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Please log into the customer portal: https://lawrenceks-
energovweb.tylerhost.net/apps/selfservice#/home

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

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.
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Apply for a Pre-Application

Follow the steps to submit.
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Use the search bar OR select              to filter through the applications. 

Select the Apply button on Pre-Application Conference Request.
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Step 1: Locations
I. Select the Add button on Required Location.

Apply for a Pre-Application

II. Enter the address by using the search tool. After typing in the address, hit
enter. Select the parcel check box then Save.

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



Step 2: Contact
I. Please add the Required Contacts and other contacts if needed. Select the
Add button for each.

Apply for a Pre-Application
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II. 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.

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

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

Fill out the required fields.

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



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

Apply for a Pre-Application
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Step 4: Attachments
I. Please attach any plans, drawings, or supporting documents in the
supported files.

Select what the document category is.

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 5: Review
I. Please review your application and select submit.

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