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Apply for a Trades License on Civic Access

City Hall
Planning &
Development
Services

6E 6" St
PO Box 708
Lawrence, KS 66044

P: 785-832-7700
lawrenceks.gov/pds
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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.

The Trades License Holder will need to apply for the license with
their own portal account.

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

Web Links+*  Dashboard

Apply

MyWork  Today's Inspections  Map

Report

Pay Invoices  SearchQ ~ Calendar (0
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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.
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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.


https://lawrenceks-energovweb.tylerhost.net/apps/selfservice#/home
https://lawrenceks-energovweb.tylerhost.net/apps/selfservice#/home
https://lawrenceks.gov/epl/
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e Use the search bar OR select ;" to filter through the applications.
Specify to ‘All Professional Licenses’ then select the Apply button.

NOTE: Trade license holders cannot pull permits, please apply for a contractor

license for the company instead. Call Planning & Development Services at 785-
832-7700 if you have questions.

Miscellaneous Administrative

Pre-Application Canference

Rezone

Site Plan

Subdivision

Use Permit

Professional Licenses

All Professional Licenses

Tradesperson License

Follow the steps to submit.

NOTE: Some steps may look
different depending on the
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Do)

license type, follow the

“required” fields.

Journeyman Electrician Trades License Apply
Category Description
Tradesperson License A journeyman electriclan Is a persen who labers at the electrical trade as an employee of an electrical

contractor, and has passed an examination as a journeyman electrician pursuant to the Kansas Statues
Annotated, and amendments thereto.

Journeyman Mechanical Trades License Apply

Category Description
Tradesperson License A journeéyman mechanical is a person who labaors at the mechanical trade as an employee of a

mechanical contractor, and has passed an examination as a journeyman mechanical pursuant to the
Kansas Statues Annotated and amendments thereto.

Journeyman Plumber Trades License appil 4

i

Categary DeeRCription

Tradesperson License A journeyman plumber is a person who labors at the trade of plumbing as an employee of a plumbing
contractor, and has passed an examination as a Jeurneyman plumber pursuant to the Kansas Statues
Annotated, and amendments therete.

Contacts
Details
Attachments
Signature

Review

ONONONCON -
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Step 1: Contact
|. Please add your contact card as the Tradesperson and other contacts if

needed. Select the Add button on required contact.

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

Contacts

Required Contact

! Tradesperson

@ Admin Applicant

Mame Address gilling
6 E 6th St, Lawrence, KS 66044

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

Add Contact
Q, Search here
First Mame Last Name Company Email Address Fawvorite
[] Tep TED - - - v
o - Mot Applicable - - - L
Admin 6 E 6th St Lawrence, KS 66044 v

Rows per page: | 15 - 13003
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This pop-up indicates the selected contact card is for the required

Tradesperson.

Select contact type for:

Admin

MName

Email

* Required contact type

Additional contact types
O Applicant

O Employer

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.

© 2dd contact

Contacts

° Admin Applicant  Tradesperson
Hirme Blling B

& E 6th St, Lawrence, KS 66044
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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%
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Apply for a Trades License

Step 2: Details
l. This step varies from license to license, please read the information.

NEW LICENSE

NOTE: Many skip the Employment Experience section. If this is left
blank, it will delay the review process as staff will need to reach out to
you to complete.

Employment Experience

No rows added yet

Employment Experience

From:

To:

Total Years:

Months

Employer

Verify by calling:

Phone Number

Job duties performed:

Cancel Save & add another % 7
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Apply for a Trades License

RENEWAL: EXPIRED FOR MORE THAN 1YEAR

Please fill out the CEU Info (Renewal Only) and Qualifications section.

CEU Info(Renewal Only)

Include the hours and the date of when the Tradeperson’s CEUs were taken, they can be uploaded
to the application on the next step.

Qualifications

v

Previous %
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Step 3: Attachments
|. Please select '‘Read More’ to view all the information. Attachments that are
required to be uploaded with be shown on the screen, please select the Add
button and upload in the supported files.
Attachments
E Required: Photo ID Add
E Supported file types
\ .pdf.jpg..png,.jpeg,.gif .tiff,.doc,.docx,.xls,. xlsx,.text,.dwg,.zip,.csv,.rtf,.dxf .dwf,.dwfx,.txt
Required: Trade Exam Certificate Add |
E Supported file types
| .pdf.jpg..png,.jpeq.qif.uiff,.doc,.docx,.xls, xlsx, text,. dwg,.zip,.csv,.rif,.dxf,.dwf,. dwfx,.txt

CEU Certificates can be added after all required documents are filled by

choosing Add Attachment.

Attachments @ Add Attachment |

& I PhotoID - ]

]

& [ Trade Exam Certificate -

Pravious %

Select document category:

@ CEU Certificates
Supported file types: .pdf,.jpg,.png,.jpeq,.gif,.tiff,.doc,.docx, xls, . xlsx, . text,.dwg,.zi...

Cancel %
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Apply for a Trades License

Step 4: Signature
|. Please read the information and type your name in the box.

Signature Agreement

| certify that all statements made in this application are true and | understand that any false statements on this application shall be considered sufficient cause for
disqualification.

Please type your name as consent 1o electronically sign this application.

I Use typed name °

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

Apply for Professional License - Journeyman Plumber Trades License

a Contacts Review and Submit
° Details Contacts #
° Attachments

@- Admin Applicant Tradesperson
° signature o i

e o Billing

& E Gth 51, Lawrence, KS 66044
o Raviaw
Details #

Professional License Additional Details View more details

Attachments #

= PhotolD-

&=  Trade Exam Certificate -

Save draft Pravious %

The status of your trades license can be found by clicking Dashboard
and under My Licenses.

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

%}

My Licenses

After submitting the application, please watch out for an email if
anything requires resubmit or if an invoice is ready to be paid. Please
follow the guide on how-to Pay for an Invoice.
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