VelocityHall Online Permitting Instructions
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Applying For a Permit

Applying for a permit and obtaining it online is a logical process. Please note you must have a
valid Contractors License to do this. The steps are as follows:

1) Open your Internet browser and select “Online Permits” from your Favorites or Bookmarks.
If you have not yet saved this page as a Favorite or Bookmark, you may type in the following
URL address: http://www.ci.tucson.az.us/dsd/Online_Services/Online_Permits/online_permits.html

2) Ifyou need help getting to the Online Permitting page, complete instructions are available in
the “Getting Started” document.

3) Scroll to the bottom of the page and select (mouse click) the “I Accept” button indicating you
agree to the Permit Limitations. Your browser will then display VelocityHall’s “Permit
Manager” page.

4) Scroll down and select the “Apply for a Permit” link. The Login page will be displayed:
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Permit Manager <ACCEL/>

Login

First time users, Register here. It's free and easyl
Already registered? Login here using vour e-mail address and password.

You must he a registered user to access that page.

Email Address: Password:

f Lagin I

Forgot your password?
| Enter anly your email address above and click Login for your hint. | _Ij
1 »
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Enter your Email address and Password and select the “Login” button. The next page to display
will be “Step 1 of 7: Site Address”, shown on the next page of this document.

Note: 1f you are a first-time user, you will need to Register (complete instructions for registering
are also available online).
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J VelocityHall | - Microzoft Intemet Explorer provided by City of Tucson IT
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City of Tucson Develoj t Services Department =l

Step 1 of 7: Site Address

|dentify the address of the site where the work is to be
Search mode  permitted. The systern will then ask you to select your
validated address from a list of close matches.

Search Tips

Street Mumber Direction Street Name Suffix

[4500 [E =] [Brod | =l | |
City/Cornmunity

ITucson j

Neaxt H Clear H

=
4 | »

|&] Done l_’_|_|° Internet

5) Enter the address of the property for which you wish to obtain a permit. If you don’t know
the exact spelling of the street, enter part of the address and VelocityHall will provide a list
of addresses that meet the entered criteria. Example:
=  You enter 4500 E Broa (Note: don’t use Suffix to search)
= Click the “Next > button to display a list of addresses matching the search criteria:
= VelocityHall will display 4500 E Broadway BL, Tucson, AZ
= Ifthere were a 4500 E Broadmore PL, VelocityHall would display both on the

subsequent screen. You would simply select the desired address.
-] VelocityH all I - Microsoft Internet Explorer provided by City of Tucson IT
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Permit Manager )
- :';dm..
Welcome to Tucson, Arizona I i‘:;.f’
City of Tucson Development Services Department
Step 1 of 7: Site Address
Address 1 of 1
Flease select an address below to cortinue. .
4500 E BROADVWAY BL, Tucson, AF
Powvered by “elocityHall ™ &2000 - 2002 Accela, Inc.  Privacy Statement Terms & Conditions -
4] | i

/@] Dore l_l_’_|° Internet
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6) Note: Most often there will be only one address displayed if you supplied enough search
information. If no addresses are found matching your input criteria, you either made a
mistake when entering the address or the address is not currently valid in DSD’s permitting
system. Without a valid address to pick from, you will not be able to obtain a permit. You
may contact DSD at (520) 791-5550 for assistance in this event.

Edt View Favoites Toos Help ] | ﬁ
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Back Earand Stop  Refresh  Home Search Favorites  History Frint
Address I@ http: e, accela. comAvelohall permitindes. cfm j @Go | Lirks
City of Tucson Development Services Department d
City of Tucson Development Services Department requires that you read and agree to
the following legal declaration before continuing on.
Step 2 of 7: Legal Declaration
1. %eloCityHall is an optional internet service provided by Accela, Inc. The use of this
service is at your discretion. Convenience fees charged by Accela for the use of this
internet service are in addition to the permit fees charged by the City for
administration and inspection. Such corvenience fees are not collected by the City
and do not constitute permit fees. These convenience fees may be avoided by
obtaining your permit directly from our office.
2.
A Allwaork authorized by a Simple Permit must comply with all applicable ordinances
and codes adopted by the City and the State.
B. All work authorized by a permit is subject to inspection. Required inspections can
be obtained online or by calling City of Tucson Development Services at (520) 791-
5550, Access must be provided for inspection purposes.
C. Permits shall automatically EXPIRE and become void if work is not commenced
within 180 days, or if work is suspended or an inspection is not obtained within 180 _lj
4] | 3
] Done l_l_l_ B Internet

8) Ifyou agree with the Legal Declarations presented above, select the “Agree > button at the
bottom of the page. The “License Number” page will display next.
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Back Farward Stop  Refresh  Home Search Favorites  Histary Frint
Address I@ hittp: A A, accela. comdvelohalltoals Av alidateuser2findes. ofm?FUSEAC avalM oSt j 6} Go | Links
City of Tucgon Development Services Department ;I

Current User Contact Information

Richard Brown

City of Tucson Dev Sves
201 N. Stone Ave
Tucson A7 85701

(5200 791-5550

Pleaze review the license information belove, then click on 'Continue" to proceed to the next step.

Continue H

License Numbers

[add/madify]
|License Number |License Type
State License

‘999999

! * Use current user contact information. | _I;I
4 3

& [ 4 intemet
Check that the license number to be used for this permit is displayed. If you have not previously
attached business’ license numbers for permitting activity, you will need to do so now. (If you
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need help, see, ‘Attaching Business License Numbers’). If your license number(s) are already

there, hit “Continue>" and you will see the License Number selection screen:

osoft Internet Explorer provided by City of Tucson IT

YelocityHall
File Edit “iew Favortes Toolze Help
— =
CR= A AT A 3
Back Fanward Stop  FRefrezh  Home Search Favorites  History Frint
Address IE hittp: /Ay accela. comdvelohall/permit/indes. cim?FUSEACTIOM =5elect_License j ﬁGD | Links
F&. i 4 L T T~ B e i ﬂ
Horme Back

Permit Manager

Welcome to Tucson, Arizona

City of Tucson Development Services Department

License Number

You have multiple licenses an file. Please select the license(s) to be used in this

application.
|Se|ec‘l |License Number |License Type / Contact Information
- 999959 State License
* Uze currert user contact infarmation.
| p— Iﬁﬁi“'d'!"!’ |i-\1_1._ | - bl
1| | _'l_l
& [ [ | [% Intemet

Click a box next to the license you are using for this permit. Then hit the ‘Continue>’ button at
the bottom of the page. You will then be at “‘Step 3 of 7° (see next page).

Page 4 of 8
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Step 3 of 7: Permit Type

= Enter a brief description of the work to be performed — this will print out on the permit.

= (Click the drop-down arrow next to the ‘Permit Type’ box, and then select the permit type.

= Select the Permit Sub Type — this indicates whether property is Commercial, Industrial,
Single Family, Duplex, or Multifamily.

= Important: Please do not proceed past this point unless you intend to complete the
permit process by paying for it with a valid Visa or Mastercard. If you don’t complete
the process and pay, a permit number will be initiated and left hanging at Applied or
Approved status. If you just want to see what permit types (and fees) are available
online, please refer to the document, “Online Permit Types and Associated Fees”).

A wedacibyall - Microwoll Internet Explecer pravided by City of Tucsos D50 =18 =]
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Step 3 of 7: Permit Type B

ity of Tucson Developrment Services Departrient
]
Farmil Addrags 1 B STONE &
Tucsan, &2

Deacriptan o weor Erber briel deseriplion be =]
to b parormed

El
ermit Type

[
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Fermit Type BLECTRIC FERMIT =
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Once you have selected the Permit Type and Permit Sub Type, click the “Next > button and go
to Step 4 of 7 (see next page)

Please note the gray ‘Info’ link above. Clicking on this link opens up a help window, providing
helpful tips for the step you’re on. You will find these throughout the VelocityHall.
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Step 4 of 7: Work Items

a YelocityHall I - Microsoft Internet Explorer

File Edit “Wiew Favortes Toolz Help ‘

ST SR > B A B = T B B NES L
Back Eonnand Stop  HRefresh  Home Search Fawvortes  History I ail Print

| @60 | Licks »
[

Address I@ hittp: ¢ Ao, acoela. comdvelohall/permit/index. cfm?FLUSEACTION=Get_wark

Step 4 of 7: Work ltems

City of Tucson Development Services Department

4500 E BROADWAY BL
Tucson, A7
Enter brief description here

Fermit Address

Description of woark to be performed

ELECTRIC PERMIT
COTH: COMMERCIAL OTHER

Perrmit Type
Fermit Sub Type

4]

*indicates reguired fields

DESCRIPTION LINIT @r R

Permit Issuance Fee: Yes i
Service Upgrade up to 200 Amp (Qty): |1|

Senice Reconnect (Oty): I

Circuits/Receptacle/Switch/Outlets (<5) |2

Message to Contractor: |(Cityuse anly)

Info

-l

€l

[ | [% Intemet

On this screen, you’ll enter the quantity of each work item to be done under this permit. On the
example above, the number 1 was typed in the box next to ‘Service Upgrade to 200 Amps’, and
the number 2 was typed in the box next to ‘Circuits/Receptacle/Switch/Outlets’. Only numbers
are accepted in these boxes.

If you decide you need to change something entered on a previous screen(s), you may click the
gray ‘Back’ link on the top of the page, right-hand side.

Note: Do not type anything into or alter the ‘Message to Contractor’ box that has (City use only)
already filled in. It is there for one purpose: If you had made a mistake, or had forgotten to enter
a quantity for at least one of the work items, an explanatory message would display in that box.

When work items have been selected, scroll down and click on the ‘Next >’ button to get to
‘Step 5 of 7: Review Application’ (see next page).
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Step 5 of 7: Review Application (top half)

browser.

Permit Address

Work Description

Check the following information carefully as it will appear on your permit exactly as
shown. If you wish to make a correction to the work items, press the back button on your

City of Tucson Development Services Department

4500 E BROADVVAY BL
Tucson, AZ
Enter brief description here

Permit Type
Permit Sub Type

ELECTRIC PERMIT
COTH:.COMMERCIAL OTHER

Applicant

Richard Brown

/} velocityHall ™ - Microsoft Internet Explorer provided by City of Tucson DSD =&l x|
File Edit Wew Fawortes Tools Help ﬁ
{PBack + = - @ ﬁ | @Search @Favorites @Media ®| W -

Address I@ http:ffrne accela.comfvelohalfpermit finde:x..cfm j @GD | Lirks

Step 5 of 7: Review Application -l

City of Tucson Dev Svcs

201 M. Stone Ave

Tucgon AZ 85701

5207915550
RERCWWMNIECLTUCSON AZ S

License State License
999999
John Doe
YourBusinessHere

Tucson AZ e
4 | »

[&] Done [ (om0

Step 5 of 7: Review Application (bottom half)

3 ¥elocityHall ™ - Microsoft Internet Explorer provided by City of Tucson DSD = | = |1|

File Edit Wew Faworkes Tools Help ﬁ
<ABack + = - @ @ | @Search @Favorites @Media @ | W -
Address I@:l http: [ funwn, accela,comvelohalfpermitfindes, cfm j @GD | Links
207 10000 "
REROWMIGE@CLTUCSOM AZ US
License State License
999999
John Doe
YourBusinessHere
Tuczon AZ
Work Items:
LINIT ar
DESCRIPTION ‘WN FEES
\F'erm\t lssuance Fee: |Y | F24.20
\Semce Upgrade up to 200 Amp (Qty): |1 | $31.40
[Circuits/Receptacle/Switch/Outlets (<5) 2 [ #1118
SUB-TOTAL: $56.75
ACCELA PROCESSING FEE: $10.658
TOTAL: $67.43
Process Permit H
4 | 2
|&] pore R

Check the information that displays on the Step 5 of 7 screen because it will appear on your
permit exactly as shown. As mentioned previously, if you wish to make a correction to the work
items, click the gray ‘Back’ link (or the back button on your browser). By clicking on the
‘Process Permit >’ button, you move to Step 6 of 7:
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5 ¥elocityHall ™ - Microsoft Internet Explorer provided by City of Tucson DSD - | & Ill

File Edit \iew Favorites Tools Help ﬁ
A Back + = - @ @ | @Search @Favorites @Media @ | | A

Address I@ https: v, accela, comfsecure/permitmanagerfinde:x. cfm j 6}60 | Links

City of Tucson Development Services Department ﬂ

Step 6 of 7: Payment
Credit Card Processing

SUB-TOTAL: §96.75
ACCELA PROCESEING FEE: §10.65
TOTAL: §B7.43

vwhen entering the credit card number and
expiration date, pleaze do not include spaces (',
dazhes (-1 or slashes (1) betvween the numbers,

Card Type |Ma5tercard j
Account Mumber |1111222233334444

Exp (MMYY) 0206

Zip Code g85701]

Please enter vour credit card information abowve and click the "Submit" button below once. Do not double-click. The
credit card transaction may take up to several minutes to process. If the transaction is confirmed, you will be
directed ta the Permit lzsuance page.

Submit H Clear H -
1] | _'l_l

|&] pore [ [ |5 4 mntermnet

After you click ‘Submit”, a confirmation box will appear, and you still have one more
opportunity to cancel (shown below for illustration only — Note this is just an example; the credit
card number and dollar amount do not match the example above).

Microsoft Internet Explorer x|

@ Your Yisa 4242424242424242 will be charged $159.11, PROCEED?

Cancel |

If you select “Cancel”, you will still be at screen 6 of 7, and can decide whether to back out
further or re-enter credit card information.

If you select “OK”, your permit will be issued, and your credit card will be charged. You will
then be at the final screen (7 of 7),which displays a summary of your permit and give you a menu
of links to documents you can view and/or printout. You will also see links allowing you to
schedule inspections or apply for more permits.

If you have problems with any part of this process, please contact us at the department’s email
address: dsd_webmaster@ci.tucson.az.us
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