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1. Creating A New Application 

• Click New under Applications 

Applications 

IIUiiidll 
• A pop up will appear to enter information 

Create Application [ Request Ready] 

MiiiH:i 

Appk.l:..onGuid 

Sutv, 

Applko1nt lnfomudon 

• Application Information: 
o Customer Name 
o Optional fields 

■ Email 
■ Phone 
■ Address 
■ City 
■ Zip Code 

Applicant lnfonnation 

Customer Nime 

Phone 

Address 

ZJp Cod• 

1'),00{l02S IS:19 

City 
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• Permit Information: 

o Permit Type 
o Zone Name (if not auto populated) 
o Tariff Package (if not auto populated) 
o Start Date, End Date and Price should auto populate 
o License Plate 

Permit lnforrmitlon 

Permit Type • Zont Nim. • 

( R~sKfential v j R,iident 

Tiriff Pickage " bnffN,me 

RePdent V R.sdent 

S1art OJte • Expuabon OJte • 

19/09/l025 15'31 El • 
Pr.Ce 0.1te And Pnce Cak Option 

e, 0.00 D 0 Start Only Ba~ 

Q Start End Bnod 

Nombtf Of Rtqutstfd Permits lKens.e Pbte • 

• 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 " 

19/09/2025 00;00 

Pnce 

Expiration Date • 

■ 18/09/2026 23:59 

8 100 

Dale And Pnce Cak Op11on 

r;;i O Slart Only Based 

----------------~ Q Slart End Based 

• Optional fields include: 
o Individual ID 
o Organization ID 
o Comment 
o Summary 

• 
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Addition.ii Information 

[lndividu~llDJ (Org.iniut.onlOJ 

Comm.nt 

Summary 

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

Create Applicat ion [ Request Ready ] 

Apphcat,on 

Application ID 

Status 

Request Ready 

• Click Save 
• You will now see the Application listed 

Applications 

1111 FiihEIIIII 

0 

aaam ~ 

P.,f!QUl11t'\App,-cw.,I .App1.: .. H,>n lOl l 

• 
• 

• Now we need to generate the permit 
• Edit the Application by clicking the Pencil Icon 

V 

Applkation Guid 

Creation Date 

19/09/2025 15:31 

lion• 
l'h,_11 

o.,,,,c~.:tl l 

Roquffl Roady I () T£STMB 19/09/202S IS,ll 

• 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. 

YHuom II 
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View/Edit Application • 8 [ Request Ready] 

App'iution Remion History Uploaded OOQJmentation Discussion 

Application ID 

Slatus 

Request Ready V 

Applicant Information 

Customer Name 

Phone Numbe, 

Addr~ss 

Zip Code 

Gt•11e1<1tP Lu,keJ l\-1 1111! 

Application Guid 

t.Wd6616-7ea8-~ 

Creation Date 

19/09/2025 15:33 

Email Address 

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

Applications 

111-Adfi 586#6 -1111 

0 

asam (:J 

• 
• 

SUtus TJ 

Aw,owd 

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

Permit 

1111-◄@#i fiillHiil- 111111 
Perm t 10 ft SUitus fi 

a a m (:J 10003 [ P•)TTitnt Pt-nding ] () TE.SJMB 

• Edit the Permit to mark it as paid by clicking the pencil icon 

u, ..... 
Pl,tall 

o ... Cl\onged 11 

() TESTl/8 19/09/1025 15'36 

19/09/1025 15,36 

• Set the Status to Payment Accepted, select the payment type and click Save 

Vmlon II 

• 
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View/ Edit Permit - 10003 [ Payment Pending ] 0 X 

Permit lO P@rm I Gud 

Status • Subsa1bt'd 

e 1 

Crtd>tC,rd Tr1nuclions 

ln\'Ok e 
V F-Miilidd:i 

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

Permit --- 11111 
<.awlln' r.,,n I ID Ii \t..>tui U Uc.., .. Plilt• 1J O ' " ~ UTC t l V -f'\on U C 

II 
l'JIJB ~ 10003 1 ..... -.1 A<ui>•od I I) TESTMB 19/09/2025 15o39 

• Click Refresh to see the status update - 11111 
C..-U.,1. Plt-m\itlO U Slltu II lk.wtw Pl••., JI o.,,- Cl 9,d UTC fl v...-,iool l 

• aaa ~ 10003 luuad () 1ESTM8 19/09/202S 15:40 

utl'llnl. ~rr,,t lDll DAI• CIMnq d UTC II v..,,.,, ,, 

• a a a ~ 10003 .____-_ _ _,I () TESTMB 19/09/2025 15·40 

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

Cwtomer Name 

Phone 

Address 

Zip Code 

Email 

User Opboru lmked User : 

'*"'* 
• You can filter to find the customer and then click Link User 

Link User 

« ( > » 

Fust last 
User Name Tl Email Add, .. , TI Name Name 

Tl Tl 

ii&li5 morgan.blue@flowbird.group morganblue@flowb,rd,group Morgan Blue 

·-------------------------- ► « < ) » 

• You will see a prompt to confirm the action. Click Yes if that is the correct account , 
Confirmation X 

(l) Do you really WISh to link this Pem1rt wrth License plate and 
ID 10002 to the user morgan.blue@ftowbird.group(Morgan 
Blue) 

•• 
• The customer is now linked to the permit 

Applicant Information 

Customer Name 

Morgan Blue 

Phone 

Address 

Zip Code 

Email 

mor9an.blue@flowb1rd.gr0up 

Crty 

User Ophons Linked User : morgan.blue@flowb ird.group ,.,,,. 
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