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SmartGov License/Permit
Application Process
This document will show a generalized overview of how to apply for a permit or
license from the City of Waupaca on our SmartGOV online portal.

Submit New Application

1 Go to www.cityofwaupaca.org and click on Apply for License or Permit.

2 Click "Log In"
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3 Enter your username/password and click on Log In.

4 Under My Portal click on Go.
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5 Under Apply Online click the Apply button.

6 Search for the category that best reflects what you are applying for. Then click on
Next.
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7 Start entering the address that best matches the project. In some cases an
address tied to a parcel in the city will be required (dropdown will offer options as
you start typing your address). Other permits, such as Overnight Parking are NOT
tied to a parcel in the city and any address in or out of the city is allowable.
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8 Each permit/license application process differs. The following steps will provide a
high level overview of the application process. Each license and permit will have
one or multiple sections that need to be filled out. Anything with an * is required
to be completed before submission. Applications can be saved when not
completed and revisited later for finish.

9 We've completed the requested information in this section and hit Save. Now on
to the next section of the application.
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10 Click here.

11 In this section we just review the applicant's contact information and property
owner's information. These may be the same or different. The property owner
information comes from Parcel records at the County.
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12 For a building permit, there is a section to select the contractor(s) involved with
the project. You first step should be to hit "Add Contractors" and find them in the
system. If you have not hired one yet or cannot find them in the system check the
box next to "We have not hired a contractor for this project."

If your contractor is not in your system there will be a spot to enter them in the
"Permit Details" section below.
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13 Searching for a contractor.

14 Click "ADD TO MY PERMIT"



Made with Scribe - https://scribehow.com 9

15 We are now in the permit details section. This will ask various questions to allow
us to collect the proper information about your application. Any question with an
* is required to be filled out. The rest are optional.

16 Click this dropdown.
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17 Hit "Save" when finished with details. If everything is NOT complete you can come
back later and continue your work on the application.

18 Click here.
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19 Permit Submittals will details if any supporting documentation is required as part
of your application. If so you will need to upload the requested documentation.
This could be an electronic file provided by your contractor, scanning in a paper
document or using your smart phone to take a picture.

If you have no way to get a required submittal to electronic format you may drop
off at city hall and they will attach it to your application.
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20 The permit conditions section is a review of the rules and stipulations of the
permit or license you are applying for. You generally just need to review this.
Upon submitting your application you agree to all conditions.

21 The permit fees section details what the cost of your license or permit will be.
Some require payment at submission, others will require payment after staff
review. You may pay online utilizing a credit card, or pay at city hall with credit
card, check or cash. If you pay at City Hall staff will mark your permit as paid once
processed.
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22 Permit Inspections will list any inspection that are required as part of the life of
your permit.

23 The Permit Approval Steps will detail what needs to happen after you submit your
application before it can be issued.
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24 Once your application is complete, you may click on "Submit Application."

25 Click "SUBMIT APPLICATION"
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View/Edit Past Applications

26 To view past applications or go back to finish an application you've started, after
logging into your SmartGov account, click on Home.
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27 Click "Go" under My Portal.

28 Under view applications, click the "View" button.
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29 Under Active, you will see permits still in process. If you click on a permit, you can
view (and edit the permit depending on status).


