Public Works Permitting:
Users Guide




Applying for Sewer Tap and Sewer Plug Permits:

Getting Started

To apply for a City of Boise Sewer Tap or Sewer Plug Permit you will need to have
a valid and registered account, prior to following this Guide.

To login or register for an account you will navigate to the City of Boise Permitting
and Licensing homepage.

https://permits.cityofboise.org/CitizenAccess/Default.aspx

e If you already have an account enter your login credentials and click on the
green Login button.

e If you do NOT have an account, click on New Users: Register for an
Account.
o Create your new account.
o Enter you credentials and login.

CITY Of BOISE HOME ™~ SEARCH ™ APPLY ™ REQUEST ¥ REPORTS

City of Boise

Permitting and Licensing

© Register for an Account 8 Login

Search Records... Q-

Welcome to City of Boise Permitting and Licensing .
Logm
We are pleased to offer you access to permitting and licensing services online, powered by Accela™.

User Name or E-mail:

By creating an account you will be able to view and apply for Boise City Clerk, Boise Fire Department,
and Planning and Development Services permits and licenses, check the status of pending requests

and activities, access payment information for permits and licenses, and more.

Password:
New to the system? Create an account using our step-by-step how-to-video.
What would you like to do today?

You can view limited information without an account. To begin using the system, please log in, register

for an account, or select a feature below.
[J Remember me on this computer

I've forgotten my password

New Users: Register for an Account
V4
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https://permits.cityofboise.org/CitizenAccess/Default.aspx

The Home Screen

Once you are logged in you will be on the home screen, this is the launch pad for
the application process. You can access the Sewer Tap and Sewer Plug Permit
Applications byclicking APPLY then Public Works from the dropdown.

C!TY Df BOISE HOME ™ SEARCH ™ APPLY ™ REQUEST = REPORTS

Building
City of Boise Fire
= = Licenses
Permitting a _
Planning
Public Works

Loggea in as:John Public My Saved Projects (0)

Check the box to confirm that you have read and accepted the General
Disclaimer then click on the green Continue Application button.

Online ﬁupp]icatiun

Walcoma 13 the City of Boise's Dnline Pemitling System. Using this System you can sulbmit and update information, pay leos, schodule inspactions, rack

the status of your application, and print your final record all from the convenlence of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site™ before proceeding. You masst accepdt the General Disclaimer balow before beginning your application

General Disclaimer

While the City of Boise attempts to keep s Web information accurate and timely, the City of Bolse nelther warrants nos makes representations as
1o the functionality or condition of this Web site, its suitability for use, freedom from interruptions or from comparter vines, or non-infringemaent of
proprietary rights. Web materials have been compled from a varkety of sources and are subject to change without notice from the City of Bolse as

a rgsult of updates and conmections,

All rademarks and service marks contained i or displayed on this website are the property of thedr respective owners. Ay commescial use of the

maderials stored on this Web site is strictly prohibiled without the prior written permission of the City of Bolse.

I B | hawvie read and accopbed the abowe tonms.

Continue Application »




On the Select a Record Type page click on the Public Works Permit dropdown,
select the radio button next to the permit type you wish to apply for then click on
the green Continue Application button.

Select a Record Type

Choose one of the following available record types. For assistance or to apply for a record type not listed below please contact us.
=
« Public Works Permit
O Sewer Plug Permit \

@® Sewer Tap Permit

Continue Application »

Sewer Tap Permit Application:
NOTE: For Sewer Plug Permit Application, proceed to page 10.
Step 1: Requirements>Certification

Check the box to confirm that you have read and understand the permit specific
terms and conditions then click on the green Continue Application button.

Step :Requirements>Certification

This permit process reguines the follewing

Requirements Certification

CERTIFICATION

“1 have read and understand the terms and

conditicns abowe:

y—

NOTE: If at any time during the application process you are not ready to proceed,
you can click the Save and resume later button.
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Step 1: Requirements>Licensed Professional

Under LICENCESED PROFESSIONAL you will need to complete the required fields
noted by a red asterisk (*) then click on the green Continue Application button.
(For Sewer Tap Permits a State Public Works License is required)

Step T:Requirements>Licensed Professional

“indicates a required field.

LICENSED PROFESSIONAL

*License Type: State Public Works v

"Licens Numban @ “*Violld Liconse Number is Requirpd***

*Vendon

*Vendor Phone Number:

cotns sopcten

Step 2: Project Location>Address
Information
Enter the project location Address information then click on the green Search

button. The address, parcel, and owner information on record with the City of
Boise will populate automatically.

Step 2:Project Location>Address Information
“indicates a required field.

Address

NOTE: If there are multiple addresses returned in a search, select the radio button
next to the correct address.



Review and confirm the correct Address, Parcel and Owner information has

populated, scroll to the bottom of the page, and click on the green Continue
Application button.

Step 2:Project Location>Address Information
Address

To add your address, enter the street number, and the first 3 letters of the street name then click on "Search". This will pull up the address, parcel and
owner information on record with the City of Boise.

*Street No.: * Street Name: Direction:

Street Type: Unit Type: Unit No.:
i =l (NS SN s PPN P SN
Farcel
*_Paﬁelwmber: R N » N F SR TN N e il bt
Owner
Owner Name: @

Y T ey S W SN Y LW N _,—--L-—-u..-.,l"" e S SRy

Continue Application » Save and resume later

Step 3: Project Details>Contacts

You must enter the required Contractor information; the Onsite Contact
information is optional.

Step 3:Project Details>Contacts

***¥All applications must include a Contractor. It is IMPORTANT to note that the Contractor will be used as the sole contact for all
correspondence during the sewer tap process and an email address and phone number are required. ***

*indicates a required field.
Contractor

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 My Contact Information

Onsite Contact

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 My Contact Information




There are two ways to enter contact information, by clicking on Select from
Account or clicking on Add My Contact Information.

Select from Account Add My Contact Information

Clicking on the Select from Account button will take you to the Select Contact
from Account screen where you will be able to select the radio button next to the
desired contact, then click on the green Continue button.

Select Contact from Account

Select a contact to attach to this application.
If the contact has multiple addresses, you can select which to use in the next step.

Showing 1-2 of 2

Category Type Name
® Associated Applicant John Q Publi
Ican onn uphc
Contact A
. Associated
0 CITY OF BOISE

Owner

m Discard Changes

Clicking on the Add My Contact Information button will take you to the Contact
Information screen, you will need to complete the required fields noted by a red
asterisk (*) and any optional fields desired, then click on the green Continue
button.

Contact Information

“First: “Last: Mame of Business

*Primary Phone: Sacondary Phone:

" Address Line 1:

* City: " State " Zip:

-Select -

ot ] o | ocracroraes




Once the contact(s) you created have successfully been added to the account click
on the green Continue Application button.

¥ Contact added successfully.

John Public
jqpublicagmail.com

Home phone:208-555-1212
Mobile Phone:

Work Phone:

Fan:

(e
Continue Application »

Step 3: Project Details>Information

Add the Service Line Material/Size information then click on the green Continue
Application button.

Step 3:Project Details=information
*indicates a required field.

Project Details

PERMIT INFORMATION

" Service Ling Material/Size: I:EI EXAMPLE: PVCA"

Continue Application » Save and resume later




Step 4: Review

Finally, review all the application data for accuracy, check the digital signature
agreement box at the bottom of the page then click the green Continue
Application button to submit your Sewer Tap Permit Application.

Step 4:Review

Please review all information below. Click the "Edit" buttons to make changes to sections or "Continue Application” to move on.

Record :r}pe

Bl At b Pt T mrrmtsamatond- ol B et

| @ By checking this box: | Date: 11/13/2023

1. I declare that | am the owner of the indicated property or | am acting as the owner's authorized
representative; and

2. | declare that the information | provided on this form is true and accurate; and

3. I understand the requirements of Boise City Code, in particular sections B.C.C. 10-2-5-4 and.10-2-5-5, and | .
RSN e A N T TRy e SR A — g f il s a4

Continue Application » Save and resume later

Step 3: Receipt and Confirmation

Congratulations, your Sewer Tap Application has been successfully submitted!

Step 3:Receipt and Confirmation

Receipt

Your application(s) has boen successfully submitted., Your record number is listed balow, Please note it for future reference, B any
payTeN was made, ploass print your iecoipl for your neoonds.

150 N CAPITOLBLVD

SAROBA-23-
QOO77

NOTE: Copy this page and print and/or save receipt information for your records.



Sewer Plug Permit Application:

Step 1: Requirements>Certification

First, check the box to confirm that you have read and understand the permit
specific terms and conditions then scroll down to PERMIT INFORMATION.

Step 1:Requirements>Certification

This permit process requires the following:
P S SRR S

b

S WP S S 4 W S VPN SN S

Requirements/Certification

CERTIFICATION

*1 have read and understand the information above:

Add the Service Line Material/Size information.

Information

PERMIT INFORMATION

"Service Line Material/Size: EXAMPLE: PVC/4"

Select the appropriate radio button to answer the Demolition/Deconstruction
permit question.

*Is this application associated to either a #414
O Yes O No

Residential Demolition/Deconstruction or #530
Commercial Demolition/Deconstruction permit?:

If NO click on the green Continue Application button.

*1s this application associated to either a #414
Residential Demolition/Deconstruction or #530 O'Yes @ No

Commercial Demolition/Deconstruction permit?:

Continue Application » Save and resume later

10




If YES populate the Please enter Demolition permit number: field with a valid
Demolition/Deconstruction permit number, then click on the green Continue
Application button.

*Is this application associated to either a #414

Residential Demolition/Deconstruction or #530 ®Yes O No

Commercial Demolition/Deconstruction permit?:

Valid Record

Please enter Demolition permit number: EXAMPLE: BLD24-00000

Continue Application » Save and resume later

NOTE: If at any time during the application process you are not ready to proceed,
you can click the Save and resume later button.

Step 1: Requirements>Applicant/Vendor

Under LICENCESED PROFESSIONAL you will need to complete the required fields
noted by a red asterisk (*) then click on the green Continue Application button.

Step 1:Requirements>Applicant/Vendor
*indicates a required field.

LICENSED PROFESSIONAL

* Applicant/Vendor:

* Applicant/Vendor Phone Number:

“License Type: —Select—- M

License Number:

Continue Application » Save and resume later

NOTE: For Sewer Plug Permits a State Public Works and/or State Plumbing License
is NOT required, however if you select a License Type above, please provide a
valid License Number.
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Step 2: Project Location>Address Information

Enter the project location Address information then click on the green Search
button. The address, parcel, and owner information on record with the City of
Boise will populate automatically.

Step 2:Project Location>Address Information

*indicates a required field.

Address

T acld wour address, enter the streal numbern, and the first 3 digits of the street nams then click on "Search”. This will pull ug the address, pancel and

owmer Information on recard with thie City of Bolse

" Siradl Mo " Strad Name Dirisction: Streat Type Unit Type Uit No

150 CAP Select-- - ~Solect— - Saloct- -

NOTE: If there are multiple addresses returned in a search, select the radio button
next to the correct address.

Review and confirm the correct Address, Parcel and Owner information has

populated, scroll to the bottom of the page, and click on the green Continue
Application button.

Step 2:Project Location>Address Information

Address

To add your address, enter the street number, and the first 3 letters of the street name then click on "Search”. This will pull up the address, parcel and
owner information on record with the City of Boise.

“Street No.: * Street Name: Direction: Street Type: Unit Type: Unit No.:

e Sy g proqnly N " | g Lt o e e /.-_A_..
Farcel

“ Parcel Number: o . - P e - -

N gl T . _ a y . r / e B o I N g r— ——dtabt
Owner

Owner Name: @

e I sl ket ittt | it B BB P s i gt | g oo

Continue Application » Save and resume later
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Step 3: Project Details>Contacts

You must enter the required Applicant information; the Onsite Contact
information is optional.

Step 3:Project Details>Contacts

*#*#*¥All applications must include an Applicant. It is IMPORTANT to note that the Applicant will be used as the sole contact for all
correspondence during the sewer plug process and an email address and phone number is required. ***

Applicant

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

Select from Account Add My Contact Information

Onsite Contact

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 My Contact Information

There are two ways to enter contact information, by clicking on Select from
Account or clicking on Add My Contact Information.

Select from Account Add My Contact Information

Clicking on the Select from Account button will take you to the Select Contact
from Account screen where you will be able to select the radio button next to the
desired contact, then click on the green Continue button.

Select Contact from Account

Select a contact to attach to this application.
If the contact has multiple addresses, you can select which to use in the next step.

Showing 1-2 of 2

Category Type Name
Associated
Applicant John Q Public
Contact
Associated

CITY OF BOISE

Owner

m Discard Changes
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Clicking on the Add My Contact Information button will take you to the Contact
Information screen, you will need to complete the required fields noted by a red
asterisk (*) and any optional fields desired, then click on the green Continue
button.

Contact Information

“First: “Last: Mame of Business

*Primary Phone: Sacondary Phone:

" Address Line 1:

* City " State " Zip:

~-Select-- -

[ conime ] Geor | oocrscuaes

Once the contact(s) you created have successfully been added to the account click
on the green Continue Application button.

¥ Contact added successfully.

John Public
jqpublicagmail.com

Hoeme phone:208-555-1212
Mobile Phone:

Work Phone:

Fan:

Continue Application »

14



Step 4: Review

Finally, review all the application data for accuracy, check the digital signature

agreement box and click the green Continue Application button to submit your
Sewer Plug Permit Application.

Step 4:Review
Continue Application » Save and resume later
Please review all information below. Click the "Edit" buttons to make changes to sections or "Continue Application” to move on.

Record Ixeg

I P S T o Y o S SNUSNEY S B i

I By checking this box: I Date: 11/13/2023

1. I declare that | am the owner of the indicated property or | am acting as the owner's authorized
representative; and

2. | declare that the information | provided on this form is true and accurate; and

3. | understand the requirements of Boise City Code, in particular sections B.C.C. 10-2-5-4 and,10-2-5-5, and | .
e N T W ey e S A A —— g f I SRRy

Continue Application » Save and resume later

Step 3: Receipt and Confirmation

Congratulations, your Sewer Plug Application has been successfully submitted!

Step 3:Receipt and Confirmation

Receipt

Your applicationis) has been successfully sulbmitted. Your record numbaer is listed balow. Please note it for future reference. i any
payment was made, please print your receipt for your records.

150 N CAPITOL BLVD

SAROST-23-
Q0041

NOTE: Copy this page and print and/or save receipt information for your records.
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