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Thank you for making time to learn about the Community Development Department’s
permit management software.

This system is new to us and, like any new system, it has some limitations we have to
work around. Thank you for your patience while we address concerns and fine-tune
the interaction. This training and a testing period are part of that process.




* FRAUD IS REAL

= \WWhat is Civic Access?
= Why?
= Test period.

= Civic Access...access
= Apply for a Zoning Compliance Review

= General tools
= Template
= Draft

= Paying fees
= Tracking your permit

‘JU‘NEAU

Today we will talk about

Fraud - it is an ongoing problem with electronic records, so want to discuss how to
protect yourselves and your clients.

We’ll provide an overview of the system and how it will look to you.

We will then go over how to sign in. If you’d like to follow along, you are welcome to.
Once signed in, we will apply for what we used to call an NCC, or nonconforming
certification. It will now be a “Zoning Conformance Review,” or ZCR.

We’ll go over some of the tools you have to reduce workload and errors through
templates and drafts,

We’ll touch briefly on paying fees — this part won’t be working until we “go live,” so
we’ll show you where to look and access the system.

Finally, we’ll show you tools for tracking your permit.
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INVOICE

FROM:
Planning & Zoning Commission

City of Juneau

* Looks official 155 Heritage Way
. Juneau, Alaska 59601
+ Provides easy way to address the urgency

TO:
RED FLAGS
* Not expected
+ Creates urgency
* Non-standard practices

* Funky Ilnks Invoice Information

* Odd names or weird e mail addresses Amount Due: $15.200.00 USD
Due Date: Upon Receipt

 Poor grammar Paymant Methed: Wi Transie

Remittance Information

Issued Upon Request
Instructions for Payment Confirmation

Direct all payment confirmations and related inguiries to the specified email to ensure
accurate documentafion, proper auditing. and inclusion in the meeting agenda.

In using Civic Access, there will be numerous e mails generated asking for your
participation. Links will be provided.

Fraudsters will use similar-looking e mails to bamboozle you into giving them money.
Do not be fooled.

Our customers have had sporadic fraudulent e mails. In the past, fraudsters have
collected contact information from application materials posted as part of the public
process — so, mostly for Planning Commission cases. The fraudsters wait until the day
before the hearing, then send an artful e mail that appears to come from our Director,
or someone else in authority. The e mail will advise you that you have thousands of
dollars of fees that need to be paid, or your case will not be heard. The e mail then
provides handy links — some are links in the document, and some are attachments.

Do not click the link or attachment. It may install malware on your computer.
If you get one of these e mails, please don’t pay any money. We will charge you all

your fees before we even begin to process your application. We will not contact you
the day before a hearing and extor...er, ask for money.




Let’s look at some of the red flags on this real life fraudulent invoice:

To get an invoice right before a Planning Commission meeting is unusual, BUT a well-
intentioned applicant may wonder if they missed something. You didn’t.

The e mail accompanying this “invoice” said they had to pay before the hearing. The
hearing was the next day. The invoice also indicates that payment information must
be included in hearing documents.

This particular fraud wanted a wire transfer. This victim was a marijuana retailer, and
since standard banking practices are not allowed in their business, they were
concerned about providing a wire transfer and called to say they’d bring in cash.
Also, there is a message in the invoice that indicates all communications must go
through the fraudster’s e mail, “to ensure accurate documentation.” That isolates the
victim from the CBJ system.

There may be some nuances in naming. Forinstance, we have a Planning
Commission, not a Planning and Zoning Commission. We are the City and Borough
of Juneau, not the City of Juneau.

Poor grammar can be hard to spot if you are not used to interacting with the
individual, depending on context you may think they are just being casual, or have an
abrupt communication style.



If ever in doubt about a link provided in an e mail OR a request for
funds:

» Navigate to the Civic Access web site and see if you have a message
or notification there.

» Call the Permit Center at 586-0770 and ask to speak to someone
about the message.

‘JUNEAU

Again, do not click the link or attachment. It may install malware on your computer.

Again, if you get one of these e mails, please don’t pay any money. We will charge you
all your fees before we even begin to process your application.

Despite the hazards, automation provides opportunity for greater efficiency,
accountability and transparency.
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Welcome to CBJ Civic Access
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Calendar

events ke holidays and public
earings.

Let’s look at an overview of the system before we start getting into details. Civic
Access is the public’s interface with the Community Development Department’s
permit management software.
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The program provides on-line access to CDD’s application library.

If an applicant repeatedly applies for a type of work, or for work at a certain location, a
template can be created, making application easier and more efficient. This could be
handy if you:

* Specialize in a certain sort of installation (windows, plumbing, etc.).

* Are doing phased work, such as multiple phases of a subdivision.
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Attention Pending Active Recent Draft

+ View My Permits

My Plans
Attention Pending Active Recent Draft
6 6 0 6 0

+ View My Plans

My Inspections My Invoices
Current
Requested Scheduled Closed ., $3076.37
Past Due
0 0 0 0 $0.00

Total

1 $3,076.37

Your dashboard will give you quick reference to permits and plans that need your
attention, invoices that need to be paid, or inspections.

Permits are building, utility and right-of-way permits.

Plans are land use actions like subdivisions or conditional use permits.



Permit Number: BLD20250088

Permit Details | Tsh Elements | Main Menu

Type:  Resicentizl-New Status:  FessDue
Applied Date:  07/15/2025 Issue Date:
District:  Juneau Expire Date:
Finalized Date:

Progress Workflow

. 12% @ Address Assignment - Paszad

Completed
@ Confirm Application Complete - Passed : 07/28/2025
» Comleted
InProgress & Assess & Invoics Fees - P
Mot Started
O Building Permit Review
o e Per
Fees

View Details Addto Cart

Add to Cart

Available Actions

Each plan or permit you apply for has a summary page showing what has been done,

and what needs to be done.




Job openings rate remains significantly higher in Alaska
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Source: Alaska Department of Labor and Werkforce Development, Research and Analysis Section

‘JU"N’EAU

No one is clamoring to pay more for regulation. The new permitting software will

improve staff efficiency. Itis not getting easier or cheaper to hire. If we can leverage

technology to improve productivity of staff, we save money for all Juneau residents.

Civic Access reduces review time by:

* Requiring documents before the application is processed, reducing the need for
permit and planning staff to track down complete application materials.

* Automates fee collection.

* Automates updates and communications.

Frees staff to work on qualitative questions rather than task management.

The new permitting software is part of a three-pronged efficiency effort by CDD. One
prong is modification to regulations to improve clarity and eliminate redundant or out-
of-date code. The other is to update the Comprehensive Plan and then re-evaluate
zoning standards.




» Test period: November through December 28, 2024

= Practice permits only!

= You'll need to re-sign up when we “go live.”

» No applications accepted December 29 through January 11, 202

» Go Live January 12t 2026

All practice data entered during the test period will be
wiped before the “Go Live” date. Now is your time to

experiment! ‘JUNEAU

If you want to experiment with the new system, now is the time. Anything you do now -
no harm, no foul.

Any REAL permits or plans, you need to apply for the old way. Anything you do in the
new system will be wiped out on December 28, 2025. Up until then, building and
permit staff will process your practice applications as if they were real permits, so you
can see how the progression works on Civic Access.
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Due to an increase in volume, Ce Reviews curently take 5-6 wocks fo complete.

Test-drive CBJ’s new permitting software HERE!
Test period ends December 28, 2025. New software will be in use January 11, 2025.

Comp Plan Update Project LAND USE CODE
REQUEST INSPECTION
Inm“lb e LoNG B
ma sl b
— OUR JUNEAU ol

— OUR FUTURE —

These instructions show you, step by step, how to sign up for Civic Access. You can
find a link to our test platform on THIS PAGE.

If you are going to sign into the test platform, KEEP THESE INSTRUCTIONS, because
you’ll need to re-sign-in when we go live.

11



= Sign in
= Allow others to see your work
» Ask to see others’ work

With the new system you’ll be able to share information with your team, or ask to be
on someone else’s team. That does not need to be determined today, but something
to think about, so that when we go live you can establish teams that make sense for
your organization.
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Welcome to CBJ Civic Access
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In the upper right corner select “Login or Register.”
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®

Sign in to community access services.

Email address

1 | i@gmail.com| |

[} Keep me signed in

OR
G L s 0

Unlock account? Help &

2 | Create an account

After a little dancing around this box will pop up. Enter your e mail address (1), then
choose “Create an account” (2).

Make sure this is an e mail you actually use, because verification will be sent to that e
mail. You’ll be asked to verify later.

We’ve not used Apple, Microsoft or facebook, so not sure if there are nuances to that.
Jay has used google and it works well.




®

Create an account

Fields are required uniess marked optional.

Email

sssgmeien | ¢===== E mail should auto-populate

First name

\

Last name

Galion ‘

Mobile phone
‘ 907 ‘
Password requirements.

© At least & characters

© Alowercase letter

© An uppercase letter

© A number

© Ho parts of your usemame

Password

Already have an account? Sign In

Enter the information requested - first and last name, phone, and password - then
select “Sign up.”
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= @gmail.com

Verify with your email

We sent an email to i™*n@gmail.com. Enter
the verification code in the text box.

Enter Code

Return to authenticatar list

Back to sign in

You’ll receive this message, letting you know that a magic code has been sentto thee
mail you provided earlier.

The thing | love about this pop-up is that your e mailis plainly presented in the grey
oval, but in the verbiage they use stars to add a sense of integrity and security. They
care about your privacy, man!

I’d suggest you leave this pop-up open in one browser tab, and use another browser
tab to get to your e mail.

16
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Welcome to your Community Access account Inbox x

4:39PM (.

Community Access Identity <noreply@identity.tylerportico.com:

i

Hi lrene.
Welcome to your Community Access account!

Your organization uses Community Access and Tyler Technologies fo manage
access to applications which serve citizens

Community Access provides access to all of your citizen applications and
connects you fo other public applications within Tyler Technology's
ecosystemn.

Learn more about Commurnity Access.

To verify your email address and activate your account enter the verification
codd 444017

(e reply )( = Forward ) (@)

—eﬂ

You will then have to go to your e mail and get the code they’ve presented (red circle

above). Note that the code is auto-generated, and if you needed to request a second
one, there would be a different code. Thus my indifference to presenting the code in

published materials for all to see.

17



)

A imgalion@gmail.com

Set up security methods
Security methods help protect your Tyler
Fortico Citizen account by ensuring only you

have access.

Optional

Google Authenticator

p =

0 Okta Verify

Setup

Phone

Setup -+

/=

Back to sign in

After you’ve entered the code, you have the option of setting up authentication, but
you are not required to. Click “Continue.”




me Apply Map Report Paylnvoices SearchQ  Calendar (1

Plzase cheok your spam and mark the sender email addresses as safe to ensure you recsive all of your communication in & timely fashion

sccess i istration process. If you do 2 il. your spam

folder.

This page requires you to acknowledge that you can access the e mail associated with
this account. The fact that you were able to get your authentication number from the
accountindicates you can click this with confidence.

Note that, if you have a disagreement or dispute with CBJ regarding your land action
and you claim that you did not get an e mail, we will check our system to see if one
was sent to the e mail you signed up with. If an e mail was sent from our system, your
inability to get it will not aid in your dispute.
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Registration

Step 2 of 3: Personal Info

“REQUIRED
First Name Irene
Middle Name ~ Contact Preference Salect Contact Preference
~Salect Contact Praference--
Last Name llion

Additional Contact Information

This feels...redundant. And it sort of is, but now you provide more specific
information:

* Company name.

* Multiple phone numbers.

* Your preferred means of contact.

When done, select, “Next.”

20
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“REQUIRED

~ Address 155 § Seward Streed|

Provide an address, and select “Submit.”

This is the ACCOUNT HOLDER's address. So, as a realtor, or as a contractor, this is
YOUR address. You’ll be able to apply on behalf of your clients and use their
addresses for the application location.

21
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Voila! You are taken to your dashboard! BOOKMARK THIS!!!
You see in the upper right corner, it shows you are logged in. You can click on your
name to get your account details, to update them, or to log out. There is also a cart

there, in which you can put invoices you hope to pay.

You will see your data on permits (building permits) or plans (nonconforming
certifications, conditional use permits, etc).

For building permits, you’ll be able to schedule an inspection through the dashboard.

You will also be able to pay fees on line. The “My Invoices” section will summarize fees
due.

22



€ 2 0 ® 8 @ 10 > =
Your Civic Access Account Has Been Approved inbox x 8 B
£:49PM (0 minutes ag0) B |

NoReplyEPL cNofepyE?

Hello,
orough of Juneau has boen approved. You may now log in to access your permits, applications, invoices, inspections, and more

al using the link below:

jour account or have questions, plaasa contact us at permits@juneau. gov or call (907) 6860715

Ideally, you got to this point without a hiccup. BUT, if something seems to have gone
wrong, or if you had to bail out, you may wonder, “Did this work?”

If you were successful in creating an account you will get this e mail. You can login
through the link, if you need to.

Remember the fraud we talked about earlier? Be mindful. In this case, we are
anticipating this e mail.

23



ARy @ @

[  ContactManager X +

< C Q O ntpsy

IreneGallion~ W0 &

CITY AND BOROUGH OF
My Account

Personal Info
Home Dashboard Apply MyWork Map Report Paylnvoices SearchQ  Calendar (@

Contact Manager

MY FAVORITES ASSQCIATES MY ASSOCIATIONS

My Associations
Here you can request access toyour company(s) cases. Search for your company below. If it has been set up it will appear in the lst. Click on the Request Access button to
send an email to the company administrator requesting access.

Add Contact

Search: Exact Malchmm

Existing Associations

Ok, because | know you will ask — can you share this account with your staff? Short
answer —yes. We do not have to do this today — we can do it any time, and you can
change it easily with staff fluctuations. Since you may not have your employees

signed up today, let’s walk through how this would look.

First, under your login at the upper right corner, choose “Contacts Manager.”
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Contact Manager

MY FAVORITES ASSOCIATES MY ASSOCIATIONS

Associates

Here you are able to add associates, also known as sub contacts, to your account. Associates will mirror your access to cases, including the ability to toggle on/off visibility
on the Dashboard, My Work, and your access to specific case details and actions.

My Associations

Here you can request access to your company(s) cases. Search for your company below. If it has been set up it will appear in the list. Click on the Request Access button to
send an email to the company administrator requesting access.

There are multiple tabs under Contact Manager.
“Associates” are people who are looking at your applications.
“My Associations” are people whose applications you are looking at.

There are two ways to set up the relationships that correspond to the type of
relationship.
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Epic Proportions Development, Inc.
Associates

Here you are able to add associates, also known as sub contacts, to your account. Associates will mirrer your access to cases, including the ability to toggle on/off visibility
on the Dashboard, My Work, and your access to specific case details and actions.

Add Contact
5earch:1 forest ExactMatch [
ContactID First Name Last Name Company Email Action
1D-000000142 Forest Kvasnikoff ACompany Name fkvasnikoff@resdat.com 2 Add
Results per page 1-10f1

Existing Associates

Contact ID First Name Last Name Company Email Action

ID-000000162 Irene Gallion Nailed It! imgallion@gmail.com m 3

Construction

Results per page 1-1of1

oo AU
y R

To allow people to look at your applications, under “Associates” you search for them
(1), then add them (2).

If you get tired of the scrutiny, you can easily remove them (3).

For this example, I've created two companies. Epic Proportions is the prime, and
Nailed It! is their sub.

In this case, Epic Proportions already has Nailed It! as an Associate, so Nailed It! can
review and follow up on permit needs. How did Nailed It! get on the list?

26



Nailed It!
Contact Manager

MY FAVORITES ASSOCIATES MY ASSOCIATIONS
My Associations

Here you can request access te your company(s) cases. Search for your company below. If it has been set upit will appear in the list. Click on the Request Access button to
send an email to the company administrator requesting access.

Add Contact

s.ea, et v ()

Epic Proportions imgallion@fastmail.fm

Development, LLC

1D-000000145 Gallion

Resullsperpage 1-1of1 S E

Existing Associations

Contact ID Name Name Company Email Action

No records to display.

To look at someone else’s information, you go to “Associations” and request
permission.

In this case, Nailed It! is asking to view Epic Proportions documents.

27



Request Access Form

To Epic Proportions Development, LLC
" Subject Nailed It! is Requesting Access

“Message Irene Gallion is requesting access 1o records associated with Epic Proportions Development, LLC in our EnerGovProd portal.

Success

Access request sent successfully.

You get a chance to personalize the e mail...

28



(£ compose v « & Archive W pelete Move to v More v

& Inbox L Irene Gallion is Requesting Access
B Archive

NoReplyEPL <NoReplyEPL@juneau.gov> 1104 AM (iess than a minute ago)
7 Dratts 1 to imgallion ¥ Inbox B s O <& Reply Actionsv
« sent Irene Gallion is requesting access to records associated with Epic Propertions Development, LLC in our

EnerGovProd portal.
® spam 61 P

o

Folders

3 4850 Glacier Hi.. <A Reply €~ Reply to all A Forward
O Eric

Home Dashboard Apply MyWork Map Report PayInvoices  Search@,  Calendar (0

Reguest from Irene Gallion as an associated contact has been approved.

Continue to your sub contacts m

Meanwhile, the entity you are requesting to view will get an e mail with the request,
and can hit “Approve” or “Deny.” They’ll be briefly routed to the Civic Access site,
which will confirm that the Associate has been approved.

In this case, Epic Proportions got the request from Nailed It!, and chose to approve.
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Nailed It!
Contact Manager
MY FAVORITES ASSOCIATES MY ASSOCIATIONS
Favorite Contacts
‘Add Contact
Search: Exact Match(] a
Existing Contacts
Contact ID First Name Last Name
Norecords to display.
Existing Associates
First Last
Contact ID Name Name
No records to display.
Existing Associations
Contact ID First Name Last Name
ID-000000145 Irene Gallion

Epic Proportions

Contact Manager

MY FAVORITES ASSO

Favorite Contacts
Add Contact

Search:

Existing Contacts

Existing Associates

Contact ID

ID-000000162

Existing Associations

Contact ID

No records to display.

Epic Proportions Development

CIATES MY ASSOCIATIONS

s (D)

First Name Last Name Company

Irene Gallion Nailed It!
Construction

Name Name Company

Reviewing the contact manager for each company:

In our example, Nailed It!
* Has no existing favorite contacts.

* Has no Associates (no one looking at their applications)
* Has one Association (They are looking at Epic Proportions applications)

Epic Proportions
* Has no existing favorite contacts.

* Has one Associate (Nailed It! Can look at their applications)
* Has no Association (they are not looking at anyone else’s data).
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New name for NCC and LZC

Alrightie, let’s apply for a Zoning Compliance Review.

This is the new name for the Nonconforming Certification and the Letter of Zoning
Compliance. Both ask for the zoning status of a property.

NCC’s and LZC’s could be a training program in themselves.

Currently, if you are researching an NCC and find out that actually it does not need
one, to change that to an LZC we have to refund the money, have the person apply for
an LZC and re-charge them. Because of CBJs systems, this adds a day at least. So, the
two have been combined.

CBJ DOES NOT require zoning compliance review for property purchases. That may be
a requirement of the mortgage company.

CBJ DOES require a certification of a nonconforming property if someone is modifying
the exterior or pursuing a land use action, like a Conditional Use Permit. That way, we
do not end up with expensive modifications to illegal structures.
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Dashboarc

Apply vy Work Map Report PayIm

SearchQ, Calendar (o

Welcome to CBJ Civic Access

-

o

Connect with City Hall
If you see a problem that needs
fixing within CBJ, please use the
“Connect With City Hall" form, and
your comments will be forwarded to

o

This tool can beWsed to apply for a
permit, plan or license.

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

On the home page, choose “Apply,” either in the tool bar or the tile.
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Dashboarc

Apply vy Work Map Report PayIm

SearchQ, Calendar (o

Welcome to CBJ Civic Access

-

o

Connect with City Hall
If you see a problem that needs
fixing within CBJ, please use the
“Connect With City Hall" form, and
your comments will be forwarded to

o

This tool can beWsed to apply for a
permit, plan or license.

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

On the home page, choose “Apply,” either in the tool bar or the tile.
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Application Assistant

zon| B

Zoning Compliance Review

Flood Zone Exception

Zone Change (Rezone) Application ates

—~ anditinnal |lca Darmit AR

If you start typing “zoning” into the search bar on the Application Assistant, it will bring
up any applications that include that word.
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Application Assistant

Zoning Compliance Review B

“ 2 Trending &e My History B3 LICENSE B PERMIT B PLAN

» Show Categories Show My Templates
Q Zoning Compliance Review -
M Category Name: Description:
Director & Administrative This application helps property owners establish and document the legal status of zoning
Review conditions for permitting, property sales, or future development [CBJ 49.30]. An as-built

may be required, depending on how close structures are to setbacks and property lines.
Other documents that may be helpful to upload include permits, photos, or property
transfer records.

We see the application description come up, and can verify it is the correct
application. Select “Apply.”
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Apply for Plan - Zoning Compliance Review “REQUIRED

Locations

LOCATIONS

« Location refers to the physical location of where the where the project s being conducted.
« To add a location click the "+" sign
* When you click the "+ sign you will be brought to amap where you can do any one of the following:
Search for an address i the top left search bar
Searchfor aparcel in the top left search bar
Browse the map and click on a location
Use the map tools in the top right to either add a pin or draw on the map.

Add

Location

<+

REQUIRED

The first thing we will do is select the location. There are three ways to do that. Click
on “Add Location.”

Reminder, this is the PERMIT or PLAN address, not your office address.
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The system defaults to the “Search” tab (1). You can either enter the address in the

search bar (2) and hit the magnifying glass (3) . When your parcel is displayed, check
the box (4) and then “Add” (5).
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Add AddressAs  Location

SEARCH ENTER MANUALLY

[ Select All

8851 BIRCH LN
o
Parcel: 582501800070

Or, under “Search,” you can select your lot in the map by grabbing the pin in the upper
right corner (1) and clicking where you want it (2). You can then select the lot in the left
panel (3).

37



Finally, you can go to the “Enter Manually” tab (1) and do just that. Select “Save” (2)
when done.

38



Apply for Plan - Zoning Compliance Review “REQUIRED

Locations

LOCATIONS
i to i i jectis beil

brought to amap where you can do any one of the following:
bar

add a pin or draw on the map.

Type: Location
8851 BIRCH LN, JUNEAU,

Location
Main Address|

Parcel Number +

582501800070
Main Parcel

Location information is populated in the tile. If there are more than one parcel
involved in your project, you can select multiple parcels. When complete, select
“Next.”




Apply for Plan - Zoning Compliance Review “REQUIRED

Locations Type
PLAN DETAILS

In one or twa sentences, give us an overview of why you are applying. Later in the application process we will collect more detailed information.

“ Plan Type Zoning Compliance Review o

” Description Possible nonconforming structure
setbacks. Certification before
constructing an addition. |

Back Create Template Save Draft Next

Enter a brief description of why you are applying for the Zoning Compliance Review.
Possible reasons include certification for:

* Major construction.

* Refinance.

* Finance of new purchase.

* Land use action (conditional use permit, subdivision, etc.).



Apply for Plan - Zoning Compliance Review

Locations Type Contacts.

CONTACTS

* When you dlick the “+* you will be brought to a screen to add an additional contact. From that page you can:
« Searchfor a contact that already exists in our system.

* Manually add a contact

« Select a Favorite contact associated with your account

« Certain applications require that multiple “Contact Types” fated to the applicati

single contact can be added multiple times
requirements.

3

Contact

Irene Gallion (You)

Epic Proportions Developme... l
PO Box21254, Juneau, AK.,

99802

REQUIRED

“REQUIRED

Click the tile...

There are two required contacts: The Applicant and the Owner. The Applicant
populates with your information, so then you need to add the owner.

Keep in mind that if you are applying on behalf of the owner you need them to sign a
DPA, and you need to attach it later in the process.
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4Back to Application

Add Contact

Add Contact As : Owner

Enter Manually My Favorites

Search | laws 1 ﬂz

Sort Relevance v

Favorite First Name Last Name Address Company Email Action

ﬁ Kevin Lawson 555 Fritz Cove Rd kevin.lawson.jnu@gmai m 3

L.com

Results per page(10 v| 1-1of1

Always “Search” for your owner first. Enter their name (1) and select the magnifying

glass (2).
If they come up in the search, you simply “Add” (3).

If you do not see them on there, you go to “Enter Manually” (4).
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4 Back to Application

Add Contact

Add Contact As :Owner

search  (ELERENT) My Favorites

Enter Manually

5@yahoo.com

Home Phone | [T NES

Mobile Phone

Business Phone

When done, hit “Submit.”
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oning Compliance Review

Apply for Plan - Zoning Compliance Review “REQUIRED

Locations Type Contacts.

CONTACTS.

« When you click the "+" you will be brought to a screen to add an additional contact. From that page you can:

« Search for a contact that already exists in our system.

+ Manually add a contact.

« Selecta Favorite contact associated with your account

« Certain applications require that multiple "Contact Types” iated to the application. A si be added multiple times to type
requirements.

o o

5 8 2

Contact

Irene Gallion (You)

Epic Proportions Developme... I

PO Box 21254, Juneau, AK,
99802

D o seve o (D

CITY AND BOROUGH OF

JUNEAU

Your owner has been added. Select “Next.”




Apply for Plan - Zoning Compliance Review “REQUIRED

Locations Type contacts More Info
MORE INFO

« Please provide details for your Zoning Compliance Review application.

General Information | Top | Main Menu

Is This Property for Sale?
If for Sale, Closing Date? 08/27/2025 ]

On the next page you'll be asked to attach documentation of current conditions. Tell us what documents you'll attach and what they show.

iing Conditi v attached an as-buit to show setbacks. In particular, the frontyard setback
ear yard 19 feet. Since this is D5 | think

Y,

Some properties do not meet current zoning requi but met requir ilt under previ fons. i S
called " ing.” If you know of i it y them in the list below. JUNE A U

The next section will ask questions pretty typical of a nonconforming certification or

letter of zoning compliance.

* |sthe property for sale?

* Whatis the closing date? PLEASE PROVIDE THIS! If we can, we will try to make a

closing date.

* Onthe next page you’ll be asked to attach documentation of current conditions.

Tell us what documents you’ll attach and what they show.

* Some properties do not meet current zoning requirements, but met requirements

when they were built under previous regulations. These properties are called
“nonconforming.” If you know of nonconforming conditions on your property,
please select them from the list below. (Listincludes use, structure, density,
parking, lot, or other).

* Foreach of the nonconforming conditions selected above, describe the situation in

the space provided below.
* To be nonconforming, a situation must be continued from the time it was

established. Forinstance, has a residence been continually occupied? Has a use
continued since it was established? Please describe how the situation has been
maintained, and describe any documents you’ll attach to document continued use.

45



Apply for Plan - Zoning Compliance Review

Select Type v

Locations Tpe Cortacts Attachments
o A A
i You can either browse for your document, or dr ind-dr
Tosmmeson . o Add Attachment
Splitup Additional Documents 2 As-Built Survey (or
nd then attach .
Equivalent)
Narrative.pdf As-built.pdf l
As-Built Survey (or ] el . Size: 1.83MR 3 Size: 101 MB

Supported: pdf, jpg, .png, ipea,
gif, 1iff, .doc, .docx, .xls, .xsx,
Aext, .dwg, 2ip, .csv, .rif, .dxf,.

Equivalent)

Add Attachment

Remove Remaove
.........

Notice that a narrative is not required to be attached. That is because you just did it!
An as-built or equivalent is required.

If you are applying on behalf of the owner, you’ll need a signed Development Permit
Application to attach as “other document.”

For other documents, there is a drop-down (1) to select the type of document you are
going to attach. SELECT THE TYPE OF DOCUMENT FIRST. Then you can attach by
browsing, or by drag-and-dropping.

In this case | added the required As-built survey, and an Additional Document. The

system’s document name is in bold (2). The name of the document I’ve uploaded from
my own system is below it, with the size information (3).
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SIGNATURE

CONDITIONS OF CONDITIONAL ZONING COMPLIANGE REVIEW APPROVAL
By electronically signing this document | confirm:
1. Landowner permission: | am the landowner or have explicit permission from the landowner for this project.
2.Site Access for Inspection: | grant permission for City and Borough of Juneau (CBJ) officials and employees to access my property during regular business hours to
verify conditions related to this application. CBJ will attempt to notify mein advance of a site visit. Access may be required in my absence to facilitate timely review.
| understand:
1. Additional Information and Modifications: | may be required to submit additional information, clarifications, or modifications to facilitate project analysis. CDD
may distribute my application for an agency review, and any comments received may require further adjustments to my proposal.
2. Review Process and Decisions: This application will be reviewed by the Community Development Department Director. The review process concludes witha
Notice of Decision. The Notice of Decision can be appealed within 20 days by myself or any member of the public.

3. Public Records Notice: | acknowledse that this applicati assoclated
Enable Type Signature if)
* Please type your name as consent to electronically sign this application. rene Gallion
Irene Galkon !
1

Enable Type Signature August, 06 2025

Irene Gallion
October, 10 2025

Dnene Gallion. President

Clear

REPAIRS IN PROGRESS

By signing the application, you acknowledge:

You’ll type your name as the person who electronically signs (1), then you can either:

You are the land owner OR you have landowner permission.

CBJ can access the site during normal business hours to verify conditions.

If you are asked for additional information, delay in providing the information may
delay the permit.

Application materials are public records.

Draw your signature in the box (2).
Enable a type signature by selecting the toggle (3).

Select “Next.”
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Apply for Plan - Zoning Compliance Review “REQUIRED

Locations Type Contacts More Info Attachments signature Review and Submit

2

Locations
Location 8851BIRCH LN, JUNEAU, AK 99801
Parcel Number 582501800070
Basic Info
Type Zoning Compliance Review
Description . Certificati
addition.
Applied Date 08/06/2025
Contacts
Applicant Irene Gallion

Epic Proportions Development, LLC
PO Box 21254, Juneau, AK, 99802

1 PSp— — - W

One last chance to check what you’ve done. If you need to correct something, you can
use the “Back” button at the bottom of the screen (1). Otherwise, choose “Submit” at
the top or bottom right of the screen (2).




@ Your application was successfully submitted!

Your application has been submitted to The City and Borough of Juneau, and should show up on your account Dashboard. If your
application is complete, you will be contacted for payment. If your application is incomplete or additional information is required,
someone from the Department will let you know. Applications are processed on a first-come, first-served basis. Once accepted,
your application will begin the review process. Thank you.

You will receive a “Success” message, so enthusiastic you’ll wonder why it is
surprised. Isn’t this how it should go? If you select, “Continue to Plan”...
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Home Dashboard Apply MyWork Map Report Paylnvoi

Plan Number: ZCR20250006

* Ahold currently exists on this plan.
« Plan cannot be printed at this time. Plan has not been approved.

Plan Details | T Elements | Main Menu

Type:  Zoning Compliance Status:  Submitted - Online
Review
Applied Date:  08/06/2025 Expiration Date:  02/02/2026

District: ~ Juneau

C

Progress Workflow

0,

0%

Completed

o Completed

nprogress A

Notstarted

earchQ  Calendar (@

Project Name:

Available Actions

You’ll be taken to the project summary page.

It will take at least overnight for the system to process the fees.
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Locations Type Contacts More Info Attachments Signature Review and Submit

fToP BOTTOM |

Back Create Template Save Draft € ubmit

Now is a good time to discuss two buttons at the bottom of every screen, from
“Locations” to “Review and Submit.”

“Create template” allows you to do just that. This will be handy if:

* You do the same sort of work over and over again. Forinstance, window
installation.

* You work with the same client over and over again. Forinstance, if you had a multi-
building condominium project, but all the structures were basically the same.

“Save Draft” allows you to save your work if you get interrupted.

Neither allows you to save attachments, so keep those handy in afile.
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Application Assistant

Home Dzshlﬂzrd MyViork Map Report Paylnvoices Search@  Calendar (@

@ Al 2o My History B9 LICENSE B PERMIT

> Show Categories

Conditional Use Permit
Category Name:
Planning Commissi i

W\ Residential - Electrical
Category Nar
&) nitainn 0o

Description:
is application s to request Planni ission review of a project. The Table of
[cBI49.2 ides gui ifthe Planning Commission review
is required.
Conditional Use Permit, ication meetingis required. If you
have not had one, thisp: i in above,

then choosing "Apply”

The fee for a Conditional Use Permit varies depending on the size of the project, and can
range from $350to $1.600.

During this applicati you'll be requi i If
noti i i plans, hed
D additional materials. Duri icati oui to

provide your pre-application number.

To see your templates, you choose “Apply” from the tool bar, and you’ll see “Show My

Templates” at the right before the list of applications.
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General tools - Drafts

——
My Permits
Attention Pending Active Recent
Residential-New 1 Residential -New 12 Residential-New 12
Commerdal-Addl.. 11 Commercial-AddL.. 11
» View My Permits
My Plans
Attention Pending Active Recent e
AltenativeResiden.. 3 AlternatiieResiden.. 3 AtemativeResiden.. 3
Cityor StateProjec.. 2 Cityorstateproiee.. 2 CtyorstateProjec.. 2
Other 2 Gther 2 Other 2

» View My Plans

To see your drafts, you choose “Dashboard” from the tool bar, and you’ll see “Draft” at
the right for Plans and Permits.
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My Invoices

Current
1 $3,076.37

Past Due

0 $0.00

Total

1 $3,076.37

+ View My Invoices

Keep checking your dashboard, and eventually you’ll see sums in “My Invoices”
section of your Dashboard. For now, click “Add to cart.”
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e Dashboard Apply MyWork Map Report Paylnvoices SearchQ  Calendar (0

4Back

Shopping Cart
Total $3,076.37
Invoice: INV-00000097 Description: NONE
Due Date: 08/27/2025

$3.076.37

Case Number Project Case Address Amount Due
R

BLD20250088 2911 MERRITT RD JUNEAU AK 99801 $3,076.37 Emave

Top | Main Menu

Total $3.076.37

For now, that is as far as you can go, since we don’t have the fee payment working, and
since we don’t want you to pay for fictitious work.

During the training sessions, when you apply we will just “pay” your fees. That offer
does not extend beyond the test period. Ahem.




Home [BECIGGERWM Apply MyWork Map Report Paylnvoices SearchQ  Calendar (4

My Permits
Attention Pending
My Work
Roporttobe
Resdentisl-New 12
Commerdial -Addi.. 11 Project Y Address T PlanType Statis T sute
ecet Pen
 View My Permits PAC20250005 HOOTER LN JUNEAU,AKS... Submited-Onine Recen:Pening
e posicas
HOOTER N ANERSACS.. 1 Submited-Onlne Recent Pening
Aenton Recet,
My Plans Tt Case o Trabing oy
cspanasoons Tt Ca o Tabing w a e
Attention Pending ARP20250004 N :mwwm
o
9 12 2 p—
ARF20250004 7400SEYMOURWAY JUN... St Submitted - Online Hold) o Recer
3 Alternative Residen. 3 ‘Showing 12 records.
3 3

» View My Plans

You can track the progress of your permits through the Dashboard, accessed via the
menu at the top of the page. When you click on a plan or permit tile, a list of “My
Work” will be presented. Click the blue plan number to pull up the case file.
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Progress

’ 3%
Completed

@ Completed
In Progress

Mot Started

Fees

$0.00

View Details

Reviews Attachments Contacts Sub-Records Holds @

Workflow

@ |Intake Processing Review - Passed: 08/12/2025 o
© Link Building Permit - 5tarted
© Link Building Permit - started

O Link Building Permit - Started

© Link Building Permit - 5tarted

More Info

Available Actions

You can track progress with the doughnut, and the workflow shows what steps are

currently under way.

Green means “complete,” and blue indicates “In progress.”

During the testing period, we’ll be handling your permit like we would normally, so

you’ll be able to see the progress.
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Fee Summary | Remaining Fees | Paid Fees | Next Tab | Plan Details | Main Menu

Fee Summary

Total Fees: $1,600.00 Paid Fees: $1,600.00 Unpaid Fees: $0.00
Remaining Fees Sort| Fee .
Fee Invoice Computed Amount Due

No records to display.

Paid Fi
id Fees Sort Fee v

Fee Invoice Computed
City & State Project and Land Action Review Fee INV-00000109 $1,600.00

Results perpage 10 v| 1-1of1

You can check the status of fees, access invoices, and link to payment options.
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Summary  Locations Fees Reviews  Attachments  Contacts  SubRecords (@EEGS:M Meetings  More Info

Existing Holds | Next Tab | Plan Details | Main Menu

Existing Hold:

EE Sort Description
Name Description Comments Hold Date Status
Fees Due Will not allow the request to be processed or ‘Will not allow the request to be 08/04/2025 Active

reviewed until the fees have been paid. processed or reviewed until the fees
have been paid.
Results per page(10 v| 1-1ofl

If there are holds on the project, you’ll see that.
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Locations Fees Reviews Attachments ~ Contacts  Sub-Records  Meetings

Progress Workflow

100% © Pre-Application Review - passed :08/13/2025
Completed
© Intake Processing Review - Passed :08/13/2025

© Send Pre-Application REDurttoADD\icant—E
08/13/2025

© Schedule Pre-Application Conference - Passed -08/20/2025

@ Completed

In Progress
Not Started

Fees

$0.00

View Details

More Info

Available Actions

Mo Actions

When your plan is complete, you’ll get a green doughnut. In this case, you can also
see the date on which we sent the document to the applicant.
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» FRAUD IS REAL - Call 586-0770 if you have concerns.

= \What is Civic Access?
= Why?
= Test period.

= Civig Access...access — Need to create new account when we
go live!

= Apply for a Zoning Compliance Review

= General tools
= Template
= Draft

» Paying fees

» Tracking your permit l SRIER

To summarize:

Fraud — we gave you a few tools to recognize it. If everin doubt, call us!

We had an overview of the system...

Then walked through signing up. Just a reminder — after the test period, you’ll need
to re-sign in and make a new account. All your mistakes will be wiped out, so now
is the time to push some buttons.

We walked through applying for a Zoning Compliance Review....

And the tools you have to track your project.
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Shard W’

If you have not grabbed a printed set of sign-in directions, get
them as you leave!

Questions? Send them to permits@juneau.gov

Thank you for being here, and for those who will make the time to do some test runs.
Changing systems is a big lift, we’ll definitely have some bugs, but we are confident
that a test period will make it a better transition for all of our partners.
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