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MGO - Navigating the Project Page 
Whether the project is created in MGO or auto-generated from an accepted application, 
the project page layout will be the same. 

Project page layouts are customizable and differ by jurisdiction. The following 
descriptions layout the basic project page sections that appear on almost every project.  

Section 1: Project Details 

The project details section is included on every project page. It includes the most 
important information, such as the project number, address, and fees. Additional 
information, such as work type and project date and time can be added to this section, 
but overall, Project Details cannot be moved. 

Section 2: Contacts 

All contact information entered into an online application will transfer into the contacts 
section of the project automatically. Contact types will vary by project and jurisdiction. 



 
  

 

 

   
 

 
   

 

D Pennit Files 

D Plan Review Complete 

[:] Associated files 

J Plan Review 

)- 2018-46716-9eotwnpmt1a-fireapproved.pdf 678.5 kb 

fire approved 

0 Uploaded: 09/21 / 18 02:22. PM by Jason Fryer 

Show in Customer Portal 

f.. 201 8-46716-9eotwnpmt1a.pclf 671.'i kb 

0 Ce; Uploaded: 09/21 / 18 02:03 PM by Robert Davenport o il CP 
Transfered from CP Oil 09/21 / 18 02:18 PM 

Show in Customer Portal 

f.. 2018-46716-geotwnpkg1.pdf 24.0 Mb 

0 Uploaded: 09/ 14/ 18 03:13 PM by Robert Davenport oil CP 

Show in Customer Portal 

Manage Customer Portal uploaded fi les. 

-';"- MyProJe-ctNow,org X "":" Project 2020-3i : MyProJecti X + 
ii myprojectnow.org/permlt_details.aspx?permitid =4331 569 

Escambia Count;J Pubhc Record Request 

Up,oad F-tes "' 

□ X 

* e 

~--R- e_q_u_e_• _• _____ R_e_q_u_ir_em_e_n_ts __ ::..=_ __ P_•_y_m_e_n_ts--=-_:======:'.""":'."""~~~~~I 

El Form Letters 

The following letter are shown for Escambia County 

Si O B Estimate Letter (last generated: 02/12/2020) 

El Re quest Details 

Request Num ber 2020- 3 1 Private 

Save 

◄ r 

Section 3: Permit Files (ONLY FOR PERMITTING, NOT PUBLIC RECORDS)  

The permit files section holds various files associated with the project. These can be files 
uploaded by the customer or by the jurisdiction. They can be hidden from the customer 
portal or deleted from the project altogether.  

Section 4: Form Letters 

The form Letter section lists the different type of letters that can be generated from the 
project. These letters pull specific information from the project page, such as name, 
address, or fee amounts. Letters are custom built in house and there is no limit to the 
number of letters you can request. 



  
 

 
 

 

  
 

  

 
 

 
   

  

 

 

 

 

 

 

    

 
 

  
 

 
   

 

 

  

Work Orders .(refresh) 

Scheduled Date View J Cate99ry GrouP-ed View 

[:] 10480 BIG BEND AVE 

Type 
Initial 
Inspection 

Status lnspecto< 

(Sink WO 1\01 Co-nple:e Not Assigned 
Hole/Cave-
In) 

Create 3'rd Party Inspection 

Scheduled 

□ Review Comments 

~view Type 

- Select a RevieW Type -

Action 

Approve 

Review _Iyp~at~ry 

- Select a Review Type -

0 Internal 
Comments 

0 Pre-Determined Comments 

I B 1 Y ,.. .- i= ~ x, x' lffi « 

L] Auto Scroll to Comment 

Review Comments 

Select AJI j 
□ Category: Fire Plans Examiner 

W O L3 Fire Plans Examiner Denied 9/21/2018 by Jason Fryer 
site plan is un -readable. Sent email to applicant. 

0 n Fire Plans Examiner Approved 9/21/2018 by Jason Fryer 

no comments 

Plan Review Letters 

letter Type 

Letter Contacts 

- Select A Letter Type -

Save 

Comment History 

Add new comment 

Add new comment 

0 Generate Letter 

El Navid Ka:red@ Westinghouse Retail Center 
{O,,.,,er) 

G Robert Davenport, Coastal Tank and Testing, 
LLC (Applicant) 

[1 Robert Davenport, Coastal Tank and Testing, 
LLC (Contractor) 

Plan Review letter History 

There are no letter for this Project 

Show Voided letters 

I) Add New Wo,t. Order 

Pnnt Inspection H,sto,y D 

09/1 6/19 8:54 AM Complete 

Section 5: Review  Comments  

The review comment section is typically 
used in the plan review process. Plan 
reviewers can add pre-determined or 
custom comments to this section. These 
comments can be pulled into a review 
letter.  

While review letters pull project page 
information in the same way form letters 
do, they have the added customizability 
of comments. 

Different review letters can be created 
for different types of projects. Review 
letters are custom built in-house and 
there is no limit to the number of review 
letters that can be requested. 

Section 6: Work Order Manager (ONLY FOR PERMITTING, NOT PUBLIC RECORDS) 

The work order manager 
conveniently displays 
inspection results for the 
project in one place. New work 
orders can be added directly to 
the project from this section. 



 

 
 

 

Section 7:  Scheduled Payment  

The scheduled payment section is where you will determine the cost of the Public 
Record Request.  Please make sure you calculate all costs including, copies, labor, 
postage, etc. when determining the cost.  What you calculate here will determine what 
shows on the “Payment” tab. 
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";- MyProJe<:tNow.org X ";- Projed 2020-31: MyPrO)ectNc X + 
a myprojectnow.org/permit_details.aspx?permitid=4331569 

B Project Details 

@ Deposit-Copies No Payment Needed V 

Qty 

Addit ional Information 

!Copies estimate only 

B Scheduled Payments 

B Deposits 

0 Deposit-Copies 

0 Deposits-Reports 

G GIS 

G Labor 

G Materials 

G Miscellaneous 

G Postage 

G Waiver 

Sq. Footage Contract Value 

□ X 

* e 

Value 

0.0015 

Do not fdter 

Save 
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Project Additiona l Fees 

";" MyP,oJedNow.org X ~ ProJect 2020-31 : MyPro1ectNc X + 

~ ➔ C i myprojectnow.org/permit_details.aspx?permitid=4331569 

L=..I Pnonty l 

~ crJ Assign Privacy (Automated) 

G Priority2 

,,,/ a:! Determine if fees are needed by General 
Public Records Request 

B Priority 3 (Current Priority) 

r$ Send Estimate for approval 

B Priority4 

crJ Deposit Received 

G PriorityS 

qi Gather Requested Information by 
General Public Records Request 

El Priority6 

aJ Ge~eral Public Records Request Director 
Rev1ew 

B Priority7 

cr:! l egal Review 

B Priority8 

q/ Public information Officer {PIO) Review 

El Priority9 

rt/ Verify Fees Paid 

B Priority 10 

rt/ Send information to Requester 

Save 

Payments 

D X 

* e 

Q . 

Section 8: Requirements Tab  

Beyond the main project page, there are several project tabs that include additional 
information about the project. The requirements tab tracks project progress in a 
checklist form. 

In each phase of the project, there is a list of tasks to be completed. The number of tasks 
you are able to check off the list depends on your department. Tasks in other phases 
cannot be checked off the list until tasks in prior phase are complete. 

Tasks in black are requirements. Tasks in blue are inspections. These lists of requirements 
and inspections are custom to each jurisdiction and multiple lists can be created for 
different projects. Go to the Requirements section to learn more. 



  

 

 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

MyProJ& tNow.org X "":'" Project 2020-31: MyPro1ectNov- X + 

f- ➔ C i myprojectnow.org/permit_details.aspx?permitid=4331569&tabselection=0 

Jurisdiction: Request Type: 

E.scamb1a County Public Record Request 

r Request l Requirements Payments 

El Project Type Fees 

L Deposit-Copies 

Request Number. 

2020·31 

Type Deposit-Copies Formula Calculation Total OurAdmin l ocal Admin 

Appraisal ((((125.0000 • 0.000000) / 1.000000) • 1.000000) + 0.000000) • 1.00 5125.00 $0.00 

Exemption Percentages 0.000000 

Double Fees If ~After The Fact" Multiplier -

L Labor (Research & Re-filing fee) 

Type Labor (Research & Re-filing fee) Formula Calculation Total Our Admin 

Appraisal ((((300.0000 - 0.000000) / 1.000000) • 1.000000) • 0.000000) • 1.00 5300.00 50.00 

New Payment 

Register 

- Not Applicable -

Type 

( ht-ck All I Uncheck All 

Receive Date 

2/1 8/ 2020 

E1J Deposit-Copies - Deposit -Copies 

Exemption Percentages 0.000000 

Double Fees If ~After The Fact" Multiplier -

Contact 

51 -Select Contact -

El Labor (Research & Re-filing fee} - Labor (Research & Re-fifing fee) 

Save 

51 25.00 

0.000000 

Comments -

l ocal Admin 

5300.00 

0 000000 

Comments-

□ 

* e 
Request Name: 

(not set) 

.,I Release All Fees to Customer Portal 

., Release Fee to Customer Portal _J 
Plan Review Inspection Amount Due 

S0.00 S0.00 S. 125.00 

0 000000 0.000000 

., Release Fee to Customer Portal _J 
Plan Review 

S0.00 

0 000000 

Inspection Amount Due 

50.00 5300.00 

0 000000 

Due 

S125.00 

S300.00 

Total: $425.00 

Balance Paid: S0.00 

Balance Due: S42S.00 

Amount to Pay 

5125.00 

5300.00 

X 

! 
-

Section 9: Payments Tab 

The final essential section of the project age is the payments tab. This page will track all 
the project fees and the payments made on the project. 

Payments made through an online payment processor will automatically be tracked 
here. Additionally, payments made in person can be manually entered. 

DON’T FORGET TO CLICK “SAVE” THROUGHOUT THE PROCESS!!!!! 




