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Getting Started - How to Create a New User Account

*Prior to getting started, we encourage you to download and install the latest versions of

Chrome (google.com/chrome), Firefox (https://www.mozilla.org) or IE (http://www.microsoft.com/).

To get started, go to www.mygovernmentonline.org to create a new user account. If you already
have a MyGovernmentOnline user account, please note that you may use your existing MGO user
account and bypass the account creation step. Advance to page 4 of this document to proceed with
instructions on how to search for Escambia County DRC and Land Use projects.

MyGovernmen "Online HELP  CONTACT  PARTNERSHIP
CREATED BY GOVERNMENT FOR GDVERNMENT J
e WIE
L azy 5 T d 5 VoL W L T

San Marcsae e

What Can We Help You Do Today?



1. Click on the blue Create Account link at the top right of your screen.
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2. Fill'in the user account login information required to create your new account. A valid E-mail
address is required. The password you enter is very important. Please do not forget the e-mail
address. Also ensure that you are not typing in capital letters as the password you enter will be
case sensitive. The telephone number you enter must be an active working telephone number.
The software service will call the telephone number once you have completed the account
creation process. You must be able to answer the telephone call in order for your account to
become active. Please phrase the Challenge Question in the form of a question such as “What is
your mother’s maiden name?” The answer you type should be one word only such as “Smith.”
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Create Account on Customer Portal

@ Important

Your Login Information
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3. You will receive an “Account Created” confirmation stating that your account has been created.
Click the Close button to close the message. A telephone call to the telephone number you
provided will follow shortly. When you receive the call, answer the call and press the number 1
on your keypad when prompted. This completes the account activation process.



If you do not receive the telephone call within 10 minutes, please call the
MyGovernmentOnline support line at 1-866-957-3764, option 2 for assistance. Please have
your e-mail address and the telephone number used to create your account ready.

Account Created

Your account has been created.

CLOSE

*This completes the account creation process and you are now ready to login.



How to Search for Planning & Zoning Projects

To search for Planning & Zoning Projects, please follow these simple steps.

1. Please make sure that you login with your user account. The login link is located at the top right
area of the screen. Once you are logged into the portal, place your mouse over the third menu
option that says “Planning & Zoning”. A drop-down menu with 2 more options will appear. Click
the first option on that drop-down list (Search).
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2. Select the appropriate state your project is located in first. Then select the Jurisdiction that is
authorizing the project. Enter the Project Number OR you may search for the project by the
address. Please do not try to search using both the Project Number and the Address. Click the

Search button.
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Search Planning and Zoning Applications
Required
Select Jurisdiction: You can select default values for country, state, and jurisdiction in your account. If selected, these filters will be automatically set when you log in

Country State:
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I United States

Jurisdiction
IEscamma County M I
Suggested
Project #: Project Name: Subdivision Lot Block:
Address City: Zip:

Please enier a date range to display all Planning projects that have been applied for within the set date range
Date From: Date To:

Search



3. The search result will show up at the lower part of the page. Ensure you have located the
correct project and then click either the “Add to My Account” or “Click to View Details” button
on the right side of the screen in the search result.

PLU160400571 Click To View Details
Jurisdiction: Escambia County

Create Date: 04/04/2016

+ Add to my account

Business
HOMETOWN
CONTRACTORS
Applicant
PAUL KASISCHKE
Physical Address
8008 CHARTER QAKS DR
32514 PENSACOLA, FL
Mailing Address
4567 PACE PATRIOT
BLVD
32571 PACE. FL

Description
]

Viewing Project Details

To view various details, click the “Click To View Details” button on the right of any project. A window will
pop up containing three sections:

e Payment Summary — The total fees on the project, as well as its current balance paid and
balance due will be shown here.
e Associated Files — Any files uploaded on the project will appear in this section.
0 COMING SOON — You will be able to view these files by clicking on the file name.
o Meeting Dates — Any meeting dates associated with this project will appear here.

Plan Review #18016PLM

Plan Review 18016PLM
Payment Summary

Project Fees: 216.75
Fees Paid: 216.75
Fees Due: 0.00

There is no additional payment information available online at this time.
Please contact you jurisdiction for information.

Associated Files
18016PLIM-Stormwater App.pdf
02/06/2018

18016PLM-Stormwater Management Plan 1st.pdf
02/06/2018

18016PLIM-Drawing-Stormwater Permit 1st paf
02/06/2018



Adding the Project to the “My Planning & Zoning Projects” List

To add the project to your account, click the “Add to My Account” button on the right of any project and
follow the steps below:

1. A window will open as shown below. You may enter a planning alias (special name) if you want
to personally name your project (this is not required). Click the button that says “Add Planning
to My Account”. Note: If you receive a message stating that you cannot add the planning to
your account, please call technical support for assistance at 1-866-957-3764, option 2.

Add Planning to your account X

(@ You may optionally enter a planning alias to help you uniquely identify your plannings
The planning alias is only seen by the account holder and will not be shared with other users

Planning Alias

Cancel | Add Planning to My Account

2. You will see a new window confirming the project is added to your account. It is now in your
“My Planning & Zoning Projects” list. Click “View Planning Details” to view the project.
Planning added to your account X

Planning successfully added to your account

Continue || View Planning Details

*Remember that you may click on the “My Account” button at the top right area of the webpage
(shown below) at any time to return to your My Account Dashboard page to view your entire “My
Planning & Zoning Projects” list.
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Advanced Search Option — By Date

We support the option to search for all planning projects by the date the project was created. To use
this feature, please leave all of the search fields blank, except for the “Date From:” and “Date To:”
boxes. In the “Date From:” box, please select the earliest date in which you would like to search for
projects. In the “Date To:” box, please select the latest date in which you would like to search for
projects. Once you have a selected a “To” and “From” date, please click “Search”.

*If a large number of projects are returned matching these criteria, only the first 100 will be shown. If
your project is not listed, please narrow your date range and try again.
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These criteria will return the first 100 projects created in the month of January 2018.



