Occupant Name: [Vacant ] Use 'Unknown'
+ CommercialiResidential:
+ Fieldis required
Save & Continue | | want to try and find an existing occupant Main Menu
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If you are working on a particular suite or
tenant space and you know who occupies
the space, enter that name in the
Occupant Name box.

v MEBBILEeyes Contractor Permit Portal

New Permit application - Step 3b (New Occupant)

4. Job Setup 5 Review

e s w R s s

+ Buildings Un-named strusture
Permit for Bldg. Shell?: []
QccupantVacantz; [1 7

Clicking No will give you the options
explained in steps 7-9 above.

[ « Occupant Name: [Hallmark Cards| x| Use 'Unknown' ]
If you don’t know the name of the T
occupant, click Use Unknown. P
Save & Continue | want to try and find an existing occupant Main Menu
Then select either Commercial or
Residential.
10 If you select an existing occupant / tenant, | [ MeBiLE Contractor Permit Portal &
you will be asked if that occupant still R Do E ) S0 DR )
. . . pov— X s | 4 Jub Setup 5 ReviswiProt
occupies the space. If it does, click Yes. S Current or Not? l
Does... set

Stein Cottages Preschool

Un-named structure 1D.1886 - Mill occupy this space/suite? Select
Yes | No ‘ Cancel

Structure
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Step 4 — Job Setup

Select the Job Type and enter a
description of the work to be performed.
If you are in Unincorporated Cobb make
sure to add your application number.

Enter Square Feet and Project Cost. If
Square Feet is not applicable, leave it at
0.

Note: If the person filling out the
application is not the contractor for the
job, enter the contractor’s name in the
Contractor Comments box.

Click Save & Continue.

New Permit application - Step 4 (Job Setup)

rer— 2 3 -

+ Job Type: | Remacel (Commercial)

» Job Deserlption: [New sprinkier syslem instalation.

- Square Faet: [0
« Project Cast: £52500

Centractor Comments: |Contractor on this jeb: Jofn Kelly.

+Fisid s required

Save & Continue Select Occupant Main Menu
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Step 5 — Review
Review the content of your permit
application.

You must submit the plans, scope of
work letter and if applicable the
checklist electronically with your initial
application in pdf format only. You will
see the Upload Files section. Click
Choose File.

Find the plans and attach them. To
add more than one file, repeat the
process.

Job Type: Remodel (Commercial)
sq Ft: 0.00
Cost: $62,500.00
Desc: New sprinkler system installation.
Comments: Contractor on this job: John Kelly

Edit

Upload Files:

ir oose File ) No file chosen
SToTptateT e s-

File over 2GB? Try compress smallpdf com

Please attach plans when applying for any of the following permits:
New Construction (C ial,

- Remodel (Commercial, Residential)

- System i ion or ion (alarm, sprinkler, etc.

At least one attachment required.

ication is saved. Click Main Menu if you do not want to submit it yet. j
. . ] it | Dol |

Print Preview

[ our




’5:. moblleEyes

Tyler Technologies, Inc. « 840 W. Long Lake Rd. « Troy, Ml 48098

In this example, the permit applicant has
attached plans and a separate application
that the city requires.
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Since one of the two files is not plans, the
applicant has unchecked the Plans? box.

Upload Files.

Check this box if you are applying for a permit that does not require plans to be submitted.

Choose File | No file chosen

—_
File over 2GB? Try compress.smallpdf.com
File Name Plans? Upload Date

City Application.pdf 2/252017 72211 AM | pelete
e 1

Plans.pdf 7 2/25/2017 71934 AM | Delete
—_

Please attach plans when applying for any of the following permits:

* New Constructlon (Commerclal Resldentlal]
. cial

« System mstallatlon or renovallon (alarm, sprinkler, etc.

\ Your is saved. Click Main Menu if you do not want to submit it yet. \
Submit Application Main Menu Delete
Print Preview
14 Once submitted, the application will be

. . . . . = MEBILE:yes Contractor Permit Portal e
listed in the Applications section of your — Aopications
portal main screen until the city reviews o CE SO O b v

I Bdiess: Oecupant: }
and accepts it. e NP

Seareh | Cless Filers

)
Document Library i
smqu hmm a. I

e
Hages Praschoal
|o ﬁoeu Strest
Gontractor Help od 00 80726

Help Videos

Once the application is accepted, the
job will appear in the Active Jobs
section of the portal main screen.
Please watch the short Help Videos to
learn more about getting status
updates and requesting inspections for
active jobs.
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Help Videos

Active Jobs

® Just Mg Jot All Jobs for my company

——

Strsar:

Scheduls Stamus: ® Al O Schedulsd O Unscheduled

iddress JobTypel#  Sws Scheduling
e Cotges Sl 3 Existng Open .
10 Reed Buldny’ Fonaar Mo Pommit Yot
Lakeweos, 60 28 lnprovement

haoss

|
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To resubmit corrections or revisions, find
the job in the Active Jobs section, then
click Upload Plans.

Active Jobs
st My dots Al ol ot my sarpay
Address Occupant
street: Job#: 171226

Schedule Status: ® Al Schadukd  Unschedulod Soarch ) _Cloay Filars
Address. Job Typs ! #

Remoss!
e Avenus o | upoapians |
Troy, Mi 48028 1712260

Indicate the type of resubmittal. Click
Definitions for help. (Definitions may
vary from city to city.)

Select the file.

Click Submit.
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Job 171226001 - Submit Plans

Revision: Change in scope of the project

. Ca raction changs in scops of tha preject.

Partof Last Submitted Plan

=

[se\ect afile: _Choose File | G2 Comected Plans pdf 1
File or 2687 Ty

s | ]

Ong\na\
nnnnnnn ]Eﬂlﬂmmu Correction: Corraction of previously sited deficiencies. No

. Fie i roquied

[ Submit

Please call or email the MobileEyes Help Desk if you have any questions.

Tel: 866-442-9002
Email: help@mobile-eyes.com






