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1. Introduction

This program will enable the Electrical, Mechanical, Plumbing & Fire System contractors, who work on
properties within the city limits of Kalispell, to apply and pay for permits (by credit card) through our
new on-line program. It is important to note that this program will enable the contractor who creates the
permit to track the progress of inspections, and view photographs and additional information related to
their jobs. If you choose not to use the on-line program we will still accept applications and payments by
check and credit cards in our office.

The following information is a step-by-step guide on how the on-line program works and the information
that will be required.

2. Applying for a Login

It is important to use Mozilla Firefox as your browser for this program. On the City of Kalispell’s website,
www.kalispell.com select the Building Department and on the department’s home page there is a link to
the on-line permitting program. The page below will open. Please note: We have disabled the Guest
Access so if you do not wish to apply for a login you can continue to come into our office for your permits.

| Forgot Password? |

Apply for a Login Guest Access

For Guest Access enter displayed code

Fnter image text

Generate New

Select “Apply for a Login” and the following screen will appear. Complete the information requested
then select submit.


http://www.kalispell.com/

Apply for a login
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The Building Department then receives a request for your login, then we will check to be sure that your
state license is current, and then process your login request, and add your contact information to the list
of contractors.

3. Password Recovery/Change Your Password

If down the road you can’t remember your password click the Forgot Password? Button and the Change
Password screen will appear. Enter your email address then select submit and your password will be
reset and a new password will be emailed to you.

Change Password

L ogin Id (email address)

If you want to change the password that the program assigned to you log into the program using their
password. On the Home page on the right hand side you will see “Welcome: Your company name”.
Select the dropdown and the account page opens — Select the change password — next to Edit Account
Details and the page that enables you to change your password will appear (See below). Complete the
requested information and select save. Your password will then be changed.



Account Information - Michelle Anderson

Change Password

Login ID: manderson@kalispell.com ‘

Old Password
Mew Password

Confirm Password

4. Home Page

So after you login the following choices below will appear. The 3 gray bars on the left next to the city’s
logo opens the Home Page Directory as shown on the right and gives you additional options to proceed to
the map, your account, to log out of the program or close the menu.

Submitted Applications |

Incomplete Applications ‘ v

New Application

Map

Account

Log Out

Close Menu




5. Submit a new application(Create a permit)

Select the Submit a new application bar and the list of application types will appear.

Create an Application

Appiications  ESHIEL e ———

Business Case Type Description
Electrical Permit

Deotalls -

Buainess Case Type Descnprion
Mechanical Permit
Dolails -

CHININe3S ate Type Descrl
Plumbing Permit P
11AES -

5.a. Main

Select the type of permit you want to create and the “Main” window below will pop up. The example
used here is for a Mechanical Permit. You should fill in the Case field as it will help you to identify the
permit after it is created. In this example the last name of the customer (Johnson) was used. Then type
in the address and a dropdown will appear that will give you several selections for that address. Be sure
and select the address identified as in Kalispell, Montana. Select “Show Location On Map” and the
location of the property pops up on the map (See below). Please note: If you are not sure whether the
property is inside the city limits of Kalispell — give us a call and we can look it up for you. (406) 758-7730.
Then scroll down to the bottom of the page and select next.

Creating Application: [Mechanical Parmit]
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5b. DataGroup

The DataGroup window (below) will appear. Complete the information requested under Use of Building,
Class of work, and Project value (the cost of labor and materials). Then select the type of equipment that
will be installed from the Mechanical equipment list by indicating the quantity for each piece of
equipment. Note: The example below is only a portion of the list. Also, do not enter anything under Rate or
Value. When finished selecting the equipment select next at the bottom of the page.

Creating Application: [Mechanical Permit]

Main DataGroup People Contractor Rel Docs Payment
®

™ USEOFBLDG : Use of Bullding Group Sum sSum Flag

Building Uses | -select-- |+

¥ CLASSOFWRK: Class of Work Group Sum Sum Flag
Class of Work | —-select-- u
| PROJVALUE : Project Valuation Group Sum _ Sum Filag
Project Valuation
Qty: Rate: 1 Value:
= MECEQUIPMT: Mechanical Equipment croup sum [ GG sum Flag
Air Conditionar
Qty: Rate: Value:

Air Handler

Qty!: Rate: Value:
Boller
Qty: Rate: Value:

Clothes Dryer
Qty: Rate: Value:;

Qs 1.00 Rate: Walue:

Gas Fuel Piping
Qtyr: Rate: walue:

Gas Stowe - Freestanding
Qty: Rate: walue:

Heat Pump
Qs 1.00 Rate: wWalue:

Heat Pump - Air Source

Qs Fate: Walue:

Heater - Space

Qe Rate: Walue:

Previous m Clear Cancel



5.c.  People (Owner)

The People page will open. Enter the name of the owner of the property not the tenant. If you are
unsure who the owner is you can call our office and we can assist you. The fields required would be the
name, address & phone number. If you have the email address you can add it, or if you want to put in a
comment you can, however, you can still proceed without those fields. Then Select Next.

Creating Application: [Mechanical Permit]

Main DataGroup People Contractor Rel Docs Paymeant
@

Owner more....

Mr. & Mrs. Johnson
111 1st Ave E

Kalispell MT 59901

A0G-755-5555 FPhone (Moblie)

mjohnson@yahoo.com

comment

5.d. Contractor

The contractor page (shown below) will open. After you have created your login, and the Building
Department has accepted your login request and verified your state license, your business name is added
to the dropdown list of contractors. Click on “Select Contractor(s)...” and the list will appear. Simply
find and select your company then select “Submit” at the bottom of the page.

Creating Application: [Mechanical Permit]

Main DataGroup Paople Contractor Real Docs Paymant
&

Saelect Contractor(s)...

Frovious m Clear Cancel
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Your business name will then appear as the contractor (noted below). If you selected the wrong business
simply select the X and you will have the ability to select your business. Select Next.

Creating Application: [Mechanical Permit]

Main DataGroup People Contractor Rel Docs Payment
9
Select Contractor(s)...
Business Name Type License Expiration
Ace Heating & Air HWVAC ACE HEATING <

Previous m Clear Cancel

5.e. Related Documents

Then select the Related Documents Tab (shown as Rel Docs) and the screen below will appear. If the
inspectors have change notices, photographs or other documents that relate to your project they will be
attached here for your review. You, the contractor cannot attach related documents to the permit but
you can send open the ones that the Building Department has attached. If you have documents, etc. that
you want to attach to your permit either send them to the inspector or the front office and we can attach
them for you. Select next for the payment information.

Creating Application: [Mechanical Permit]

Main DataGroup People Contractor Rel Docs Payment
®

% Add attachments... W Remove all attachments 4 Hide

‘ COrag and drop files here to attach them.

Conen L [ e | ot




5f  Payment

It is important to note that unless you are certain you will be performing the work that the permit covers, and
that the information that has been entered is correct, you should not pay for and submit the permit. That

way the permit will be placed in the “Incomplete Applications” and can be changed or deleted (if
necessary) or completed and paid for at a later time.

If you want to proceed with payment the screen below will appear indicating the cost of the permit. At
this point review the Payment Terms and Conditions, select the box, then select Pay Now.

Creating Application: [Mechanical Permit]

Main DataGroup People Contractor Rel Docs Payment
o
Fee Amount
Mechanical Fees $110.00
Total: $110.00

Payment Amount:| 110.00

@ Credit Card
© Pay Pal

Payment Terms and Conditions [[] | Pay Now
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The PayPal page (example below) will open prompting you to either create a PayPal account or login as a
current user. Complete the payment information.

uid@email.com

Choose a way to pay
Your order summary

Ve e Pay with my PayPal account PayPal
Log in to yo ount to complete the hase

Payment Amount $110.00 g in to your account to comp purcha

tem price: $110.00

Quantity: 1

Create a PayPal account
Item total $110.00 And pay with your debit or credit card

Total $110.00 USD Learn more about PayPal - the faster, safer way to pay.

Country | United States [=]

Card number | 4132290617651260

Paymenttypes  y1sA

Expiration date  mm vy
01 I |36

CEC 1M
What is this?

First name
Lastname
Address line 1

Address line 2
{optional

City/State [=]

ZIP code

Phonetype | Mobile []

Why is this needed?

5.9. Submit the application to the Building Department.

Please Note: Once the application for a permit is submitted you do not have the ability to change or delete
the application. In either case you would need to contact the Kalispell Building Department at (406) 758-
7730 and we can change or delete the application and if necessary issue a refund.

11



6. Submitted Applications Tab

Once the application is submitted the Building Department will review the permit to ensure the location
IS within the city limits; verify the owners contact information and then issue the permit. In order to
determine whether or not a permit has been issued you would open the “Review your submitted
applications” tab (see below)

Review your submithed apphicatiorrs

Review your incomplete applications

Submit a new applicaticn

The information displayed is a list of permits that are either issued (BPISSUED) or they are OPEN
(which means they still need to be paid for and submitted). The drop down “I want to...” will give you
the option to Check Case Status or to Pay Fees. In addition a map is displayed which indicates the
location of all permits that your business has submitted.

My Applications Q seastn Sort v gmm
M s opeN o s
17  Anderson | fwantto..., v
1547 Biysatons Kahaps! QAN N
2015 2000t
Created: 11/17/2015
? M OPEN Expires: 1117:2016
Smith | Twantto..,. v

765 14 Main S1_Kalispell Montang S9501

2018

'Jrr, Created: 111772015
17 ::;:20:: T SEEN Expires: 111772016
N | fwantto..., v

2015  =alresing Bd K3liapell Mertana, 53901

O JIEY

Evergroon

Wilom Shen fir 17

Burnau of Land Management. Esn, HERE Delorme, NGA, USGS
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7. Review Incomplete Applications Tab

The applications listed under the incomplete applications tab will always show as OPEN status and the “I
want to...” drop down will give you the option to either continue the application or delete it.

Incomplste Applications Q werarce X EMM
Creased: 10732045
R 10008 OPEN Explres: 102372045

23  Robinson Test [fwantto— |
2018 M7 Shesons O Hadupel Molos, - ]
2301

Created: 102972014
- 10017 OPE“ o Expires: 1029200
29  Johnson | § warst to v

111 1af Ave E_Kavgoell Montara 54001

2018

8. Modifying incomplete applications

Unless the permit has been submitted you will be able to make modifications to the Main, People and
Contractor pages. Unfortunately the DataGroup page cannot be changed after the information has been
added. A good rule is to always verify the property information and fixtures/equipment and services that
will be required for each job before the application is added.

9. Summary Page & Checking the Status of Issued Permits

After a permit is submitted & issued by the Building Department you can open the permit by selecting
the permit number and a summary page will open (see this page and the one below).

Pivcrre Mcbele Aimse ¥ Gog O

& Bw iPamm
Application
| oo N3N BPISSUED Commwt 1V2V015
35210 DN
23 Tewt-Cyof Kalispel |Vt to. v Sehne
s D ISTMEE
Data Workflow
USEGFELEG : Use of Bulding Urosplum  wemPag B Cesztitur Rasux Targst Ex0 Comzieted
Bukiog Uses Commesza oo Puret PSSR NAAHFHAN WEVIE S BN
Pt "erp Construcson Powe (2 Mesee Mo ISP WML TN
CLASSOFWAK Clats of ok Grosplum  SemPag B
Cormmmsisl Torp Constrasion Poww 1 Wowt Man  BISPPASS WS4
Class ol Work oo
Eacie fough
INGFAMANF Siectre lirgie Fany Aep Sarviedinow Sum SnFag B Mhic. migncsan
Single Fansly 108 - 200 Mg Servace Frst g pecace
@r nape 100 e
Stagle Fawily 101 401 Aenp Serece Payments
Qe e 1.0 e

ELECTFREW! : Blogtng §F |atwmor Revers Covly erdaap Sum LnFag W

Elec SF Interir Remire or New AdGiae

r e 1080 e

Related Documents
CLICAESCOS Mwstoc Rensdwrtdl Ghumge of Sedvomp Sum Semiag B
Dscurvent Corewtt Upriased

Elactne Doudectiel of Sarvice

2 S Lx® T oy 26 Somant fooge Dn - Fax Sponie

2 A VTS 450 @®

Perwr pot
BLECOUMLEN | Bstrc Dopsex A Sarvice  Groep Sum SemPag B
Elaztric Duplex 102 - 160 A Service
qr e 1N e



Tiectric Dules: 291 - 400 Awp Service
Qv e L Vake

ELECACHRLD : Ehcing Ascessary Bulang Groapium  SunFag B
Accessery Buliding 100 Arg Servcce
Qn Rae  LOO® ek

Accessary Buildiag 201300 Ay Service

Qv L L8008 Vake:
Accessary Refiding 301 or Nere Amp Servicn
Gy Rae  LBX® Vake!

ELECMOBHOMlectric MobieWotulr Home  GroupSum Pl B
e Indhvstusal Pokile] Madaler Harm Lacatid in & Coert
Lo e L8 Ve

Hiec Ivdtvatvnd MobibeModaler Hawn Located Outside of o Court
 Fe Lee Veke

e Indradual Mobile/ Modsle Koree w)Basemest or Addion(wired syve tive)
Qv wae Lok Vehe!

ELECTMPCON Elecin: Tamparary Construcson S6mup Sun Sumig W

Hexine Tesparary Comstnuction Serece

o Rate Lo Vehe!

ELECPERVAN Elactne Permit Renewal Sroapsm  Sumiag B
Electric Permit Resewal

o Cate Lo)e Vaba!

LECOOUPCS Electric Commercl ViLaton  Group Sun Sumvug B

Eleciric Coonmmercial Project e
o 1230000 iye 1000 Veker  CONEL00%0

Peaple
we e e

Denn Coy of Kabaaed PO B 199 Rl AT £350¢
Contractors
Besirens \arve e Lisente Erarincn
Bowis Dheuse HETTRC SRS BLECTRE
Fees
Ve Foe e
Soge Tanly Y8200 Ay Sesece Fes uw
Segge Farntly 201430 Any Sevts Foe uw
Acomey B 3000 Avg Seevce S un
Acooanory Beid 201200 Ay Sewce e nn
Actuaion Beid X1 w ey Ao Sy Fue un
e ? Natyios Horw in Cst Arg Sem P un
1 W Vg e Duttate Cot Anp 52 Fie um
1 Mot Mad Fame Suimewnt A Avo Sn Fae un
Rawdent it Rowrw Ondy o0 b A Fow s
Feododtir Ounie o Sovece Ter “un
Turpiniey Convuchim Swnts Fon un
Potnt Garwen Fon um
Bleome wwaoe Foe me
Dhghoo 100208 Aewp Sarvis Fow #n
Dughex 290400 Ao Savecs Fow un
Dacos Cormecal I W0
Tetat $825. 00
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You will note that you can now see the information that you submitted including the
equipment/services/fixtures selected for the permit and the fees calculation. Along with that you are now
able to check the status of your permit under the workflow tab, which is the inspections required for your
Jjob — those inspections that have been completed and those inspections that still need to be completed.
You can also view the payment information for the permit and any documents that are related to this
specific job.

10. Scheduling Inspections

At this time you will continue to schedule inspections by calling the Eront Desk of the Building
Department at (406) 758-7730.

If you have any questions or suggestions regarding this guide please email us @ bldgdept@kalispell.com
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