
CITIZEN ACCESS GUIDANCE
Log In Page

1) Use your User Name and Password to log into the system
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CITIZEN ACCESS GUIDANCE
Dashboard

Click Permits
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CITIZEN ACCESS GUIDANCE
Permits Dashboard

Click Create an Application
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CITIZEN ACCESS GUIDANCE
Disclaimer Page

Click the box accepting the Disclaimer

Click Continue Application button
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CITIZEN ACCESS GUIDANCE
Applications List

Click the radial button

Click Continue Application button

Click the words or Arrow to expand
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CITIZEN ACCESS GUIDANCE
Facility Address

Click Search button

Insert Street Name only.  Do not 
enter Ave or St with the name

Insert Street Number of physical 
address of facility

If the address entered shows 
an error, insert the first letter 
of the Street Name and click 
Search
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CITIZEN ACCESS GUIDANCE
Address Search

1) Select the correct 
address

2) Click Select at 
bottom of page

3) Complete the rest of 
the Survey 
information and 
submit.
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Will automatically fill in based on 
address provided.

CITIZEN ACCESS GUIDANCE
ADDRESS & PARCEL INFORMATION
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If information is wrong, contact the City 
Assessor’s Office to correct.

The survey can continue with incorrect.

To add Contact from 
account, click Here

CITIZEN ACCESS GUIDANCE
OWNER & CONTACT INFORMATION
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Select the contact to add.
Can only add 1 at a time.
Select the Radial Button

Select Type from List.

Click Continue

Click Continue

CITIZEN ACCESS GUIDANCE
SELECT CONTACT FROM ACCOUNT
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To add New Contact, 
click Here

CITIZEN ACCESS GUIDANCE
ADD NEW CONTACT
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Click to select contact 
Type

Click Continue

Complete the contact information.
Please ensure to include a phone 

number and E-mail.

Click Continue

CITIZEN ACCESS GUIDANCE
ADD NEW CONTACT INFORMATION

Page 12



There should be two contacts shown in the list.
Applicant and Building Owner contact types must be selected to proceed.

Click Continue 
Application

CITIZEN ACCESS GUIDANCE
CONTACT INFORMATION COMPLETE
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Complete 
Information

CITIZEN ACCESS GUIDANCE
FACILITY INFORMATION
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Complete all 
Information

CITIZEN ACCESS GUIDANCE
STORMWATER EXPOSURE INFO
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If you have an Oil Water Separator, Click Here.

If you have outdoor Trash Containers, Click Here.

CITIZEN ACCESS GUIDANCE
STORMWATER EXPOSURE TABLES
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Fill in the information for each Oil Water
Separator.

Click Submit to add to table.

Click Submit to add to table.

Fill in the information for each Trash Container.

CITIZEN ACCESS GUIDANCE
TABLE INFORMATION ADD
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If you have any Outdoor Storage Tanks, Click Here.

Fill in the information.

CITIZEN ACCESS GUIDANCE
OUTDOOR FUELING & STORAGE TANKS
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Click Submit to add to table.

Complete information for 
each outdoor storage tank.

Tank ID is an individual ID 
for the tank.  If you have a 
name for the tank insert it 
here.  If not, just number 

the tanks in numeric order.

CITIZEN ACCESS GUIDANCE
STORAGE TANK ADD
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Add and describe any 
stormwater pollution prevention 

measures taken on site not 
previously mentioned

Click to Add required 
attachments

CITIZEN ACCESS GUIDANCE
BEST MANAGEMENT PRACTICES & ATTACHMENTS
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Click Add and find the 
file to upload into the 

survey.

Click Continue once 
the required File(s) are 

added. 

CITIZEN ACCESS GUIDANCE
ADD ATTACHMENTS
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Use Pull-down Menu to select 
the Type (Site Plan, SWPP, etc.) 

the file represents

Click Save to add file into 
the table and Survey

Add short description of what
the file is

CITIZEN ACCESS GUIDANCE
ATTACHMENT ADD TABLE
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Attachment table shown has the files 
in the Survey.  At a minimum, a Site

Plan is required to be attached to the
Survey. If facility has a SWPPP, please 

attach it as well.

Once all required Attachments are 
inserted, click Continue Application

CITIZEN ACCESS GUIDANCE
ATTACHMENT COMPLETED TABLE
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Review the Survey for correct and
accurate information

CITIZEN ACCESS GUIDANCE
SURVEY REVIEW
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Review the Survey for correct and
accurate information

CITIZEN ACCESS GUIDANCE
SURVEY REVIEW
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Review the Survey for correct and
accurate information

CITIZEN ACCESS GUIDANCE
SURVEY REVIEW
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Review the Survey for correct and
accurate information

CITIZEN ACCESS GUIDANCE
SURVEY REVIEW
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Submittal has been successfully 
submitted.  You can Print a copy 
of the survey from this screen.  

The Survey will automatically be 
submitted and notify the Grand 

Rapids ISW Team of the 
submittal.

CITIZEN ACCESS GUIDANCE
SUBMITTAL COMPLETE
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