Applying for a Permit




Step 1:Go to

And Register-select in the top right corner
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You will need a valid email address in order to register



Step 2: Login

And Login
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Use the Username and Password you just created



Step 3: Apply

Select Apply and then Select the type of Permit, Plan or Certificate you
wish to apply. Selecting All will send you to the next page and allow you
to search for a specific application
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Step 3: Apply

Using the Search field you can search for application type by typing in
keywords or you can scroll through the list

Good Marning, Kris Energov - =1
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Application Assistant

B BUSIN
CERTIFICATES

» Show Categories Show My Templates
Change/Request of Address
Category Mame: Description:

Addressing Use this application for the request of 2 new address within Winter Park. use this application for the requestof 2

change of address



Step 3: Apply

Once you find the application you wish to apply for then select the
“Apply” button

Residential Addition
Category Mams: Description:

Residential Building Additions to existing single family, townhome, and duplex. This also includes alterations to the existing structure
in conjunction with an addition.

Residential Alteration, Remodel, Repair

Category Mame: Description:
Residentizl Building For existing single family homes, townhomes, and duplexes



Step 4: Add a location

Select the large blue button to add the required location of the activity.
On the next page then type in the address in the search menu and
select the blue button

Dashboard Home  Apply* Vieww= M

1 Back to Application

Add Location
Address Parcel

Add Address As  Location| |

Address Information

Search (401 s park




Step 4: Add a location

Once the address is found select the add button. If you address is not
listed please follow the link to contact City of Winter Park Addressing.
Do not select an adjacent address as this will delay your application

Address Information

Search (4071 s park E
Address Action
401 ELECTRIC WATER AND SEWER SPARK AVEWINTER PARK, FL 3275%-431%

401 NEWS RACKS 5 PARK AVE WINTER PARK, FL 32759-4319 “
401 ELECTRIC S PARK AVE WINTER PARK, FL 32789-4319
401 5PARK AVE WINTER PARK, FL 32789-4319

401 5PARK AVE WINTER PARK, FL 32789-4319

401 5 PARK AVE WINTER PARK, FL 32789-4319 “
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Step 4: Add a location

With the Proper Address Now Selected and Listed under Locations.
Select the “Next” button on the bottom right. If you need to leave your
application at anytime you may select the “Save Draft”

Address Information

Search (4071 s park E
Address Action
401 ELECTRIC WATER AND SEWER SPARK AVEWINTER PARK, FL 3275%-431%

401 NEWS RACKS 5 PARK AVE WINTER PARK, FL 32759-4319 “
401 ELECTRIC S PARK AVE WINTER PARK, FL 32789-4319
401 5PARK AVE WINTER PARK, FL 32789-4319
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Step 4: Add a location

With the Proper Address Now Selected and Listed under Locations.
Select the “Next” button on the bottom right. If you need to leave your
application at anytime you may select the “Save Draft”

Address Information

Search (4071 s park E
Address Action
401 ELECTRIC WATER AND SEWER SPARK AVEWINTER PARK, FL 3275%-431%

401 NEWS RACKS 5 PARK AVE WINTER PARK, FL 32759-4319 “
401 ELECTRIC S PARK AVE WINTER PARK, FL 32789-4319
401 5PARK AVE WINTER PARK, FL 32789-4319

401 5PARK AVE WINTER PARK, FL 32789-4319

401 5 PARK AVE WINTER PARK, FL 32789-4319 “
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Step 5: Add Permit Details

Complete all required field identified with “*”. This will differ depending
on the permit type. Once complete select the next button

Dashboard Home  Apply= View= Map FeeEstimator  Paylnwoices Search@  Calendar (0 City Website

Apply for Permit - Residential Addition *REQUIRED

Locations Type
PERMIT DETAILS
“ Permit Type Residential Addition v
* Description a single family addition
= Squa‘e Feet 1000
*Waluation 12500(:1

e Tmplate e D

erpark.org/EnerGov_prod/selfservice |




Step 6: Add Contacts

Add all members of the project team you wish to participate in your application. Some
applications require particular contacts be added.

Select the Contact Type from the pull down and select the“Add Contact” blue button

Dashboard Home Apply*  View= Map  FeeEstimator  Paylnvoices  Search@  Calendar (@ City Website

Apply for Permit - Residential Addition *REQUIRED

Locations Type Contacts

. Alternate Contact
Applicant Applicant

Architect
Contractor
Owner

U ILaLL

Kris Energov (You)

new york times

401 Park, Winter Park, FL

Create Template Save Draft




Step 6: Add Contacts

To enter a new Contact select “Enter Manually” and enter required fields. Once
a contact is entered they can be found in the “Search” menu

Dashboard Home  Apply> View= Map FeeEstimator Paylnvoices Search@ ~ Calendar (@ City Website
4 Back to Application
Add Contact
Add ContactAs | C :{ |

Enter Manually

*First Mame

*Last Name

Company Mame

Email

* Mobile Phone

* Business Phone




Step 6: Add Contacts

Once all Contact have been added select the blue “Next” button

Apply*  Vieww=  Map FeeEstimator  PayInvoices Search@,  Calendar (0 City Website

Apply for Permit - Residential Addition *REQUIRED

Locations Type Contacts

Kris Energov (You)

new york times

401 Park, Winter Park, FL

Create Template Saveliraft




Step 7: More Info

If requested to provide additional information please complete before
selecting blue “Next” button to continue

e @& https://phoenixegss.cityofwinterpark.org/EnerGov_prod/selfservice®/permit/apply/79/0/0 ~ @ & | | seminole county permitting 0~
GoToMeeting Hub 2 Apply for Permit

Good Marning, Kris Energov - -
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Apply for Permit - Residential Addition “REQUIRED

Locations Type Comacts Maore Info

MORE INFO

— -




Step /: Attachments

Upload scanned documents as required for the type of permit. Files may not be
duplicated in multiple folders. All required documents types must be uploaded in
order to continue with application. Once complete select the blue “Next” button

Dashboard Home  Apply=  View= Map FeeEstimator Paylnvoices Search@,  Calendar @ City Website

. Apply for Permit - Residential Addition "REQUIRED

Locations Type Contacts Mare Info Attachments

Energy Calculations Product Approvals Setback Coverage Building Drawings
Form

Add Attachment Add Attachment Add Attachment Add Attachment

+ + + +

Supportad:
pdf.jpg. png.-jpeq..gif Aiff..doc,.d
ocx, s, xlsx, et

REQUIRED REQUIRED REQUIRED REQUIRED




Step /: Attachments

Upload scanned documents as required for the type of permit. Files may not be
duplicated in multiple folders. All required documents types must be uploaded in
order to continue with application. Once complete select the blue “Next” button

Energy Calculations Product Approvals Setback Coverage Building Drawings
Formn
energy calc.pdf Product approval cover pdf Setback Coverage WS PDF 2232570 _Seals wm.pdf
Sizes G705 KB Size: 137.74KE Sizes 448,06 KB Size: 721MB
c c Lo

Additional Supporting I|

Add Attachment

-+

Supported:

pdf..jpg..png,.jpeg,-gif, 1iff, doc,d
ocx, xls, xlsx, txt,

Create Template

Save Dr,

Mext



Step 8: Submit Application

Verify that all information on the Review and Submit page is correct.
When ready select blue “Submit” button

Dashboard Home Apply* Vieww Map FeeEstimator Paylnwoices Search@  Calendar @ City Website

Apply for Permit - Residential Addition *REQUIRED

Locations Type Ceontacts Mare Info Attachments Review and Submit

Locations
Location 4015 PARK AVE WINTER PARK, FL 32789-4319
Parcel Mumber 302205940065010
Basic Info
Type Residential Addition
Description a single family addition
Square Feet 1000
Valuation 125000
Applied Date 05/19/2020



Step &: Pay Submittal Fees

If a submittal fee is required at time of submittal the fees are shown and you
would select blue “Add to Cart” to complete payment. Once fees are paid click

Good Morning, Kris Energov - -

Dashboard Home  Applyr Views Map FeeEstimator  Paylnvoices Search@ — Calendar (B0 City Website

@ Your permit was successfully created!




Step 9: Permit Status

Your permit number is now assigned. From this page one can view the status
of their application as it moves through the workflow. You will receive notices
via email as well when actions are necessary to be completed.

Dashboard Home  Apply View= Map FeeFEstimator  Paylnvoices Search@Q,  Calendar (0 City Website

Permit Number: BLDR - 20 - 0032

Permit Details | Tab Elements |Main Menu

w
Type: Residential Addition Status: Submitted - Online Project Mame:
M Locations Fees Reviews Inspections Attachments Contacts Sub-Records Holds Westings More Info
Progress Workflow Axailable Actions
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