Online Permitting Application Tutorial:

Please go to: https://epermits.tempe.gov/citizenaccess/default.aspx

"rempe Online Permits and Research
R

# Home Q, Search + New £3 Schedule "D Return to City of Tempe Arizona

Announcements [ Accessibility Support Register for an Account Login

Welcome to Tempe's Citizen Portal
We are pleased to offer our citizens, businesses, and visitors access to government services online, 24

hours a day. 7 days a week.

Login

User Name or E-mail:

In addition to our current services, Building Safety and Engineering Private Development are offering
Residential permit applications via this portal. To access these services you will need to login to the
system. The City of Tempe will be offering additional application submittals in the future. Password:

#ra cyti@tempe.gov |

View project information use Search Application links below.

Applying for a permit or submitting a complaint m

If you are a new user you may register for a free Citizen Access account. It only takes a few simple steps
and you'll have the added benefits of seeing a complete history of applications, access to invoices and
receipts, checking on the status of pending activities, and more.

me on this c

Here you will register for an account utilizing the email account you wish to receive notifications to.

(this must coincide with your work email account ie. Tempe.gov, cox.com, srpnet.com etc.)


https://epermits.tempe.gov/citizenaccess/default.aspx

You will see that License Numbers are required for licensed professionals, this means we need to have
ROC numbers for all contractors and businesses registered in the State of Arizona

A Home Q, Search + New 23 Schedule

Account Registration

‘You will be asked to provide the following information to open an account:
« Choose a user name and password
+ Personal and Contact Information

+ License Numbers if you are registering as a licensed professional (optional)

Please review and accept the terms below to proceed.

General Disclaimer

While the City of Tempe ("City") attempts to keep its Web information accurate and
timely, the City neither warrants nor makes representations as to the functionality
or condition of this Web site, its suitability for use, freedom from interruptions or
from computer virus, or non-infringement of proprietary rights. Web materials and
information (collectively "Materials”) have been compiled from a variety of sources
and are subject to change without notice from the City as a result of updates and

|#| | have read and accepted the above terms.

Continue Registration »

Once you agree to the terms, you'll Continue Registration

corrections. -

'O Return to City of Tempe Arizona

Announcements Register for an Account Login



During step 2 you will fill out your desired user name and password information. It is highly advisable
that individual emails are utilized to avoid the loss of information.

You will need to click on “Add New” to complete step 2. Complete the business information section and
continue.

Account Registration Step 2:
Enter/Confirm Your Account Information

Login Information

User Name: *
tracy_tibbetts@tempe.gov

E-mail Address: *
tracy_tibbetts@tempe.gov

Password: *

Type Password Again: *

/i Enter Security Question: *
A Answer: *

Contact Information

Choose how to fill in your contact information.

Add New

Continue Registration »

Once you click “Continue Registration” your account will successfully be registered.



Once logged in you will see your Account Management page:

# Home Q Search + New £2 Schedule *D Retura to City of Tempe Arizona

Announcements Logged inas: Tracy Tibbetts Collections (0) ™ Cart(0) Account Management Logout

Hello, Tracy Tibbetts

Saved in Cart (0) View Cart My Collection (0) View Collections

There are no items in your shopping cart You do not have any collections right now.
right now.

Work in progress (7) View All Records

Record Name Record ID Module Creation Date Action

No records found

Home: Your home button will take you to the home screen where all City permitting information can be
found.

Search: The search feature allows you to search for all permits available from the City by Record
Number (UT/BP/TCP), Record Type and various other descriptors.

+New: This is where you will add your new applications. The Utility Application is found under the
“Engineering Dry Utilities” option.

Schedule: This feature allows you to check on currently scheduled pre-con meetings and to schedule
future pre-con meetings.

The following pages will walk you through the application process for Utility Permits.



# Home

+ New

Q, Search

Announcements Lo

Building Safety

B Schedule

sport Collections (0]

Private Development

Engineering

Platning/Signs

Engineenng Dry Utilities

Welcome Tracy Tibbetts
‘U are newy lmgged in.

Traffic Complaints

Transportation

What would you like to do toda_
To get started, salect one of the services listed below:

Geaneral Information

Building Safety

Lookup Property Information
Search for a Licensee

Enforcement

Create an Application
Search Applications
Schedule an Inspection

Private Development Engineering

Search Applications

Planning and Signs

Create an Application
Search Applications
Schedule an Inspection

Engineering Dry Utilities

Create an Application
Search Applications
Schedule an Inspection

Create an Application
Search Applications
Fequest an Inspection

Dry Utility Applications can be found in two spots on the home page:

‘D Retumn to City of Tempe Arizona

™ Cart (0] Account Management  Logout

Cant (0]
Your cart Eempty.

Supportad Brovwsars:
Far best results useaneof the follkwing ar
higher:

Micrasoft Internet Explorer 11
Micrasoft Edge 38

Firefon 47

Safari 10 in Mac 05 x10.10
Geaoagle Chrarme 55

Opera 29

Links

Building Safety

Code Compliance

Private Develaprnent Engineering
Planning

Diry Utilities Engineering
Transparatian




Once terms are read and agreed to, continue to the application and select the application
record type you need (most typically it will be the PW Utility Permit):

Selecta Record Type

Choose one of the following available record types. For assistance of to apply for a racord typa not listed balow please contact us.

"

w FublicWorks
(O Pothole Utility
(@ Py Utility Permit
() Right afWay Trenching

Continue Application »

As with the paper application you’ll need to fill in the physical location of the job site. This is required
to move on to the next step. You’ll fill in the location information and click the search button.

PW Utllity Permit

Location 2 Contact 3 Project

Infarmatian Infarmation Description 4 Project Details 5 Documents 5 7

Step 1: Location Information > Location

Show Map

*indicates a required field.

Address
Strest Moo ™ Direction: Strest Mame: * Strest Type:
31 = Sth -
City: State: Zip: ™
Tempe A7 252814

Continue Application » Save and resume later



Click the search button, if the address is vetted in the City of Tempe GIS mapping system as a valid
address, select the appropriate choice that matches the job site address:

Address Search Result List
Addresses

Showing 1-1 of 1

Address City State Zip

31 E5TH ST, TEMPE MARICOPA A7 85281, 31 E5TH ST
® TEMPE AZ TEMPE AL 85281

Continuing the Application will bring you to the Contact Information page:

# Home Q, Search + New 22 Schedule D Return to City, of Tempe Arizona

Announcements Logged in as: Tracy Tibbetts  Collections (0) ™ Cart (1) Account Management Logout

PW Utility Permit

Location Contact Project . ]
L Information 2 Information 3 Description 4 Project Details 5 Documents 6 7

Step 2: Contact Information > Contacts
* indicates a required field.

Applicant

To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit link.

Select from Account Add New Look Up

Licensed Professional

To add a new licensed professional, click the Select from Account or Add New button. To edit a licensed professional, click the Edit link. To find a
licensed professional, click the Look Up button.

Continue Application »



From here an applicant from the account must be selected:

PW Utllity Permit

Location 3 Contact I Project

Information Infarmatian Description 4 Project Details & Documents & 7

Step 2 : Contact Information > Contacts

*indicates a required field.

Applicant

To add new contacts, click the Select from Account or Add Mewr button. To edit a contact, click the Edit link.

Select from Account Add New Look Up

This will auto-populate the contact information and you can move on to select
the “Licensed Professional” by looking up the Company Name.

PW Utility Permit

Location 2 Contact 3 Project

Information Information Description 4 Project Details 5 Documents & | 7

Step 2:Contact Information > Contacts
* indicates a required field.

Applicant
To add new contacts, click the Select from Account or Add New button. To edit a contact, click the Edit link.

" Contact added successfully.

Tracy Tibbetts

ET - Engineering
tracyti@tempe.gov

Home phone:

Mobile Phone:

Work Phone: 480-858-2140
Fax:

Edit Remove

Licensed Professional

To add a new licensed professional, click the Select from Account or Add New button. To edit a licensed professional, click the Edit link. To find a
licensed professional, click the Look Up button.

Add New @
Continue Application »




DO NOT click on “Add New.” This will cause a whole new professional to be added to the list of
companies, and each company is vetted before it can be added to the License Processionals list for the
City of Tempe.

Applications with unknown professionals listed will be declined and the application will have to be
resubmitted entirely.

This system believes in the saying “less is more” therefore, to look up the
license, enter the first name of the business and hit enter:

Look Up License

License Type: State License Murmber:

--Select--

First: futiddle:

Mare of Business: Business License #:
Southwest

Address Line L

City

Primary Phone: Alternate Phone:

Look Up Discard Changes

Click on the “look up” button and a list will be generated where the business will need to be selected.



The list that generates may have more than one option for the business name, if
this happens, please select the last option in the list. This is the latest updated
version of the business in the permitting software.

Look Up License

Hotice:
Only the permitted License Types in this application are displayed below.

Revise Search
Saarch rasuls:

Showing 1-5 of 5

Licansa Numbar Licansa Typ= Licansad Profassional Hams Eusinass Licens= &
1200323 Contractor BE0845TI0
17aarl Contractor 29784

194156 Contractor 117310
CO00019899 Utility AMGELICA OMTIVEROS

ROC18994 Cantractor 0Fes1588

Once the business is selected, you can continue to the next step. If you want to change any of the
information for the Licensed Professional contact, or if you want to make sure all correspondance will
be going to the correct place, you can edit the information to confirm/make changes:

Licensed Professional

To add a nev licenzed professional, click the Select from Account or Add Mew button. To edit a licensed professional, click the Edit link. To find a licensed
professional, click the Look Up button.

"  Licensed protfessional added successtully.

AMGELICA ONTIVERDS
SOUTHWEST GAS CORPORATION
License Type:Liility

License Number:CO000193895
Address: FHOEMX 85072

Continue Application » Save and resume later




(If a contacts first and last make are not populate you will get this pop-up without chosing the edit
option)

Licensed Professional Information

License Type: * State License Number: * Business License #:
Utility C000019500

First: * Middle: Last: *

Tracy Tibbettd

Name of Business:
COX COMMUMNICATIONS

Address Line 1. *
1550 W DEER VALLEY ROAD

City: * State: * fip:*

PHOENIX AZ 85027

Primary Phone: Alternate Phone: Fax:
6233282200

Agreement Number:

L R 11 Ao [+ -Jl Discard Changes



Once the Applicant and Licensed Professional information is complete the application can
continue:
PW Utility Permit

Location Contact Project : .
Information 2 Iformation ® Description 4 Project Details 5 Docurnents S |7

Step 2: Contact Information = Contacts
*indicates a required field.

Applicant
To add new contacts, click the Select from Accourt or Add Mew button. To edit 2 contact, click the Edit link.

« Comtact added successtully.

Tracy Tibbetts

Engineering and Transportation - Engineering Dy
tracy_tibbettsatempe.qov

Home phone 480-858-2140

Mobile Phone:

Work Phone:

Fax:

Edit Remove

Licensed Professional

To add & newv licensed professional, click the Select from Accourt or Add Mew button. To edit & licensed professional, click the Edit link. To find a licensed
professional, click the Look Up button.

«  Licensed professional added successiully.

ANGELICA ONTIVERDS
SOUTHWEST GAS CORPORATION
License Type Litility

License NumberC000019898
Address: PHOEMY 85072

Edit Remove

Continue Application » Save and resume later



During Step 3 “Project Description” please enter any job number associated
with this application (ie. PRJ184268-1, WR4139265, N.764884 etc.):

PW Utllity Permit

Location

Contact
Information

z Project
Information

Description 4 Project Details S Documents 5

Step 3: Project Description > Detail Information

*indicates a required field.

Detail Information

Project Mame: ™
WRA139245|

Detailed Description:

4139246 - A4MD FAC 42DCP0O0E3653 INSTALL 4 171R
ANODES ON MAIN, 10'%10' BELLHOLE TO INSTALL 4-
17LB ANOCES OM THE GAS MAIN A5 PER DETAIL 2234,

MO PAVEMENT REPAIR REQUIRED, LIOC DUE DATE:
1/17/21

Continue Application » Save and resume later



Step 4 Project Details:

PW Utllity Permit

1 7 Contact I Projact

IFfarrnation Description 4 Project Details 5 Documents G Review 7

Step 4. Project Details » Profect Details

*indicates a required field.

Project Information

GENERAL INFORMATION

Type: — Agreement Humber:

Telecom Expansion: [ Location Description:

CIP Number: Inspector:

Lineal Footage: 40 Material Used: e @65 LRe
Comment: P

Description of Work {(Select all that apply)

DESCRIPTION OF WORHK

Method A Horizontal [ Method B Horizontal [
Drilling: Drilling:

Aerial: O Bellhole:
ASME: O Trench: O
Service Drop: O Splice Pit: [l
Small CellDAS: O Other: O

Continue Application » Save and resume later

The required information on this page:

Type: dropdown of the regular companies that put UT applications through. If the business applying
does not appear, please email tracy tibbetts@tempe.gov

Description of work boxes: at least one of these boxes must be checked before the application can
proceed, but all boxes that apply to the work should be checked.

Lineal Footage: If drilling or trenching are descriptors of work, the total lineal footage will need to be
entered. This is the total lineal footage being worked in the right-of-way. If plans have 117’ of
trench/bore and only 90’ of that is in the ROW, please only put 90’.

SmallCell/DAS: If this is a permit for the installation/powering of a SWF, please check this box as it will
automatically create the required RUSA permit as well.


mailto:tracy_tibbetts@tempe.gov

Step 5 Attachment:

Every Permit application must upload design plans for the work being performed whether it’s
trench/bore or service drop.

The documents made available on this page are for Small Cell/DAS permits only.
If you did not select SmallCell/DAS on the description page, please disregard this note and upload

your utility plans.

PW Utllity Permit

Projact " - ;
1 z I Description 4 Project Details 5 Docurments & Review 7 Record Issuance

Step 5: Documents > Attachments
*indicates a required field.

Attachment

Documentation required for Small CellfDAS - complatz and upload intha documeants saction:
1. Application for Small Cell - swi application

2, City Pale Usage Agreement - city pole

3. Third-Party Pole Usage Agreement - third-party

The maxzimurm file size allowed is 256 ME.
bl htrn; bt mhtml e bat; dl; jsp; s o5 omisi; exe config are disallawed file types tao upload.

MNarnza Tvp=a Siza Latzst Updats Action

Marecordsfound.

Add

Continue Application » Save and resume later

Select Continue once the document is 100% uploaded



Add the type of document, a description and Save:

PW Utility Permit

Project . ] i
Description 4 Project Details S Documents & Review

Step 5:Documents > Attachments

Attachment

The maximum file size allowed is 16 MB.
html htm; mht; mhtml; .exe; bat; dll jsp: js; cs; .msi; .exe; config; are disallowed file types to upload.

Name Type Size Latest Update

Mo records found.

Type:

Plans

File:
T3121793 - WATSEWSTRM - 6.pdf
100%

Description: *

Plans for PR1142352-2|

3 £ =T
Continue Application »

7 Record Issuance

* indicates a required field.

Action

Remove



The attachment(s) has/have been successfully uploaded.
It may take a few minutes before changes are reflected.

PW Utility Permit

1 2 1 Project

Description 4 Project Details 5 Documents & Review 7 Record Issuance

Step 5:Documents > Attachments
*indicates a required field.

Attachment

The maximum file size allowed is 16 MB.
html; htm; mht; mhtml exe; bat; dil; jsp: .js; .cs; .msi; .exe; config; are disallowed file types to upload.

Name Type Size Latest Update Action
T3121793 - .
WATSEWSTRM - Plans 15458 KB 05/21/2019 Actions v
6. pdf

Continue Application »

Continue application to Review all details are correct, then continue application to receive the receipt
and UT number:

5 Payment 3 Receipt/Record

1 Select itemn to pay information issuance

Step 3:Receipt/Record issuance
Click on the link below to review your application, check status, or see other updates.

Receipt

Your application(s) has been successfully submitted.
Please print your record(s) and retain a copy for your records.

20 E6TH ST, TEMPE AZ 85281 United States

UT190258



Once the application is complete it will go into a status of “Applied.”

Applicant can search for the status of their application by searching for application from the “My
Records” Page:

& Home

+ Engineering Dry Utilities

Showing 1-10 of 48 |

Welcome

MU are non

W hat woul
To Qet starte

General |

+ New

Iy Records

Lookup Property Information

Search for a Licensee

Datz

0O5f17/2010

0&f12/2019

Q7052018

0Fr12/2019

Racord
Hurmbar

Rzcord Typs

Right of Way
Trenching

Right of Way
Trenching

Right of Way
Trenching

Right of Way
Tranching

Bl Schedule D Return to City of Tempe Arizona

[JAccassibility Support Collections (0] ™ Cart (0] Account Management L

Cart (0)
Your cart isempty.
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Create an Application

Search Applications fhicrosoft Internet Explarer 11
Mic resoft Edge 38
Firefo 47
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Schedule an Inspection

. P Expiration . Shao
Dzscription Projzct Hamz Date Status  Action Mot
80 LINEAR FEET OF TOTAL
TREMCH. 9 LINEAR FEET IM
RO, 0N PUE. TO BE DONE BY 7P B EsmaE
THE APPLICANT

CEMTRAL
TREMCHING FOR LIT1205ES COMSTRUCTION Iz5ued

We nead todig approximataly &

deepand cut out a 4'x 8 saction

out of the sidewalk in front of

the property. This work is ARCO Issued
required to place primary

conduit for AFRS permaneant

power tothe property.

WOMLIMEY Commarcial Mix-
Used Hotel, 200,383 GSF

ARIZOMNA STATE UNIVERSITY
FROJECT "ISTRY REQLIRES
MECHAMICAL (WET) AND
ELECTRICAL/COMMUMNICATION

Wifastin Tempe lssuad



Applicant may also find and pay for permits that are ready to be issued:

« Engineering Dry Utilities

Showing 41-48 of 48 | Dewnlead rasults | Add tocollection | Add to cart

Razcord Razcord - . Expiration . Shor
D Datz T S Type Dascription Project Mamza Bere Status Action s
. Bore/TrenchiPL
[ osnoz020 uTz005a0 B LU Dropin Duct CTL  CENTUNK Issued
20023302
INSTALL 1577 OF
Fu Litility 2 INCH COMDLUIT.
D Q4/03/2020  UTZ200425 Bermit FLACES MCl Issued
HANDHOLES.

intarcept existing

Zayo manhola,

bore 397 and YD Issued
intarcept existing

Lavel 2 manhole

JX4BELLHOLE
RECQILIRED IN
ALLEY Wiy
SOUTH OF

FA LIty APACHEBLYD TO

Farmit IMSTALL 25" OF 27
PE SERWICE LINE
WITH 2"ERY /W14
TREMCH f
ASEHALT RERAIR

T3147 475 FHD
TP HOWESITY
SC LT POLE 340
FT. W OF RIVER
CR.5CF
LIMIWERSITY.
TEMFE, 85281
LIsing existing
straet light j-box SRR lssued Pay Feas Dua
tofaed
CUStOmer’s naw
1004 SES ismall
cell) LIT191017.
Total Trench
Footage: 11 Total
Tranch Footage in
ROW/PLIE: 11°

P Utility

I:‘ 04082020  UTZ200456 Bermit

|:| Q42212020 UT200491 SWG lssued Pay Feas Due

P Utility

|:| 0472412020 UT200502 Parmit

Cart

Payment 3 Receipt/Record

1 Select item to pay information issuance

Step 1:Select item to pay

Click on the arrow in front of a row to display additional information. ltems can be saved for a future checkout by clicking on the Save for
later link.

PAY NOW

200 E 5TH ST, TEMPE AZ 85281 United States

1 Application(s) | $1,092.86
»  PW Utility Permit Total due: $1,092.86
uT120247

t to be paid: $1,092.86

o sude additional inspection fees which may be assessed later.

Continue Shopping »

Total amoun
wote: [T oo

Edit Cart »



Payment options available are credit card and back account:

# Home Q, Search + New £3 Schedule

Announcements

1 Select item to pay 2 I;a Trﬁgtfion

Step 2: Payment information

Please select a payment method and then fill in all required information.

The available payment methods are:
«Credit Card
*Bank Account
«Trust Account

Use the dropdown menu to change the payment type.

Payment Options
Amount to be charged: 51,092.86

# Pay with Credit Card
Pay with Bank Account

: Payment Receipt/Record
! Selectitemtopay 2 joermation 3 jssuance

Step 3:Receipt/Record issuance

Collections

Click on the link below to review your application, check status, or see other updates.

Receipt

Your application(s} has been successfully submitted.

Please print your record(s) and retain a copy for your records.

31 ES5TH ST, TEMPE AZ 85281 United States

UT190249

(0)

"D Return to City of Tempe Arizona

M Cart(l) Account Management Logout

3 Receipt/Record

issuance

* indicates a required field.

Once payment has posted, Engineering will go in to Issue the permit.



Please allow up to 48 hours for the “Issued” status to take effect. Once the status changes to “Issued”

the permit can be printed from the “Attachments” link under Record info:

Record UT190249:
PW Utility Permit
Record Status: Issued

Record Info « Payments » Custom Component

Record Details
Processing Status

Related Records

Fapago Park I
- el ST E-McDowe]l-Rd
Inspections | Reservation o [
\\—i—-——-.;_}\\ -
= " I ¥ o

The permit can be found and printed from here:

Record UT190344:
PW Utility Permit
Record Status: Void

Record Info Payments v Custom Component

Attachments

The maximum file size allowed is 16 MB.
html; htm; mht; mhtml; exe; .bat; dll; jsp; .js; .cs; .msi; .exe; config; are disallowed file types to upload.

Record ID Record Type Entity Type Type Size Latest Update
PW Utility
UT190344 Permit Record Plans 0 bytes 05/21/2019

Add to cart

Add to collection

Tweet

Action

Actions =

Add to cart
Add to collection

Entity

PW Utility
Permit -
UT190344



The final step is scheduling an inspection:

Record UT190344:
PW Utility Permit
Record Status: Void

Record Info «

Record Details
Processing Status

Related Records

Record UT190344:
PW Utility Permit
Record Status: Void

Record Info «

Inspections

chedule or Request an Inspection

You have ni 5
Click the link above to schedule or request one.

Completed

Payments v

L

Fiss= rvation:

Payments =

Custom Component

Military

— .E:hoeni;‘_
| iNEan. . 5

tsdale-Rd

Custom Component

There are no completed inspections on this record.

1
—~——— ———FE:McDowe/I-Rd———

Add to cart
Add to collection

Add to cart
Add to collection



Be sure to select all options that apply to the inspection you are wishing to conduct:

Schedule/Request an Inspection

Available Inspection Types (13)
Show optional inspections«|

I Preconstruction Meeting (optional)

I Bore Profile Reviews (optional)

I Pit/Pedestal Restoration (optional)

I Trench (optional)

) Pavement Restoration (optional)

I Alley Restoration (optional)

I Pavement Construction (optional)

I Concrete Construction (optional)

) Landscape Restoration in the Right of Way (optional)

) Final {optional)

< Prev 1 2 Next =




Note that there is still a 24 hour minimum for advance notice of pre-con
requests

Schedule/Request an Inspection x

Inspection type: Preconstruction Meeting

To continue, select an appointment date and time range by clicking a link on the calendar below:

May 2019 Jun 2019 Jul 2019

S50 Mo Tu We Th Fr 5a S5u Mo Tu We Th Fr 5a 50 Mo Tu We Th Fr 5a

1 2 I 4 1 1 2 % 4 5 &
5 &6 7 8 9 10 11 2 ¥ 4 5 &6 T B8 7 8 0 10 11 12 13
12 13 14 15 16 17 18 9 10 11 12 13 14 15 14 15 16 17 18 19 20
19 20 21 22 23 24 25 16 17 18 19 20 21 22 21 22 23 24 25 2% 27
26 27 28 20 30 31 23 24 25 2% 27 2B X0 28 20 I 31

30

Prev Mext

D Back Cancel

Once a day is selected, the inspector assigned to the Permit will be notified.

Please email tracy_tibbetts@tempe.gov with any questions, comments or concerns. Both the
inspector and Tracy can help with any snags that pop up while filling out the application or scheduling
the inspection.



mailto:tracy_tibbetts@tempe.gov

