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Apply for a Pre-Application

Please log into the customer portal: https:/lawrenceks-

energovweb.tylerhost.net/apps/selfservice#/home

NOTE: A registered account is required to apply for permits, plans, and
licenses. If you have not created an account, please follow the how-to

guide Create a Civic Access Account.

Select ‘Apply, can be found on the screen boxes or in the header.

My Work  Today'sInspections Map

Paylnvoices  SearchQ,  Calendar (@

City of Lawrence - Douglas County Civic Access Portal
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Search Public Records

This tool can be used to search for
existing permits, plans, inspections,
code cases, requests and licenses.

(2

My Account

Click here to access your account
information.

Apply
This tool can be used to apply for a
permit, plan or license.

Pay Invoice
Use this tool to pay for individual
invoices.

Calendar

Click here to find out about certain
events like holidays and public
hearings.

&

Citizen Connect

Access the Citizen Connect portal to
view locations of permits, planning
applications, code compliance cases,
and licenses.
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https://lawrenceks-energovweb.tylerhost.net/apps/selfservice#/home
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Apply for a Pre-Application

e Use the search bar OR select :. to filter through the applications.
Select the Apply button on Pre-Application Conference Request.

I D
- Q Search for application names and keywords

[0 Certificate of Survey 1 i
OO Pre-Application Conference Request
Calegody Description k
) Development Plan 2 ooo Pre-Application Used for requesting a pre-application conference with City stafi. Pre-application conferences must take
Conference place at least 7 days prior to submitting your application.
[0  Historic Review 3
O Inquiry 1

a Miscellaneous Administrative T

= Pre-Application Conference 1

e Follow the steps to submit.

Locations
Contacts
Details
Attachments

Review

© 600
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Apply for a Pre-Application

Step 1: Locations
|. Select the Add button on Required Location.

Locations
i Required Location Add “i
' Location

ll. Enter the address by using the search tool. After typing in the address, hit

enter. Select the parcel check box then Save.

Search for Location X
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City of Lawrence, Kans Powered by Esni

Enter manually ?

NOTE: Keep the address abbreviated, if not
the system will say no results were found.

g duysduieH MON

v | Q_ & East 6th Street *

No results
There were no results found for "4
East &th Street”. 4
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Step 2: Contact
|. Please add the Required Contacts and other contacts if needed. Select the

Add button for each.

NOTE: As the signed-in account applying for the application with the portal,
your contact might already be in the ‘Applicant’ slot.

Contacts

i Required Contact Add

E Applicant

ll. Search for them and select their contact with the check box. You can also
add contact cards to your ‘Favorite’ by clicking on the heart icons.

If the required contacts are not applicable or will be determined later, please
use those contact cards.

Add Contact
Q Search he
First Name Last Name Compary Email Address Favarite
[ TeDo TED L
a - Not Applicable w
[ Admin 6 E 61h 51 Lawrence, KS 66044 L

Rows perpage: | 15 - 13013

cancel %
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This pop up indicates the selected contact card is for one of the required slots.

If this contact is also serving as any of the other contacts, you can select

which ones with the check boxes.

Select contact type for:

Admin

Name Emal

* Required contact type

Additional contact types

24-hour Contact Person
O Agent

Architect
Contractor
Developer

Event Organizer
Legacy

0On-Site Supervisor

Owner/Occupant

Previous %

More contact cards can be added by choosing Add Contact after all required
contacts are filled. Please follow the above steps and then select what the
contact type is for. Click on Next after all contacts are added.

Contacts © Add Contact

o Admin Apglicant 1

Address Billing
6 E 6th S5t Lawrence, KS 66044

Previcus % 6
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Apply for a Pre-Application

If you are not able to find the contact card when searching, please enter it

manually.

Add Contact

o I

Enter manually

Fill out the required fields.

Enter contact manually

*First name
Emnail
* Home phone

* Business phane

Contact Address
Full address

Unit

Siale

Search

€y

No matching contact found.

Entar Mmlanf

’ I t
Rows per page: 15 = 1150f0 4 »

Cancel Next

(Only one phone number is required, once you type in the
number and click out, the rest of the * will disappear.)

*Last name
Company name

* Mobile phone

City
- Pastal code

Cancel L%

i
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Apply for a Pre-Application

Step 3: Details
|. Please read the information and complete the required fields. *

NOTE: Pre-Application Conferences will not be scheduled during the same
week the conference requested is received.

- The Applicant shall meet with Planning Saff at least seven (7) working
days prior to submittal of the application.

Step 4: Attachments
l. Please attach any plans, drawings, or supporting documents in the
supported files.

Select what the document category is.

Select document category:

Additional Supporting Documents

Supported file types: .pdf,.392, 3gp,.7z,.ai,.aif,.asf,.avi,.bmp,.csv,.dat, dds,.doc, d..
Instructions: Use for additional attachments that do not have a category listed.

O Pre-Application Concept Drawings
Supported file types: .3g2,.3gp,.7z .ai,.aif,.asf,.avi,.bmp,.csv,.dat, dds, doc, docx,. ..

Cancel %



—

LA
of HAW,

Apply for a Pre-Application 2

‘3ow?

fansh’

Step 5: Review
|. Please review your application and select submit.

Apply for Plan - Pre-Application Conferance Request

° Locations Review and Submit

° Contacts Locations #

° Details
© nachmens

o Review us 079-30-0-30-20-001.01-0

6, LAWRENCE, KS 66044  Location
Main address ] Main parcel

= This preperty is listed in the Kansas Register of Historic Places

= This property is listed in the National Register of Historic Places.

= This property is listed in the Lawrence Register of Historic Places.

= This property is located within the enwirons of a locally listed historic property.
« This property Is located within an Urban Conservation Overlay District.

Contacts #

o Admin Apphcant

6 E 61h 5t Lawrence, KS 66044

Drafi saved Previous %

The status of your Pre-Application Conference can be found by
clicking Dashboard and under My Plans.

Home WeblLinks~ |EBEEUJElE| Apply MyWork Today'sInspections Map Report Paylnvoices SearchQ  Calendar @

%}

Bll:lnq

My Plans
Attention Pending Active Recent Draft
Pre-Application Co... 1
Standard Site Plan 1

» View My Plans 9
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