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Online Right-of-Way Permit Instructions
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—Pp On the City iPad, select the following icon:

Right Of
Way Permit

— On a computer, go to https://selfservice.centervilleohio.gov/EnerGovProd/SelfService#/home.

NOTE Before Proceeding:

e The contractor performing the work shall provide a current Certificate of Insurance and a
Performance Bond in the amount of $5,000. Upon receiving your application, the City will
notify you if either of these documents are still needed.

e The bonded and insured contractor performing the work should be the one to apply for the
permit. If you are a homeowner, stop now, and either have your contractor complete the
application, or call the number below if you plan to do the work yourself.

If you have any questions after reviewing these instructions, please call Public Works at (937) 428-4782.
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Login Instructions for New Users:
1. Go to https://selfservice.centervilleohio.gov/EnerGovProd/SelfService##/home.
From the Home Screen, select “Sign Up” to create an account

10:00 AM Mon May 3 wll LTE 38% @ |
cure — selfservice.centervilleohio.gov

City of Centerville, Ohio Online Permit. .
System

Centerville Documents » Map  Report  FeeEstimator

Pay Inw SearchQ, Help@®  Calendar (0

Welcome

Welcome to Self Service!

Not a Member? Register.

Search Permits Create a new account now - click Sign Up to get started.
This tool can be used to search for existing permits.

Today's Inspectfons

Search Plans View the jurisdictions’ scheduled |

This tool can be used to search for existing plans.

ns by date

Log In
Search Inspections Loginwith an existing account,
This tool can be used to search for inspections
associated with permits.

2. When prompted, enter your email address (this email address will receive all CSS
notifications and will be used to login in the future). Click “Next”

Registration

Step 1 of 3: Email Address

Your e-mail address is your username.

3. Check your email from the email address you just entered. It will look like the email below
and will come from records@centervilleohio.gov . Check Junk/Spam folders if you can’t find

the email.
Click the “Confirm” link at the bottom to confirm your email address.

(Note: If you are unable to access your email while in our office, the following can be done
from your home computer/phone. Please take these directions with you and finish your

Right-of-Way Permit Application at that time.)
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Citizen Self Service New User Account x m 2

Confirmation Inbox x
records@centervillechio.gov 9:05 AM (0 minutes age) ¥y 4 ;
tome -

You are receiving this automated e-mail based on a user registration request that we
received for the Citizen Self Service tool for our jurisdiction. The purpose of this
confirmation is to validate the e-mail address that was provided in the initial user
registration process is the correct e-mail address for your user account. Please click the
link below to continue to the next step of the user registration process.

Confirm

4. The “Confirm” link will bring up a new webpage. Your email will be shown. Click “Register”

Fegistraticl n

Step 2 of 3: Email Address

Your e-mail address is your username.

Email et ——

5. Fill out all required information in the Contact Information section. You will also create a
password in this step.

Registration

Step 3 of 3: Contact Information

6. Click “Log In” and enter your email address and password to login.

Thank you for registering

Thank you for registering for an account. Your account is now active and ready to be used.

o
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Login Instructions for Returning Users:
1. Go to https://selfservice.centervilleohio.gov/EnerGovProd/SelfService#t/home.
From the Home Screen, select “Log In” to log in to a previously created account.
(You can also click “Log In” under “Guest” in the top right corner.)

ity of Centerville, Ohio Online Permit System ... ..

LogIn
Register

Centerville Documents v Map Report FeeEstimator Paylnwoices SearchQ

Help@ Calendar (@

Welcome

Welcome to Self Service!

Not a Member? Register.
Search Permits Create a new account now - click Sign Up to get started.

This tool can be used to search for existing permits.
Sign Up

Today's Inspections
Search Plans View the jurisdictions' scheduled inspections by date.
This tool can be used to search for existing plans.

Log In
Search Inspections
This tool can be used to search for inspections associated with
permits.

Log in with an existing account.

2. Enter your email and password and click “Log In”

Login
* Email Address
* Password

Remember Me

Forgot your password?
Switch jurisdiction?
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Applying for Right-of-Way Permit after Log In:
1. Go to https://selfservice.centervilleohio.gov/EnerGovProd/SelfService##/home.
Once logged in, the home page will appear. Click “Apply”, then click “All (105)”

9:45 AM  Tue May 11

Fee Estimator

B BUILDING,
ZONING, PUBLIC
WORKS PERMITS

» Zoning
Verificatin Letter

> Changeof
Business Name

> Accessory
Structure -
Residentia| {Less than
2005F)

> Accessory
Structure -
Residential (200 5F or
larger)

> Sign, Temporary
wall)

> All(105)

2. This screen will appear. Click “Public Works” then select the type of Right of Way Permit

City of Centervil

Not Secure — selfservice.centervilleohio.gov

e Documents~  Dashboard SAPpIY®S View+s Map  Report

Pay Invoices  Search@

Help @

Calendar (0

[ PLANNING
DEPT.

> Planning -
Canditional Use

> Planning-
Development Plan,
Final

> Planning-
Development Plan.
Prefiminary

> Planning-
Landmark, Demolish

> Planning-
Landmark Designate

> A8

le, Ohio Online . Permit ..

Wl LTE 46% @

you wish to apply for. Click “Apply” for the appropriate Permit.

9:46 AM  Tue May 11

Categories
Al
Building €2
Electrical €3
Fuel Gas @)
Mechanical @)

Plumbing @)

Public Works (@)

Zoning €

Mot Secure — selfservice.centervilleohio.gov

Permit Application Assistant

Public Works : Right of Way Permit - Concrete

Driveway Apron
RW Permit - Driveways - Concrete

Categories ‘ Main Menu

Public Works : Right of Way Permit -
Apron

Asphalt Driveway

RW Permit - Driveways - Asphalt

Catcgadle | Main Menu

Works : Right of Way Permit -
urb Repair

RW Permit - Sidewalk and Curb

Categories ‘ Main Menu

Sidewalk and

Public Works : Right of Way Permit -
Connection

Utility

RW Permit - Utility Connection

Categories ‘ Main Menu

il LTE 45% @ )

Apply
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3. Follow the steps to fill out the permit application:

a. Step 1 “Locations” —this is the address of work. Click “Add Location.”

Apply for Permit - Right of Way Permit - Concrete Driveway Apron

REQUIRED

Locations

LOCATIONS

Location v

Add
Location

+

Please Note: Each
permit may only have
one location
associated with it.
Two driveways, for
example, will require
two separate permits.

REQUIRED

b. Use the search bar to enter just the address number, hit enter, and it will pull all
associated addresses in the City. Click “Add” for the desired location. Click “Next”.

Add Address As  Location  ~

Enter Manually

Address Information

1250 BLACK OAK DR, Centerville, OH 45459

1250 BLACK OAK DR, Centerville, OH 45459

1250 BRAINARDWOODS DR, Centerville, OH 45458

Add

c. Step 2 “Type” —requires a description of work. Please be brief but informative. Click
“Next” when Description is complete. (Note: at any point during the application, you

may choose “Back” or “Save Draft” at the bottom of the screen.)

Apply for Permit - Right of Way Permit - Concrete Driveway Apron

Locations

Type

PERMIT DETAILS
“ Permit Type Right

of Way Permit - Concrete Drivey

Description

Save Draft Next

“REQUIRED
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d. Step 3 “Contacts” — your user will automatically be added as a contact. Should you
wish to add an additional contact for the work, click “Add Contact” and enter
applicable information. If you are the only necessary contact, click “Next”.

Apply for Permit - Right of Way Permit - Concrete Driveway Apron “REQUIRED

Locations Type Contacts

‘CONTACTS

E 3

Contact

Test Test (You)

test test, test, +

e. Step 4 “More Info” —fill in all required desired information. Click “Next” when
complete.

f. Step 5 “Attachments” — attachments are not required for driveway apron permits,
but are required for any utility-related permits. Please attach a detailed drawing
when necessary, showing utilities in the area and any other applicable information.
Click “Next” when complete.

Apply for Permit - Right of Way Permit - Concrete Driveway Apron *REQUIRED

Locations Type Contacts Mare Infa Attachments

Attachments

cen
Residential Concrete

Driveway Apron

Add Attachment Add Attachment

+ +

Supported: pdf, jpg, png, jpeg, tiff,
Supported: pdf, jpg, pg, jpeg, 1iff, doc, docx, xis, xisx, text, dwag, zip,
doc, docx, xls, xIsx, text, dwo, zip, csv, dxf, dwi, dwix
csv, dxf, dwT, dwix

REQUIRED

g. Step 6 “Summary” — check to see that all entered information is correct. If so, click
“Submit” at the bottom.
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h. Upon submittal, you will see something similar to the following screen. You will
receive an email when the permit status has been changed, and another email
prompting for payment when the Permit Application has been approved by a City
Employee. (Note that you will not be able to print the permit at this time, as it has
not yet been issued. Once issued it may be printed.)

+" Your permit application was submitted successfully. Please click the Pay Now button to pay for the invoiced fees to complete the process.

Permit Number: ROW-2021-0060

= Permit cannot be printed at this time. Permit has unpaid fees.
« Permit cannot be printed at this time. Permit has not been issued.

Permit Details | Tab Elements | Main Menu

Type: Right of Way Permit - IVR Number: 14443 Applied Date: 05/11/2021
Asphalt Drivewsay
Apron
Status: Subritted - Online Project Name: Issue Date:
District: Assigned To: Expire Date:
Finalized Date:
Description:
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Paying the Permit Fee:

1. There are various ways to pay the permit fee. Go to
https://selfservice.centervilleohio.gov/EnerGovProd/SelfService##/home and login. Click on
“Dashboard” then scroll down to “My Invoices”. If there are any to be paid, they will be
shown in “Past Due” (see below). To pay the permit fee, click “Add to Cart”.

My Invoices

Current

o' %000

Past Due

D $5000

A

Total

1 $50.00

Add To Cart

» View My Invoices

2. The “Cart” will appear. Click “Check Out” if you are ready to pay.

4Back
Shopping Cart
Total ~ $50.00
Invoice: INV-00004501 Description: NONE
Due Date: 05/11/2021 Billing Contact: Test, Test
$50.00
Case Number Project Case Address Amount Due
1250 BRAINARD WOODS DR Centerville OH
ROW-2021-0063 $50.00
45458 .
Top | Main Menu
Total  $50.00

3. This screen will appear. Complete all Credit Card Information and click “Pay Now”.

MyGovPay
%

B

hindle,Taylor {tSchindles centervilechio g
Centerviie, Ur

Order Number: 533

Tuesday, May 11,2021

Involce # Item Description [ Unit Price Total Price:
INV-00004501 NONE 1 $50.00 $5000
Item Total: $5000

Order Total: $5000

Payment Details

"3l fekds e paquired

Cardholder Name Billing Street Billing Zip Cade

Card Type Card Number Expiration Date

Select one v Manth. v

CVV Code
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Scheduling an Inspection:
1. Go to https://selfservice.centervilleohio.gov/EnerGovProd/SelfServicet#t/home.
Select the “View” dropdown from the top menu. Under “Inspections” choose “Request
Inspections”

City of Centerville, Ohio Online Peginit System.....c..o. - w-

Centerville Documents » Dashboard  Apply v Miep Report  Fee Estimator

Paylnvoices  Search@ Help®  Calendar (1

== INVOICES @ PERMITS i pLANS i@ INSPECTIONS € REQUESTS

> MYINVOICES 3 My Permits 3 MyPlans 3 MyExisting Inspections > My Requssts

» Reguestinspections

> Teday's Inspections

2. Select the Check Box for the permit for which you would like an inspection. Then click
“Request Inspection”

Request Inspections B

Exact Match [

Sort| Case Number

ROW-2021-0063 1250 BRAINARD WOODS Right of Way Permit - Right of Way Permit -
DR Concrete Driveway Apron Drivewsay There are unpaid fees on this case.
Centerville, OH 45458

Results per page |10 v | 1-10f1

3. Select the date you would like your inspection for, then select AM or PM. Add any
additional comments then click “Submit”.
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Other Features of the Online Application Portal:

e On the Dashboard, you are able to see Active, Pending, Draft, and Recent Permits. You can
click “View My Permits” to see a list of all Permits. Also at the bottom of the dashboard,
you can see the “My Invoices” section, which will show all Invoices that need paid and have
been paid.

Centerville Documents v DESLGLEGI Apply Vieww  Map Report  Fee Estimator

Pay Invoices  Search®, Help®@  Calendarg

My Permits

Attention Pending Active
0 0 0

Right of Way Permi...

Recent
0

e Documents — Click the “Centerville Documents” dropdown to view the City’s Specifications
for driveway aprons and more. Click on the one you want to open the PDF.

Centerville Documents B\::hboard

Pay Invoices  Search@, Help®@  Calendar o

Various Documents

*  Occupancy Floor Plan

* SitePlan

* Concrete Drivewsy Apron

»  Aszphalt Drivewsy Apron

¥ ankee Trace Drivewsy Apron
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