MMobileEyes

ENABLING A SAFER WORLD

Process: Using the MobileEyes Permit Portal

TradeMaster, Inc. « 550 Stephenson Hwy., Suite 330 « Troy, Ml 48083

Procedure: Submitting a permit application and plans.

Date Last Updated: 04/07/18

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

v MEBILE-y<~

Contractor Permit Portal

User Options

Gecupant:
Job Typa: v

Search | Gloar Fitars

Address.

2 Click Start New Application.

' MEBILE:yes" Contractor Permit Portal

User Options

CitylDept.; M-cmeoemo

Address:

Document Library street

3 Step 1 — Address
Search for the address of the job. If you
enter the street name, matching streets

o MEBILE:y= Contractor Permit Portal ]
New Permit application - Step 1a (Select Address)
O 5 Ocsupant 4+ dob Setup Frr——
Street

Number
(OPTIONAL)

Wi” op up. ‘ - Sireet Hame ‘Street Name Suggestions:
p p p Search: [10 reed Reed Street. | Soulh Reed Court | - South Reed Street | ]
Click a blue button to use that suggested v | | o |
street name.
Or click Find Matches.
4 Click Select if you find the address of your | ““MEBILE:< 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 Shest
(OPTIONAL) « Street Name Street Name Suggestions:
Address. Search: [1 | [Reed Street |

Reed Street | South Reed Court | South Rel

- Required field

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

| can't find the Job-Site Address | ] Main Menu
J
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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.

Help Desk;: 866
Email: help@m

= MEBILEye Contractor Permit Portal
New Permit application - Step 2 (Property Owner)

e By S ]

Property Owner: | Jefico Public Schools Afin

P —————

Phone:
Phone (After Hours):
Call Phone:
Fax:
Address: 1829 Denver Wesi Drive
City: [Golden
state: [ CO (Colorado) v
Zip Code: [B0401
Email:
« Field is required

Save & Continue | | want o try and find an existing address Main Menu
6 Step 3 —_ occupant b MEBILE<yes" Contractor Permit Portal
Sel ect the occu pa nt/tena nt/su |te Whe re New Permit application - Step 3a (Select Occupant)
the work is being done.
QOccupants at: 10 Reed Street
. Je p Structure Occupant Suite Comm/Res A
Orc I 1 Ck | can’t flnd the Occupan t. Un-named structure ID:1886 Stein Cottages Preschoal Commercial Select ,I

I can't find the Occupant | want to try and find an existing address Main Menu

7 | Step 3b — New Occupant
If you are working on the entire building,
check the Permit for Bldg. Shell box.

Then select the Commercial or Residential
designation.

> M@BILEeye* Contractor Permit Portal He

New Permit application - Step 3b (New Occupant)

b RPEsROME | G

4. Job Satup 5. RevewPr

ed structure

Pormit for Bldg, v

UcTupant Vaca

* Occupant Name: |Building Shell Use "Unknown’

Site:
CommercialiResidential: | Commercial ~

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, but that suite or space is
vacant, check the Occupant Vacant box.

Then select either Commercial or
Residential.

by MEBILEeyes” Contractor Permit Portal
New Permit application - Step 3b (New Occupant)

[ 4.Job Setup 5. Review

+ Building: Un-named siructure
Bui

2.

Occupant Vacant?: &
~ Occupant Name: |Vacant |

Use 'Unknown’

Suite:

+ CommercialiResidential:

- Field is required

Save & Continue | | want to try and find an existing occupant

Main Menu
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9 If you are working on a particular suite or
tenant space and you know who occupies

b MEBILEeyes Contractor Permit Portal

New Permit application - Step 3b (New Occupant)

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

the space, enter that name in the RSl e 2
Occupant Name box. s <t
Occupant Vacant?: [] o0x
[ - Occupant Name: [Hallmark Cards| x| Use 'Unknown' ]
If you don’t know the name of the o]
occupant, click Use Unknown. e
Save & Continue I 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 New Permit application - Step 34 (Select Occupant)
. . . Adoresa. I a | 4 Job Setup 5 ReviewPrint
occupies the space. If it does, click Yes. R T '
Does. set
Structure Stein Cottages Preschool

Un-named siructura [D.1686 il occupy this space/suite?
Yes | No ‘ Cancel

Step 4 - Job Setup
Select the Job Type and enter a
description of the work to be performed.

11

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)

J s P e—r— Fp— 4 onsmn
+ Job Type:  Remodel (Commercial)
+ Job Description: | New sprinkler system Installaton.
+ Square Feot: 0
+ Project Cost: 62500
Contractor Comments: Goniractar on this job: John Kelly
Save & Continue Main Manu

Salect Occupant

Step 5 — Review
Review the content of your permit
application.

12

If the city requires you to submit plans
electronically, 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

Job Type: Remodel (Commercial) "
sqFt: 0.00 Edit
Cost: $62,500.00

Desc: New sprinkler system installation

Contractor on this job- ohn Kell

Upload Files:

if you are applying for a permit that does not require plans to be subm\lted\
Choose File f file chosen
File over 2GB? Try compress.smallpdf.com

-no uploaded files-

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

« NewC ion (C ial,

+ Remodel (Commercial, Residential)
\ « System installation or renovation (alarm, sprinkler, etc.

/

\ Your application is saved. Click Main Menu if you do not want to submit it yet. \

At least one attachment required.

Main Menu I

Print Preview I

Submit Application I Delete I




MobileEyes

ENABLING A SAFER WORLD

TradeMaster, Inc. « 550 Stephenson Hwy., Suite 330 « Troy, Ml 48083

13

In this example, the permit applicant has
attached plans and a separate application
that the city requires.

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
L=
Plans pdf 7 212572017 71934 AM | Delete
===

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

+ New Construction (Commercial, Residential)
1(C. idantial

. cial, R
« System installation or renovation (alarm, sprinkler, etc.

[ Your is saved. Click Main Menu if you do not want to submit it yet. |

Main Menu Delete

Print Preview

Submit Application

14

If plans are not required for the permit
you are applying for, check the box under
Upload Files, then submit the application
without attaching a file.

Upload)Files:
| Creck this box if you are applying for a permit that does not require plans to be submitted

_Cnb{)se File | No file chosen
File over 2GB? Try compiess.smallpdf.com
-no uploaded files-

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

« New Construction (Commercial, Residential)
. (C cial, i i

- System installation or renovation (alarm, sprinkler, etc.

15

Once submitted, the application will be
listed in the Applications section of your
portal main screen until the city reviews
and accepts it.

\ Your is saved. Click Main Menu if you do not want to submit it yet. \
Submit Application Main Menu Delete
Print Preview I
SN Contractor Permit Portal Emai: o Gemokta-ayes o
User Options Applications
CityDep. {West 1ot Fire Protecion Distrct s Ol et for my company
- Address: Dccupant:

Start New Application o sob Type -
Log O

Status: ® a1 O Unsubml
Update Accaunt

[rcress
Document Library [Src-n Cotages Praschosl
10 Reed Sieet

Contractor Help Lskewood O 80226

Help Videos

16

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.

Help Videos

Bsipe rons account ovenisw
H

Active Jobs
® st iy Jokn Al Jobs for my company
A o
Strsat:
Scheduls Staws: ® A1 O Seneduisd O Unscnesuled

JobTypel#  Status Scheduling
2 Esining Open .
Buldirg Tonan: o Pemit Yot

Improvement
A7BROBN1

A
s
i
Lt

|
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17 To resubmit corrections or revisions, find e
the job in the Active Jobs section, then . e [
) Schedule Status: @ Al Schedusd  Unscnaduled _Sewcn ) _ Clem Fiters_|
click Upload Plans.

............ a
p 7" | zoming checks not passea | upioad prans

18 Indicate the type of resubmittal. Click Job 171226001 - Submit Plans
Definitions for help. (Definitions may vary e ] Dt oo Con ey s i No
ubmitted Plan

from city to city.)

Select the ﬁle' [ -Selectafile: Cnooss File | C2 Cormected Plans.pat ] s

Fily over 2G87 Try comprezs. smalo com

Click Submit. - =)

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

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



