
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

jcalkins
Typewritten Text
Troubleshooting, Tips and Tricks
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1. City Selection
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sometimes mailing address is different than the municipality your property is actually in.  Please know what municipality yours is in and choose the correct option!

Not sure?  Check your tax bill.
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Village properties
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Town properties, includes West Falls
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2. Finding the location or using the map

jcalkins
Line

jcalkins
Typewritten Text
you can also zoom in on the map to choose a location
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When typing in the project/property address, a list of properties will pop up here to choose from
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3. Required information
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Information that is required will be red until complete.
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Refer to this list if you think the application is complete but the "submit application" button is gray and cannot click on it
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Look for the circled "!"; if it is red then something is not complete
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4. Parties to the application
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Required:
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property owner
applicant
general contractor
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You can select multiple roles for 1 person
(ie. if you are the homeowner, applicant and doing the work yourself as "general contractor").

If you haven't chosen a contractor, mark yourself as contractor then make a note in the application that you will choose a contractor later.

If you are the contractor applying on behalf of the homeowner then mark yourself as applicant and general contractor.
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TIPS:
We narrowed down required attachments per project type so if we are asking for it then it is required.

Choose the document type from the drop down menu.

You can choose multiple document types per file (ie. if multiple document types are in 1 file)

If you don't have a particular required document:  Please call our office to discuss and we will give you further direction in order to submit the application.
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If the circled "!" is red then an attachment is missing
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required attachments appear like this:
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green=good!
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red=missing
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5. Required Attachments (ie. drawings and other documents)
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6. Application sign off
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When all of the required tasks are green then click the purple sign off button on the top right of the page
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6. Application sign off continued...
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1. Click the "download form" button
2. Download and sign the form
3. Upload the signed form
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1.
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3.
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Once the signed form has been uploaded, the application can be submitted.


Click the "submit application" button
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7. Technical troubleshooting and support
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If you are having technical difficulties click on the "support" button on the top right of the webpage
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Click on the "applicant user guide for additional information and how-to!
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