Submitting an Elevator Annual or Maintenance Application

Al
ok
(RIS ubmits Cuctomer Servics Requect armit
L L V
Log I nto t h e p O rta I by u S I n g t h e Bookmark this page for quick access.
. Fill out this form and you will be contacted to complete your account setup. If you have already submitted the form and received a temporary password, please log in with that and the
email and password that was == btz g

used to set up the account.

For assistance, please call the following
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Upon log in, the “My Dashboard” page will load.
Click on “Submit Building Application” on the navigation bar.

CITY OF

NEWRHYTHM

My Dashboard Submit Building Application Submit a Customer Service Request Customer Service Instructions Building Permit Instructions

Click on “Building” and a drop-down
menu will appear. Click on the
appropriate type of building permit.

~ Building

After clicking on “Submit Building
Application,” the “Submit a New
Record” page will load.

Commercial Building Permit

Submit a new record

Daycare / Adult Home Operation

Electrical Building Permit
Licenses & Permits

Choose the license or permit you want from the list.

Elevator Annual or Maintenance

Land Disturbing Activity in conjunction with construction.

? Building Mechanical Building Permit

Plumbing Building Permit

Residential Building Permit




After selecting the appropriate building permit type, the system will automatically navigate to the
“Record Information” tab.

An * indicates this field is required.

Submit a new record + Save Progress

@ Choose aRecord ’ Record Information }
<ill in the record ii s A KR are Required.

Nhat kind of record are you submitting?

=levator Annual or Maintenance

< Nork Type * ;b

Select v

Jescription (optional) (7)

2000 characters left

¥ icates your responsibility for this request:
Applicant Type *

Select v




Click in the field box where it says

“Select” under “Work Type" and a

drop-down menu will appear. Click
on the appropriate work type.

Nork Type * (i)

Belect
Select
AMNNUAL INSPECTION

MAINTENANCE INSPECTION

Click in the field box where it says
“Select” under “Applicant Type"
and a drop-down menu will
appear. Click on the appropriate
applicant type.

*Tenants should apply as Property Owner*

This field indicates your responsibility for this request:
Applicant Type *

Select

Select

Property Owner
Licensed Contact

Other Contact




Upon clicking on the address button, a pop-up search

Scroll down to the lower menu will appear. Enter the street name in the “Number”
half of the webpage and field and the street name in the “Street Name” field.
click on “Click Here to Do not include the suffix in the “Street Name” field such as
Add Address of Property.” St., Rd., etc.

Click Here to Add Address of Property

Select Address vap (I

Address

o0 ©
(o A

Cstreet Name (7) >/ suffix (i)

Select v ‘

Select v ‘

goodwin ‘

city (D Postal Code ()

Once the “Number” field and “Street Name” field are filled in, click on the “Search” button in
the bottom right corner of the pop-up search menu.




Once the “Search” button is clicked, a
results list will appear at the bottom of
the pop-up search menu.

Click on the circle next to the
correct address. Once clicked
on, the circle will turn blue to
indicate that the address has
been selected.

Click on “Add Site” once an
address has been selected.

Select Address vap (D
Address
Number (i) Dir (i)

159 | Select W ‘
Street Name (7) suffix ()

goodwin | Select v ‘

Unit/ Apt# ()
city (3 Postal Code (7)
| |
Clear All m
Results
@ 159 GOODWIN NECK RD YORKTOWN VA 23692 a

O 159 GOODWIN NECK RD AYORKTOWN VA 23692




After clicking on “Add Site,” the pop-up search menu will disappear.
The selected address is now shown under the “Sites” tab.

Sites (1)

Q 159 GOODWIN NECK RD Location Details
YORKTOWN VA 23692
Address

300 characters left

Attachments (1) ) ~

There are no attachments to display here

To add an attachment to the application, click on the “Add Attachment” button.



Upon clicking on “Add Attachment,” a pop-up
menu will appear.

Select a file by clicking “Browse” or drag a file
directly into the dotted rectangle area.

Once a file has been attached, click
on the “Save” button. After clicking
the “Save” button, the pop-up menu

Upload Attachments
Upload all attachments here.

Drag file here or Browse to select file.
Cannot exceed 10MB and must be a pdf, jpg, .doc, .txt, or _png file.

will disappear.

Once the required fields are completed, an address
is selected, and attachment(s) are uploaded (if
applicable), scroll to the bottom of the webpage.
Click “Save & Continue” to proceed with the
application process.

Selecting the “Back” button will cancel the
application process; however, any progress made
will be saved and can be accessed via the “My
Dashboard” section.




After clicking “Save & Continue,” the “Portal Elevator Operation
Details” page will appear to collect additional information.

Portal Elevator Operation Details

Portal Elevator Operation Details
Car Identifier (7)

INDICATE THE TYPE OF INSPECTION

[ category 1 Test D

[ category 3 Test D

|:| Category 5 Test @

[] maintenance (D



SCFO“ down tO Hcertlflcate Of Certification of Information ~
Information.” Please carefully read
Certification of Information

. . .

t h e I n fo rl l I at I O n p rovl d e d By selecting Yes in the box below, you agree to the following: | hereby certify the above information to be true and cormect to the best of my knowledge, information and belief. | understand that any false statement or misrepresentation made on this application may

.
— result in the rejection of my application or revocation of any permit obtained pursuant to this application

| hereby certify: (i)

Once read, Click in the field box d
where it says “Select” under “I| our Name: @ Corticaton Date: D
hereby certify" and a drop-down | vt ame [ oumons
menu will appear. Click on “Yes” to
certify the information that has
been inputted up to this point.
| hereby certify: (i)

Select

Select

Mo

Yes

X
Posiienil
Type in the applicant’s name and today’s date in ©ome ’
MM/DD/YYYY form. | Sy Mo Tu WwWe Th Fr Sa |
30 31 1 2 3 4 5 . w“ . ”

The date may also be inputted by clicking on the calendar icon. Upon Me 78 9 0o n| Click the “Save & Continue
clicking the calendar icon, a pop-up calendar menu will appear. Click on fo 14 15 te AT ts 19 Button.

today’s date and the pop-up calendar menu will disappear and populate the 2 2 2 n oM n 0
certification date field. 7 2 20 3 1 2 3




Submit a new record

Choose a Record Record Information Additional Information
& Choose a Record } & Record Information } & Additional Information “

Review Information

Please carefully review the information below. If you need to make any changes, click the edit button

Record Information < # Edit ,

A

The “Review” tab is where all the information entered previously will be reviewed by the applicant.

To make any changes to the
information listed under the
review tab, click the pencil icon
beside “Record Information.”

Upon clicking on the “Submit” button, a pop-up
window will appear confirming if the application

If changes are made, click
is ready for submittal. If so, click “Submit.”

“Save & Continue” at the “ Save & Continue

bottom right-hand corner to N
save all edits. Submit

Are you ready to submit this record?

Once a“ the information iS Elevator Annual or Maintenance
correct under the “Review”
tab, scroll to the bottom of the
webpage and click “Submit.”




Upon clicking “Submit,”
a confirmation message —

will appear along with Thank you! Your Record was submitted. Please click the blue link below to view
an application number. the application and complete any additional steps.

I EVv2025-00210

Click on the application
number for more
information.

**THIS CONFIRMATION MESSAGE DOES NOT MEAN THE PERMIT HAS BEEN ISSUED. THE PERMIT IS NOW
BEING REVIEWED BY STAFF.**




Once the submission of the application is complete, go
to navigation bar at the top of the webpage. Click on
“My Dashboard.”

CITY OF

NEWRHYTHM

My Dashboard Submit Building Application Submit a Customer Service Request Customer Service Instructions Building Permit Instructions

Scroll down the page to “My Projects,” locate the submitted permit application, and,
if any tasks remain pending, click on “Pending Tasks” to complete them.

Elevator Annual or Maintenance No Fees Reviews Current Milestone Sub-type
2 Pending Tasks Portal App Review ANNUAL

159 GOODWIN NECK RD INSPECTION
Added Date Processed Date

YORKTOWN WA 23692 . e
06/26/2025 Description

s EV2025-00210 Issued Date Expire Date




After clicking on Pending Tasks or the

Application Number that was provided in the

confirmation message, the permit application

information page displays, at which point this

message appears on the webpage. The permit application is being reviewed by staff.

Please check this site, and the email associated with this portal account, for updates and requests for additional information.
Please scroll down and complete any items shown below in red.
DO NOT begin construction until reviews are complete, fees have been paid, and the permit has been issued.

When scrolling down the webpage, required item(s)
will appear in red. These are notifications to complete
certain tasks within the Elevator Annual or
Maintenance application.



>

York

County

VIRGINIA

The permit is being reviewed by staff. Please wait for
a response from Building Safety before proceeding
with any work.



Once staff has completed the submittal review, an email notification
will be sent out indicating whether the application package has been
approved or if additional information is required by the permit

technicians.

*Please note: This is NOT approval of the Building Permit. This is approval of the application package.*

Email if application package is
approved:
Building Application Submittal Review Complete “a\\ﬁ{'}]‘k
County

Hello,

The intake review has been completed for your building permit application. This approval 1s for
the application package only. Do not begin construction until the permit has been issued. Please
return to the portal to check the status of the next steps, such as plan review, fee pavment, etc.

Building Application Number: EV2025-28827

Address: 100 TEST ST YORKTOWN VA 23692

Email if application package requires
additional information:

zi\/ork

ounty

Building Application Action Required

Hello,

The intake review has been completed for your building permit application. This is for the
application package only. Do not begin construction untilthe permit has been issued. Review
comments are listed below.

Building Application Number: RB2025-28872

Address: 100 TEST ST YORKTOWN VA 23692

Please address issues noted by the permit technician and check the portal for any additional
requirements.

NEED NUMBER OF EEDROOMS



Once you receive either email, log into the portal
account and click on the appropriate permit

application under “My Dashboard.”

CITY OF

NEWRHYTHM

My Dashboard Submit Building Application Submit a Customer Service Request Customer Service Instructions Building Permit Instructions

Scroll down the page to “My Projects,” locate the permit application that was
referenced in the email and click on the permit application number.

/

Residential Building Permit V

159 GOODWIN NECK RD
YORKTOWN VA 23692
s RB2025-00127

[ stams

Reviews
4 Pending Tasks

Added Date
04/23/2025

Issued Date

Current Milestone
Portal App Review

Processed Date

Expire Date

Details

Sub-type
Addition

Declared
Valuation
$100,000.00

Description
test

Occupancy Type
Residential




If additional information

APPLICANT ACTION REQUIRED - COMPLETE THE FOLLOWING STEPS BEFORE CLICKING THE COMPLETE CUSTOMER ACTION BUTTON

|S req u | rEd fO r th e pe rm |t 1. Adjust the blue button above from Needs Action to All and then click the View Details button of the Submittal Review to view the Permit Technician's review comments.
g o (This is the same information that was emailed to you.)
d p pI |Cat 1on pa C kagel d 2. Adjust the bar above back to the Needs Action setting.
new req u | red task Wl I I 3. Provide any additional information or attachments as indicated in the review comments.
4. Look for anything else in red that requires action, and complete the action as indicated.
d p pea I. Ca refu I Iy rea d 5. Click the red Complete Customer Action button at the top of the page to resubmit.

and complete each step:

Once the steps in the required task have been
completed, scroll to the top of the application and click
“Complete Customer Action.”

Complete %

Customer Action .
Complete Customer Action

1. Please go to the reviews on your application and complete the items listed

2. Once the items listed in the review have been completed return to this form
3. In the Comments box, you may add details or comments.
4. Only Press the "Complete Customer Action" button below after the review items have been addressed and any comments have been input.

A pop-up message will appear—please read it carefully
to ensure all items listed in the review have been
completed. Click “Complete Customer Action” to
finalize the process. ==

Comments (optional)

L
300 characters left

Complete Customer Action




Rork
Coun

VIRGINIA

The permit is being reviewed by staff. Please wait for
a response from Building Safety before proceeding
with any work.

Applicants are advised to periodically review the status of their
application within the portal. [tems requiring their attention will be
highlighted in red, while tasks assigned to staff will be displayed in

blue.
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