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Entering Change-Orders (for paper submittals)

10. Select Permit in the ‘Application Views' box

# £J Property
| =B Projects
@& Zoning Exception 1 Item(s) Pending

« & Plumbing - Alt/Renovation Finished
- @& Plumbing - Natural Gas Finished

=& Electrical - Alt/Renovation 3 Item(s) Pending

w Owner of Record: Avery, Catherine M
- Occupant of Record: Avery, Catherine M
=& Related Projects: None
-2 Miscellaneous
&> Bond Summary

«- 0 PE21-0704 ISSUED Renovation

-0 Inspection Electrical - Alt/Renovation Permit: |
- D Inspection Electrical - Alt/Renovation Permit: |
#- & Plumbing - Alt/Renovation 2 Item(s) Pending

= £ Permits

- P D7E Draracene

11.Right click on permit, select tools, and select ‘Modify Process’
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| = & Electrical - Alt/Renovation 3 Item(s) Pending
& Owner of Record: Avery, Catherine M

; -+ Occupant of Record: Avery, Catherine M

I - < Related Projects: None

- 2 Miscellaneous

< Bond Summary

= Transactions: $154.25 Due: $0.00

w0

. mNOC

i D Inspection Electric;

! DO Inspectig

- @& Plumbing

w B3 Permits Email

w £ PZE Processes & Names [Z]  Finalize Permit

" £ Enforcements Gl tssue Permit [F]  Extend Permit

B2 Certificates Add Requirement [¥  Change status

- B3 Certificates of Occupanc Delete B3 Modify Attributes

B2 Inspection Groups & Break Linkto CO

1 Tables ¥ Break Link to Temp CO

L= Program Setup ' Bresk Link to Project
=5  Move Permit
&

12.Select ‘Add’

13.Select ‘Change Order Review’ and click ‘OK’
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Process Step Types

Electrical - Alt/Renovation Permit Zleviews

/ ﬁ{ého_/

15.Click once on ‘Change Order Review’
16.Then click on ‘Start Step’ at the top of the screen

17.Place documents in red folder, write address and ‘Change Order’ on tab and place

folder on review shelf
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