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Notice:

See Citizen Access Inspection Request Tutorial on how to
do the following:

Navigate to the Citizen Access website
Check Browser Compatibility
Register as a new user

Forgot Password

New Password

Link your account



Citizen Access - Permit Requests Tutorial

Table of Contents:
°* LogIn
* Request a Permit

* Permit Payment and Receipt




Log In

* Log in if you have already registered and your account has been activated
* Enter your email address and the new password
* Click on the Log In (white) button to display the Citizen Access Welcome screen

CLLE UF

AINEVILLE

Citizen Access (For Contractor Use)

blic access
If you are Public User, please select Public Access on the left to begin.

If you are a contractor and have an account with the Building Department, please log in below or
create a new user account for Citizen Access by clicking on the New User button.

Click here to view site's browser compatibility




| Request a Permit—
Comdev

* Follow the instructions on the screen to request a permit
* Select Comdev from the menu on the left

ogged In as: contractor onea@yahoo.com Citizen Access

application menu

Welcome to Citizen Access - We are now accepting both

- Permits and Inspection requests.

my user profile NOTICE - Citizen Access is now available to request PERMITS AND INSPECTIONS.

To request a Permit, select ComDev from the menu on the left, then select Apply for Permit.

To request an Inspection, select ComDev from the menu on the left,
then select My Applications, then select Permits.

Use the Tutorial for Citizen Access Permits and Inspections on our
Inspection website to learn how to Request Permits and Inspections.




| Request a Permit —

Permit Application Details

Note: You are only applying for a permit. The permit will not be active until you have
paid the permit fee and it has been approved and issued by the Building Department.

Fill out the fields in the Permit Application Summary
The Descriptive Name field cannot be left blank

ogged In as: CONtractor_ONe v,y v v, —...z&n Access

<« comdev Permit Application -> Summary

Details

apply for permit

Descriptive Name

apply for project

Short Description of activity:

apply for license

—— Permit Type: Please Choose One...

T —— Applicant Type: Please Choose One__.

Primary Party: Contractor OneA
4 m

parcels Dates

|Submit Date: 03/04/2014

f:

g

Message
Enter Permit Details

[ Back ][Cancel ]I Help ”Next ][ Finish ]
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| Request a Permit —
Enter permit detail

* Enter a Descriptive Name for the permit
* Enter a Short Description of the activity you are going to do for this permit

ogged In as: contractol _vucawyamee.sin Citizen Access

Permit Application -= Summary

Details
Descriptive Name |Test Permit Mechanical

apply for permit

al for project . - - -
poly for projec Short Description of Remove old A/C Unit and install 2 new A/C Unit
activity:

apply for license

Permit Type: Please Choose One... -

T — Applicant Type: Please Choose One__.

Primary Party: Contractor OneA

pay fees
Dates
IEEE | Submit Date: 03/04/2014

fag
Message

Enter Permit Details

[ Back ]I Cancel H Help H Next H Finish ]




Request a Permit —
Select type of permit detail

* Select the Permit Type from the drop down selection list

e Note: Ifyou are requesting a permit that requires documents to be submitted and/or
reviewed, then the permit type will not be available on this list to select. Any permits
requiring plans, documents, etc., must be done in person at the Building Department.

GAINEVILLE

0Qged n as: col

<« comdev Permit Apphcation -> Summary

e
opply for

Descriptive Name Test Permit Mechanical

— ml):esawonol Remove old A/C Unit and install 3 new A/C Unit 2 Note: On_hne permlt types

‘ . .
lecaluce EEEE are restricted to permits

SRR TYRE: Electrical Pools

primary party: Electncsl Remodel | that do not require plan

Dot -Elodncal gcmco Repair/Upgrade

es lectrical Si . . .

Submit Date: Elgncal S£r (Rebate) | SubmlSSlon and Slgnature
; Bl | - 1

M mp Pole | men xam

Enter Permit Detail o ncs oo, 525,00 ocuments, example

o Wt e | property owners. Only
' those tvpe permits vou are
Mechamcal New Wmms yp p y

Mechamcal New Commercial > $23, 000

Moo Ramadd ] licensed for will display on

Medical Gas

e i the dropdown list. /

Plumbing New Apatments

Plumbing New Commercial > $23, 000
Plumbing Remodel

Plumbing Repipe

Plumbing Sewer

Plumbing Water Heater

ReRoof Shingles

Reroof

Roof Over

Windows and Doors
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| Request a Permit —

Select Primary Party detail

* Select a Primary Party from the drop down selection list

* Note: Primary Party list does not offer an option to select subcontractors. If you
are an owner or contractor and want subcontractors added, please contact the
Building Department

¢ (lick on the Next button

ogged in as contractor o..___, . ______. ~itizen Access

|

Permit Application -> Summary
Details
Descriptive Name Test Permit Mechanical
m D‘eson'ption of (Remove old A/C Unit and install a new A/C Unit

Permit Type: Please Choose One... v

Applicant Type: Please Choose One...

Primary Party:
L L Eay I am the owner and won be using any sub-contractors.

_Dates | am a contractor and won't be using any sub-contractors
Submit Date: 03/04/2014

g

Message

Enter Permit Details

g
g

() (Caneal) (720 ) (st [t

()




Request a Permit —
Add primary location information

The Permit Application screen location defaults to Address.
If you want to request the permit by address, enter the address information in the applicable fields.

* Note: The street number must be entered as a five digit address, example 306 should be
entered as 00306.
OR, if you want to request by Parcel Number click on the Parcel button and enter the Parcel number
Click on the Search button

ogged In as: contractor_onea@yahoo.com Litizen Access

Permit Application -> Paji=l
Parcels

Add Parcel/Address
Location by: © Parcel @ Address

Street Name: |

Suffix (St,Ave, etc): I:l
| — T - T
] Permit Application -> Parcel

Search Parcels
Message Add Parcel/ ress
Add primary location. You can aWcondary locations if Location by: @ Parcel ) Address

need be (not common) . | Number |
arcel Number }e

(Coack) (o] =i ) (est] [ 11 Search ]e

Message

Add primary location. You can add secondary locations if
need be (not common)

IBackHCanceIH HNext” /

fees

[ w0
[ rome
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Request a Permit —
Select the address

If you are searching by address, the Select Address screen
displays

Select the primary location address from the address
listing by clicking on the address

comaey

Select Address

owner Address Linel Address Line City State  Zip
écm* OF GAINESVILLE 00306 NE 6TH AVE Gainesville FL 32601

CITY OF GAINESVILLE 00306 NE 6TH AVE APT Gainesville FL 32601
SHELAGH FORREST 00306 NE 6TH 5T Gainesville FL 32601
SHELAGH FORREST 00306 NE 6TH 5T Gainesville FL 32601

11
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~ Request a Permit —
Address/Parcel information displays

® The Primary address and Parcel ID information displays in the Parcels box
(searching by Address or Parcel will display the same results in the Parcels box)

® (Click on the Next button

- — —a

« comdev Permit Application -= Parcel

==
LELUII T Primary Owner Parcel Id Line 1 Linez |

@ CITY OF GAINESVILLE 12588000000 23205 NE 6TH delete

apply for license
Add Parcel/Address

my applications Location by: © Parcel @ Address

manage accounts Street Number: 00306 |Dir: NE =

Street Name: |6

pay fees

Suffix (St,Ave,stc): |Ave |

City: |Gainesville | state Code:
zps |

parcels

I Search I

Message

Add primary location. You can add secondary locations if
need be (not common)

l Back ] l Cancel ] [ Help ] |_ Next ] [ Finish ]
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Enter the Specifics

* Enter the value of the permit

* Note: Enter value without decimals, example: 10000 (for
$10,000.00)

ogged In as: contractor_onea@yahoo.com Citizen Access 1

Permit Application - Specifics

: = Attributes
PPy for perm Prompt |‘u’ah.le

apply for project Input Valuation of Permit  |10000] |@

apply for license Occupancy Type Assembly/fixed seating/performing arts

my applications Use Group? Aluminum Canopy -

manage accounts
Message

i Enter values for all fields

parcels

[ Back H Cancel ” Help ]I Next ” Finish ]

-« comdev
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‘Request a Permit —
Enter the Specifics

¢ Select the Occupancy Type from the drop down
listing

<« comdev Permit Application -> Specifics

e
SPoky 105 e Prompt Value

apply for project Input Valuation of Permit 10000 |

APpry 1r meTnT Occupancy Type Assembly/fixed seating/performing arts
e Assembly/fixed seating/performing arts
Use Group? Assembly food and or drink establishments

Assembly worship/recreation/amusement

Message indoor sporting events/spectator seating

Participating in or viewing outdoor activities

— Enter values fOl' a“ Office/professional semvice types of uses
Assembling, fabricating, manufacturing
Factory Industrial moderate hazard
Factory industrial Low Hazard
Factory Industrial Special Purpose
High detonation hazard
Deflagration or accelerated burning hazard
Materials that support combustion/physical hazard
Materials that are health hazards
Semiconductor fabrication facilities
Institutional > 16 persons, on a 24 hr basis
Medical, surgical, psychiatric 24 hr > 5 persons
Display and sale of merchandise
Occupants transient in nature
More than 2 dwelling units permanent in nature
Not more than 2 dwelling units (single-Family)
Assisted living >5 but <16 excluding staff
Moderate hazard storage not classified S-2
Low hazard storage of non-combustable material
Bams, carports, sheds etc.
6 or > through 12th grade
3 or > by other than relatives for <24hrs a day
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~ Request a Permit —
Enter the Specifics

* Select the Use Group from the drop down listing

< comdev Permit Application -> Speciﬁés

T o
OEREN Prompt 'value
apply for project Input Valuation of Permit 10000

apply for license Occupancy Type Office/professional senice types of uses

Use Group? Office v|

Aluminum Canopy -

Message Aluminum Pool Cover/Screen Room |

Gatehouse

Enter values for all |pyo) House

Post Office

Assisted Living
Back | Auditorium

Bank

Church

Convalescent Home

Daycare

Department Store

Detention Center

Dormitories

Duplex

Factory Industrial

Gazebo

Gymnasium

Hazardous

Hospital

Hotel

Lift Station

Lounge/Bar

Mall Store

Manufacturing

Mercantile

Motel

Nursing Home
Parking Garage v

manage accounts
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~ Request a Permit —
Enter the Specifics

® Click the Next button

Logged in as: contractor_onea@yahoo.com Citizen Access _|

<« comdev Permit Application -> Specifics

appry for permi Pr |"Jalue
apply for project Input Valuation of Permit  |10000 |
apply for license Occupancy Type Office/professional service types of uses
my applications Use Group? Office -
Message
Enter values for all fields
faq [ Back I[ Cancel ” Help ][ MNext H Finish ]




~ Request a Permit —
Upload documents

* [fyour type of inspection includes documents, they will display on
the Documents screen

* Upload the documents if available
* If there are no documents to upload click on the Next button

e g e e T AR AV AR A

Permit Application -» Documents

Documents

Title Filename Uploaded Upload

Manual J&D
Mechanical Cut Sheet

apply for project

apply for license

my applications

manage accounts
Message

pay fees Upload documents if available (5 MB max size)

[ Back ” Cancel ][ Help ]# Finish

parcels

WHALl
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J Request a Permit —
Upload documents

* To upload a document, click on the Upload button

——gg et mme e e mmmm e e g g e m e e

Permit Application -> Documents

apply for permit Documents

Title
Manual J&D

-
Mechanical Cut Sheet

apply for project

apply for license

my applications

manage accounts
Message

pay fees Upload documents if available (5 MB max size)

| Back || cancel H Help “ MNext H Finish ]

< comdev
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— Request a Permit —
Upload documents

The File Upload prompt displays

Click on the Browse button

Select your document from your file folder
Click on the Open button

The document displays in the Browse field
Click on the Upload button

File Upload

Specify a file located in your local syste

| [ Browse.. | 1

| Upload | | Cancel | o T & &5
VOO tomie » oomens s -1 [ v e

Organize = New folder - 0 @

¢ Favorites ~  Documents library
M Desktop Includes: 2 locations
|l Downloads -

Mame Date modified
“E Recent Places

Arrange by:  Folder =

' My Music 12/2/2013 3:53 PM
& Libraries 2 My Music 7/14/2009 1:08 AM
5 Documents [ My Pictures 12/2/2013 3:53 PM
J Music 2 My Pictures 7/14/2009 1:08 AM

@ New Library 2 My Videos 12/2;.

& Pictures 8. My Videos 714,

B videos |\ Scanned Documents 2/6/2
(] Citzen Access Planads 12719 Specify a file¥located in your local system
=+ desktop.ini 12721,
24/ C:\Users\genovesetb\Doct | Browse......

I
1/23);

4 Upload | | Cancel
4
|

" le Upload

il Computer
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~ Request a Permit —
Upload documents

* Document is uploaded and file name displays in the File name
column

* When you are finished uploading documents, click on the Next
button

<« comdev Permit Application -= Documents

Iy for permit Documents
Title

apply for project

Filename ‘Uploaded | Upload
Manual J&D Manual JandD.pdf true

Mechanical Cut Sheet

apply for license

manage accounts
Message

pay fees Upload documents if available (5 MB max size)

parcels
[ Back H Cancel H Help ] Ne.xtl Finish




— Request a Permit —

Finish Permit Request

*  The Permit Finish screen displays with the following information:

Permit Type

Primary Name on Permit

Primary Contractor Name on Permit

All inspections associated with this type permit
If reviews are required for this permit

Click on the Finish button

ogged In as- contractor_onea@yahoo.com ~ B Citizen Access

<« comdev Permit Application -= Finis

Permit: Mechanical Change Out

Primary on Permit

apply for permit

apply for project Name Contractor OneA
apply for license Address 306 NE 6th Ave

Primary Contractor on Permit

|Name ONEA, CONTRACTOR - REGISTERED MECHANICAL CONTRACTOR

manage accounts Sub contractors

pay fees No subcontractors associated with this permit

Inspections associated with this permit

rcels N
- Inspection

fag Mechanical Final

Reviews associated with this permit
No reviews associated with this permit

Message

Click Finish to Submit your Application for Processing

[ Back ] [ Cancel ] I Help ] [ MNext ] [ Finish ]
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— Request a Permit —
Permit Summary

*  The Permit Summary tab displays
e The Status is To Be Processed (you have applied for the permit - the permit HAS NOT been issued)
¢ Note: The Building Department will review the request for the permit and if approved will issue the
permit

*  When the Building Department issues the payment the status will change to Issued - at that time
the permit will be ready for you to use

GAINE JVILLE

ogged In as: contractor_onea@yahoo.com Citizen Access

Back Refresh

Summary I Attributes I Fees [ Inspections I Attachments I Printables

Details

Application #:
Classification:
Address1:
Address2:

Parcel ID:

Project Name:
Waork Description:
Water Meter No:
Status:

BP-14-00048
Mechanical Change Out
00306 NE 6TH AVE

12588000000
Test New AC Unit Mechanical

Remove old unit and install new AC unit.

TO BE PROCESSED

Dates

Submit Date:

Issue Date:

Expiration Date:

Final Inspection Date:
Certificate of Completion Date:

Certificate of Occupancy Date:

03/04/2014
none
08/31/2014
none
none
none




Permit Payment —
Fees tab

® Click on the Fees tab

GAINE JVILLE

ogged In as: contractor_onea@yahoo.com Citizen Access

Back Refresh

[ Sumlq[ F_Ee_s r Ipspectior_ls I A_ttachment_s I P_rintable_s

Details

Application #:
Classification:
Address1:
Address2:

Parcel ID:

Project Name:
‘Work Description:
Water Meter No:
Status:

BP-14-00048
Mechanical Change Out
00306 NE 6TH AVE

12588000000
Test New AC Unit Mechanical

Remove old unit and install new AC unit.

TO BE PROCESSED

Dates

Submit Date:

Issue Date:
Expiration Date:

Final Inspection Date:

Certificate of Occupancy Date:

Certificate of Completion Date:

03/04/2014
none
08/31/2014
none
none
none




— Permit Payment —
Pay the Fee

* The Fees tab displays the Description, Amount
and Balance of the permit fee

* Click on the Pay Balance button

ogged In as: contractor_oneaig@yahoo.com Citizen Access

< comdev Back Refresh

T — [ S_ummar';-r I .EL_ttrlbute_ts [ Fees I Inspectmr!s I .ﬂ._ttachmen‘;s I P_rlntable_s |

apply for project Description | Amount | Balance |
Mechanical Change Out: $60.00 $60.00
State Surcharge 2010: £4.00 £4.00

my applications Total: $64.00 $64.00

manage accounts PayBalan

apply for license




Permit Payment —

Payment screen

* The Credit Card Payment screen displays
* Enter the information in the required fields
* Click on the Continue button

CITY OF

GAINE 2VILLE i

every path starts with passion
FLORIDA

Account Information
Name contractor oneA
Account Number BP-14-00059
Additional Information 00306 NE 6TH AVE
Payment Amount
Payment Amount  $64.00
Payment Method

Pay by Credit/Debit Card

Email Address

Card Type

Card Number
Expiration Date (MMYY) . .
cwv ere is this? _ ReqUIred f|e|dS

Name on Card
Cardholder Address
Zip Code

—

Copyright 2014 - Hamis Computer




Permit Payment —
Total Due

* The Total Due screen displays:
* The Account Information
* The Payment Amount
* Your Information

* The Total Due amount displays

CITY OF

GAINE VI LLE cu ace

every path starts with passion
FLORIDA

Account Information
Name contractor oneA
Account Number BP-14-00059
Additional Information 00306 NE 6TH AVE
Payment Amount
Payment Amount  $64.00
Total Amount  $64.00
Your Information
Email Address  contractor_onea@yahoo.com
Card Numbep ~ *+essssssssx 1111
Expiration Date (MMYY) 1218
Name on Card Contractor Onea

é[ Total Due: $64.00

Copyright 2014 - Hamis Computer




Permit Payment —

Edit Information

To edit your Credit Card information, click on the
Edit Information button

The screen returns to the Payment Screen for you to
reenter or edit your payment information.

GAINE DVILLE cnn....

FLORIDA

Account Information
Name contractor oneA
Account Number BP-14-00059
Additional Information 00306 NE 6TH AVE
Payment Amount
Payment Amount  $64.00
Total Amount  $64.00
Your Information
Email Address  contractor_onea@yahoo.com
Card Number
Expiration Date (MMYY) 1218
Name on Card Contractor Onea

[ Total Due: $64.00

—

Copyright 2014 - Hamis Computer




Permit Payment —
Make Payment

* Click on the Make Payment button to initiate the
payment

CITY OF

GAINE VI LLE cuen acee

every path starts with passion
FLORIDA

Account Information
Name contractor oneA
Account Number BP-14-00059
Additional Information 00306 NE 6TH AVE

Payment Amount

Payment Amount $64.00

Total Amount  $64.00

Your Infoermation

Email Address contractor_onea@yahoo.com
Card Numbep ~ wressessss 1111
Expiration Date (MMYY) 1215
Name on Card Contractor Onea

[ Total Due: $64.00

Copyright 2014 - Harris Computer




Permit Payment —

Payment Successful/Receipt
* The Payment Successful - Receipt screen displays

* Click on the Print Receipt button to print the

receipt on your printer
CITY OF

GAINEJZVILLE cunscce.

every path starts with passion
FLORIDA

Payment Successful!
é Receipt
Name contractor oneA

Account Number  BP-14-00059
Additional Information 00306 NE 6TH AVE
Payment Amount  $64.00
Total Amount  $64.00
Confirmation Number  LIWSQIOONATW30
Authorization Code  98ECO6E
Time 3/26/2014 12:15 PM

—

Copyright 2014 - Hams Computer




Permit Payment —
Print Receipt for your records

* The receipt prints out on your printer.

Receipt

Citizen Access

Payment Successful!
ﬁ Receipt
Name ontractor Build

Agccount Mumbsr  BP-14-01633
Additional Information 00308 NE 8TH AVE

Pzyment Amount  51.00

Total Amount &1 30
Confirmation Mumber  2GACLXVQEWIOLM
Authorization Code 10015218
Time 422014 1:50 PM

Copynght 3014 - Herrds Com, r




Permit Payment —
Receipt sent to email address

The receipt is also sent to the email address you
entered on the payment screen.

é Subject: Email Receipt
L

## PLEASE DO HOT REPLY ***

City of Gainesville, FL
Questions? Problems? Call:847-555-1212

Online Payment
Confirm #: ERPOOOOO00Z-3GACUXWVOSEVOOLN
Account: BP-14-01633
Name: Contractor Build
Web Receipt #: 00204240
Payment Time: 4/2/2014 1:50 PM

Base Amount

Payment Total:

MasterCard Tendered:

Thank you for your payment.
Have a nice day!




Permit Payment —

Return to Site
® Click on the Return to Site button

GAIN

every path

Name
Account Number
Additional Information

VI LLE cuzen access

starts with passion

FLORIDA

Payment Successful!
Receipt
contractor oneA
BP-14-00059
00306 NE 6TH AVE

Payment Amount
Total Amount

$64.00
$64.00

Confirmation Number
Authorization Code
Time

LIWSQIDONATW30
98ECO6
32612014 12:15 PM

Copyright 2014 - Hams Computer




P

Permit Payment —

Payment processed
* The screen displays Payment was successful

® Click on the Continue link

Payment was Successful

Your payment has been processed successfully. Please click "continue” to return to the main
menu.

continue @
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~ Permit Payment —

Return to Citizen Access Welcome screen
* Your permit request and payment is complete

GAINEJVILLE
= In as: contractor_oneai@yahoo.com Citizen Access

application menu
Welcome to Citizen Access - We are now accepting both

m Permits and Inspection requests.

my user profile HOTICE - Citiren Access is now available to request PERMITS AND INSPECTIONS.

“ To request a Permit, select ComDev from the menu on the left, then select Apply for Permit.

To request an Inspection, select ComDev from the menu on the left,
then select My Applications, then select Permits.

Use the Tutorial for Citizen Access Permits and Inspections on our
Inspection website to learn how to Request Permits and Inspections.




