Processing Plan Review Payments at Intake

This document will walk the user through the collection of payment at Intake (versus at
Issuance) and how to further process the application from there.

Once an application is created, either through the back office by staff or ACA by a
customer, proceed with the following steps:

1. Open the record. When applicable, if the valuation calculator is entered at intake, then do so at this
stage in the process - otherwise go to the next step.

2. Go to the Fees tab - invoice ONLY the plan review fees that should be collected (for example:
Structural plan review, Fire life safety plan review, Development plan review, Planning plan review,
etc.). By Invoicing only the plan review fee(s), it will be the only fee(s) available to be paid through ACA
(or over the counter) by the customer.

Menu v Add Delete Void Invoice ReCalc Help
Expiration Date
Fees (7) Fee Calc. Factor: | Job Value(Contractor)s10,000.00 v | Fee Total 5725.50
Showing 1-7 of 7
Fee History (22) [ Feeltem aty Unit Fees Status Balance Due [ Invoice #| Assessed Fee Code Notes
[] Development plan review 1 Ea $300.00 NEW $300.00 04/04/2023 PW_TRAC
Inspections (0)
] Planning Plan Review 1 Ea $100.00 NEW $100.00 04/04/2023  P_TRAC_145
Owner (1) o
(]  Structural plan review fee 150 Ea $97.50 INVOICED $97.50 1263 0410472023 B_STR_500
Parcel (1) (| Firelife safsty plan review 150 Ea $60.00 NEW $60.00 04/04/2023  B_STR 550
Payment []  Structural building permit fee 1 Ea $104.65 NEW $104.65 04/04/2023  B_STR 560
(] Balance of minimum permit fees - structural 4535 Automatic $45.35 NEW $45.35 040472023 B_STR_780
Payment History —
] State of Oregon Surcharge - Bldg (12% of applicable fees) 150 Ea $18.00 NEW $18.00 040472023 B ST SR..
Professionals (0)
3. Now that the fees are available to be paid online, the customer needs to be notified. Go to the Workflow

tab and open the Application Intake task.

4. Select a new status of ‘Intake Requirements Needed’ - this status will keep the record’s workflow at the
current task. Note, the ‘Current balance’ will be displayed in the task comment, where comments are
indicated as required.
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,,,,,, esiessiass |PDATE STATUS *-essstssseasas
New Status * Status Date *
EMAIL NOTIFICATION: Select below 04/04/2023 E
Intake Requirements Needed ~
Action By Department * Action By *
Current Department Current User
State ePermitting v Kelly Marshall ~

Comments and Conditions
Comments Required.
B-Standard Comment

Current balance = $97.50

P
check spelling

5. In the task comment - a standard comment from your jurisdiction’s comment library regarding intake
fees can be added — or, enter a comment letting the customer know that plan review won’t be started
until after the required intake payment is made, i.e. “Please pay intake fees as required to allow plan
review to commence. A direct link to this record and to pay fees is provided below in this email.”

6. While the Applicant of record is automatically selected for email notification via this task status -
selecting any additional people from the other available dropdowns (internal or record contacts) who
need to see this request for intake payment, is an option.

WORKFLOW EMAIL NOTIFICATIONSTO EMAIL: AT LEAST ONE BOX MUST BE CHECKED. Comments entered above will appear in body of email.

Applicant Email Admin Users Onsite Users

- nothing@nothing.com; —Select— w —Select—- v
Site Contact Email Building Users Planning Users
U - —Select- v —Select-- w
Licensed Professional Email Business License Users Public Works Users
—Select- v —Select-- w
Property Owner Email Code Enforcement Users Third Party Users
nothing@nothing.com —Select— v —Select-- v
Other Email Fire Users External Recipients
—Select— v —Select- L4

Separate each email with a semicolon

7. Once this is completed, click Submit. The email that is sent to the Applicant of record is automatically
saved to the Communications tab on the record. The Application Intake task status and the overall
Record Status will now be updated to Intake Requirements Needed.

8. Agency will receive an emailed alert [or will be notified there is an alert email waiting via the Alerts

page, as an optional back-up] that a payment has been made on the record — or the customer will come
into the office to make payment in person.

A\

—

O A BUILDING payment has been made on record

Alert
O ABUILDING payment has been made on record
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10.

11.

c |

Permitting

Upon payment of the required intake fee(s), then continue to process Workflow as per usual. Open the
Application Intake task and result it as Ready for Plan Review, select appropriate review workgroups
thru parallel tasks, assign review tasks, etc.

Designated plan reviews take place and, if applicable, the Valuation Calculator tab is populated by the
Plans Examiner of record or designee. At plan review approval by all indicated plan review workgroups
- the record automatically advances to the Completeness task in Workflow. The Permit Tech then
readies the record for issuance and determines the Fee Calc Factor on the Fees tab. If and when the
Fee Calc Factor is changed on the record, the fees will all automatically recalculate as per the change
in valuation, including the plan review fee(s) that were paid at intake. Newly recalculated plan review
fees will be automatically assessed on the record.

Menu ~ Add Delete Void Invoice ReCalc Help
Expiration Date
Fees (7) Fee Calc. Factor: | Job Value(Contractor}$10,000.00 v Fee Total §725.50
Showing 1-7 of RUESREITE (e e 000.00
Job Value(Calculator)383,685.00
Fee Histo ry (25) D Fee ltem Qty Unit Fees Status Balance Due Invoice #  Assessed
[] Development plan review 1 Ea $300.00 NEW $300.00 04/04/2023
Inspections (0)
annin an Review a uo vy uu 1041,
Planning Plan Revi 1 E: $100.00 NEW $100.00 04/04/2023
Owner (1)
(]  Structural plan review fee 150 Ea $97.50 INVOICED $0.00 1263 04/04/2023
Parcel (1) [] Fire life safety plan review 150 Ea $60.00 NEW $60.00 0410412023
Payment tructural building permit fee a 0465 W 04.65 104/,
y § | buildi it f 1 E $104.65 NEW $104.65 04/0472023
Balance of minimum permit fees - structural 4535 Automatic $45.35 NEW $45.35 0410472023
Payment History O .
State of Oregon Surcharge - Bldg (12% of applicable fees) 150 Ea $18.00 NEW $18.00 04/04/2023
) 9 al pp )
Professionals (0)
- Menu  ~ Add Delete Void Invoice ReCalc Help

Expiration Date

Fee Calc. Factor: | Job Value(Calculator)583.685.00 v | Fee Total $1.486.09
Fees (7)
Showing 1-7 of 7 Fee Calc Factor changed from Contractor to Calculator value
Fee History (33) D Fee Item Qty Unit Fees Status Balance Due Invoice #  Assessed
D Development plan review 1 Ea $300.00 NEW $300.00 04/04/2023
Inspections (0)
lanning Plan Review a 00. W $100.00 04104720,
Planning Plan Revi 1 E $100.00 NEW $100.00 04/04/2023
Owmer (1) o : } ;
D Structural plan review fee initial glan review fee voids to credit 150 Ea $97.50 CREDITED $0.00 1264 04/04/2023
Parcel (1) [] Structural plan review fas newly recalc'd plan review added 5005 Fa $32533 | NEW $325.33 0410472023
Payment [[] Fire life safety plan review 5005 Ea $200.20 NEW $200.20 04/04/2023
Payment History D Structural building permit fee 1 Ea $500.50 NEW $500.50 04/04/2023
State of Oregon Surcharge - Bldg (12% of applicable fees) 5005 Ea $60.06 NEW $60.06 04/042023
g g 9 PP )

Professionals (0)

Permit Tech will locate and invoice any of the newly recalculated plan review fees that had initially been
paid at intake.

[]  Structural plan review fee 150 Ea $97.50 CREDITED $0.00 1264 04/04/2023 B_STR_500
[C]  Stuctural plan review fee 5005 Ea $32633 INVOICED $325.33 1265 04/04/2023 B_STR_500

Go to the Payment tab — note the Not Applied balance showing on the initial (intake) payment displayed
in the Transactions section — this unapplied credit must be immediately reapplied to the newly
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12.

13.

14.
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recalculated plan review fee(s) that were just invoiced on the Fee tab [prior step].

Pay Apply | Refund Void Generate Receipt | Fund Transfer | Reports v Help
Expiration Date
Fees (7) Tot :  s12533  The system does tentative
Tot: 59750 math to reduce the KMARSHALL
Fee History (33) Total Balance: outstanding balance by the 0410412023
Amount Not Applied: s97.50 amount of the unapplied credit
Inspections (0) Invoices
Invoice # Amount Faid in Full Balance
Owner (1)
1263 $97.50 ¥ $0.00
Parcel (1) 1264 (597.50) 5000
Payment 1265 $325.33 N $32533
Payment History Transactions
Transaction Code Transactions Metnod Receipt # Not Appiied Amount Status ofice Trust Account ID Cashier 1D Date
Professionals (0)
O Payment Check 813 $97.50 59750 Paid Not Appli KMARSHALL 0410412023

On the Payment tab, checkbox the initial (intake) payment in the Transactions section, select Apply
button — a record fee list will be displayed. Note the Amount Not Applied indicated — this is your
available credit — locate the recently invoiced new plan review fee(s) that shows an Outstanding
balance — enter the full amount of the unapplied credit in the Amount field, then Submit.

Menu Submit Full Pay Reset Cancel Help
Expiration Date
Fees (7) Amount Not Applied: $97.50
Invoice # Priority  Payment Period Fee Code Fee ltem Quantity Fee Paid Qutstanding Amount
Fee History (33 ‘enter unapplied
Y ) [ 1265 STANDARD B_STR_500 Structural plan review fee 500.5 $325.33 $0.00 $325.33 )O 00 R

Inspections (0)

Total
Owmer (1)

Parcel (1)

Payment

Once the available Amount Not Applied has been reapplied to the new plan review fee(s) — the Not
Applied amount on the initial (intake) payment has been reapplied and is now showing as $0. The
Total Balance has now been reduced by the amount of the initial (intake) payment amount — and the
balance showing is the difference owed in plan review fee(s) that can now be collected along with
issuance fees at issuance. Go to the Fees tab and invoice all of your other issuance fees for collection.

Pay Apply | Refund Void

Generate Receipt ~ Fund Transfer ~ Reporis Help
Expiration Date
=) Total Invoice Amount:  $325.33
Total Payment: 597.50 KIMARSHALL
Fee History (33) Total Balance: $227.83 Date: 04/04/2023
Amount Not Applied: $0.00  Unapplied amount is now $0
Inspections (0) Invoices
Invoice# ~ Amount it Paid in Full Balance
Owner (1)
1263 $97.50 Y 0.0
Parcel (1) == (897.50) €0
Payment 1265 $325.33 N

Unapplied credit

Transact has been resolved
Payment History ransactions

Transaction Code Transactions Method Receipt # Not Applied Amount Status Office Trust Account ID Cashier ID Date
Professionals (0)

O Payment Check 813 $0.00 89750 Paid Not Appli KMARSHALL 04/0412023

Once all the above steps have been completed — go to Workflow, open the Completeness task, result it
as Ready to Issue. This result will again automatically setup for an email to the Applicant of record and
will drop the Balance Due into the task comment — you will then add any issuance information including
another payment comment for issuance fees this time and any instructions on how to pick-up/get their
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stamped approved plans and permit. You have now completed all steps related to taking plan
review payment at intake!

Professionals (0)

Record Status

Related Records

Set (0)

Valuation (Calculator) (1)
Valuation (Confractor)

Workflow

Your Link
to building Oregon

............ UPDATE STATUS s stsnssssas

New Status
EMAIL NOTIFICATION: Select below

Ready to Issue

Action By Department *
Current Department

State ePermitting

Comments and Conditions

* Comments Required.

B-Standard Comment
Current balance = $1,388.59

<

Status Date *
04/04/2023

Action By *
Current User
Kelly Marshall
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