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 Introduction
The Kentucky (KY) DHBC Portal allows Licensed Contractors from the regulated trades (e.g. HVAC, Plumbing) to submit permit applications, make payment for permits, and view their permits and applications that are in the system.  All Users can search for KY State Licenses, KY State Permits and KY State Plan Reviews, but only licensed contractors are able to register and use the system for the purpose of permit applications. 
The KY DHBC Portal is designed to provide registered users with the online tools they need to manage their permit applications.  Each user within a trade has a role and permissions that automatically display the Menu Options, Pages and Forms that are specific to their work area. HVAC Contractors have some different menu choices the Left Side Navigation Menu than Plumbing Contractors. However, registration, logon, navigation, payments and license and permit searches are the same for all contractors.  This document will identify those common portal pages as well as provide trade-specific instructions to assist the various specialty Contractors in using the system.
[bookmark: _Toc330973818]Using this Help Document
The KY Portal is designed to work similarly for all users.  The navigation of each page, types of links and link uses are generally the same as you move from one page to the next or one tab to the next. Some things to keep in mind are:
1. The Common help pages are identified as All Users or All Users-Contractors
2. Trade specific pages will be identified as Plumbing or HVAC.
3. Your role and permissions will determine which features are available for your use.
4. Every attempt is made to insure that the screen shot figures in this help document match what you see on your computer screen. However, system improvements are on-going and slight variations are possible.  
[bookmark: _Toc330973819] Getting Started-All Users
1. OPEN Internet Explorer and type https://ky.joportal.com/ in the address field.
[image: portalAddress]
2. The Portal supports three different web browsers; Google Chrome, Mozilla Foxfire, and MS Internet Explorer 8 or newer.  If you need a browser or need to update a browser, use the links at the bottom of the Home Page to open a new window and download the free software.
[image: SupportedBrowsers]
3. Adobe Acrobat Reader is required to open some documents.  If you need Adobe Acrobat Reader or want to update the version on your computer, click on the link at the bottom of the left side menu 
[image: ]
[bookmark: _Toc330973820]Navigating the Site-All Users
The Kentucky Department of Housing, Buildings and Construction (KY DHBC) contains links to other related Kentucky government web sites.  These links are found in the submenu at the top of the page. Portal Pages are displayed in the left side menu.  Contact information for the KY DHBC and its specific divisions is also listed on the left side menu below the Portal Pages. The next figure explains the layout of the home page.
[image: Register1]
[bookmark: _Toc330973821]System Registration- All Contractor Users
Kentucky Users currently registered in JO-BCE do not need to re-register to use the Portal. For information on the Log On page please see the next section.  All contractors with a license and ID number (last 6 of the Social Security Account number) on file with the State of Kentucky are eligible to register to use the Portal.
Persons not currently registered in JO-BCE must create an account to access the Portal.  To create an account the following information is required:
· A valid email account. NOTE: The system does not allow multiple registrations for an email address or Contractor License/SSN combination.
· The Contractor license number that has been registered with the State of Kentucky.  
· The ID Number ( last 6 of the SSAN) for the Contractor’s license
To register, follow the steps below.
1. Click either the Register Link on the Form or the Register Button in the left hand menu.
[image: Register1]
2. The Registration Form opens. All information fields are required to be filled out. 
[image: Register]
3. When finished, please click on the Register Button on the right.
4. If you cannot register because the system cannot validate your license number or the last six digits of your SSN, please contact the DHBC (502-573-0364) for assistance.

[bookmark: _Toc330973822]System Registration- Homeowners Only
Members of the Public can search permits and licenses without registering in the system. However, homeowners wishing to apply for a plumbing permit through the DHBC Portal must register in the system by doing the following:
1. Click either the Register Link on the Form or the Register Button in the left hand menu.
[image: Register1]
2. The Registration Form opens. All information fields are required to be filled out. 
[image: Register]
3. When finished, please click on the Register Button on the right.
4. For more information on homeowners entering permits please see Section 8-Homeowners Entering Permit Applications
[bookmark: _Log_On][bookmark: _Toc330973823]Log On-All Users
Once registered with JO-BCE users can login to the system.  Steps for logging in and how to use the system are in the following sections.
[bookmark: _Toc330973824]Log On
1. All Users Registered in the System will log on from the main DHBC Portal page by selecting Log On button from the Left Side Navigation Menu. 
[image: login2]
2. The Log On screen opens.
3. Type in your user name (e.g. some.one@ky.gov) and password (mypass) and Click the Log On button.
4. If you consistently use the same computer to access the KY DBHC Portal, you may want to click the Check Box for Remember Me? to allow the system to recognize you and display your user name at the next log on. This step is optional[image: LogOn_printfile]

[bookmark: _Toc330973825]Forget Your Password-All Users
If you have forgotten your password, 
1. Click on the word here to open the Reset Password form
[image: ForgotPassword]
2. Check your email account for the instructions to reset your password.
[bookmark: _Toc297206006][bookmark: _Toc330973826]Log Off- All Users
Internet security is of upmost importance. To ensure that your connection to the KY DHBC Portal is closed always log off of the system at the end of your work session. Just click the  
[image: ] Log Off button found at the bottom of the Left Side Navigation Menu. 

[bookmark: _Viewing_Permits_and][bookmark: _Toc330973827] Viewing Permits and Applications-All Users
[bookmark: _View_My_Permits_1][bookmark: _Toc330973828]View My Permits and Applications-All Users
This is the first page that appears once logged on. The section titles are specific to the trade for which you are licensed and the roles and permissions associated with your login. 
[image: VPermits1]
This page shows your current applications and permits.  You can return to this page at any time by clicking the View My Permits button from the Left Side Navigation Menu. Also available at any time are the Search for KY Licenses and Search for KY Permits.  To apply for a permit, see the section on Entering a HVAC Permit Application, Entering a Permit Application for Plumbing or Entering an Application for a Medical Gas Permit-Plumbing
[bookmark: _Toc330973829]Icon Legend and Use- All Users
The icon legend is location across the top of the page in the light tan section. 
[image: VPermits1]
1. Edit (pencil) an Application to add new, different or missing information in order to complete the Permit Application process. 
2. Delete (trash can) incomplete Applications or Applications no longer required. This action deletes the record from the system
3. Remove (X) a permit or application record. This removes the record from your view, but does not delete it from the system.
4. Pay (shopping cart) for one or more applications (if the data is complete) to make a single payment.  See the Payments section for more information.
5. Print (printer)a copy of a permit or application
6. The icons that are available to a specific record appear to the left of the record in the permit or application grid.
[image: VPermits1]
[bookmark: _Toc330973830]Edits-All Users
To edit an application record, click on the blue pencil to the left of the Application that you wish to edit/complete. This will open the Application form and fill in the information that has already been entered into the system. For more information on editing applications see the sections on entering Permits for your trade group.
[bookmark: _Toc330973831]Payments-All Users
Payments can be made for an individual application or for multiple applications.  
1. To pay for a single permit application, click the Pay Icon (shopping cart) to the left of the specific application.  
2. To pay for multiple permit applications, place a check in the Check box to the right of each Permit Application for which you wish to combine payment. Then Click the Pay Icon (shopping cart) located beneath the grid.
[image: VPermits1]
3. Click the Check Out button to open the Check Out Summary page. From the Check Out page your payment process will complete the same way payment for a single permit does.  
4. For more information on making payments please see Section 7-Check Out and Payment


[bookmark: _Toc297206012][bookmark: _Toc330973832] View My Licenses-All Contractor Users
[bookmark: _Toc297206013][bookmark: _Toc330973833]Contractor Licenses
Contractors can use the [image: ]button on the Left Side Navigation Menu to review the status of their licenses with the State of Kentucky.  
1. Click on the View My Licenses button you will see a “Processing” message. It may take a few seconds for the system to return your license information. 
2. The page will display as shown below:
[image: ]

3. For more information on searching for or viewing licenses see Section 9 Search KY State Licenses.

[bookmark: _Toc330973834] Entering Applications-All Users
[bookmark: _Toc330973835]Navigating the Tabs –All Users
The permit application is made up of 6 different tabs; Contractor, Applicant, Location, Owner, Permit and Summary.  Tabs are designed to reduce entry time by allowing you to select previously entered data, validate address information against US Post office records and display fields that are appropriate based on the type of project work where a permit is required.
Once you begin the Permit Application process, the system will record all of the data entered into the system even if you do not complete the application.  If you begin an application and do not complete the application you will be able to view, edit or delete the application through the View My Permits page.  This process is described in Section 5 View My Permits and Applications.

[bookmark: _Entering_a_Permit][bookmark: _Toc330973836]Entering a Permit Application for HVAC
After logging in the system, additional choices are displayed in the Left Side Navigation Menu. Your choices are available based on your current license status.  If you are a Master Contractor with an Active license you will see all of choices shown below.  If you are not a Master Contractor or your license is in any status but Active you will not see the Apply for an HVAC Permit choice.  
1. Select Apply for HVAC Permit at the top of the Left Side Navigation Menu
[image: Permitapp1-printfile]
2. Before starting the Permit Application Process it is important to read and follow the directions in the Notice of Local Jurisdictions with Permitting Offices at the top of the Apply for an HVAC Permit form. The Notice reads as follows:
Notice of Local Jurisdictions with Permitting Offices
Permits for all HVAC projects are issued either by Kentucky Division HVAC or the Local Jurisdiction Authority. Below is a list of HVAC project types falling solely under State permitting authority. For all other HVAC projects, Please click here for a list of the Jurisdictions and contact information under Local Authority for the issue of HVAC permits.
Kentucky Division HVAC Permits are required in all Jurisdictions for the following project types:
· State owned or State leased facilities
· Institutional buildings, educational facilities and related buildings 
· All buildings required to be licensed by the Cabinet for Health Services or the Cabinet for Families such as hospitals, day care centers, nursing homes, group homes and other similar facilities.
· High hazard occupancies
· Industrialized building systems except for the on-site placement and assembly of modular homes 

3. All HVAC projects in the State of Kentucky require a permit and it is necessary to check the list of Local Jurisdictions to ensure that the application is made to the proper authority.  To view the list of Local Jurisdictions with Permitting Offices Click the link “Here” 
4. If the location of the project is in one of the Local Jurisdiction Permit Authority and it is not a project type that requires a Kentucky State Division HVAC permit you will need contact the Local Permitting Authority to make an application. Do not continue with the online application process.
5. In all other cases, the Kentucky State Division HVAC is the permitting authority and you should continue with the online application.
[bookmark: _Toc330973837]The Contractor Tab-HVAC
[image: Contractor_printfile]
1. There are three Checkbox options on the Contractor tab, Homeowners, Range Hood Installers and Contractors. Only one can be selected.
2. If Homeowner claiming exemption or Range Hood Installer is chosen, click the Next button at the bottom right of the page to continue or select the Applicant Tab by clicking on Applicant at the top of the form.
3. Contractor Permit Applications are made in the license number of the Master Contractor for the project and the license must be in an active status.  The following are users that can enter a permit application using the Master Contractor’s license number:
a. A KY DHBC internal user enters an permit application into the system for the Master Contractor
b. A person with system access; who is an employee of the Master Contractor on the project; enters the permit application for the project
c. The Master Contractor him/herself enters the permit application
· Master Contractors who are logged into the system will have their information displayed automatically on the contractor tab.
· Enter the Master Contractor License # and click on Verify Contractor Information. Information about the contractor, including addresses and license status displays under the License Number field.
Note – it is the responsibility of the person entering the permit on behalf of a contractor to ensure that the Master Contractor License is Active and valid and that all other requirements are met. If this is not the case, the process should be terminated until the Master Contractor license data and information is satisfied by the HVAC division. 
[image: Permit_app3]
d. After the contractor is verified, Click the Next button or Click on the Applicant Tab at the top of the form
[bookmark: _Toc330973838]
The Applicant Tab-HVAC
1. If either the Contractor or Contractor’s Employer is the Applicant, select the appropriate checkbox and click Next or click on the Location Tab at the top of the form. The applicant information for this application will be taken from the Contractor information already stored in the system.
[image: applicant1]
2. If the Contractor is not the Applicant, check the Applicant other Than Contractor box and fill in the one of the following:
a. Enter the Last Name and press Enter. The system has an automatic search feature based on the Last Name, and will return all records found with a matching Last Name. This will help reduce the amount of data entry. 
b. If the Applicant is a business, fill in the section for the Business Name and press Enter. The system also does an automatic search based on the Business name.
3. If there are no matches by Last Names or Business Names, no grid will display. The search will display the first 10 records.  If more than 10 records are found, the number of records is displayed at the bottom right of the grid.  If more than one page of records is found, you can use the right and left arrows to move through the pages to locate the desired record. NOTE: The arrows have been highlighted in red in the following figure.  The arrows will be light gray on the bottom of the grid. 
[image: applicant1]
4. If you determine that there is an identical record (Last Name, First Name, Address, City State and Zip) or (Business Name, Address, City, State and Zip) in the search results, click on the link Choose to the left of the record. The information will populate the form fields and the grid disappears as shown below. If the information is correct, click Next to continue. It is not necessary to validate an existing record and address against the US Postal Service Records. The system will use this data for the permit application. 
[image: applicant1]
5. If searching for the Last Name or Business Name did not produce any matching records, it will be necessary to enter data into the Applicant form. This new information will be used for this Permit Application and stored in the system for future reference.
[image: applicant1]
6. The Street Address, City and State must be filled in to use the US Postal Service validation link. After entering the information for these three fields, Click on the Validate Address against US Postal Service Records link on the screen and the form expands to display the standardized address 
[image: applicant1]
7.  Once you have determined that the Validated Address is the correct one to use, click on the Use the Validated Address link. This will update the fields in the Applicant form and hide the validated address box as shown below. 
[image: applicant1]
8. Click Next to continue to the Location tab.
[bookmark: _Toc330973839]The Location Tab-HVAC
The Location tab is where information about the project location is entered.  To assist you in using this tab there are Instructions at the top of the tab as shown in the next figure. These instructions are displayed on the form whenever the tab is opened.
[image: Location2]
[image: Location2]

1. Enter the street address, city, state and zip for the location where the HVAC project will be done.  
2. Use the Validate Address against US Postal Service Records link the Street Address, City and State; this is a required step.  
[image: Location1]
3. Review the matching records and determine if there is a match to the location address that you want to enter into the system for this permit. If so, click on the Choose link to the left of the correct address. 
4. You if you want to use the USPS Validated address just click on the Use the Validated Address and this will update the fields in the Applicant form and hide the validated address box.
[image: Location3]
If the address cannot be standardized, an error message will display relating the type of error.  New construction locations are particularly prone to error, as the Postal Service may not have those locations on record.  If the address is not in the list, click on the Cannot find the Address in the list? Add as a new address link.
5. Don’t Remember the Exact Address or Spelling?  You can enter a partial Street Address and the system will attempt to find a matching record as shown above.  If the address is not in the list, click on the Cannot find the Address in the list? Add as a new address link.
6. Once the location Address fields have been filled, click on Next or the Owner tab to continue the Permit Application.
[bookmark: _Toc330973840]The Owner Tab-HVAC
This tab records the Owner information for the permit. There are three options.  
1. Click the appropriate checkbox. If the Applicant is the Owner is checked no further information is needed; click Next to continue
[image: Owner1a]
2. If the Owner’s Address is the same as the Location Address or the Owner’s Address is unknown is selected, additional information is required. Enter the Business name and Phone number or the Last Name, First Name and Phone number of the owner. This information is required to continue to the Permit tab. 
[image: Owner1]
3. Once the selection is made and any necessary information filled in, click Next to continue to the Permit tab.
[bookmark: _Toc330973841]The Permit Tab-HVAC
1. From the Type drop down – indicate if this is a Commercial or Residential Permit. Additional information fields will display specific to the Permit type selected.
[image: permit1]
2. For Commercial permits: Click on the drop down arrow to the right of the Categories box. A menu of the possible types of commercial permits will display with Checkboxes to the left of each type.  
3. Types include: Existing Unit, Multi-family Unit, New Construction and Range Hood.  Choose all that apply from the Categories menu.
[image: permitCommercial1]
4. Enter the additional information about this project. Depending on the Permit, different fields will highlight in red to indicate the required fields. The Value of the Project is a required field for commercial permits for all Commercial HVAC projects with the exception of the Multi-family Unit Category. If Multiple Family Unit is selected, the number and type of HVAC systems must be included. The type and equipment size for the units should be entered into the comment box.

[image: permitCommercial2]
5. For Residential Permits: Select one or more Categories from the drop down menu. Types include; Correction and Testing, Duplex, Existing Unit, Manufactured Home, Modular Building, New Construction and Other.
[image: permitResidential1]
6. You must enter a number value for the # of HVAC Systems. Click on the Add the system information to the permit application link to add a row to the Action/System/Sq. Foot/Heat Gain/Heat Loss grid. 
[image: permitResidential2]


[bookmark: _Toc330973842]The Summary Tab-HVAC
After completing the Permit Category and Additional Required Information, click Next and a Summary of the Permit and the Calculated Permit Charges will display similar to the information found in the figure below. This form is used for both Residential and Commercial Summary information.  
1. If you did not complete all required fields during the application process, the system will display the appropriate error message and you will need to correct the error before proceeding to Check Out.
[image: SummaryError Message]
2. The information that you have entered up to this point has been saved even if it is not yet complete.  See the section on Viewing My Permits and Applications to learn more about Editing an incomplete Permit Application.
3. If you want to add one or more Permit Applications prior to Check Out, select the +Add Another Permit button. If you would like to Check Out and pay the Permit Application fee for the Permit that you just entered, click on the Check Out button at the bottom right of the form. NOTE: If you want to pay for Multiple Permit Applications, please see the section on View My Permits and applications.
[image: Summarycommercial1]
[bookmark: _Check_Out]

[bookmark: _Entering_Permit_Applications][bookmark: _Toc330973843]Entering Permit Applications for Plumbing
After logging in the system, additional choices based on your current license status are displayed in the Left Side Navigation Menu. If you are a Master plumbing Contractor with an Active license you will see all of choices shown below.  If not, you will not see the Permit Application choices.
Please note: The eCommerce site accepts only Credit/Debit cards and eCheck payments. Contact KY DHBC to make other payment-type arrangements.
To begin the Application process select Apply for Plumbing Permit at the top of the Left Side Navigation Menu
[image: Permitapp1-printfile]

[bookmark: _Toc297206024][bookmark: _Toc330973844]The Contractor Tab-Plumbing
Contractor Permit Applications are made in the license number of the Master Contractor for the project and the license must be in an active status.  
1. The following are users that can enter a permit application using the Master Contractor’s license number:
a. A KY DHBC internal user enters a permit application into the system for the Master Contractor
b. A person with system access; who is an employee of the Master Contractor on the project; enters the permit application for the project
c. The Master Contractor him/herself enters the permit application
4. There are two Checkbox options on the Contractor tab, Homeowner claiming exemption for licensure and Contractors. Only one can be selected.
5. If Homeowner claiming exemption is chosen, click the Next button at the bottom right of the page to continue or select the Applicant Tab by clicking on Applicant at the top of the form.
6. Master Contractors who are logged into the system will have their information displayed automatically on the Contractor tab.
7. If you are not the Master Contractor, enter the Master Contractor License # and click on Verify Contractor Information. Information about the contractor, including addresses and license status displays under the License Number field.

[image: Permit_app3]
8. After the contractor is verified, Click the Next button or Click on the Applicant Tab at the top of the form.


[bookmark: _Toc297206025][bookmark: _Toc330973845]The Applicant Tab-Plumbing

1. If the Contractor is the applicant select the top checkbox and click Next or click on the Location Tab at the top of the form. The applicant information for this application will be taken from the Contractor information already stored in the system.
[image: applicant1]
2. If the Contractor is not the Applicant, check the Applicant other Than Contractor box and fill in the one of the following:
a. Enter the Last Name and press Enter. The system has an automatic search feature based on the Last Name, and will return all records found with a matching Last Name. This will help reduce the amount of data entry. 
b. If the Applicant is a business, fill in the section for the Business Name and press Enter. The system also does an automatic search based on the Business name.

3. If there are no matches by Last Names or Business Names, the grid will not display. The search will display the first 10 records.  If more than 10 records are found, the number of records is displayed at the bottom right of the grid.  If more than one page of records is found, you can use the right and left arrows to move through the pages to locate the desired record. NOTE: The arrows have been highlighted in red in the following figure.  The arrows will be light gray on the bottom of the grid. 
[image: applicant1]
4. If you determine that there is an identical record (Last Name, First Name, Address, City State and Zip) or (Business Name, Address, City, State and Zip) in the search results, click on the link Choose to the left of the record. The information will populate the form fields and the grid disappears as shown below. If the information is correct, click Next to continue. It is not necessary to validate an existing record and address against the US Postal Service Records. The system will use this data for the permit application. 
[image: applicant1]
5. If searching for the Last Name or Business Name did not produce any matching records, it will be necessary to enter data into the Applicant form. This new information will be used for this Permit Application and stored in the system for future reference.

6. The Street Address, City and State must be filled in to use the US Postal Service validation link. After entering the information for these three fields, Click on the Validate Address against US Postal Service Records link on the screen and the form expands to display the standardized address 
[image: applicant1]
7.  Once you have determined that the Validated Address is the correct one to use, click on the Use the Validated Address link. This will update the fields in the Applicant form and hide the validated address box as shown below. 
[image: applicant1]
8. Click Next to continue to the Location tab.


[bookmark: _Toc297206026][bookmark: _Toc330973846]The Location Tab-Plumbing
The Location tab contains information about the physical address that the permitted Plumbing work will be accomplished. This tab also has an Address Validation feature. Instructions for data entry are located at the top of this tab as shown in the next figure.
[image: Location2]
1. If you know the complete address of the location where the plumbing project will be done, enter the Street Address, City, and State. 

[image: Location2]
2. Click the Validate Address against US Postal Service Records link.
[image: Location2]
3. If the system can validate the address to Postal Service records, a validated address will appear below the Information that you entered.
4. If the address is also found in the system, a grid will display below that with the system information. 
[image: Location1]
5. Click Choose to select an address from the grid Or Click Use the Validated Address  to use the Postal Service address 
6. The Grid and Validated address box are closed. Click Next to continue
7. Don’t Remember the Exact Address or Spelling?  You can enter a partial Street Address and the system will attempt to find a matching record (Shown in the next figure). 
8. Click the Validate Address against US Postal Service Records. Because the address is a partial address, the system will display a message “Unknown street, a match could not be found.”  New construction sites are prone to this error 
as the Postal Service often does not have the address in their database since no delivery point exists.
9. If  the address is not in the list, click on the Cannot find the Address in the list? Add as a new address link.
[image: Location3]
10. After adding the new address use the Validate Address against US Postal Service Records link the Street Address, City and State; this is a required step.  
11. You can then determine which address to use, the one that was just entered into the system or the one that the Postal Service Records show as the standardized address for the location.
12. You if you want to use the USPS Validated address just click on the Use the Validated Address and this will update the fields in the Applicant form and hide the validated address box.
13. Once the location Address fields have been filled, Click on Next or the Owner tab to continue the Plumbing Permit Application.
[bookmark: _Toc297206027][bookmark: _Toc330973847]The Owner Tab-Plumbing
This tab records the Owner information for the permit. There are three options.  
1. Click the appropriate checkbox. If the Applicant is the Owner is checked no further information is needed; click Next to continue
[image: Owner1a]
2. If the Owner’s Address is the same as the Location Address is selected additional information is required. Enter the Business name and Phone number or the Last Name, First Name and Phone number of the owner. This information is required to continue to the Permit tab. 
[image: Owner1]
3. If the Owner’s Address is unknown is selected additional information is also required. Enter the Business name and Phone number or the Last Name, First Name and Phone number of the owner.
[image: Owner1]

4. Once the selection is made and any necessary information filled in, click Next to continue to the Permit tab.
[bookmark: _Toc297206028][bookmark: _Toc330973848]
The Permit Tab-Plumbing
Plumbing Permits for Purposes Other than “None of the Above”
1. From the Type drop down – indicate if this is a Commercial or Residential Permit. 
[image: permit1]
2. Commercial and Residential Permits have the same purpose lists. The “None of the Above” Purpose type is discussed in the next Section 
3. This section covers these Purpose Types: 
a. Water Heater Replacement Only
b. Water Service Only
c. Sewer Service Only
d. Sewer and Water Service Only; Back Flow Preventer Only
e. Lawn Irrigation Only
f. Mobile Home Park Only;
4. Click on the drop down arrow to the right of the Purpose box. A list will display with Checkboxes to the left of each type or purpose. 
5. Choose the one that applies from the Purpose menu.
[image: permitCommercial1]
6.  If Water Heater Replacement Only, Back Flow Preventer Only or Mobile Home Park Only is selected, an additional information box will appear asking for the # (Number) of Units. Enter the number of units in this field as shown in the following figure.

[image: permitCommercial1]
7. No additional information is required for Water Service Only, Sewer Service Only, Sewer and Water Service Only or Law Irrigation Only.
8. Once you have filled in the Permit form click Next to go to the Summary tab.
Plumbing Permits for the Purpose “None of the Above”
The “None of the Above” purpose is used for Permits that are more complicated in nature, such as new construction or building remodeling which may multiple work projects or tasks for the same location.  When “None of the Above” is selected as a Purpose, Additional information boxes are displayed as shown below.
[image: permitCommercial1]
1. Select one or more Categories from the drop down menu. Types include; Existing Unit, Manufactured Home, Modular Building, New Construction, Other and Single Family Unit.
2. If the Type of Permit is Residential, these three fields appear under the categories box.
[image: permitCommercial1]
a. Use the drop downs to select the water supply source and sewage disposal method. 
b. Enter the required Department of Health permit number in Sewage/Onsite #.
3. If the Type of Permit is Commercial, these fields will display under the categories box.
[image: permitCommercial1]
a. Commercial Permits require that the case and plan numbers be entered into the first two fields. 
b. Use the drop downs to select the water supply source and sewage disposal method.
c. If Multifamily Unit was selected as a category you must enter a number for the Multifamily Units.
d. Enter the sewage permit number from the Department of Health.
4. The number and type of Openings grid for both Commercial and Residential “None of the Above” Permits are as shown in the following figure.  Enter the number of each type of opening in the box to the right of the description.
[image: permitResidential2]
5. Once all information about the permit is entered, click Next to go to the summary page.

[bookmark: _Toc297206029][bookmark: _Toc330973849]The Summary Tab-Plumbing 
After completing the Permit Category and Additional Required Information, Click Next and a Summary of the Permit and the Calculated Permit Charges will display similar to the information found in the next figure.
1. The system calculates the plumbing permit charges based on the information that was entered into the Permit Tab.  
[image: ]
2. The same Summary tab is used for both Residential and Commercial Summary information. 
3. The information that you have entered up to this point has been saved even if it is not yet complete.  
4. If all information displayed on the Summary Tab is correct (lettering will be green) you will have three Options:
a. Add Another Permit-This option allows you to enter another Plumbing Permit Application.
i. Saves the permit information just entered
ii. Populates the Contract and Applicant Tabs with the same information used to create the previous Plumbing Permit Application
iii. Clears the Location, Owner,  Permit and Summary Tabs
iv. Takes you back to the Location tab to begin entering the information on the new Permit.
b. Check Out this Permit Only-This Option
i. Takes you to the Check Out process
ii. Allows you to pay for this permit only
c. View All Open Applications-This Option
i. Opens the View My Applications Grid so that you may select another permit application to edit

[image: ]


5. If you did not complete all required fields during the application process, the system will display an error message that indicates the tab where the error occurred. The error message appears in red lettering.
6. The error must be corrected before the system will display the Check Out This Permit Only button.
[image: SummaryError Message]
7. Use the Back button or Click on the appropriate Tab (Contractor, Applicant, Location, Owner or Permit) at the top of the form to enter the missing information.
8. If you choose not to correct the error, the application information entered to this point has been saved to the system. There are two option buttons in the lower right hand corner 
a. Add Another Permit-This option
i. Saves the permit information just entered
ii. Populates the Contract and Applicant Tabs with the same information used to create the previous Plumbing Permit Application
iii. Clears the Location, Owner,  Permit and Summary Tabs
iv. Takes you back to the Location tab to begin entering the information on the new Permit.
b. View All Open Applications-This Option
i. Opens the View My Applications Grid so that you may select another permit application to edit
[bookmark: _Entering_an_Application][bookmark: _Toc297206030][bookmark: _Toc330973850]Entering an Application for a Medical Gas Permit-Plumbing
After logging in the system, additional choices based on your current license status are displayed in the Left Side Navigation Menu. Not all users will see all choices.
Please note: The eCommerce site accepts only Credit/Debit cards and eCheck payments. Contact KY DHBC to make other payment-type arrangements.
Click the Apply for Medical Gas Permit on the Left Side Navigation Menu to begin the Medical Gas Permit Process.
[image: ]
[bookmark: _Toc297206031][bookmark: _Toc330973851]
The Contractor Tab- Medical Gas Permit Applications
Medical Gas Permit Applications are made in the license number of the Master Contractor for the project and the license must be in an active status.  
1. The following are users that can enter a permit application using the Master Contractor’s license number:
d. A KY DHBC internal user enters a permit application into the system for the Master Contractor
e. A person with system access; who is an employee of the Master Contractor on the project; enters the permit application for the project
f. The Master Contractor him/herself enters the permit application
5. While there are two Checkbox options on the Contractor tab, the option for Homeowner claiming exemption for licensure is disabled and only Contactor can be selected.   
6. Master Contractors who are logged into the system will have their information displayed automatically on the Contractor tab.
7. If you are not the Master Contractor, enter the Master Contractor License # and click on Verify Contractor Information. Information about the contractor, including addresses and license status displays under the License Number field.
[image: Permit_app3]
8. After the contractor is verified, Click the Next button or Click on the Applicant Tab at the top of the form.
[bookmark: _Toc297206032][bookmark: _Toc330973852]The Applicant Tab- Medical Gas Permit Applications-Plumbing

1. If the Contractor is the applicant select the top checkbox and click Next or click on the Location Tab at the top of the form. The applicant information for this application will be taken from the Contractor information already stored in the system.
[image: applicant1]
2. If the Contractor is not the Applicant, check the Applicant other Than Contractor box and fill in the one of the following:
a. Enter the Last Name and press Enter. The system has an automatic search feature based on the Last Name, and will return all records found with a matching Last Name. This will help reduce the amount of data entry. 
b. If the Applicant is a business, fill in the section for the Business Name and press Enter. The system also does an automatic search based on the Business name.

3. If there are no matches by Last Names or Business Names, the grid will not display. The search will display the first 10 records.  If more than 10 records are found, the number of records is displayed at the bottom right of the grid.  If more than one page of records is found, you can use the right and left arrows to move through the pages to locate the desired record. NOTE: The arrows have been highlighted in red in the following figure.  The arrows will be light gray on the bottom of the grid. 
[image: applicant1]
4. If you determine that there is an identical record (Last Name, First Name, Address, City State and Zip) or (Business Name, Address, City, State and Zip) in the search results, click on the link Choose to the left of the record. The information will populate the form fields and the grid disappears as shown below. If the information is correct, click Next to continue. It is not necessary to validate an existing record and address against the US Postal Service Records. The system will use this data for the permit application. 
[image: applicant1]
5. If searching for the Last Name or Business Name did not produce any matching records, it will be necessary to enter data into the Applicant form. This new information will be used for this Permit Application and stored in the system for future reference.

6. The Street Address, City and State must be filled in to use the US Postal Service validation link. After entering the information for these three fields, Click on the Validate Address against US Postal Service Records link on the screen and the form expands to display the standardized address 
[image: applicant1]
7.  Once you have determined that the Validated Address is the correct one to use, click on the Use the Validated Address link. This will update the fields in the Applicant form and hide the validated address box as shown below. 
[image: applicant1]
8. Click Next to continue to the Location tab.


[bookmark: _Toc297206033][bookmark: _Toc330973853]The Location Tab- Medical Gas Permit Applications-Plumbing
The Location tab contains information about the physical address that the permitted Plumbing work will be accomplished. This tab also has an Address Validation feature. Instructions for data entry are located at the top of this tab as shown in the next figure.
[image: Location2]



[image: Location2]


1. If you know the complete address of the location where the plumbing project will be done, enter the Street Address, City, and State. 

2. Click the Validate Address against US Postal Service Records link.
[image: Location2]
3. If the system can validate the address to Postal Service records, a validated address will appear below the Information that you entered.
4. If the address is also found in the system, a grid will display below that with the system information. 
[image: Location1]
5. Click Choose to select an address from the grid Or Click Use the Validated Address  to use the Postal Service address 
6. The Grid and Validated address box are closed. Click Next to continue
7. Don’t Remember the Exact Address or Spelling?  You can enter a partial Street Address and the system will attempt to find a matching record (Shown in the next figure). 
8. Click the Validate Address against US Postal Service Records. Because the address is a partial address, the system will display a message “Unknown street, a match could not be found.”  New construction sites are prone to this error as the Postal Service often does not have the address in their database since no delivery point exists.
9. The If the address is not in the list, click on the Cannot find the Address in the list? Add as a new address link.
[image: Location3]
10. After adding the new address use the Validate Address against US Postal Service Records link the Street Address, City and State; this is a required step.  
11. You can then determine which address to use, the one that was just entered into the system or the one that the Postal Service Records show as the standardized address for the location.
12. You if you want to use the USPS Validated address just click on the Use the Validated Address and this will update the fields in the Applicant form and hide the validated address box.
13. Once the location Address fields have been filled, Click on Next or the Owner tab to continue the Plumbing Permit Application.
[bookmark: _Toc297206034][bookmark: _Toc330973854]The Owner Tab - Medical Gas Permit Applications-Plumbing
This tab records the Owner information for the permit. There are three options.  
1. Click the appropriate checkbox. If the Applicant is the Owner is checked no further information is needed; click Next to continue
[image: Owner1a]
2. If the Owner’s Address is the same as the Location Address is selected additional information is required. Because Medical Gas Permits are strictly commercial, you will need to enter the Business name and Phone number or the Last Name, First Name and Phone number of the owner. This information is required to continue to the Permit tab. 
[image: Owner1]
3. If the Owner’s Address is unknown is selected additional information is also required. Again, because installation of these openings is limited to commercial property, you should enter the Business name and Phone number or the Last Name, First Name and Phone number of the owner.
[image: Owner1]
4. Once the selection is made and any necessary information filled in, click Next to continue to the Permit tab.


[bookmark: _Toc297206035][bookmark: _Toc330973855]The Permit Tab - Medical Gas Permit Applications-Plumbing 
1. Permit Type automatically defaults to Commercial for Medical Gas Permit applications. 
2. Category choices are Existing Unit and New Construction
[image: ]
3. Enter the Case # and Plan # for the project
4. Enter the name of the Certified Brazer and Installer and his/her Journeyman Plumber Lic#
[image: ]
5. It is necessary to validate the license number by clicking on the Validate link to the right of the License number.
6. The system does not allow a Gas Permit Application to be filed with an invalid License number. If the License number that you are using causes an error message to display, try re-entering the number.
7. If you are unsure of the number, please see Section 6  on Search KY State Licenses
8. Indicate the number of each type of opening in the boxes to the right of the descriptions as shown in the previous figure.
9. After all information is entered and validated, click the Next button to go to the Summary Tab.
[bookmark: _Toc297206036][bookmark: _Toc330973856]The Summary Tab-Medical Gas Permit Applications-Plumbing 
1. The system calculates the Medical Gas Permit application charges based on the information that was entered into the Permit Tab.  
[image: ]
2. The information that you have entered up to this point has been saved even if it is not yet complete.  
3. If all information displayed on the Summary Tab is correct (all lettering will be green) you will have three Options:
d. Add Another Permit-This option
i. Saves the permit information just entered
ii. Populates the Contract and Applicant Tabs with the same information used to create the previous Plumbing Permit Application
iii. Clears the Location, Owner,  Permit and Summary Tabs
iv. Takes you back to the Location tab to begin entering the information on the new Permit.
e. Check Out this Permit Only-This Option
i. Takes you to the Check Out process
ii. Allows you to pay for this permit only
f. View All Open Applications-This Option
i. Opens the View My Applications Grid so that you may select another permit application to edit

[image: ]


4. If you did not complete all required fields during the application process, the system will display an error message that indicates the tab where the error occurred. The error message appears in red lettering.
5. The error must be corrected before the system will display the Check Out This Permit Only button.
[image: SummaryError Message]
6. Use the Back button or Click on the appropriate Tab (Contractor, Applicant, Location, Owner or Permit) at the top of the form to enter the missing information.
7. If you choose not to correct the error, the application information entered to this point has been saved to the system. There are two option buttons in the lower right hand corner 
c. Add Another Permit-This option allows you to enter another Permit Application of the Same type (Medical Gas)
i. Saves the permit information just entered
ii. Populates the Contract and Applicant Tabs with the same information used to create the previous Medical Gas Permit Application
iii. Clears the Location, Owner,  Permit and Summary Tabs
iv. Takes you back to the Location tab to begin entering the information on the new Permit.
d. View All Open Applications-This Option
i. Opens the View My Applications Grid so that you may select another permit application to edit
[bookmark: _Check_Out_and][bookmark: _Homeowners_a][bookmark: _Toc297206037][bookmark: _Toc330973857] Homeowners Entering Plumbing Permit Applications
[bookmark: _Toc330973858]Beginning the Application Process
1. After the Homeowner logs into the KY Portal, they will see the following screen.  
a. If a plumbing permit application has been begun it will display under the “My Plumbing Applications” heading.
b. If a plumbing permit has been issued, it will display under the “My Permits” heading. 
c. If either of these headings have records, the Apply for a Plumbing Permit option on the Left Side Navigation Menu will not be displayed.
[image: ]

2. To begin the application process, the Homeowner should click on the Apply for a Plumbing Permit button in the left side menu.
3. Note: Once an application has been begun the data is saved even if the data is incomplete at the time that the user logs out or closes the browser menu.  
4. The Plumbing Contractor tab has been and Applicant tab have been prefilled. 
a. The Plumbing Contractor has been checked as Homeowner claiming exemption from licensure?
b. The Applicant information has been prefilled from the Homeowner’s online registration information.
5. The Permit Application tab menu opens with the Location Tab.  Above the tab is a notice that all Homeowners should be encouraged to read and review. To open the notice, users can click on the link this important information.
[image: ]
6. The Homeowners Information Page opens in a new window and contains a great deal of information.  
a. The left side (orange) contains clickable buttons for information from the Division of Plumbing
b. The center (red) has Alerts, Requirements and Regulations. The user can scroll down through all of the information by using the right side scroll bar.
c. The right side contains links to the required forms as well as contact information for homeowners to contact the DBHC directly.
[image: ]
d. To close the window, click the [X] in the extreme upper right hand corner of the browser window.
[bookmark: _Toc330973859]Homeowner Location information
1. Filling out the Location tab.
a. Instructions are found at the top of the page.
b. Enter the Street Address, City and Zip and select the County from the dropdown menu. The State is prefilled with KY.
[image: ]
c. Click the Validate Address against US Postal Service Records
d. The system will search for the standard mailing address for the location that was entered.  If one is found it will display below the Location Information as illustrated in the next figure.
[image: ] 
e. If the address is found in the system a message will appear listing addresses that match the one entered. Click the Choose link to the left of the address to select the one found in the system.
f. If the address is not in the system but it can be validated against the Postal Service records as a residential address, the user will see the Validated Address with a Use the Validated Address link below the zip code. Click this link to accept the validate address.
g.  Then click the Next button at the bottom of the tab to continue.
[bookmark: _Toc330973860]The Homeowner Owner Tab
The Owner tab will display the owner’s address as registered in the system and the location address entered on the location page. They should match in all cases with the possible exception of new construction, where the owner is residing at the registered address and the location address is new.
[image: ]
[bookmark: _Toc330973861]The Homeowner Permits Tab
Plumbing Permits for Purposes Other than “None of the Above”
1. From the Type drop down – indicate if that this is a Residential Permit. 
[image: permit1]
2. This section covers these Purpose Types: 
a. Water Heater Replacement Only
b. Water Service Only
c. Sewer Service Only
d. Sewer and Water Service Only; Back Flow Preventer Only
e. Lawn Irrigation Only
f. Mobile Home Park Only;
3. Click on the drop down arrow to the right of the Purpose box. A list will display with Checkboxes to the left of each type or purpose. 
4. Choose the one that applies from the Purpose menu.
[image: permitCommercial1]
5.  If Water Heater Replacement Only, Back Flow Preventer Only or Mobile Home Park Only is selected, an additional information box will appear asking for the # (Number) of Units. Enter the number of units in this field as shown in the following figure.

[image: permitCommercial1]
6. No additional information is required for Water Service Only, Sewer Service Only, Sewer and Water Service Only or Law Irrigation Only.
7. Once you have filled in the Permit form click Next to go to the Summary tab.
Plumbing Permits for the Purpose “None of the Above”
The “None of the Above” purpose is used for Permits that are more complicated in nature, such as new construction or building remodeling which may multiple work projects or tasks for the same location.  When “None of the Above” is selected as a Purpose, Additional information boxes are displayed as shown below.
[image: permitCommercial1]
6. Select one or more Categories from the drop down menu. Types include; Existing Unit, Manufactured Home, Modular Building, New Construction, Other and Single Family Unit.
7. Since the Type of Permit is Residential, these three fields appear under the categories box.
[image: permitCommercial1]
a. Use the drop downs to select the water supply source and sewage disposal method. 
b. For New sewage connections, enter the required Department of Health permit number in Sewage/Onsite #.
8. The number and type of Openings grid for Residential “None of the Above” Permits are as shown in the following figure.  Enter the number of each type of opening in the box to the right of the description. The example below is for an existing home where the homeowner is adding a Master bathroom.  The new addition will tie into the existing sewer system, water sources and water heater. 
[image: permitResidential2]
9. Once all information about the permit is entered, click the Next button to go to the Summary tab.
[bookmark: _Toc330973862]The Homeowner Summary Page
This page lists the important details of the permit and displays the cost of the permit as calculated by the system based on the information entered.
[image: ]
1. All green lettering indicates that the information is complete. 
2. If any section was skipped or if data was left out, the lettering would appear in red.  In that event, return to the tab (left) where the red lettering appears to the right and correct the information.
3. Homeowners are limited to one permit/application so they should click the Check Out This Permit Only button to make an electronic payment.
4. Homeowners will use the same check out process as contractors.
[bookmark: _Toc330973863] Check Out and Payment –All Users
1. The Check Out Page lists the Permit Application or Applications that you have selected for payment.  Each Permit Application summary and permit fees are separated by horizontal lines.  The total due is listed at the right below the Permit Application Summaries.
[image: Checkout1a]
2. To enable the Pay Now button you must first click the check box to the left of the statement “I confirm that the above information for each permit is correct.”  To continue with the payment, Click Pay Now. To Cancel the Check Out and Payment process Click Cancel.
[image: Checkout1c]
[image: Checkout1_printversion]
3. The KY Portal automatically redirects you the State of Kentucky’s ePayment Gateway. 
4. Please note the security message on the Check Out page. To help ensure the security of your information, all information is encrypted before it is transmitted to the accounting systems.  Only the last 5 digits of the credit card number are stored for transaction checking. 
5. Select the type of payment, either Credit/Debit or Check. NOTE: All Debit cards transactions are treated the same as Credit Card transactions for payment purposes.
[image: Checkout2]
6. For Credit Card/Debit Card payments:
a. Enter the Name of the Credit Card holder exactly as it is displayed on the credit/debit card.
b. Enter the Credit/Debit Card Number without spaces.
c. Select the month and year that the Card expires from the drop downs next to Expiration.
d. Click Submit Payment Only Once.
[image: Checkout2a_routing]

7. To Make a Payment with an E-check your will need to have your Routing number and your Account number which are printed on the bottom of your checks or preprinted deposit slips. 
e. The E-Check form will display as in the next figure. Enter the Name in the Name block. It must be in the Name of the Person or Business holding the account.
[image: Checkout2a_check]
f. Click in the ABA No2 box and enter the routing number for your bank.  Click the Account No3 and enter your account number. No Check number is needed for this type of payment. 
g. Click Submit Payment Only Once 
8. The ePayment Gateway will process the payment and return you to the KY DHBC Portal.
9. A summary of the Process Payment and Permit(s) will display. 

[image: checkout3]

10. The transaction amount, a confirmation number and the Permit number are listed on the screen.
11.  Use the link click here to print permit (found to right of the Permit number) to print a copy of the permit.
12. You are strongly encouraged to use the Please Print a copy of this page for your records link in case a question arises about this transaction.
13.  After completing all the work that you want to accomplish, please remember to click the Log Off Button at the bottom of the Left Side Navigation Menu to make sure that you are completely and securely logged out of the KY DHBC Portal.


[bookmark: _Toc297206038][bookmark: _Toc330973864]Search KY State Licenses-All Users
1. To Search for a License for Contractors in the State of Kentucky, Click on Search KY State Licenses in the Left Side Navigation Menu.
[image: findlicense_click]
2. The exact position of the Search KY State Licenses in the left menu will depend on your own role and permissions in the system.  
3. There are four types of Search Criteria; License Type, License Number, First Name (of the contractor) and Last Name (of the Contractor.) You can search by one or more fields.  
4. Depending on the Search Criteria entered it may take a few seconds for the System to locate the records. A  Processing…. Message will display. Your results will display momentarily. 
5. The License Type is a drop down menu with specific types of licenses contractors are eligible for in Kentucky and is shown in the next figure  To select a specific type, use the right scroll button to move through the list.
6.  Either Click in the desired check box (es) or Click the Check All at the top of the drop down. .
7. If you Check All under License Type and do not enter other Search Criteria, the Search will return all Licenses for the State of Kentucky. You will be able to page through the hundreds of returned records to find the desired Contractor and License information, but it will be time consuming. 
8.  For the best possible result, you are encouraged to use more than one Search Criteria. 

[image: findlicense]
9. After making your selection on License Type you can enter other values into the other Search fields.  After all of the criteria is entered. Click the Search button. In the example that follows the License Type is “Master HVAC” and the First Name is “Jeff”. This combination of returns 69 records.
[image: findlicense3]
10. In the next example, a combination of License Type, First Name and Last Name are used to find a License.  Note that you can use a Partial Name in the First Name (Jeff) and Last Name (S) fields.
[image: findlicense3]
11. The most specific Search Criteria is to Search on the Contractor’s License # (number).  After Clicking Search, the Contractor information is displayed at the bottom of the form.
[image: findlicense2]
[bookmark: _Search_KY_State][bookmark: _Toc297206039][bookmark: _Toc330973865]Search KY State Permits-All Users
1. To Search for a Permit in the State of Kentucky, Click on Search KY State Permits in the Left Side Navigation Menu
[image: findpermit_click]
2. The position of the Search KY State Permits will depend on your role and permissions in the system.
3. If you know the permit number you can enter just that value into the Permit Number field, and Click the Search button.
4. Depending on the Search Criteria entered it may take a few seconds for the System to locate the records. A  Processing…. Message will display. Your results will display momentarily. 
5. The Permit record will display at the bottom of the form.
6. There are three other possible Search Criteria; County, Street Address, and City 
7. County is a drop down menu of all the Counties in the State of Kentucky.  Only 1 County can be selected as a Search Criteria at a time. 
[image: findpermit2]
8. When Searching for Permits to add to your list of Permits on the View My Permits page, you may elect to Search by City. This is illustrated in the next figure.
[image: findpermit1]
9. To Add a Permit to My Permits, Click on the Plus Sign + to the left of the Permit Number. 
10. Street Address accepts partial address values as shown below. This is especially helpful when looking for a Permit where information is somewhat limited. 
[image: findpermit3]
11. If no records are returned, try broadening your Search Criteria by using City, County or a shorter Partial Address. In the example above, using “105 B” as a Street Address value resulted in 2 records being found and displayed. If the Street Address is shortened to “105”, the same Search would have 14 records displayed, and if the Street Address is shortened to “10” the system would locate 121 records.

[bookmark: _Toc330973866]Search KY State Plan Reviews-All Users
Plan reviews are required for some types of construction and plumbing projects and are part of the critical first steps in the construction process.  To check on the progress of the plan review process for your project, do the following:
1. Open the DHBC Portal and click on the link “ Search KY State Plan Reviews” in the left side navigation menu. The Search Criteria form will display as shown below
[bookmark: _GoBack][image: ]

2. For the fastest search, use the Case #. The next fastest search values are to enter the Address, City, State and County or the Business/Project Name. You can also search by Reviewer or Inspector Last Name.  If you search only by Reviewer or Inspector last name the search will take longer due to the large number of plan reviews that any one inspector or reviewer can be associated with at one time. 
[bookmark: _Toc330973867]  [image: ]
3. The details form appears allowing you to review the current status of the plan reviews for your project
[image: ]
4. Click close to exit
[bookmark: _Toc297206040][bookmark: _Toc330973868]Transfer a Permit-Plumbing 

The KY DBHC Portal allows plumbing permits to be transferred from another permit owner to you.   To transfer a plumbing permit from the current owner to yourself, follow these steps:
1. If you know the permit number, enter it into the Permit Number box and click the Search Button. 
2. You may also search using the First Name and Last Name of the current owner.
3. Partial Values also may be entered as search criteria in one or more of the search fields as shown in the next figure. For additional information on searches, please click here.

[image: ]
4. After you have selected all of the permits that you wish to move, click the Check Out button under the grid.
5. The Check Out page for Permit Transfer will display with the information about the permits that are being transferred to your account.
[image: ]
6. You must click the Checkbox next to the Statement “I confirm that the above information for each permit is correct.”  This action makes the Pay Now button available.
7. Click the Pay Now button and you will be transferred to the KY ePayment Gateway. Payment choices are Credit/Debit Card or Check. 
8. Additional information on completing your payment is found in Section 8-Check Out and Payment. Click here to go to this section.
9. After the payment process is complete, you can click on View My Permits to see the permits added to your list of permits.
[bookmark: _Toc297206041][bookmark: _Toc330973869]Request a Refund-Plumbing
To request a refund for a plumbing permit, click on the Request a Refund button on the Left Side Navigation Menu.
[image: ] 
This will open an e-mail form pre-addressed to the personnel at KY DHBC who are responsible for handling plumbing refund requests.
To receive a refund for other trades (i.e. HVAC), please use the contact information for the division found at the bottom of the Left Side Navigation Menu.
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After Selecting a

o Boyd
County Click Searc!

Boyle
Bracken

Breathitt

Breckinridge

Bulltt

Butler

Caldwell

Calloway

Campbell

Carlisle

Carroll

Carter

Casey

Christian

Clark

Clay

Clinton

Crittenden

Cumberland -
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To search for a KY State Permit, enter any of the following information and press the Search button.

Permit Search Criteria This is an Example of a Search based on Citv.

Permit Number

Street Address.
Enter City Here

ey o S [<ssctAComs [7]

Click Search

The Results display in a grid below

I T S T S O Y T M

Permit Number.

+ HVAC-11-03-0170-P Commercial New Construction Issued 3/15/2011 101 Jett Dr # 240 Frankfort 40601-7531 Franklin
+ HVAC-11-03-0171-P Commercial New Construction Issued 3/15/2011 101 Jett Dr # 200 Frankfort KY 406017531 Franklin
+ HVAC-11-03-0172-P Commercial New Construction Issued 3/15/2011 101 Jett Dr # 220 Frankfort KY  40601-7531 Franklin
+ HVAC-11-03-0102-P Commercial Existing Unit Issued 3/16/2011 Capitol Annex Dr Frankfort KY 40601 Franklin
+ HVAC-11-03-0196-P Commercial New Construction Issued 3/16/2011 100 Old Georgetown Rd Frankfort KY  40601-8864 Franklin
+ HVAC-11-03-0200-P Commercial New Construction Active 3/16/2011 1411 Versailles Rd Frankfort KY 406017553 Frankiin
+ HVAC-11-03-0204-P Commercial Existing Unit Issued 3/16/2011 91 Anderson Rd Frankfort KY  40601-8937 Franklin
+ HVAC-11-05-0118-P Residential New Construction Issued 5/10/2011 101 Sea Hero R Ste 100 Frankfort KY 40601-5412 Franklin
+ HVAC-11-04-0003-P Commercial New Construction Issued 4/1/2011 310 Versailles Rd Frankfort KY 406013634 Franklin
+ HVAC-11-04-0007-P Commercial New Construction Issued 4/1/2011 7000 Davis Dr Frankfort KY 40601 Frankiin

View 1- 10 of 22

Click the + Sign to the left of the Record to Add the Permit to My Permits

Use this drop down to change the number of
records displayed on one page
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Permit Search Criteria

Permit Number /—‘ Search by Street Address can be done with a Partial Address as the Search Value
st hssn
i [ coumy [<Select A County>  [+]

£ Search

Tvpe e aty County
v < SN = W =5 o5 N = N = =) N S = 7|

+ HVAC-11-05-0020-P Residential New Construction, Single FamilyIssued 5/3/2011 105 Brookside Ct.
+ HVAC 004 Residential New Construction Active 1/18/2011 105 Briar Cliff Dr

Elizabethtown KY 42701 Hardin
Glasgow KY_42141-4200 Barren
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Public Protection Cabinet

Department of Housing, Buildings & Construction

DHEC Portal Home DHBC Home.

ITo search for a KY State Plan Review, enter any of the following information and press the Search button|
Search KY State

Li " —

Jenses Plan Review Search Criteria
Search KY State P Plan #
Permits
NN STt T PiE Inspector Last Name Reviewer Last Name
Reviews

Address city

Contractor Registration [ IS County <Select ACounty> ]
Homeowner Business/Project
Registration Name.

Need Help? £ Search
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Project Summary

case 999999-000-2 All plan reviews associated with this
Business/Project Name Cheryl's Visusl Harmony project/Case# will list in the grid along with the
Address 990 Laurel Rd, London KY 40741, Laurel status information for each Plan
Cr e wowe (el v | ey et e || Guunesy || e || pems |
‘ Plumbing Plumbing Review sp 000006 7/25/2012 P NevieW  adams, Ricky
‘ Building Code Enforcement New Project sp 000006 7/25/2012 panReview giythe, winnie

lick Close to Exit Form
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= DHBC Portal > Transfer a Permit

To transfer a KY State Permit, enter the permit number or the name of the current permit owner and press the "Search® button. Select Permits you wish to transfer and press "Checkout"

Enter Full or Partial Values
Eemitimbe and click Search

Permit Search Criteri

£ Search

B e e o e
PL-11-06-00727 Aoz snians 18733 Willington Cir Louisville 40245-6250 Jefferson

0 meeeClick the Checkbox to the Right of the 2200 Plantside br Lovisvle KY 402951925 Jefferson

o rarsPermit that you Wish to transfer 210 Dediaration Dr Louisville KY 402144372 Jefferson

] PL-11-06-00 11517 Expedition Trl Louisville KY  40291-5074 Jefferson
PL-11-06-00ua/ -+ LUl UGl INEW Lo UL Aluve Vpesievss 502 Briar Hill Rd Louisville KY  40206-3010 Jefferson
PL-11-06-00011-P Commercial ~Water Service, Sewer Service Active 6/22/2011 218 Mandalay Rd Lexington KY  40504-1333 Fayette

] PL-11-06-00018-P Commercial New Construction Active 6/22/2011 2508 Rudy Ln Louisville KY 40207-2314 Jefferson

B PL-11-06-00063-P Residential  New Construction Active. 6/23/2011 634 Coin Rd Somerset KY  42503-5158 Pulaski

= PL-11-06-00022-P Commercial  Existing Unit. Active 6/22/2011 350 Henry Clay Blvd Lexington KY  40502-1024 Fayette

| PL-11-06-00006-P Residential  New Construction Active 6/22/2011 Stapleton Wav , Georaetown KY 40306 Scott

View 1 - 10 of 10

creckou —After Selection of Permits-Click Check Out
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Check Out

Please note that only Credit/Debit Cards and eCheck payments are accepted via the eCommerce site.

Please contact KY DHBC to make other payment arrangements

L-11-06-00037-P

ermit Transfer

L-11-06-00011-P

ermit Transfer

Permit Numbers Permit Transfer Charges

45

a5

{1 confirm that the above information for each permit is correct,

% Cancal

<= pay tow

—Click Pay Now to Continue

Total Due Totat: %
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Kentudki™

Apply for a Plumbing
permit

Apply for a Medical Gas
permit

Transfer a Permit
Request a Refund
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To search for a KY State Plan Review, enter any of the following information and press the Search button.

Search KY State

Hosnees Plan Review Search Criteria Searched by Case #
Search KY State Case # 999999-000-2 Plan #
Permits
AT Inspector Last Name Reviewer Last Name
Reviews
Address city
Contractor Registration id Wby
Homeowner Business/Project
Registration Name
Need Help? £ search

Results Display below the Search Criteria
e Viayie COC s [ oeoesedpas | Eoedermy | eleoes

View ©999999-000-Z Cheryl's Visual Harmony New Construction 07/25/2012

See Details
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browser newer
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Kentucky pepartment of ; Links to KY-

Housing, Buildings i - —S=x government websites
and Construction B -

Kentudkip™ |

Search KY State
Licenses

Search KY State
Permits

Contractor Registration

Homeowner
Registration

Department of
Housing, Buildings
and Construction
101 Sea Hero Road
Suite 100

Franicort, KY 40601

502-573-0364 phone
502-573-1057 fax

n of HVAC

502-573-0355 phone
502-573-1401 fax

502-573-0357 phone
502-573-1038 fax

lumbinaBlerasy

Adobe Acrobat Reader
Some documants are in
Adabe PDF format.
Plasse clck th falloving
link to dovnload 3 fres
yersion of Adobe Acrobat

Resder, wlS

= DHBC Portal

Department of Housing, Buildings and Construction

Welcome!

Click an action in the left hand menu to get started.

If you are new to the ecommerce site, please click here to Register.

Contact Addresses and Phone
Numbers for DHBC and Specific
Divisions

Supported Browsers

Supported Web Browsers

"«m 15 s weh \? i vk e i s e

browser P browser newer

Adobe Link
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= PPC | DHBC Home | Contact DHBC | Calendar of Events
= DHBC Portal

Search KY State
Licenses

Search KY State
Permits

e

Homeowner
Registration

Department of
Housing, B

101 S=a Haro Road
Suite 100
Frankfort, kY 40801

502-573-0364 phone
502-573-1057 fax

Department of Housing, Buildings and Construction

Welcome!

Click an action in the left hand menu to get started.

If you are new to the ecommerce site, please click here t

Click either Link to Open the
Registration Form
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Create a New Account

Use the form below to create a new account.
Passwords are required to be a minimum of 6 characters in length.
Account Information

Email Address someone@ao.com © Your Email Address will be your Username

Password © Your Password must be 6 characters or more

Confirm Password

License Number [ 1y9575 @ Your K license number - (HM/J/M).

Last 6 Digits of SSN (123455 @ The last 6 digits of your SSN for verification

© Register
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= PPC | DHBC Home | Contact DHBC | Calendar of Events.
= DHBC Portal

Department of Housing, Buildings and Construction

Welcome!

Search KY State To remember this site, add it as a favorite in your browser.

Click an action in the left hand menu to get started.
Search KY State

Bl If you are new to the ecommerce site, please click here to Register.

Contractor Registration

Homeowner Homeowners Click Here to Register

Registration
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= DHEC Portal > Register

Create a New Account aj| Boxes Highlighted in Red must be filled in

Use the form below to create a new account.

Passwords are required to be a minimum of 6 characters in length.

Account Information

Email Address —————— @ Email Address will be your Usemame
Confirm Email :

Address

Password —————— © Password must be 6 characters or more
Confirm Password :

Housing, Bui

County state i
H &
B v sos0n

Use the Arrow drop downs to
502-573-1057 fax Select the County
Birth Month ey =

Division of HVAC
ivision of LU e — @ The last 6 digits of your SSN for verification
502-573:0395 phone

Division of After all Data is entered click here

Pluml
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Kentucky pepartment of
Housing, Buildings

and Construction

Home | Con
= DHBC Portal

I(tjnfu{}}fm Department of Housing, Buildings and Construction

Search KY State e
Licenses. Jcl.(k an action in the left hand menu to get started.
Search KY State If you are new to the ecommerce site, please click here to Register.

Permits

Contractor Registration

Homeowner
Registration

Department of

and Construction
101 S=a Haro Road
Suite 100

Frankfort, kY 40801
502-573-0364 phone
502.573-1057 fax

R
e et poader,
e et
e e T @ cpeommenss @) risiocss (@ s anrns svtrsr s
link to download a free L p Rt newer

Supported Web Browsers

Resder, wlS
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Kentucky.gov

Kentucky pepartment of
Housing, Buildings

and Construction

= DHBC Portal > Log On

Kentudiip> |09 ON

Please enter your usemame and password. Register if you don't have an account.

Search KY State Account Information
Licenses prem—

User name Some.one@aol.com
Search KY State

Permits Password ~orro

Remember me?
Forgot your password? Clickl here ko reset your password.

Homeowner
Registration

Department
Housing, Bui

ings
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" PPL | DHBC Home | Contact DHBC | Lalendar or Even
= DHBC Portal > Reset Password

Kentudkip™ Reset Password

In order to reset your password, an email will be sent to your email address. Please follow the instructions in the email to reset your password.

Search KY State
Licenses

some one@aol.com Enter the Email Address that your Account was Registered under

Search KY State [Swomt ]| And

Permits 3 2
Click Submit
Contractor Registration

Homeowner
Registration
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Log Off
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Legend

 Edit = pay

MV- Applications Plumbers will See ' My Plumbing Applications’

You have no incomplete permit applications. You can create a new application by clicking the appropriate Apply button on the menu to the left.

@ Delete % Remove @ print

My Permits permit Numbers are Specific to the Trade

- S S O 2
o

esidential New Construction, Single Famil Issued 5/24/2011 7Dl wPRaEinEOr Glencoe

HVAC
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Legend

# Edit = Pay @ Delete * Remove & Print
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L I

HVAC-11-05-0284-P Residential New Construction, Single Famil Issued 5/24)
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Applications

My
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My Permits Clck 10 Open Search Parmits
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View My Licenses
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My Licenses

License # Expiration Date

HM00283 11/30/2011 Master HVAC Active
M3317 11/30/2011 Master Plumber Active
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Apply for an HVAC
permit

Search KY State

Search KY State
Permits

View My Permits

Change Password
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F DHBC Portal > Apply for a Permi
Before beginning a Permit Application Check to Make Sure that You need a Permit from the State!!!

Apply for an HVAC Permit 00" it inorty Permits cannot be obtained through the Portal. You must Gontact that Jurisdiction Directly!

Notice of Local Jurisdictions with Permitting Offices,
Kentycky Division HVAC or the Local Jurisdiction Authority. Below is a list of HVAC proiect types falling solely under State permitting authority.
isdictions and contact information under Local Authority for the issue of HVAC permits.

Permits for all HVAC Projects are issued either,
For all other HVAC projects Please click{REr2Jfor a list of the 3

Kentucky Division HVAC Permits are required in all Jurisdictions for the following project types

State owned or State leased facilities

Institutional buildings, educational facilities and related buildings
All buildings required to be licensed by the Cabinet for Health Services or the Cabinet for Families such as hospitals, day care centers, nursing homes, group homes and other similar faciltie

High hazard occupancies
Industrialized building systems except for the on-site placement and assembly of modular homes N

Contractor | Applicant ~ Location = Owner | Permit = Summary

Contractor Information
Select the Appropriate Checkbox

I” Homeowner claiming exemption from licensure?

I” Applicant is range hood installer.

[ | Contractor Selecting Contractor will Require Entering the License Number in the Field Below N .
Click Next to Continue
Verify contractor information ——Click this link to verify that the Contractor is Active

License Number
Next »>
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Contractor | Applicant  Location = Owner | Permit = Summary

Click on a Tabto Hove directlyto that Form

Contractor Information
Select One of the Options

T homeouner claiming exemption from licensure?

I lApplicant is range hood installer.

¥ Contractor

License Number Hu# #8787 Verify contractor information

Contractor Name:  P.J Beans

Contractor Address: 836 E High Street lexington, KY 40502-0123

Employer Name:  Cool Beans HVAC

Employer Address: 83 £ High Strest lexington, KY 408020123

License Status: Active

License Expires On: 1/31/2012

Policy Expires On:  5/7/2011

If Correct, Click the Next Button
This will open the Applicant Tab
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Contractor ‘Apphcant‘ Location | Owner  Permit | Summary

If Contractor or Contractor Employer is Selected as Applicant- No Additional Information Is Required

[Applicant Tnformation

I~ Contractor i applicant. @ russees o cems, scne

I Contractor's employer is applicant. @ CoorBeans, 825 High Street, Lexington, kY

T~ Applicant other than Contractor

Last Name. First Name

Business Name. Phone Number

streetaddress [ ]
chy ] stae [eseletasae-  [7]

Click on Location at
i B Gy [acacony ] the Top of the Page or

On Next to Continue

Validate Address against US Postal Service Records
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Contractor | Applicant | Location | Owner | Permit | Summary

__Ifthe Applicantis other than the Contractor
Click in the Last Check Box

Applicant Information
Enter the Last Name and Click or Tab to the First

Name field. If the Last Name is the same as a record
already in the System, a Grid will appear at the
bottom of the form

I~ Contractor is applicant.

I Contractor’s employer is applicant.

Last Name. Benton First Name joe

Business Name. Phone Number

Street Address

iy state PrE—
&3]

Validate Address against US Postal Service Records _f this Joseph Benton is the Correct Name
Do any of these match who you are looking fo, e [idives Gl Choges

2ip = County <Select A County>

choose BENTON HUNTER 106 COUNTRY LANE BENTON KY 40500
choose_Benton Joseph 2515 St. Landry Hwy ___ Nicholasvile KY 40356
choose BENTON GLENN 770 EAGLE CREEK FRANKFORT KY 40601

h BENTON EDDE 325 PIRATES COVE HAUGHTON LA 71037

Use the Arrow Buttons to page through the Search Results Number of

Records Found
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Contractor | Applicant | Location

Applicant Information

I~ Contractor is applicant.

[ Contractor’s employer is applicant.

Owner = Permit = Summary

© HM###### P Beans, Active

© Cool Beans, 83 E High Street, Lexington, KY

v Applicant other than Contractor

Last Name. Benton

Business Name.

Street Address 2515 St Landry Hwy
city Nicholasville
zip 40386-1423

First Name Josepn
Phone Number |(502) 5555555

state |
County Jessamine [

The System

| —Information is
Displayed in the
Proper Fields

Validate Address against US Postal Service Records
Itis not necessary to Validate an Existing Address against US Postal Service Records

<Back

Click Next to continue the Application Process ——s-ewemr—] next >
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Contractor ‘Apphcant‘ Location | Owner  Permit | Summary

Applicant Information
[ contractor s applicant. @ russsrs oo, Acte

I Contractor's employer is applicant. @ CoorBeans, 826 . igh Street, Lexington, K

pplicant other than Contractor

Last Name. i First Name e

Business Name. Phone Number (502) 5550897

Street Address 105 it Steet
city Nenolsie state Comm——

zip

County [sselectacouny> [7]
Validate Address against US Postal Service Records —Minimum Fields Required for Postal
LClick to Validate Address Service Validation of the Address is the

Street Address, City and State

<Back

Fill out this section if the
Applicant is Not the
Contractor

Click on Location at
the Top of the Page or
On Nextto Continue

T Clear | Next>>
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Street Address.

city

zip

Validate Address against US Postal Service Records

105 Fifth Street

Nicholasville

5
3
g
El

40356-,

First Name

Phone Number

State

County

bme.

(502) 5550897

Ii
[ [

<Select A County>

Address 1

city

zip

Validated Address

Review the US Postal Service Address in this Block

105 s sthst

Nicholasville

403561407

State

County

Ky

Jessamine

Use the Validated Address .~ If this is the address that should be used Click the link to the left.

<Back

© Clear

Next »>
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v Applicant other than Contractor

Last Name. Owner

Business Name.

Street Address. 105 S sth st
city Nicholasville
zip 40356-1407

Validate Address against US Postal Service Records

<Back

First Name

Phone Number

State

County

Home.

(502) 5550897

Ky

Jessamine

E

After Clicking on the

Use the Validated Address Link
the fields fill in with the US Postal
Service's standardized Address

Click Next to Continue to the
Location Tab

© Clear

Next »>
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Instructions
Enter location information and click 'Validate Address against US Portal Service Records'.
If the address can be validated, you can choose to use the validated address if it is correct.
1f a matching location in the system is found, you will be able to choose that location from a list of results.

1f no matching location is found or the address cannot be validated, click next to continue with the location information as entered.
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Contractor  Applicant | Location | Owner | Permit = Summary

Instructions

Enter location information and click 'Validate Address against US Portal Service Record:

If the address can be validated, you can choose to use the validated address if it is correct.
1f a matching location in the system is found, you will be able to choose that location from a list of results.

1f no matching location is found or the address cannot be validated, click next to continue with the location information as entered.

Location Information

Please review the list of local iurisdictions to see if the project is located in one.

ay — w &
[I—— ey

Validate Address against US Postal Service Records

<< Back ©Clear | Next»
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Contractor  Applicant ‘ Location ‘ Owner | Permit = Summary

Location Information
Enter the Location Information for the Project
Street Address. 105 Fifth Street

ary ichoionile pEy Ca—
County pEREY Vo

lick this Link to Display the USPS Standardized Address
Validate Address against US Postal Service Records All Matching Location Addresses will Display in the Grid below——

Validated Address

Address 1 105 s sthst
city Nicholasville State Ky
2ip 40356-1407 County Jessamine

Use the Validated Address ——Click here to fill in the fields above with the standardized Address and
close the Validated Address box.

Do any of these match where you are looking for? If So Click Choose beside the Right Address

4= | = == | 2 |

Choose 105 South 5th St Nicholasville KY  40356- 1407
105 5th St Nicholasville KY  40356- 1407

Cannot find the address in the list? Add as 3 new address Qtherwise Click this Link

<« Back Click Next to go to Owner Tab

© Clear
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Location Information
Enter a Partial Address

StrectAddress 105
city Nicholssuille state e — |
zip - County T |

Validate Address against US Postal Service Records Click here

Unknown street, a match could not be found A Partial Address cannot be Validated against USPS Records

A Please enter il the raquired Location fields,

Do any of these match where you are looking for?

‘Address State
105 5 5th Street Nicholasville KY 40356-1407 Re"'e“’”_‘"“e' Hf’se ‘:‘e“fz‘;
Choose 105 Emma Katherine Ln Nicholasvile W A0EeTO0aY G . coftect Select by

Clicking the Choose Link
e
Cannot find the address in the list? Add as a new address

<«Back Click Next to go to the next Page & Clear | Next»
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Contractor H Applicant H Location H Owner H Permit H Summary

Select One of the Checkboxes If Applicant is Owner No further Information is Required

Owner Information
pplicant is owner © CoolBeans, 836 £ High Street, Lexington, K

Owner’s Address is the same as the Location address @ 105 S 5th St Nicholasullle, kY 40355-1407

[ Owner's Address is unknown_
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e e e e

Select One of the Checkboxes

Owner Information

™ Applicantis owner

_[Owner's Address is unknown

© CoolBeans, 836 . High Street, Lexington, KY.

[Flowner's Address is the same as the Location address @105 5th s, Nicholsvile, kv 40356-1407

Last Name.

—
—

First Name

[ | EnterOwner'sName or
Business Name and Phone

Phone Number Number

Then Click

Next »>
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conocor | sopwonc | osoen | ower [ peme | sommey |

Permit Information

Type of Permit from the drop down menu

=
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Contractor l Applicant | Location ' owner | Permit I Summary

Permit Information

Tvpe

Categories <Choose All Apply>

Case#

Value of Project §.

] Mult-Family Uit

# of HVAC Systems | ( new Construction

Please enter Type an [[]RangeHood

<Back

Select the Category or
Categories from the drop
down menu.

Next »>
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Contractor H Applicant H Location H Owner “ Permit H Summary

Permit Information

e [commercial  [-]
Bk [

cases L e [—
Value of Project § I:“ Enter Value of Single Unit Projects
-

#ofHVACSystems | | Enter Number of HVAC Systems and Comments
for Multi-family units

Please enter Type and Size of Equipment and all other related comments if any

=

Once the
information is
complete Click
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Contractor  Applicant | Location = Owner | Permit | Summary

Permit Information

e i
e Residential ] Select Categories From the Drop Down

Categories <Choose All Apply>

# of HVAC Systems [ ¥ Checkall X Uncheckall o

(Corraction and Tasting

Sizing Calc. Date

Duplex

Summer Design
Cons. i

Existing Unit
Orientation of

Structure Manufactured Home

Modular Building

New Construction

Other

Please enter Type a
fThis = a required field

<Back Next »>
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Contractor  Applicant | Location = Owner | Permit | Summary

Permit Information

Enter Information As
e .
e Residentia Bl ndicated
Categories Existing Unit .

# of HVAC Systems |1

Sizing Calc. Date  |05/02/2011 @ 1Fnot provided, must be provided st ob site upon inti! nspection
Summer Design ] Winter Design Cons. | i
oemationot 5[]

Structure Click here to add a

4 system to the permit application new row to the grid

m A System Description

Delete | — must be added for

] < HVAC nstalld

Please enter Type and Size of Equipment and all other related comments if any

fThis = 2 required field =

Click Next to go to
<« Back the Summary Page

Next »>
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Contractor | Applicant Owner | Permit | Summary

Application Summary and Permit Charges
Summary Information

Contractor: HV#####,P. . Beans, Active Fully complete information displays in green
Applicant: IERERR LSRR Errors display in Red
Location: 1055 sth St Nicholasille, KY 403561407
owner: Shop Owner, 105 S Sth S, Niholaswile KY 40356-1407
) You will be unable to
oy Commercial - Exiting Urit kit b el e L SRR Complete the Permit
it Project was not entered o the Permit Aorteston and Chactok
Costof Permit; _ Please completethe application to view the cost of the permit iferror messages are

present
Use the Back button to return to the

Permit Tab and add missing ‘ + Add Another Permit || % Check Out |
information -
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Summary

Application Summary and Permit Charges

Summary Information

Contractor:

Applicant:

Location:

Owner:

Permit:

Cost of Permit:

HM #####, P. ). Beans, Active
HM #####, P. ). Beans, Active

A Summary of the Permit Application
105'S Sth St, Nicholasvill, KY 40356-1407 Displays on this Page

Shop Owner, 105 S Sth s, Nicholssuill kY 40356-1407  The Type of Permitis listed

Commercial - Existing Uit - Value of Project: $7,500.00 -

The System calculates the Cost for
b the Permit
This information for example purposes only

Actual costs will vary based your Permit

Application

You have the choice of Adding
Anolhelr Permit or Checkling out

+ Add Another Permit

% Check Out
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Kentuckiy™

some.one@msn.com

Your email Address

Apply for a Plumbing
Permit
e
Apply for a Medical Gas
Permit

e ————
Transfer a Permit
e —
Request a Refund
e
Search KY State
Licenses
= ————
Search KY State
Permits

e —
View My Licenses
e ———
View My Permits
e ae———
Change Password

Log OFf
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| Contractor | Applcant | Location | Owner

Permit | Summary

Contractor Information
I~ Homeowner claiming exemption from licensure?

= Contractor

[Gicense Number

o

contractor Name:

| contractor Address:

| contractor emai:

contractor Phone:

[employer name:

Jemployer Address:

femployer £m

[employer phone:

Ry Rousseau

404 Lost Prad, Harodsiurg KY 41330

ryancousseaugprasses.com

o0z

Rousseauand Sons Purbing, LLC

04 Lost s, arrossourg K 40330

ryan.cousseaugpracses.com

(200 sssisses

Contractor Information

stored in the System will

Auto-fill the Page.

Liconse Status:

License Expires On:

Poticy Expires on:

scive

o2

If all is Correct click -—>

e
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Contractor | Applicant | Location = Owner | Permit = Summary

Instructions
If the applicant is not the contractor or the contractor's employer, enter a last name or business name to search the system for an existing contact.

If no existing contact is found, enter the remaining information and validate the address against US Postal Service records.

If Contractor is Applicant, the required information is Already Stored
Applicant Information

¥ Contractor is applicant. @ 5* Ryan Rousseau, Active

[~ Applicant other than Contractor

Last Name. First Name

Business Name. Phone Number

o — EEve—
7 comy EEyeT—

Validate Address against US Postal Service Records Click Next to Continue

<Back ©Clear | Next>>
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‘Contractur Applicant | Location | Owner | Permit = Summary

Instructions
If the applicant is not the contractor or the contractor’s employer, enter a last name or business name to search the system for an existing contact.

If no existing contact is found, enter the remaining information and validate the address against US Postal Service records.

Applicant Information

Enter aLastName or Business Name and Press
ontractor is applicant. S 12345
[CifContrsictar s silicant. enter to Begin a Search of the System L

[¥ Applicant other than Contractor

Last Name Jones. Hraame If No Correct Match is found

Enter the Additional Information
Business Name. Phone Number

You must Enter Street Address,
aty =] o= City, and State to use the Address
Validation Feature
- | —

Validate Address against US Postal Service Records

Click link to Validate the Records If You find the
T T S N ECTI T Cic ine Choose
Choose  JONES ACQUELINE 159 GUMPOINT LN Frankfort KY 12345 Link to the Left of
Choose  Jones Adena 812 Pawnee Rd. Lexington KY 12345 the Record. This
Choose JONES Jf ALVIN 400 RAYMOND. 23 Nicholasville KY 12345 will close the

R  Records grid and
Fill in the form

Use the Arrows to Move between pages-Your Arrows will be Light Gray

<Back ©Clear | Next»>
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7 Avpicant other than Contractor
Filoutthis section i the

" s e Applicantis Not the
Business Name Phone Number oy ses-oenr Contractor
i [
oy | —

Gl onLocatonat
o [—— e Topof e Page or
GangiteConire
i s oo s s s — il R o s
e abase Adaees Senven Valdaton o he Ao s the
Sk Address. iy and St
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Contractor  Applicant | Location | Owner | Permit

Location Information

Validate Address against US Postal Service Records

Summary

[sselectacoumy=  [7]

You must provide at least Street Address, City, and State in order to validate the address against US Postal Service Records.

<« Back

@ Clear

Next >
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Location Information

Street Address. 105 South 5th Street
city Nicholasville
zip 40356

Validate Address against US Postal Service Records

State

County

EH =
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Owner Information

¥ Applicant is owner @5+ * Ryan Rousseau
[~ Owner’s Address is the same as the Location address @ 105 S 5th St Nicholasuille, kY 40356-1507

[~ Owner's Address is unknown

e If Applicant is Owner no further information is required- Click—] yocr
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Owner Information

I~ Applicant is owner @5+ Ryan Rousseau
¥ lowner’s Address is the same as the Location address @ 103 S 5th St Nicholasuille kY 40356-1307

[~ Owner's Address is unknown

Last Name. First Name

Business Name. Phone Number

‘You must enter either First and Last Name and Phone Number or

ek Business Name and Phone Number
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Owner Information

I~ Applicant is owner @S **** Ryan Rousseau

[~ Owner’s Address is the same as the Location address @ 105 S 5th St Nicholasuille, kY 40356-1407

5 TOwner's Address is unknown

Last Name. First Name

Business Name. Phone Number

You must enter either First and Last Name and Phone Number or

et Business Name and Phone Number
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Contractor  Applicant | Location = Owner J Permlt‘ Summary

Permit Information
Application Type of Application is either Commercial or Residential

Typa |<Choose One> :
[oroeomes __]7] SelectPurpose from the Dropdown list

Purpose

\Water Heater Replacement Only.
Water Service Only
<< Bact Sewer Service Only

fcks [Sewer and Water Service Only
[Back Flow Preventer Only.
Lawn Irrigation Only

Next»>

Mobile Home Park Only.
None of Above
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Please Enter Number of Units
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Permit Information
Application
Type

Purpose

Categories

Water Supply

Sewage/Onsite #

Please Indicate Numb
Water Closets

Bath Tubs

Lavatories

Showers.

Urinals

Interior
Grease Trap

e =

None of Above.

<Choose All Apply>

 Checkall % Uncheck all

El

Selecting None of the Above from Purpose will

‘Open additional Choices

[Ffisting unit

[[] Manufactured Home

] Modular Buikding

7] New Constru

[]Other

Drinking
Fountains

Dishwashers.

Special
Fixtures

Select all that Apply

Receptacies

Sewage Water Services|
Ejector Pumps

Sand Traps House Sewers.
Automatic Water Heaters
Washers
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WaterSupply  [<choseones  []  Sewage isp = &l

Sewage/Onsite #
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Case # Plan #

Water Supply <Choose One> [7]  Sewage Disposal | <Choose One> [=]

Multifamily Units Sewage/Onsite #
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Please Indicate Number for Each Type of Opening

Water Closets Sinks Laundry Trays Roof Drains
Bath Tubs Service(sinks) Floor Drains Open
Receptacles

Lavatories Drinking Sewage Water Services|
Fountains Ejector Pumps

Showers. Dishwashers. sand Traps House Sewers.

Urinals Special Automatic Water Heaters
Fixtures Washers

Interior

Grease Trap
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Summary Information

Contractor:

Applicant:

Location:

Owner:

Permit:

Cost of Permit:

<Back

W5*** %, Ryan Rousseau, Active

W5***, Ryan Rousseau, Active

105 S 5th S, Nicholasville, KY 40356-1407

Lucy Smith, 105 S Sth St, Nicholasville KY 40356-1407

Residential - New Construction

$143.00

+ Add Another Permit

1 Check Out This Permit Only

@ View All Open Applications
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+ Add Another Permit | = Check Out This Permit Only | @ View All Open Applications.
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Summary Information

Contractor:

Applicant:

Locatior

Owner:

Permit:

Cost of Permit:

<Back

W5*** %, Ryan Rousseau, Active

W5***, Ryan Rousseau, Active

105 S 5th S, Nicholasville, KY 40356-1407

Lucy Smith, 105 S Sth St, Nicholasville KY 40356-1407

Please complete the Permit Section

Please complete the application to view the cost of the permit

+ Add Another Permit

@ View All Open Applications
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Kentuckiy™

Your email Address

Apply for a Plumbing
Permit

Apply for a Medical Gas
Permit

Transfer a Permit
Request a Refund

Search KY State
Licenses

Search KY State
Permits
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Contractor | Applicant | Location = Owner | Permit = Summary

Instructions

iness name to search the system for an existing contact.

1f the applicant is not the contractor or the contractor's employer, enter a last name o bt

1f no existing contact is found, enter the remaining information and validate the address against US Postal Service records.

If Contractor is Applicant, the required information is Already Stored
Applicant Information

¥ Contractor is applicant. © 157" Ryan Rousseau, Active
[~ Applicant other than Contractor

Last Name. First Name

Business Name. Phone Number

B —
any [E— Erye——
— Eryer—

Validate Address against US Postal Service Records

<Back @ Clear | Next>>
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[ Aoshcant other than comractor

e (o — it secsanine
Ropicantis hotte
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& [—— e Topof e Page or

On Npxtto Continue.
e s s s sl s sects—Hinimum Flld Reaured o Postal
o Valdate Address. Service Validation of the Address s the
Street Address, ity and State
gy T
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Contractor  Applicant | Location  Owner ‘ Perm\t‘ Summary

Permit Information

Application Type Defaults to Commercial
Type Commercial -
Use Drop down to Select Categories
Categories [ <Choose All apply> o - i
| v Checkall % Uncheckall )
Case # = |

[Fijexisting Unit

Certified Brazer and :
Installer Name. [ Wew Construction
Journeyman Plumber
Lic#

Please Indicate Number for Each Type of Opening - (Total = Openings x $5.00 + $35.00 Base Fee)

Oxygen Vacuum Nitrogen WAGD
Carbon Dioxide] Medical Air | Nitrous Oxide Helium [
Other

<aBack Next >
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Permit Information

Application
Type Commercial [
Categories New Construction .
Case # o Plan # 5855

Click the Link to Validate that the
Cestifierl Drazerand R Rahn1i License is Active/Valid
Journeyman Plumber 1100+ v @ucenseisvalid Validate
[

Please Indicate Number for Each Type of Opening - (Total = Openings x $5.00 + $35.00 Base Fee)

Oxvgen 2 Vacuum 2 Nitrogen wAGD
Carbon Dioxide 2 Medical Air |2 Nitrous Oxide Helium
Other

<aBack Click Next to go to the Summary Tab  [vecr
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Summary Information

Contractor: 133 **, Ryan Rousseau, Active
Applicant: 133+, Ryan Rousseau, Active

105 S Sth St, Nicholasville, KY 40356-1407

Owner: John Smith, Smith Dentistry, 105 S Sth St, Nicholasville KY 40356-1407

Please complete the Permit Section Example of the
Summary Tab with an
Error on the Permit Tab

Plesse complete the application to view the cost of the permit

Note that the Choices here do
Sl not include Checkout

+ Add Another Permit | | @ View All Open Applications.
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Apply for a Plumbing

Permit

Search KY State
Licenses

Search KY State
Permits

View My Permits

Change Password

Department of
Housing, Buildings
and Construction
101 Sea Hero Road
Suite 100

Franicort, KY 40601

502-573-0364 phone
502-573-1057 fax

= PPC_| DHBC Home | Contact DHBC | Calendar of Events
= DHBC Portal > My Permits

Legend

~ Edit = pay © Delete * Remove

To Begin the Permit Application Process Click Here
My Plumbing Applications

You have no incomplete permit applications. You can create a new application by clicking the appropriate Apply button on the menu to the left.

My Permits

You have no assigned permits. You can add a permit by paying for a currently open application (above), or by adding a permit through through the public search here|

If the Homeowner has not applied for a Plumbing Permit. This is the screen
that will open immediately after he/she logs into the Portal.

If there is an open Application or a Permit for the Homeowner, it will display
under the appropriate Heading.
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Homeowner Notice

efore applying for a permit.
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Links to the
n of 1

= DHBC > Division of Plumbing > Homeowners Information

Homeowners Information Requirements and Regulations

(% %% plert***

Homeowners be aware that any type of plumbing that has not been permitted and inspected has, in the past voided
manufactures warranty. It also has voided homeowners insurance if damage is found to be from defective plumbing that has
not been properly installed, inspected and approved by the Division of Plumbing. Be sure to get the proper inspections on
your plumbing system due to the fact that it could prevent the sale or loan eligibility of a home.

When is a Plumbing Permit Required?

Plumbing permits are required for the following:

. For all new plumbing installations.
. For all existing installations if a fixture, soil or waste opening, or pipe is to be moved or relocated or if you are
replacing more than 10 feet of piping.
For a new house sewer or for a house sewer that is to be replaced
For a new water service or for a service that is to be replaced.
For an addition of a backflow prevention device to an existing water service.
. For a new water heater or for a water heater that is to be replaced.

If you have any questions or need assistance, call your local state plumbing inspector or the Frankfort office.
Top
Water Heater Replacement

Homeowner plumbing permits can be obtained for primary residence only.
All water heater replacements must be permitted and inspected through the Division of Plumbing.

Replacement of an existing water heater must be installed to meet the current Kentucky Plumbing Code

Hot and cold water supply piping to the water heater is to be three-fourths inch 1.D. size of a material approved by
the Division of Plumbing.

In residential dwellings, the shutoff valve shall be placed within 3 feet of the water heater and be placed on the
accessible side of the water heater,

A temperature and pressure relief device shall be installed on each water heater on the hot water side and piped
within 2 inches of the floor, if a floor drain is available. If the water heater is installed in a location that does not have
a floor drain, discharge from the relief device shall be piped to the outside of the building with an ell turned down and
piped within 4 inches of the surface of the ground.

The joint between ferrous piping and copper or copper-alioy piping shall be made with a dielectric fitting or other

Question? Please
contact one of the
following

Dennis Rodas,

t Word Reade

Forms and
Resources
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Plumbing Contractor ~ Applicant | Location | Owner | Permit = Summary

Instructions
Please enter the location where work will be performed.
After the location information has been entered, click 'Validate Address against US Portal Service Records'.
If the address can be validated, you can choose to use the validated address if it is correct.
1f a matching location in the system is found, you will be able to choose that location from a list of results.

1f no matching location is found or the address cannot be validated, click next to continue with the location information as entered.

Enter information in all textboxes
Location Information highlighted in Red
StreetAddress [ Select

County using
= /] b5
~ B the

i | —— Mﬂ—dropdown

Validate Address against US Postal Service Records menu

gcer md Nt Glick this link to Validate the Address
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Validate Address against US Postal Service Records

Validated Address

Address 1 101 Seaherordste  This is the Validated Address
100

city Franifort State K

zip 40601-5412 County Frankin

This is the Address that

Do any of these match where you are looking for? iS already in the System,
Address zip
01 Sea Hero Rd Ste 100 KY 40601-5412

View 1-1of 1

Cannotffind the address in the list? Add as a new address

Click Choose to Select
the Existing Address

©Clear | <eBack | Next»
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Plumbing Contractor  Applicant | Location | Owner | Permit = Summary

Owner Information

¥ |Applicant is owner @) Lafozse, 117 FoxTail Ln,Frankfore
I~ /Owner's Address is the same as the Location address ) 117 FoxTail Ln, Frankfore, KY 406017630

[~ Owner's Address is unknown

<Back | Next»
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Plumbing Contractor  Applicant | Location = Owner | Permit | Summary

Permit Information

Application
Alternate Permit #

Type elect Residential

Purpose <choose ones To] @ iease choose = type el tht = spproprice o yourvork
Water Heater Replacement Only.
Water Service Only

<aBack | Nextw» [[Sewer Service Only elect the Type of Work

[Sewer and Water Service Only

[Back Flow Preventer Only.
Lawn Irrigation Only
Mobile Home Park Only.
None of Above
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Plumbing Contractor  Applicant | Location = Owner | Permit | Summary

Permit Information

Application
Alternate Permit #

Type Residentisl =

Purpose . [] @Piesse choose s e belowsha s spproprist o your werk
Categories Existing Unit .

water Supply Municipal [=] Sewage Disposal Municipal [

Sewage/Onsite #

Enter the Number of Each Type Here

Please Indicate Number for Each Type of Opening
Water Closets |1 Sinks 1 Laundry Trays Roof Drains

Bath Tubs Service(sinks) Floor Drains Open
Receptacles

Lavatories Drinking Sewage Water Services|
Fountains Ejector Pumps

Showers. Dishwashers. Sand Traps House Sewers.

Urinals Special Automatic Water Heaters
Fixtures. Washers

Interior
Grease Trap

e Click Next to View the Summary of Charges
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Plumbing Contractor  Applicant | Location = Owner | Permit Summary‘

Green Lettering Indicates that All Necessary Information

has been entered into the System for this Application
Summary Information

Contractor: Homeowner claiming exemption from licensure.
Applicant: P3 Larosee, 117 Fox Tail Ln, Frankfort
Location: 117 Fox Tail Ln, Frankdort, KY 40601-7650
Owner: P3 Larosee, 117 Fox Tail Ln, Frankfort

Permit: Residential - Existing Unit

Cost of Permit: s73.00 Click Check Out This Permit Only
button to make Payment through e-Pay.

<<Back | + Add Another Permit

@ View All Open Applications
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* DHBC Portal > Complete and Pay for Permit(s)

Check Out

Please note that only Credit/Debit Cards and eCheck payments are accepted via the eCommerce site. Please contact KY DHBC to make other
payment arrangements.

Amounts in

Permit Information US Dollars
105 S 5th St, Nicholasville, KY 40356-1407
Commercial - New Construction 70
105 S 5th St, Nicholasville, KY 40356-1407 .

This Checkbox must be Checked to Enable

Residential - New Construction the Pay Now button 143
™ 1 confirm that the above information for each permit is correct. Total Amount Due for these Permits Total: 213
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Click in the Checkbox to Confirm the Permit Information

[¥t confirm that the above information for each permit is correct.

% Cancal

=Pay tow

Click Pay Now to go to the Payment Page

Total: 213
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Kentucky pepartment of
Housing, Buildings
and Construction

= ePayment C
= DHBC Portal > Complete and Pay for Permit(s)

Keg{yf’{ff Check Out

Department of
Housing, Buil
and Construction

101 523 Haro Road

e Acvsiaan Method of Payment: |Credit/Debit Card [+ ]

502-573-0364 phone

bt it =
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Kentucky pepartment of
Housing, Buildings

and Construction

Kentudky

Department of
Housing, Bui

101 Sea Haro Road
Suite 100
Frankfort, KY 40801

502-573-0364 phone
502-573-1057 fax

= DHBC Portal > Complete and Pay for Permit(s)

—= | Check Out

This transaction is for the following:
PLB Medical Gas Permit Fee ($ 70)

PLB Plumbing Permit Fee ($ 143)

The total amount to be charged will be $ 213

Name of Credit Card holder:

Credit/Debit Card Number

Expiration: | 12~] /2011

i [





image80.jpeg
Where are My Routing and Account Numbers?

At the bottom of the Check under the Memo and Signature lines
there are a series of Numbers and Symbols that look Similar to this:

Your Bank Name
Address of Bank

for

1:{012345678)1: 0123456789)'" 1234

T
ABA Routing Number Your Acdount Number

Check Number
(Not needed for Payment )
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Housing, Buildings

and Construction

DHBC Portal > Complete and Pay for Permit(s)

—+x | Check Out
Kentudky™

IThis transaction is for the following:
PLB Medical Gas Permit Fee ($ 70)
PLB Plumbing Permit Fee ($ 143)

Department of
Housing, Buildings
and Construction The total amount to be charged will be $ 213

101 Saa Haro Road
Suite 100
Frankfort, kY 40801

Payable to Kentucky State Treasurer
sozsraassacione | | amount of payment  § 213

Name?: [Name of Person/Business being biled

Date: 6/28/2011
Aba No? [Routing No

Account No3[ Bank account number

* Name of Person/Business being billed

2 ABA Routing Number of your check

2 Bank account number of your check
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DHBC Portal > Process Permi

Process Payment and Permit(s)

Payment and Permit Information

Amou ransaction Confirmation Number
Your transaction for| $143.00 [has been processed. Your confirmation number isf 7934397.

Your online permit application is complete. Depending on the number of inspection days in the county,
it may require up to one week or next inspection day for the inspector to review and approve the application

Thank you for using our online application. If you have any questions please contact the appropriate DHBC division.
Contact information is located below the menu to the left.

[erm\t # Pl 06-00140-P|- click here to print permit—Click to Print the Permit Application

Please print 3 copy of this page for vour records——Click to Print a Copy of this Page for your records
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KentudRip™

Search KY State
icenses
Search KY State
Permits
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* DHBC Portal > Search KY State Licenses

To search for a KY State License, enter any of the following information and press the Search button.

License Search Criteria

License Type <Choose All Apply> B
v Checkall % Uncheck all o

License # =
[FApprentice HvAC =

First Name

| Journeyman HVAC

| Master HVAC

- Limited Journeyman Duct HVAC
To Search by
License Type Check ||[7]Limited Journeyman Instatler VA
the box to the left of || master plumber Scroll Bar
the Title

[ 7ourneyman Plumber
Then click Search

[ Electrical Business Contractor
[ Electrical Individual Contractor

[ Master Electrician

[ Electrician
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To search for a KY State License, enter any of the following information and press the Search button.

License Search Criteria

License Type

License #

First Name

B Search

You can Search on Two or More Criteria

Master HVAC

This Shows a Search on a License Type of Master HVAC

and a First Name of Jeff

Last Name.

HM00011
HMO0131
HM00165
HM00275
HMO0640
HMO0837
HMO0843
HMO0918
HM00963
HM01109

Jeff L Blair

Jeff S Rob:
Jeffrey A

Jeffery C

Jeffrey L g
Jeffrey D
Jeffrey W
Jeffrey K

Keep in Mind that
Searches on Broad
Criteria such as a
Common First or
Last Name will
Return more Results

Jeffery A Y

Jeffrey L Nolan

3/31/2012
6/30/2011
8/31/2011
9/30/2006
9/30/1996
2/28/2012
4/30/2012
5/31/2011
12/31/2011
9/30/2011

Master
Master
Master
Master
Master
Master
Master
Master
Master
Master

Active
Active
Active
Void

Void

Active
Active
Active
Active

Bloomfield
Floyds Knobs
Somerset

Note that there are 69
Master HVAC
Contractors whose First
Name is some form of
"Jeff

SComEIE

Inactive - Certified InspectorHazard

View 1 - 10 of 69
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To search for a KY State License, enter any of the following information and press the Search button.

License Search Criteria

License Type Master HVAC A
T The Combination of the 3 Search Criteria results in Four Records Found and Displayed
First Name o

st tame

You May Enter All or Part of a First or Last Name
£ search

Jeffrey A Saunders

I S S

9/30/199 Master Void Lexington
HMO3872 Jeffery W Schneider 8/31/2011 Master Active Evansville
HM04293 Jeffrey A Schafer 1/31/2012 Master Active Cincinnati
HMO4652 Jeffrey T Stivers 11/30/2011 Master Active

Wwinchester
ew 1

[o[=





image87.jpeg
To search for a KY State License, enter any of the following information and press the Search button.

License Search Criteria

License Type <Choose All Apply>
If You Know the License Number of the Contractor

License # [HM03655] Enter the License # and Click Search
L N

The Information on that Contractor Displays below

HMO3655 Forest A Howard 11/30/2011 Master Active Utica
10

ew 1

of 1





image88.jpeg
KentudRip™

—
earch KY State

Log on

Contractor Registration




