How to Create a Tree Permit in the Planning Module

1. Select NEW to create a new application – Planning > Planning Tracking > N/A > Comprehensive
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2. Once the intake form loads, fill in the required fields noted by an asterisk (*).  Enter the Parcel where the tree(s) are located, select Search to look that parcel up to add to your application.
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3. Once the matching parcel is found, the associated Owner and Address will pop up (may be just Owner if the parcel has not been developed yet) – select the pieces to add to your application.
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4. Applicant is the next required section.  You can use the As Owner (or As Lic Prof is you had optionally added a Licensed Professional/Contractor) – or you can enter the required information indicated in the applicant form – note Primary Phone is required and is often not populated automatically.  While Email is not required, it is highly recommended in order to take advantage of added system functionality.  Note, the red statement at the top is NOT an error – just input guidance.
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5. You must then enter an Application Type (this is a required field).  The values for this dropdown list are custom values, so the agency would need to include a tree-related application type value for these permit types.
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6. While not required, there is a Tree application specific information (ASI) section included on the intake form – these fields should be filled in when applicable.  Once complete, click Submit to create your record.
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7. In the intake form, you have the option to add the Tree Custom Fields Table by selecting ADD to add a row – you would then fill in the tree details indicated, note there are several required fields in this table, and you must scroll to the right to see all fields (epermitting cannot control the precise formatting of this table/row).
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You also have the option to add the Tree Custom Fields Table details post-intake – see step #8 for instructions on how to do this.

8. Your record will be created, click it open from the Record list page.  Once you open your record, go to the Custom Tables tab in the Navigation pane – in the Table dropdown, select Trees.
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Select ADD to add a row of Tree detail information.  Enter the required information and any other details as needed.
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9. Go to the Fees tab and ADD to add any applicable fees.  Invoice these when you are ready to collect payment.  Go to the Payment tab to receipt payment.

10. Go to the Workflow tab > open the Application Intake task.  You can result this task as Issue Permit/Decision which will immediately jump to issuance, generate the Permit report, and close the record in one fell swoop – you would only use this result IF there were no staff review and no inspections required.  Alternatively you can result this task as Application Deemed Complete – this will advance the record to the Staff Review task in preparation for some form of review and potentially for inspection.
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11. [bookmark: _GoBack]If you selected Application Deemed Complete, the record advanced to Staff Review – click the Staff Review task open.  You can result this task as either Issue Permit/Decision – Final Insp Not Rqd – or – Issue Permit/Decision – Final Insp Rqd.  This will depend on if your agency requires inspections on these permits or not.  If you select Issue Permit/Decision – Final Insp Not Rqd, the record will be issued, the Permit report generated, and the record closed given no inspections are required.   See the next step for selecting Issue Permit/Decision – Final Insp Rqd.
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12. If you select Issue Permit/Decision – Final Insp Rqd, the record will be issued, the Permit report generated, but the Workflow will remain at the Staff Review task and the record open as it requires inspection(s).  Inspections would then be scheduled by the applicant or the agency on the Inspections tab.  Once Final inspection is scheduled and positively resulted (Approved), staff would return to the Workflow, open the Staff Review task and result the task either as Final Inspection Complete/Approved or Final Inspection Completed/Denied – whichever is applicable.  Both results will close the record.
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Below is Planning Workflow Diagram related to steps #9 to #11.

[image: ]
T:\ePermitting\Training Documents\How to Create Tree Permit in the Planning Module.docxs2016\normal.dotm         Updated:  June 3, 2020
6
image3.png
Select | Cancel = Help

W Primay  Steet#  Fraction

[N 123

M Name

4 SELANDER JUDITH A TRUSTEE

Pre-
Direction ~ Street Name

3RD

Address Line 1

123 3RD ST UNIT 123

Post U
StrestType  Directon T
ST

Mail City Mail State Phone

LAKE OSWEGO ~ OR




image4.png
Search AsOwner | Aslic.Prof = AsContact ~

This i< NOT an error message. lesse enter  name in AT LEAST one o thethes reqire feds blow.

Type *
Applicant

Full Name *
SELANDER JUDITH A TRUSTEE

Last Name * First Name

Organization Name *

Address Line 1

123 3RD ST UNIT 123

Address Line 2

city State Zip Code
LAKE OSWEGO OR 97034

Secondary Phone

E-mail




image5.png
Planning Tracking

GENERAL INFORMATION

Process Type
—select-

Zoning 1 Zoning 2

—select- —Select-

Use Category Comp Plan Designation
—select- —Select-

Current Use Proposed Use

Internal Tracking Number

[JFor Farm or Forest Use

check speliing check spelling




image6.png
Tree Application Directions

check spelling




image7.png
TREES q @ Delete

[ Asplcation Type:




image8.png
Add Delete | CSVExport  Help
Record Summary

feriEs () Table Subgroup [T

Sicn

TReES.
Address (1) [] Time (Hou|FLOODPLAIN Iy Activty  Notes(Text Area)
Application History (4)

Comments (0)
Communications (0)
Conditions (Standard) (0)
Conditions of Approval (0)

Consolidated Record
Activities (1)

Contacts (1)

Planning Tracking




image9.png
Save Delete | CSVExport  Help

Table Subgroup [TREES v 2l

[] Avplication Type s Number of Tres(s)(Number)  Type of Tree  Other Tree Type(Text)




image10.png
Table Subgroup [TREES

[Fiter tabre: Al

—Select—

Emergency

Hazard

Invasive

iinoriMaior Forest Management
ROW Trees

Type I vith MajoriMinor Dev.
veriication





image11.png
< Record ID: 499-20-000028-PLNG

Custom Tables (4) N Task Details  Sub Tasks (0)

MENU v SUBMIT

SSIGN  RESET  Ci

CULATE HOUR HELP
Description of Work/Copy

Recs(Unrelated)
Expiration Date —Amg"Ed o Aasned o Deparment Assigned Date
Documents (0) g:l;{;g;ff‘“s Action By Department Action By Status Date
Soplcato St araming Koty waroral 06132030
Fee (0)
© In Possession Time (irs) Time Tracking Start Date
Fee History (0)
New Status * Status Date *

/0312020 @ V] Display E-mail Address in ACA

Inspections (0)

‘Addl Info Needed
Addl Info Revd
Application Accepted

Owner (1) Display Commentin ACA|
plcation Deemed Incomplete
tion Submitied
Parcel (1) Application Submitte Comment Display in ACA
AIIACA Users
lo Review Required/Over the Counter Approval
Payment Pre-Application Meeting Requested ! Record Creator
Ready for Staff ReportiDecision
Void W Licensed Professional
Payment History Withdrawn
¥ contact
Professionals (0) & owner
Record Status
eneck speing
Related Records
Set (0) Form Name: Workow Pocess View
Planning take





image12.png
Task Detals - Saf Review

. Assigned to Department Assigned Date
Assigned o pianning 0610372020
Current Status ~ Action By Department Action By

In Possession Time (frs) Time Tracking Start Date

Status Date
0610312020

“Status Date *

061032020
‘Agency Comments Received
Awaiting Review

Final Inspection Complete/Approved Kelly Marshall
Final Inspection Complete/Denied

Final Inspection/Not Approved

Final Staff Approval

Final Staff Denial
In Review

evisions Needet
Revisions Received
Tentative Approval
Tentative Denial
Withdrawn

check spelling

=

Action By * Current User

™

V] Display E-mail Address in ACA

Display Commentin ACA

Comment Display in ACA
Al ACA Users

¥/ Record Creator

W/ Licensed Professional
M contact

¥

Owner




image13.png
Assigned to Department Assigned Date
Planning 0610312020
Action By Department Action By Status Date
State ePermiting Kelly Marshal 06/0312020
In Possession Time (hrs) Time Tracking Start Date

Status Date ~
06103/2020 ]

Action By * Current User
Kelly Marshall

Final St Approval
Final Staff Denial
In Review
Issue PermitiDecision - Final Insp Not Rqd
Issue PermitiDecision - Final Insp Rqd
ions Needed
ions Received
Tentative Approval
Tentative Denial
Withdrawn





image14.png
FLOW PROCESS
(Where the workflow will progress to

TASK WORKFLOW STATUS when selecting this task status) APPLICATION STATUS
Addl Info Needed No Change Addl Info Needed
Addl Info Revd No Change In Review
Application Accepted No Change In Review
Workflow, Application Deemed Incomplete No Change Incomplete
0~.—-'v Application Submitted No Change App Submitted
\Options for, Expired No Change Expired
pracessing Pre-Application Meeting Requested Pre-Application Meeting Pre-App Meeting Requested
Sign,)Tree,’or,
S ther Ready for Staff Report/Decision Staff Report/Decision Ready for Staff Report
Deyelopment; Close Out Void
Permit via Close Out. Withdrawn
Planning
s to crnce e
Pre-Application Meeting Scheduled No Change Pre-App Meeting Scheduled
Not Required Staff Review

Pre-Application Meeting Held Close Out Pre-App Meeting Held
Withdrawn Close Out Withdrawn

Agency Comments Received No Change

Awaiting Review No Change In Review
Expired No Change Expired

Final Inspection/Not Approved No Change In Review
In Review No Change In Review

Revisions Needed No Change Revisions Needed
Revisions Received No Change In Review/Revisions Revd

Tentative Approval Staff Report/Decision Tentative Approval
Tentative Denial Staff Report/Decision Tentative Denial

Final Staff Approval Close Out Final Approval
Final Staff Denial Close Out Final Denial
Withdrawn Close Out Withdrawn





image1.png
Cancel

Record Type

Help

= Recora Tvee

Buidng

= Planning

ncuiry

Investgaton

- Tracking.
 Comprehensive

PublicWorks





image2.png
Submit =~ Savewithout Submit ~ Estimate Fee =~ Reset  Cancel

Record Detail + (This section is required.)
Project Name
TREES

TREE REMOVAL - TEST

check spelling

Record Type

Form Name: Single Entry New Record Form

l Clear Get Address & Owner Gls v

Parcel # *
21E10AA72123| X




