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1. Creating A New Application

e Click New under Applications

Applications

¢ Refresh § Y Clear Filters

e A pop up will appear to enter information
Create Application | Request Ready .

Applcation
Apphication ID Applcation Guid
DR SNSRI ALEE MR AR T
Status Crestion Date |
Request Ready v 19/09/2025 15:29 |
|

Applicant Information

Customer Name Emad Address
Phona Number

Address Cry

Zip Code

) B

e Application Information:
o Customer Name
o Optional fields

m  Email

m Phone

m Address
m City

m Zip Code

Applicant Information

Customer Name Email
Phone
Address City
Zip Code
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e Permit Information:
o Permit Type
Zone Name (if not auto populated)
Tariff Package (if not auto populated)
Start Date, End Date and Price should auto populate
License Plate

o 0 0 0

Permit Information

Permit Type * Zone Name *
[ Residential v J Resident o
Tariff Package * Tariff Name
Resident v Resident
Start Date * Expiration Date ™

19/09/2025 15:31 - -

Date And Price Cale Option
© start Only Based

() Start End Based

License Plate *

e If the Expiration date and Price do not populate, click the recalculate button next to the price.
This will update those two fields to the correct information.

Start Date * Expiration Date *

15/09/2025 00:00 B 18/09/2026 23:59 B

Date And Price Calc Option
o Start Only Based

O Start End Based

e Optional fields include:
Individual ID

o Organization ID
o Comment

o Summary

o]

CONFIDENTIAL
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Additional Information

[IndividuallD] [OrganizationiD]

Comment

Summary

e Before clicking save, go back to the top verify the Status is set to Request Ready

Create Application | Request Ready

Application
Application ID Application Guid
e i ol o aRlNGe 2t SF SR e T es NS S5 —I gt = 1 -
Status Creation Date
Request Ready v 19/09/2025 15:31
e Click Save
e You will now see the Application listed
Applications

Unread  Permit Requires Approval  Application 1D 1] status Tl License

Plats 1
0 ] B
n B ® s | Request Ready O TESTMB  19/09/2025 1533 1

Date Changed 11 Viersions 11

e Now we need to generate the permit
e Edit the Application by clicking the Pencil lcon
e Click the Generate Linked Permit button in the bottom left corner
o NOTE: You can accidentally generate more than once too as that button does not
disappear after a permit has been generated.
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View/Edit Application - 8 | Request Ready

Application Revision History Uploaded Documentation Discussion

Application ID Application Guid

Status Creation Date

Request Ready v 19/09/2025 15:33

Applicant Information

Customer Name Email Address

Phone Number

Address City

Zip Code

Generate Linked Permit

e The application is automatically set to Approved and a permit has been created.

Applications

Unread  Parmit Requires Approval  Application 1D 1} status 11 Licenes

Date Changed 11
piate 11 O o

O /]

(e} ® 8 (B TESTME  19/09/2025 1536

e Click the green box with an arrow to go directly to the permit.
e The permit is listed in Payment Pending Status
Permit

) CxEm) o

Casellnk Permin 1D 11 status T} Uicense Plate 11 Date Changed UTC Tl Version 11

a B (K 10003 !Pl)men!?ending  TESTME 19/09/2025 15:36 1
4

e Edit the Permit to mark it as paid by clicking the pencil icon
e Set the Status to Payment Accepted, select the payment type and click Save
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View/Edit Permit - 10003 | Payment Pending] g x

View/Edit Permat Revision History Payment History

Permit ID

Status *

Payment Accepted

Payment *

CreditCard Transactions

Invoice Rl E Ve Tansaction

e The Permit now shows as Payment Accepted. The system will automatically change it to
Issued or Active depending on the start date
Permit -

Caselink Permit 1D 1] Status T License Plate 11 Date Changed UTC 1] version 11 ¢
a a a (K4 10003 Payment Accepted | (3 TESTMS 19/09/2025 1539 4 E
4
e Click Refresh to see the status update
Caselink Permit 1D 1} Status 1] Licerse Plate T1 Date Changed UTC T} Version 11

[ o e 10003 0 TESTMB 19/09/2025 15:40 5
1
»

Caselink Peemit 1D T1 Status 1] License Pla

e Tl Date Changed UTC 11 Version 11

m (] 10003 Active B TEsTMB 19/09/2025 15:40 6
4

e If the customer has a portal account you can link the permlt to them.
e Click the Pencil (edit) icon next to the Permit
e Scroll down to Application Information and click Link User
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Applicant Information

Customer Name Email

Phone

Address City

Zip Code User Options Linked User :

@& Link User

e You can filter to find the customer and then click Link User

Link User

First Last
User Name 11 Email Address 1} Name Name
1l

morgan.blue@flowbird.group morganblue@flowbird.group Morgan Blue
4

e You will see a prompt to confirm the action. Click Yes if that is the correct account

Confirmation X

® Do you really wish to link this Permit with License plate and
1D 10002 to the user morgan.blue@flowbird.group{Morgan
Blue)

e The customer is now linked to the permit

Applicant Information

Customer Name Email
Morgan Blue morgan.blue@flowbird.group
Phone
Address City
Zip Code User Options Linked User : morgan.blue @flowbird.group
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