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Starting September 21, 2015 the following DPW permits can only be applied for online
using the City of Cambridge’s Citizens Access Portal (CAP):

Excavation and Trench
Sidewalk Ohstruction/Closure
Crane, Boom and Pump Truck

These permits can be applied for here:

hitp://permits.cambridgema.gov/CAPSite/Public/Main

Step One: Registering

Before you can apply for permits, you must be a registered user. Click on
the upper right corner of the webpage to begin this process. {If you are already
registered skip to Step 2).

Links Welcome to the City of Cambridge On-Line Permit Program

» Building Tha City of Cambridge's goat s to make the petmit process convenient for the applicant and reduce the amount of leg work

b Fleetsn currently reguired for some permits. Inspectional Services Department penmits are avaizble. Excavalion, Sidewall

. Ghstruction and Crane. Boom & Pump Truck Permits offered by the Public Works Department are ato avaiflable, Links
» Housing to other Public Works permits can be found Aere, Additionai permits vl be avaitable in the futire through this site.

= Plumbin
R g . To begin using the On-Line Parmit Program , you vl be required to register. Click on "Regfster"located on the right side
¢ Public Works of the grey bar above. After filing In the required information which wil include your email address and a password, chck submt,
. + The City Departments wil review for approval. Upon approvel you wil recelve a notification. Following notificatien and using vour
» Sanitary ; ! ¥o!

emal sodress and password to lagln, you may begin the permitting precess,
= Zonitng

Cliick on tha "Permitting "Ink on the toolbar above. Click "Begin Process” . A lst of parmits avafable an-line wit appear. Click
on the permit type you would ke to obtain,

You are now rezdy to begin,

The City of Cambridge recommends Internet Explorer @ or later when using this application.
For OS X users, the City of Cambridge recommends Safari when using this application.

E2015 Tylar Technologias, All Rights Reservad,




Next you will be taken to the registration screen. Fill in all of the required information.
Notice the red asterisks — these are required fields.

New User Registration

=

First Hame § e T. Fanait g.._._._._..._. et et e e e e e e e :—
Htddle Hamne a o Confirm Email ' i
Last Hame 1 Password )
Company 3 Confitm Password o o
Phone 5 Contact Preference B 777@ i
Streot Humber i City g o ) 'L
Ssreet ame | sate | Sele [
SuitefUnh i- fip Gode e ..-____..___.._._......___________&
Sireot Type l @ County ) o
Address Type l -Address Ty'pe- - - ]

After entering in all of your information click the submit button. You will receive an
email once your registration is approved and your account has been activated. You can
now apply for permits. Your user name is your email address.

New User Registration

First Hame ETamara B :7””777”77 Emait (?fna;a;tala @gniat.com i
mddieame | _' i Contirm Email §15m;ra,paiafino;@gmai_l.comﬂ t
Last Rame Ta‘a"m“' Passord {weswes ]
Lompany ; ; Conlinn Password i“"';. ’ >
Phone 5_3_1_7:54_9.4!43 3 Contact Preference 5 Emas! ) E“
sweetfumber 117 cy {Fomingham |
Street Hamo iSFmF;SOHb} 7 5 State E-Slate- R E}‘
SuitelUnit ’ _- _ ) o | Zip Coda ; - 1
swertype | SweetType |- oy | nE

Adilress Type g LWau_Dl'l L:_r




STEP 2 —Logging into CAP- Steps 2 thru 5 are the same for every DPW permit—Jump to
the appropriate permit after step 5.

Registered users can apply for permits at:

http://permits.cambridgema.gov/CAPSite/Public/Main

To begin either log on or click on thePermitting> Begin Process button.

— Click on this link for
. ... Home . Pai 2 GlS . - Instructional Videos 4‘::] i ¢ ti | d
e e e NEUEROnat =4 Instructional vioeos

Links

¢ Building

¢ Eleciric

¢ Housing

¢ Plumbing

» Pubfic Workts
+ Sanitary

» Zoning

Next, you will be prompted to enter your user name and password. Your user name is
the email address that you registered with. If you cannot remember your password, ask
to resend it.

Log On

Email address § i §\!:0f(ﬁ

Password | Your username vl be the amall

addriss vou registered vrith!

Remember me? 1§}




STEP 3 — Click on the type of permit you want to apply for

Curb Cut

Demolition (Entire Removal of Building)
Dumpster

Electrical

Exg'_a'y_a'ti_on_ '

Fodd tMoBi}e Food Truck)

Food Establishment

GGas

Mechanical

STEP 4 - Review application requirements and instructions, then click

Welcome to the On-Line Excavation Parmit Appiication,
The applicant will be required to supply s requested information. Please read each item below:

- Search address - This is the location where the work will be done, The address that you enter must be a
validate address in the City of Cambridge Assessors Database. If you are working on a larger srea, like an
intersection o a0 ntire streel, please use the nearest eddress and stats the limite of your work locatien in
the *Other Location Description™ field on the main permit page.

+  Once yau select an address, click next on parcel number screen,

- Select the approgriate type of excavation permit «*No Trench’ is for work where excavating will be done,
but the work is not considered to be a trench under tha State of Massachusetts Trench Laws and
Regulations, ia: sidewalk replacement.

» All fields with an ! are required fields. You will not be able to submit a permit when a required field is left
blank.

- Make sure you select an infrastructure type in the "Work Detail* field on the main permit page as this will
trigger the fea.

. Under the Street Cuts and Sidewalk Cuts sections, only fll in the size of the area that will need to be
restored.

- Required attachments (Flease note that & permit will not be reviewed until we have received these
documents):
For work in the public way:

») Utility plans,
b) Traffic/pedestrian management pian,




STEP 5 - Click on “Search Address” button

- Addresses

S Search :.i'\e.:l_dre.sses @

You will be prompted to enter a street number and street name of the location that you
will be working. You must select a valid address that exists in the City of Cambridge
Assessors Database. If working in an intersection or an entire street enter the closest

address. You can enter in additional location information on the main permit

information page. Click Search:

Street Number |147

Straat Mame iHamp!

i

Street Numberg Pre Direction; Streat Nameé Street Type? Post Direction Unit OF
i : L ' !

Suite% Address Line 3 Cityi State) Postaiz




Sireet Nurnber {347

Hampr

Streat Name

Street Number 51 Pre Direction

7

7 Street Mame '

i

Hampshire St
" Hampshire St

Street Type 7| Post Direction % Unit Or Suite

Verify that you have the right location and click

Addresses

147 !-_!ar_n'ps:hi're =
Location. {Maip].

- Bearch Addresses

Addrass Typa

Street Number "147 o @

Street Hame &Hampshlre St

{1 Add




Click

: { Parcal Number T{’z Main
E;,g-[BSﬁa il

@Y Cancel 4 Frevious

Excavation Permits:

STEP 6 — Type of excavation

Once you have eneterd in the permit address information, select the appropriate permit
class from the dropdown. “No Trench” is for work where excavating wil done, but the
work is not considered to be a trench under the State of Massachusetts Trench Laws

and Regulations. Click

What Type of Permit? ‘ S B R v
§Trenc;-.' . RN U, T é
- No Trench

ity Contract - Trench g
City Contract -NoTrench ]




Step 7 — Permit information
In this section please provide us with as much information as possible. All fields with an

are required fields. You will not be able to submit a permit when a required field is
left blank. If you are working in an intersection or on an entire street you can enter this
information in the Other Location Description Field and select a cross street.

‘ o

Emergency Cnntactl B I i Emergency Phonei J i

Crosy Street A utilities’

Other Location Descriptianim- e ) T i@f <‘_‘:j

- Permit Dates P

Proposed Start Date! Farer date =1y

el g Purpose ]

Proposed End Date! £n

Weekday Work Hours{7 A.M. - 4 P.M,

- Refated PRrenibs e e AYGER Deatail - ! -
big 5afe Control Humber ¢ i} public Roadway [7] private Roadway
e i P b - - P - Svd
Canduit Permit £ %} ublic Sidewalk D rivate Sidewalk
A {3 public Sewer [} private Sewer

Water Permit # {} public Stormwater {"] private Stormwvater
{1 public Utility/Comm. £ Private Utility/Comm.
L} public Water { "] private Water

i} public Site Work { "l private Site Work i

Make sure you select an infrastructure type in the “Work Detail” fieldon the main

permit page as this will trigger the permit fee. Click = 2= “when done.

Step 8 — Competent Person Information (this screen only comes up for trench work)

Enter in the name of the competent person and his or her hosting license information.
Be sure to click on the box that indicates you understand and agree to comply with the

State of Massachusetts trench laws. Click =

- Treach License —— B

Hame of Competent personlw J— _i 3
Massachusetts Hoisting License #i J @
License Grade‘ . 7 ' i

Hoigting License Expiration Date! Enfer dats E i

!_«:’“I Applicant understands and agrees to comply

10




STEP 9-Street cut information

Under the Street Cuts and Sidewalk Cuts sections, only fill in the size of the area that
will need to be restored — For instance if you are cutting a 5'x4’ section of asphalt and
need to take out one sidewalk panel to do your trench work, these are the dimensions
that you enter in the next two sections.

b

Enter tha siza of all street cuts:

Street Cut # {ength Width

'S

w2 41
Enter the size of all sidewalk cuts:
Sidewalk Cut # Length Width Material ]
. L] !
v
Wy e 4 &

11



STEP 10 — Add required attachments

On the Required Attachments page attach utility plans, traffic/pedestrian management
plans, bond information and a copy of your company’s certificate of insurance that lists
the City of Cambridge as an additional insured and the certificate holder on your policy.

Also submit and any Water Department or utility {conduit) permits.

~> Documents library

Enerfov

7 Favorites
B Desktop

i@ Downlosds
25 Recent Places

Amangeby:  Felde

Hame

] EnarGov_Butinesslicense.dooe

& libraries
ﬁ __D_ocummls

o Music

i) Plctures
B videos
- Levn, Tamera
3B Compuder

.+ Solutiont.sqlsuo

) £nerGov_StandatenePermits Food.docx

1) EnerGov tpad.docx

&) faerGoy inspecticns&Violations.doey

£} EnerGov_BLCerlnspdogx
]

Flename: PerttZhped

Click “Finish” once all attachments have been uploaded.

File Harme ¥ |Added On Y Added By User Y Notes

;% Permit1234.pdf [2/12/2013 12:15:56 PM Levin, Tamara

&y ot

A pop-up lets you know your permit number that that your permit has been submitted.

Click OK:

enerGov

Your data has been submitted and processed.
The following identification number was generated: EXC-024563-2015

12




Crane, Boom and Pump Truck Permits

STEP 6 — Enter in permit information

Once you have entered in the permit address information you will be taken to the
following screen. In this section please provide us with as much information as possible,

All fields with an
required field is left blank.

are required fields. You will not be able to submit a permit when a

Egquipmant Typef - e ]

Emergency Contact | #) Emergency Phone

Project Description

- Street/Sidewalk Occupancy Information -

Space Required (Linear ft)

§% Street Width Requ§red?

Do you want to close a street?| v | {BMaintaining a minimum 14° wide travel lane?|

- Additional Information

"] Request Saturday Work {Addtional Fees tay Apply)

[,

13




STEP 7 — Enter in proposed work days

Requested Permit Dates

Work Day 1! €nter date | Wark Day 6 Enfer date hl j
Work Doy 2! Enter date 2# Work Day 7| &nter dals m !

Work Day 3| Eater date Work Day 8] &nter date

Work Day 4| Foter dste @ Work Day 9! &nter dote :
Work Day §; Enter date s Work Day 10| Enter dote B :

€} Carical

STEP 8 — Add required attachments

On the Required Attachments page attach traffic/pedestrian management plans, bond
information and a copy of your company’s certificate of insurance that lists the City of
Cambridge as an additional insured and the certificate holder on your policy.

i b ibrales " Docusments » | EnerGoy

Hew felder IR sz

5 Faonites focuments library Songetys Folder v

EE Desiicp Tnerfay
" Downlosds Heme

7 ReatPates |

) EnecGoy_ Businesslicensedocr
] EnerGov Bulldenlicense doce

£ Dotwments |
2 Musie

2 Pictures

H videos
B Levn, Tamara

I vrehhrthus oot

=P 4 Process Buiiing Pt Swim Laresdoc
. Selticalsghiuo

£} EnesGiov. StandulonePemits_Fooddoct
Y Ererfov ipaddece

@) EnesGov Inepschonréiviciations.doox
Y Enesbo. dotx

- e

Flename Perenitl 23t pdf

14




Click “Finish” once all attachments have been uploaded.

file Name Y “[Added On ¥ | Added By User ¥ Notes prd

(% |Permit1234.pdf [2/12/2013 12:15:56 P Levin, Tamara @ |

A pop-up lets you know your permit number that that your permit has been submitted.
Click OK:

| “EnerGov

Your data has been submitted and processed.
The following identification number was generated: CBP-024606-2015

Sidewalk Obstruction Permits

STEP 6 — Enter in permit information

Once you have entered in the permit address information you will be taken to the
following screen. In this section please provide us with as much information as possible.

All fields with an
required field is left blank.

are required fields. You will not be able to submit a permit when a

15




Emergency Contact ] %3 Emergency Phone

- Permit Dates - e
Proposed Start Date! &nier dete ‘@l b propused End Date! Eater gote (EL 6D

Weekday Work Hours

Project Description

Location Description

-~ Sidewaik Occupancy Information
1] $taging (Walkthrough)  [_J Staging (Mo Walk Through/Partial Obstructien)  {_] Ladders

|} sidewslk Closure  Other (Please Provide i}escription)i

gbstructon Length (1) [ @y Total SF o

Obstruction Width (ft) .

- Additional Information -————ee
Will the strast next to the curb be obstructed?!

) rRequast Saturday Work (Addtional Fees May Apply)

STEP 7 — Add required attachments

On the Required Attachments page attach traffic/pedestrian management plans, bond
information and a copy of your company’s certificate of insurance that lists the City of
Cambridge as an additional insured and the certificate holder on your policy.

» Librarigs ¥ -
R

O:sganize v Hewe folder

i Favorites 7 Documents library Brangebyr Felder
2 Desktop Eneroy
i Downloads Mamne

@ EngrGov_Businessticense.doex
] EnerGov_Buildersticense.datx

%% Recent Piaces

EE Desttop
Gl Librades
" [ vocuments
b s
;;:i 2:::“ §__1] Peotess Beilding Permit Svdm Lanes.doc
Videos :‘, Solutionl.sqlzuo :
A Levin, Tamara ?} EnccGod StandafonePermits_Foed.doex
1% Computer ‘?} EnerGov_lpad.doce
G Network G} EnecGov InspctionsBiviclations. docx
- @ EnerGov.|

3 Conleo! Panct

T Aaeaate nie

File name: Pesrntl 234 pdf

16




Click “Finish” once all attachments have been uploaded.

U fie tiama 5 Jadded on Y Added By User ¥ Hotes

;3% Permit1234.pdf {2/12/2013 12:15:56 PM Levin, Tamara

A pop-up lets you know your permit number that that your permit has been submitted.

Click OK:

Your data has been submitted and processed.
The following identification number was generated: SCL-024604-2015

Paying permit fees

Click on the Home {™ b utton in the upper left and scroli down to find the invoice number
for the permit you just applied for. If the invoice does not show on your home page, hit

o, |
if““‘
Refresh Lﬁéon bottom left. Click on the Invoice Number to open it.

; Invoiced, Past Due $600.00 - 7/28/2815 7/28{2015

. " partial Payment, RNy R R

(0633435 st Due $100.00 8/13/2015 ©8/13/2015
R 6o bR " Displaying tems 1 -2 of 2 | |

17




Review your invoice, then click in the “Make Payment” button:

Invoice Number: 00033419

Billing Contact: Cléy of Cambridge {Linke, tivoics Status @ invoicad, Past Due

Rob]
) involcs Nurmber: 00333418

tavoice Date: Fi2812016 . .
Invoise Desgeription !

Inwoice Due Date : 742812016
Involee Total: $600.00

$200.00 $200.00 . CEP-024537-2016 Permit
DPW - Crang Wﬁ_rk_Day 2 © 520000 '$200.00 CBP-024537-20%5 Fermit
DPW - Crane Wark Day 2 520000 £200.00 CBP-024537-20116 Fermit

@é:{(ﬁ]bw

i DisplayingHems 1-3 013 | |

Follow the prompts:

Please choose the method of payment,

Pay by Personal Check
) Pay by Business Check

Enter in required credit card information:

Fequired fields are Nighlightes with s asterisk,
Payment infarmation:

Amount:? $600.0¢ £
Tnvofce Number:* 00033419
Case Nombar:* 00033119 &

pleasa enter the folfowing information about yeur payment method;
Cardholder's Name:* y

Cards Acceptad:

Card Number:*

Expiration Date:™

Billlng information:

Address Line 1% H |4
Address Line 2: ]: 4o
Country:* [United States v &

ZIP Coder* “

cty: —

Stata: [Gelect One-- v

Receipt information:

Emal} Address: ¥

Cenlinua | Ehange Fayment Mathcud_l

18




Verify Information and confirm payment:

Please verify the following information:

Amount: $600.00
Invoice Number: 00633419
Case Number: 00033419

Card informatlon:
Cardholder's Name: R)

Card Type: MasterCard
Card Numbex: SRRSO 15
Expiration Date: 6/2021%1

Billing information:

Address Line 1: TEST

Country: United States

City: CAMBRIDGE

State: Massachusetts

Z1P Code: 02139

Emall Address: TEst@testtesttest.org

Is this Information correct?

Confirm Payment i | Modify Payment H Change Paymant Method .

You will be notified of the 2.5% convenience fee on credit card transactions (A S2 flat
fee is charged for electronic checks):

This transaction is subject to a Service Fee of $15.00.

Payment Amount: $600.00
Service Fee; £15.00

Total Amount: %$615.00

Two transactions wili appear on your bank statement, one in the amount of $600.00 and
one in the amount of $15.00.

Submit Payment || Cancel Payment -

19




The last notification is your receipt:

Successful Payment Receipt

Please print this receipt for your records

Remittance ID:
Raceived:

Invoice Number:
Case Number:
Amount:

Service Fee:
Service Fee Type!
Total Amount:
Transaction Type:
Card Information:

Billing information:

Note: Payment doesn’t result in issuance. An additional email will be sent out at the

time of issuance.

DF4AABBCO09046AASFBBSBEFG2907A
August 24, 2015 07:21PM EDT
00033419

00032419

£600.00

$15.00

Dual Transaction

$615.00

Authorization and Capture

MasterCard

RL
=é==¢=(::(=-“e::!::i:ﬂ:&:?-‘-:t:ﬂ:o[}is
Address Line 1: TEST
Country: United States
City: CAMBRIDGE
State: Massachusetts
Z1P Code: 02139
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