Step by Step: How to create an Evolve account (with
pictures)

Please visit www.westonwi.gov/epermits and use the following steps:
1) If this is your first time using the new site, click "New Account” in the upper right-hand corner;
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BUILDING PERMITS
s Welcome to the Village of Weston Online Permitting
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Wﬂm‘{b Here you can view permit info, schedule and request inspections, apply for permits and submit plans for review

MY PERMIT 4

Use the Permit Application option te submit small plans and "over-the-counter” permits.

CLERK
- Please note, in order for the website to work properly, pop-ups for this website must be allowed. Please consult the help section of your prefered browser for further details
To create a new customer account, click "New Account” located in the upper right hand corner and please fill in the following fields. All fields in yellow are required.
¥ LICEN:
This new account will allow you to keep track of all the permits, licenses, projects that you are associated with. If you are a contractor, your future customers will easily be able to
LICENSE APPLICATION search for you to add your information to the permit. If you are a property owner, a contractor you hire will easily be able to search for you to add your information to the permit.
PROJECT Logging back in will also allow you to track the status of your permit without having to call into the office and to schedule inspections, when needed
ROECT SEARCH If you require an in-person meeting with a building inspector or have questions regarding permits, please email plandev@westonwi.gov or call the front desk at 715-

241-2613 to schedule an appointment. Walk-ins are not advised as Inspectors are typically out in the field on inspection and not in the office.

Thank you for your understanding and cooperation,
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a) Fill in the fields using your information, try and provide as much information as possible.
b) Create a password on the same page and click "Save".
c) If you are creating a new user name and you get the error stating your password is
already associated with another account, then select the "Forgot Password" link and
follow that process.
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Use the Permit Application option to submit small plans and “over-the-counter” permits.

Please note, in order for the website to work properly, pop-ups for this website must be allowed. Please consult the help section of your prefered browser for further details
To create a new customer account, click "New Account” located in the upper right hand corner and please fill in the following fields. Al fields in yellow are required

This new account will allow you to keep track of all the permits, licenses, projects that you are associated with. If you are a contractor, your future customers will easily be able to
NSE APPLICATION search for you to add your information to the permit. If you are a property owner, a contractor you hire will easily be able to search for you to add your information to the permit

PROJECT Logging back in will also allow you to track the status of your permit without having to call into the office and to schedule inspections, when needed

If you require an in-person meeting with a building insp or have garding permits, please email plandev@westonwi.gov or call the front desk at 715-
241-2613 to schedule an appointment. Walk-ins are not advised as Inspectors are typically out in the field on inspection and not in the office

Thank you for your understanding and cooperation
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3) Select the permit type associated with your project from the drop-down menu. Then
select the appropriate permit application from the second drop-down menu.
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4) Enter the address and the street name, without and prefixes or suffixes (DO NOT
ENTER THE ST, AVE, DR, BLVD, WAY). If the address you type in generates a "not in
jurisdiction™ error, then most likely you are not in the Village or Town of Weston. If you are
unsure, please call staff at 715- 359-6114.

***[f you pay your taxes to the Village of Weston, but you have a Schofield zip code your
address is still in Weston***
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BUILDING PERMITS ENTER ADDRESS

Box 1: Enter house number

(ITSEARCH Box 2: Enter sireet name with no direction and no suffix (i.e. St, Ave, Rd). A partial street name may be used to find the correct sireet name (i.e. "Scho” will find Schofield Avenue).

AY PERMITS Click the Next button to view and select the address.
PERMIT APPLICATION Box 3: Only use if an error is received stating the address is not found when utilizing boxes 1 and 2.
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Street Name or Partial Street Name (No Direction, No Ave, $t, Rd)
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OR if not found enter address
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5) All the required fields are highlighted in yellow. You will not be allowed to save the
application without filling in these fields. If you leave the page, then you will have to start the
permit application process over again.
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Suite/Unit #

Project Description
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Example Business
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Bill Smith
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Commercial
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3,000
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6) Add any additional contractors or contacts (i.e. property owners, agents, managers)
that are associated with the project and/or who should be contacted regarding the permit.
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BUILDING PERMITS CREATE CONTACTS
If you, the applicant, are not completing the work listed within the permit being applied for, please select the Add Contact button.
PERMIT SEARCH You must search for the for the contractor who is performing the work by LAST NAME or by the COMPANY or ORGANIZATION NAME
PERMITS Without the contractor's information, it may delay the issuance of the permit

CONTACT TYPE ORGANIZATION LAST NAME FIRST NAME EMAIL PHONE

Oumer v Smith Bill example@example.com 123456789
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7) There are several permits that require additional items to be uploaded (i.e. site
plans, operational plans, sign layouts). If these items are required, then the system will not
allow you to move forward until these items are uploaded.

Home Bill Smith My Account Logout

BUILDING PERMITS UPLOAD DOCUMENTS
JPEG, PDF and AutoCAD files are accepted. The items listed under the dropdown menu are REQUIRED. If these items are not able to be added, the permit cannot be submitted
and cannot be saved.
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Next Click Finish
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BUILDING PERMITS PERMIT CONDITIONS
By signing and dating below, | acknowledge that | have reviewed and understand the Village of Weston zoning ordinance and its standards of approval related to this application:
PERMITSEARCH read, understand, and accept my responsibiliies under the reimbursement section above; submitted an application that is true, correct, and complete to the best of my knowledge;
acknowledge that Village officials and/or employees may, in the performance of their functions, enter upon the subject property to inspect or gather information necessary to
FEERVS process this application; understand that all meeting dates are tentative and may be postponed by the Village for the reason of incomplete submitting or other administrative

reasons; if this application is approved, agree to abide by this application, approved plans, and required conditions associated with plan approval in the development of the subject

APPLICATICN property; and understand that the Village’s zoning ordinance and/or the conditions of development approval may specify time frames within which | must take certain actions related
to the development of the subject property, or risk having the approval being nullified. Failing to attach the required components to this application will deem the status of this
application as incomplete. Incomplete applications will not be reviewed and shall be discarded within 30-days if the application status remains incomplete. Any fees collected will not

LICENSE SEARCH be refunded. ALL FINALIZED PERMITS WILL BE SENT VIA EMAIL. Permits will not be sent by mail. Work on the proposed project cannot begin without the issuance of a permit.

Permits filled after the fact shall be subject to double the fee and a §50.00 fine.
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8) Once the application is submitted, then staff will review it for completeness and issue an
invoice, which can be paid online, by mail, or in person. Once payment is received, then a
permit will be emailed to you and you may begin working on the project.
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Use the Permit Application option to submit small plans and "over-the-counter” permits.
Please note, in order for the website to work properly, pop-ups for this website must be allowed. Please consult the help section of your prefered browser for further details.
To create a new customer account, click "New Account” located in the upper right hand comer and please fill in the following fields. All fields in yellow are required.

This new account will allow you to keep track of all the permits, licenses, projects that you are associated with. If you are a contractor, your future customers will easily be able to
search for you to add your information to the permit. If you are a property owner, a contractor you hire will easily be able to search for you to add your information to the permit.

Logging back in will also allow you to track the status of your permit without having to call into the office and to schedule inspections, when needed.
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241-2613 to schedule an appointment. Walk-ins are not advised as Inspectors are typically out in the field on inspection and not in the office.

Thank you for your understanding and cooperation,
Planning and Development Staff
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9) After the work has been completed, log in to the site and submit a request for
inspection. An inspector will contact you with a window of time and day of when the
inspection will take place. After the inspection is completed you will be notified and the
permit will be finalized and closed out.

If you have any questions regarding this process, please feel free to contact staff.



