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1. NEW USER REGISTRATION

1.1 HOW TO REGISTER
1) Begin process from the Hawthorne Citizen Self Service Homepage

2) Click on the Login or Register tile box

&\ HAWTHORNE
[!p CALIFORNIA

Login or Register

3) Click Sign Up at the bottom of the screen

@

M o cammunity access services
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4) Enter a valid email address, password, first and last name, and click Sign up.

@

Create an account

D "

5) This will generate an email to the email address entered.

6) Check your email. You should receive a verification email which includes an
Activation account link. This link will expire in 7 days.

To verify your email address and activate your account,
please click the following link:

7) Once activated, you can now log into CSS. It will ask you to continue registration
and provide additional required contact information such as phone number and
address.
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Registration

Step 1 of 4: Acknowledgement

We have recently enhanced our security. Click on continue to validate your user information or create your profile with us.

8) Enter all required contact phone number and address information (fields with
red asterisks)

Registration

Step 2 of 4; Personal Info

‘REQUIRED
Bkl | appicankfist nuse
Middie Name
Last Name applicant last namd
Company
Contact Preference ~Sect Conlact Prefuenci- -
* Email Address sywodng @gmail com
Additional Contact Information
* Business Phone
Hesne Phore
* Mobile Phone
oo
Registration
Step 3 of 4: Address
‘REQUIRED
* Address Street address, P.O. box. (Tequired
City
State w
Postal Code

Back
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9) Complete registration by signing your name

Registration

Step 4 of 4: Signature

By signing below, | confirm that all information that provided on this Registration Formis true and correct. | confirm that [ will inform the City of Hawthorne without

undue delay if there are any changes to this information at any time.

* Please type your name as consent to electronically sign this registration.

Enable Type Signature |

sinyee ip
June, 2.3 2022

Clear

1.2 LOG INISSUES

If you attempt to log in and forget your password, you can reset password by clicking
the Forgot password link, or Unlock account if attempted too many times and got
locked out. The links are provided at the bottom of sign in screen.

@

Sign in to community access services.

Sign in with Google

Sign in with Apple

Sign in with Facebook

-
[ 4
=- Sigmn in with Microsoft

OoR

Email address

[ srodrigl@grmail. corm]|

Passwword
..........
[] remember me
Forgot password? Unlock asccount? Help
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@

-

Reset your passwvword

Email address

Reset via Email

Back to sign in

@

Unlock your account

Email address

Send Email

Back to sign in

Page 7 of 32



CSS User Guide

2. DASHBOARD OVERVIEW
2.1 KEY FEATURES

Hawthome 311 Home Apply |JEEGEeERE MyWork Today'sInspections Map  Paylnwoices  Search@Q

Dashboard is designed to provide a quick overview of status for your applications.

My Permits and My Plans sections are broken down in the same order and
essentially perform the same functions for your permits and plans applications.

1) Attention - Permits/Plans that require your attention
e Failed inspection
e Reviews that require Resubmittal
e Expired Permits/Plans
2) Pending — Your applied Permits/Plans that are under review by City staff
3) Active — Permits/Plans that have been issued
e You can request inspections on these permits
e Inspections that may have failed could be found in this category
e Find documents that can be printed

4) Draft — Permits/Plans that are saved in draft mode, and not completed/submitted
5) Recent — Recent Permits/Plans that you applied

My Permits

Attention Pending Active Draft
—
Vi oty Permits
My Plans
Attention Pending Active Recent Draft
Vi Bty Plans.
My Inspections My Inwvoices
Requested Scheduled Closed < “5‘3"‘ $0.00
Past D
o 11 6 "5 $2,601.90
SR : smrize o 2
Total
e roamire 2 1 $2,601.90
S S -

FWiew My Inspections
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My Inspections section is broken down in the following order:
1) Requested — Shows all your Inspections that you have requested

2) Scheduled — Once the Inspector has scheduled an Inspection, it will move from
the requested section to this section.

3) Closed — Once the Inspection is completed, it will move to this section.

My Invoices section is broken down in the following order:

1) Current — Shows Invoice amounts that are currently due

2) Past Due — Invoice amounts that are past due will show here

3) Total — Invoice amounts for both current and past due will show here

3. APPLICATION SUBMITTAL PROCESS
1) Begin process by logging into Hawthorne Citizen Self Service Homepage

2) Click on the Login or Register tile box

City of Hawthorne My Hawthome 311  Apply  Today's Inspections Map FeeEstimator Paylnwoices Search@Q,  Calendar (0

ing 2n appointment.

Pay Invoice i} . Request Inspection

Use this tool to pay for individual Ny Click here to request an inspection
invoices. 3 on an existing record.

Login or Register Apply
Login to an existing or create a new This tool can be used to apply for a
account. You can also find help if you permit, planer license.
forzot your logininformation.

3) Click Apply

4) On the Application Assistant screen, applications are shown in alphabetical
order. You're able to apply or search for permit applications in different ways:

e You can begin your search by typing in a partial application name, and options
will begin to appear or;

e Expand the blue Show Categories to see all available categories, permit types
and plan types
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5) Once you choose your application, click Apply

B PLANS

Hawrthorme 311 Haome § Today's Inspections Map Pay Invoices Search'Q
Application Assistant
s and ke
o = T

> Show Categories

Change of Contractor on Active Permit

%_ Category Mame: Drescription:
Building & Safety When a contractor needs to be changed on an existing and active/not expired permit.

Commercial Building Accessory Structure

Category Mame: Description:
Building & Safety A permit fior building &n accessory structure on & commercial property.

-4 Category Mame: Description:
L1124 Building & Safety A permit for 2 commerciz| building ad

‘O Commercial Building Addition
!

Apply

6) Begin the process by clicking the plus sign to add the Address of the project

you are applying for

Apply Dashbosrd  MyWork  Today

Apply for Permit - Encroachment Permit

Locations

LOCATIONS

Plesse enter the nesrest sddress that the encroachmant permit may impact.

REQUIRED

Create Templats

“REQUIRED
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7) Then you can also type in partial address and click the magnifying glass to

search, or use the pinpoint tool (3@ one from the left) at the top right corner, to
select location on the map

H. HAWTHORNE

= | Y L
N N\ N =t - STy

8) Your permit Location will pop up in a tile on the next screen. Click the Checkbox
and Apply

ome Apply Dashbosd MyWork Todsysinspections Msp  Paylmveices  SearchQ

Locations

o contact the City of Hawthorne's Depsrimant of Bullding & Safety 3t (310) 3482080

eeeeeeeeeeeee
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10) In case you put in an address that is outside of Hawthorne’s city limits, you'll
encounter a warning message as shown below.

LOCATIONS

Please add the parcel and/or address of the property related to this application.

If you have any question or need assistance with this application to contact the City of Hawthorne's Department of Building & Safety at (310) 349-2990

Type: Location

11622 Avlation Blvd 445
Unincerporated. CA 90304

Main Address

Parcel Number
4140002050
Main Parcel

The fellowing scenarios are preventing your application:
= Selected location is outside of the Hawthorne's city limits. Please contact your location municipality for this application request.

e Parcel Mumber: 4140002050

11) Depending on the type of permit you are applying for, you may be required to
fill out specific information (required for field marked with red asterisk) and click

Next

Apply for Permit - Commercial Building Accessory Structure "REQUIRED

Lacations

Type

PERMIT DETAILS.

a Create Template Save Draft m

a) Permit Type — Already identified at the beginning of this process; not
allowed to change at this point. Will have to start over if need to change.

b) Description — Provide clear description of proposed Scope of Work
c) Square Feet — If applicable and required, provide affected area
d) Valuation — If applicable and required, provide value of project proposed

12) On the next screen, add Contact to this application. Depending on the type of
permit or application you are applying for, you will be asked to add required
Contact type (owner, contractor or owner/builder, architect, engineer etc.) and
information, click the plus sign to add selected contact.
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CONTACTS

**Always search for the contact before manually entering their information®*

If manual entry is needed: please provide the contact's full name, full address, contact number. and email.

If the searched contact information needs to be updated, please ask that contact to log into their online account to update their information or have them cz
Hawthorne's Department of Building & Safety at (310) 349-2990

Optional contacts can be added and are helpful to the application process.

Applicant Owner Contractor Owner/Builder

& & Add Add

Contact i Contact
OR

Sally Ip (You) Sally Ip(You)

4455 w 126th . Hawthorne, 4455w 126th , Hawthorne, ... + +
CA, 90205
REQUIRED

13)The next section asks for information specific to the Permit/Plan Type you are
applying for. Any required field will be marked with a red asterisk.

Apply for Permit - Residential Building Accessory Structure “REQUIRED
Locatons Type Contacts. More info

oooooooo

If you Rave any QUESTIon or need 33SISTANCE With this SpElication to Ccontact the City of Hawtharne's Department of Bullding & Safety 2t (310) 248-2000.

tin the timely procsssing of this application.

Pote: Fiekds with an asteriski~) prioma

"Some circumstances may require additional information to be submitted prior to a development permit being isswed.

Construction Information Next Section| Top | Main Menu

In the drop down below:. please indicate wivether or not this project will imvobve the use of or emission of any chemicals listed as. as n
Section S5850.2 of the Government Code.

Cusrrent Building Use, if applicable

“Scape of Wiork

o
P
~Projoct ame. if appiicabie | ]
Projact Nama. i asslicasta s requires.
“Murmber of Stories | 0
“Building Heightinft | ]
S
~Propoced Buliding Use
-z
Sropesed Bullaing Lise 1= reauired

14)Complete all applicable information and click Next.

15)The next section asks for file attachments specific to the Permit/Plan Type you
are applying for.

a) Do not upload pdf files that are password protected

b) Any Required documentation/plans will be listed, but if you have additional
supporting documents/plans, you will select type from the drop down and
click the plus sign to add
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Apply for Permit - Residensial Building Accessory Structure “RECUIRED
Locesom Tyos Come=ts Mors Info Anachmanty
At et
A primzuzieveraian Sf tre RRsul T e e Pl Omask 2ssment me oeeens mene.
Requiremeants for Plan Chede
Tha pian ssbmind forredew mur fave the following Informasian:
Efcra Noroar of pareani) pragarieg plan
----- Al Wark shall comply with the fllowing coes to inchud locsl smendmens™
= MIFCEC
= IS CAAC
= FCRC
= HIFCEC (Ernergy]
2 pme
rarte e th structural 9
2l szgparting documante
Building
Construction Plans
Add Atrachment
. —

c) Once all documents/plans are added, click Next.

Note: Applicant or case contacts cannot upload any attachments after application has
been submitted. Any additional submittals will need to be coordinated and requested via

email with your Review Coordinator.

16) The next section is the signature page. You can either enable type signature
or draw your signature. Once complete, click Next.

Page 14 of 32



CSS User Guide

Apply for Permit - Residential Building Accessory Structure

Locations Type Contacts More Info Attachments Signature

SIGNATURE

I cartify that | have read this application and st
construction, and hereby autharize reg

hat the infermation is carrect. | agree to camgly
resentatives of this city ¢

enter upon the above mentioned property for inspection purposes.
The work auth
of the Stateof

iforniz in regard to such work, and zll amendments thereto.
This parmit becomes null znd void if work is not commenced within one hundred eighty

on for the same period of time, ar if any werk is dane in vislation of the City O

consts ance or State laws governing same.

* Please type your name as consent to electronically sign this application.

Enable Type Signature ]

Sally Ip
Js 07 2022

Clear

- Create Template

all city snd caunty ardinances and stat

“REQUIRED

rized byissuance of this permit is subject to all the rules and regulations set forth in the ordinances and amendments of the City of Hawthorne. and the laws

80) days from date of issuance, ar if wark is suspended at any time during

sws ralating t building

17) Next section is a review of everything you just completed. Scroll down and verify

all your information is accurate and true, then click Submit.

Apply for Permit - Residential Building Accessory Structure

Locar Type

nfo Artzchments

Locations
Location 4455 1415t St Hewthorne. ©A $O250
Parcel Mumber 4043022017
Basic Info
Type Residentizl Building Accessory Structure
Description t
Square Feet 1000
“Valuation 100000
Applied Date OF/07/2022
Contaces
Applicant Sally Ip
4455w 126th_Hawthorne, CA__ #0205
Owner Saliy Ip
4455w 126th_Hawthorne, CA__$0205
Contractor
Apt 401 . Mismi, FL,. 33186
More Info

Construction Information

Signature

listed as

"REQUIRED

Review and Submit

In the drop down below, please indicate whether or not this project wi
in Section 5850.2 of the Government Code.

or emissi any.

Current Building Use, if applicable

Scope of Waork test
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18)You should receive the below message when your application is submitted.

@ Your application was successfully submitted!

Flezsz give us five business days before reaching out to check onthe status ofyour submission. Ifwe need any additional
informatian, we will contact you.

Cantinue to permit

19)You have successfully submitted an application. Staff will follow up with you for
the next steps of the process. You may also get status updates through your
Dashboard.

4. VIEWING ATTACHMENTS IN CSS

1) Begin process by logging into the Hawthorne Citizen Self Service Homepage

& HAWTHORNE

2) Click on the Login or Register tile box
3) Click on Dashboard

Home  Apply | MyHawthorne 311 MyWork  Todey's Inspections Map Pay Invoices  Search@
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4) My Permits and My Plans sections are broken down in the same order and
perform the same.

a) Attention — Permits/Plans that require your attention
b) Active — Permits/Plans that have been issued

5) Click on the Active or Attention tile

Hawthone311  Home  Apply |[MEESSESEE| MyHawthorne 311  MyWork  Todsy's Inspections  Map  Paylnvoices  Search@

My Permits
Attention Pending Active Recent Draft
4 9 3 12 1
Reside 1
Othe 2 Other
»Wiew My Permits
My Plans
Attention Pending Active Recent Draft
2 2 0 2 0

Congitions| UsaPer... 1

»Wiew My Plans
My Inspections My Invoices
Current
Requested Scheduled Closed 0 $000
Past Due
0 11 6 LT 5260190
TBar Ceiling 1 Intzrize Dro. 1
Total
Bomlot 1 RaughFraring 1 1 $2,60190
Other 9 Other 4
¥Wiew My Inspections + View My Invoices

6) Locate the Permit you would like to view attachments on; these will mainly be
for those that show an Active status

a) Click on the Permit/Plan Number

b) After you click on the Permit Number, you will be launched into the permit
Summary screen
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c) Click on the Attachments tab to view attachments

Hawthome 311 Home Apply Dashboard My Hewthorme 311 Moy Wwioric Today's Inspactions Map Pay inwvoicas
Permit Number: BLDR-2022-0002 E
Parmit Details | Tab Elements | Main Menu
Trpe: Residential Building Status: Isznesd Project Mame: B
Addition
VR Number: 100013 Applied Date: 06/16/2022 Issue Date:

District: City of Hawthorne Assigred To: Franco. German Expire Date:
Square Feet: 1.500.00 “Waluation: $100.000.00 Finalized Date:

Diescription:

Locations Fees

]
M
0
T
0
‘
il
3
]
B
3
I
]
@

Contacts Sub-Records More Info

Progress Workilow Aovailable Actions

g 2%

& Completed
In Progrecs

Fiot Staremd

Fees

$0.00

Wiew Details

7) In the Attachments tab, you will be able to see all attachments that are
available for you to view.

a) To open an attachment, click on the blue verbiage on the attachment

Summary Locations Fees Reviews nspections Contacts Sub-Records More Info

Attachments | Next Teb | Permit Details | Main Manu
Attachments

__

Building Construction Plans

Sort| Mesds Action

Status: Comections Added
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5. RESUBMITTING PLAN CHECK CORRECTIONS IN CSS

1) Begin process by logging into the Hawthorne Citizen Self Service Homepage

# HAWTHORNE
';_.:-.,‘-_:' CALIFORMNIA

2) Click on the Login or Register tile box
3) Click on Dashboard

My Hawthorne 311 MyWaork  Todey's Inspections = Map Pay Invoices  Search'Qy

4) My Permits and My Plans sections are broken down in the same order and
perform the same.

a) Attention — Permits/Plans that require your attention
b) Active — Permits/Plans that have been issued

5) Click onthe Attention tile from Permits or Plans section that require your attention
*Attention = Permits/Plans that require your attention;

I.e., resubmittal, failed inspection, Review not approved, unpaid fees etc.
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My Work

Tod;

Pay Invaices

Hewthorne311  Home  Apply
My Permits
Attention Pending

4

Cthar 2

¥Wiew My Permits

My Plans

Attention

Active

Draft

»Wiew My Plans

My Inspections

Requested Scheduled
o) 11

TR Ceilnz 1

BroumCzat 1

Dther B

My Invoices

Closed Cu;ent $000
6 U $2601.90
R —
e Y $260190

»Wiew My Inspections

+ View My Invoices

6) Once you have located the Permit/Plan under the Attention category, click the
“Review Not Approved, Resubmittal File” state.

Hawthoma 311 Home

Apply

Dashboard

Map

Pay Invoi

Permit Mumber Project

BLDAC-2022-0003

BLD-C-2022-0007

BLDR-2022

BLDR-2022-0001

2205 W 112th St Hawthomm...

Permit Type b

Commercial Grading Permit

Commercial Building Addition

Residentisl Patio Permit

Residential Building
Accessory Structurs

Status

In e

In Revisw

Fees Dus

@ Export to Excal

Stare

ntion, Recent. Bending
bnit File)

Armention, Recent
tion Mot Pas: i

[Revisw Mot Approved,
Filal

Atvention, Recent, Pending (On
Haodd, Unpaid Fees)

Showing 4 records.

Page 20 of 32



CSS User Guide

7) You will be taken to the Reviews tab on the permit Summary screen.
8) The item that requires attention is in red and marked with Exclamation mark.

9) This example shows the Building & Safety review that requires Building
Construction Plan resubmittal.

Permit Number: BLDR-2022-0005

Parmit Detsils | Teb Elements | Main Menu
Type:  Residential P=tio Permit Status:  InRaview Project Name:
IVRNumber: 100013 Applied Date:  06/22/2022 Issue Date:
District:  Cityof Hawthorne AssignedTo:  Rodriguez, Sally Expire Date:
SquareFest:  1,000.00 Veluation:  $9.000.00 Finalized Date:
Description:

Summary  Locations Fees Inspections  Attachments @) Contacts  Sub-Records  MoreInfo

Building Review (Residentiai) ~
Submittal Skatus Received Date Due Date Completed Date
Requiras Re-submit 06/22/2022 08/03/2022 06/22/2023

@ Building & Safety » Reguires Re-submit « Wu Paul « Completed : 06/22/2022

Third Party Consultant - Mechanical/Plumbing Review « Not Required « Completed : 06/22/2022
Third Party Consultant - Electrical Review = Not Required » Completed : 06/22/2022

Public Works = Not Required « Completed : 06/22/2022

Planning & Community Development « Not Reguired = Completed : 06/22/2022

10) Click the Attachments tab on the permit Summary. You must resubmit
corrected plans, supporting documentation, and responses

Permit Number: DLD®-2022-0005 N
| o Cla |
Friee Radgann.pl Pan.o Paron Slatos 1 B e P et M
PR e Apgeaed Oate L asse Drate
Oewtrict. City of Hawtharne Ass gred To Rodriguar Saivy Eagire Date
Square Foet o Wby stion LR Firalized Date:
[ P
- o enom
p— |
Arrachmenty

o

Click on link to view plans and mark ups

,-‘/7/
;- Click on Markups to see the written remarks

and respond (not required)

P /7_,__7———- Click on Resubmit when you are ready

to resubmit file
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11) Proceed to click on markups to review what the reviewer comments and written

corrections are. You can choose to respond (optional) to the comments by
clicking Response.

Resubmit File{s)
Files
Files
Building Construction Plans Supported: pdf

Ssv'.:.eE".E Plan 2_vlpdf 1

Markups
Teat Added By Page
goad job Paul Wu 1 Respand

12) Then click Next, you will be asked to Acknowledge (toggle button) for any
reviews that are in red to continue with the resubmittal process.

4Back to Record

Resubmit File{s)

Files Reviews
Reviews
Al reviews inred must be acknowladged befors continuing.
(Residential) -~
Rmcsived Date o 2
Requ 0&/22/2022 0B/03/2022

@ Building & Safety « Requires Re-submi

Paul « Completed : 06/22/2022

Due Date Cor

08/03/2022 05/

Third Party Consultant - Mechanical/Plumbing Review s Not Required « Completed : 06/22/2022
Third Party Consultant - Electrical Review s Not Required = Completed : 06/22/2022
Public Works = Mot Required = Completed : 06/22/2022

Planning & Community Development = Not Required = Completed : 06/22/2022

=" =0
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13)Click Select File, and proceed to select file, then click Submit

4 Back to Record

Resubmit File(s)
Files Raviews Resubmit
Resubmit
Building Construction Plans Supported: pdf
File Version Resubmit Instructions
Sample Site Plan 2_v1 pdf 1 Peul Wi
()

14)You should receive a successful file upload message when completed.

15)Here are some of the notes regarding files required:

a) Upload complete Building construction plans in a combined file in PDF
format (Architectural, Structural, Civil, Energy)

b) Upload Mechanical, Electrical, Plumbing files separately from the Building
construction plans

c) Upload supporting documents (Structural calculations, Energy Reports,
Geotechnical reports, Hydrology Reports, etc.) as individual PDF files

d) Upload Response Letters addressing all plan check corrections as separate
PDF files (For example Building corrections, Planning corrections, Grading
corrections, Public Works corrections, etc.)
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6. REQUEST INSPECTIONS IN CSS
6.1 HOW TO REQUEST INSPECTION USING DASHBOARD

1) Begin process by logging into the Hawthorne Citizen Self Service Homepage

ﬂl:_.: HAWTHORMNE

2) Click on the Login or Register tile box
3) Click on Dashboard

MMy Hawithorne 311 My Work Today's Inspections Map Pay Imvoices SearchiCy

4) My Permits and My Plans sections are broken down in the same order and
perform the same.

¢ Attention — Permits/Plans that require your attention
e Active — Permits/Plans that have been issued
5) Click on the Active or Attention tile from Permits or Plans section

6) Locate the permit you would like to request an Inspection on, or if an inspection
failed, you will see “Inspection Not passed” under the State of Attention category

Hawthorme 311 Home  Apply Dashboard My Hawthome 311 | [ | Today's Inspections Map  Pay nwoices  Search Qi

Py WWiork
PLANS TING THOM. Ed ST INSPECT!
Search. & Export to Excal
Display|  astention (A1) ~
Permit Mumber Project b Address b Permit Type L Seatus T
BLDC-2022-0007 4455V 135th St Hawthorn.. | Commercial Building Addition | In Reviaw
BLDC 2022-0008 4455 141t St Hawthome, . Commercizl Grading Permit In R
BLDR-2022-0005 4455 VW 136th St Hawthorn... | Residential Patio Permit In Reviews

BLDR-2022-0001 3905 W 119th St Hmwthaen.. oo =l Building
Accessory Structure

Shawing < records.
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7) Click on the Permit/Plan Number

8) After clicking on the Permit Number, you will be launched into the permit Summary
screen

9) Under Available Actions, you will see a list of inspections that are available for
Scheduling Request

Permit Number: BLDC-2022-0007 E

Permit Details | Tab Elements | Main Menu

~
Type: Commercial Building Status: In Review Project Name:
Addition
IVR Number: 100015 Applied Date:  06/16/2022 Issue Date:  06/16/2022
District: City of Hawthorne Assigned To: Franco, German Expire Date: 12/21/2022
Square Feet: 2.000.00 Valuation: $1,000,000.00 Finalized Date:
Description:
Locations Fees Reviews Inspections @ Aftachments Contacts Sub-Records  More Info
Progress Workflow Available Actions
0, P ction require e
36% @ Soil Report Received (3rd Party) - Passed - 06/16/2022 A Redinspection required Inspec TN
Completed Floor Slab & Steel Inspection
o Completed © Insulation - Re-inspection required - 06/20/2022 N
Partial Pass Inspection Reschedule
In Progress i e - Pasced - 0&/20/2022
@ Foundation/Footing- Passed : 06/20/2022 Rough Framing
Mot Started
@ Rough Framing - Partial Pass - 06/20/2022
A Re-inspection required Inspac [r—
© Floor Slab & Steel - Re-inspection required : 06/20/2022 Insulation
Fees st/ i e-inspecti ired - 06/24/2022
@ Floor Joist/Sheathing - Re-inspection required : 06/24/2022 A Partial Pass Inspection e ——
$0 00 @ Interior Drywall - Partia 24/2022 Interior DrywallInspection
© Shear Wall - scheduled
Mo S © Interior Lath- scheduled
Request Inspections (1)
“REQUIRED

o #BLDC-2022-0007

Inspection Type: Floor Slab & Steel Case Type: Commercial Building Addition

Address: 4455 W 136th S5t Hawthorne, CA 90250

* Requested Date

[ ]

Comments/Gate Code
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10)For Multiple Inspections; Click the Inspections tab, select the check box from
available inspection types and click Request Inspection

st City o1 HawTnarne

Franco. Germean Expare Liate e e e
Squiare Feet= 2.000.00 $1.000.000.00 Finalized Date:
Description:

Surnm, Loc s Feas

= = pection: Diatails | -
Drescripticon Startues Recuest Date
Loration=/Sethack Inspecton Schedulesd eyEpy——
BLD-coo01s-2022 Foef Covering Schedules serisimnze
slo sooniT_zoa Raof Sheathing Inspection Scnedules e
BLD-0COO1F-Z022 Rough Framing Partial Pass OS LG/ 2022
BlD-coon18-2022 Sersren Coss Schedules sersimnze
sLD_ocon12 2022 Shearwwall Scnedules e
BLD-00DO0TFT-Z022 T-Ear Ceiling Inspection Schedulad OS LG/ 2022
Results perpage [10 % | 11-17af17 << = + IEE
Rpeest Inspections Pr—— =
— s
s
vas
e ——— s
Fimal Pramning & Community Develssmeant Inspectisn Ne This 1
Firal Public WWarks . ™
Firal Buitging Na This 1

Resuttsperpage (10 | 1-7or¥ EN

11) After the page loads, it will launch you into the Request Inspection window.

12) Click on the Calendar to the right of the Requested Date section and choose the
available date you want the inspection completed. Then click Submit.

13) If you have any Comments/Gate Code, please place those in the comment
section, these fields are not required

Request Inspections (2)

REQUIRED

@ #oLoc2022-0007

Inspection Type CaseType:  Commarcisl Building Addition
Asdres e Ca 0250
Requested Date -
Comments/Gate Code
Uss same dste far sl

€ #BLDC-2022-0007

Inspection Type: Commarcisl Building Addition

Adcdress:
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14) Once you click Submit, you will receive a confirmation checkmark screen that
you request was completed.

Reqguest Inspections (2

€ Cise SELDC 2022 0007

L L Fowgh Eramming

Case Type:

© === FELDC 2022 0007

s pection Tyges I lasion

Case Type:

6.2 HOW TO REQUEST INSPECTION BY CLICKING REQUEST INSPECTION TILE

Alternatively, you can also request inspection by clicking on the Request
Inspection tile on the Hawthorne Citizen Self Service Homepage

City of Hawthorne Dashboard fome MyHawthorne311  Apply MyWork Today'sinspections Map  FeeEstimator Paylnvoices Search@, Calendar @

an appointment.
A, |

Pay Invoice e Request Inspection
Use this tool to pay for individual % Click here to request an inspection
invoices. S on an existing record.

(2

My Account Apply

Click here to access your account This tool can be used to apply for a
information. permit, plan or license.
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1) Youwould come to a screen that lists all the permit numbers and their respective
inspections available for request. You can either search by the permit/plan
number or just scroll down to locate the one you are looking for

Hawthome 311

BLDR-2022-0002

BLDR-2022-0002

BLDR-2022-0002

BLDR-2022-00

BLDR-2022-0002

BLDR-2022-00
BLDR-2022-0002

B MR-NFLONN2

Home Dashboard

Apply

Address

H4FIW L t Hawthorne, CA 0250

4455W 136th 5t Hawthorne, CA 90250

4455W L t Hawthorne, CA 20250

4455W 136th 5t Hawthorne, CA 20250

A4455W L St Hawthorne, CA P0250
13514 Lemoli Ave Hawthome, CA 90250

= Hawthorne, CA 3

13514 Lemoli A

13514 Lemoli Ave Hawthome, CA 90250

13514 Lemoli Ave Hawthome, CA 90250

13514 Lemoli Ave Hawthome, CA 90250

13514 Lemoli Ave Hawthome, CA 90250

13514 Lemoli Ave Hawthome, CA 90250

AREAL | ameli Sz Haatharme 4 90950

My Hewthomne

Typs

Comm

ial Building Addition

Commerdial Building Addition

Cammercial Building Addition
Cammerdial Building Addition

Cam

i3l Building Addition
Residential Building Addition

identizl Builds

Residential Building Addition
Residential Building Addition
Residential Building Addition
Residential Building Addition
Residential Building Addition

Easidartizl Bl e A4S A

Pay Invoices

Inspaction Type

Floor Slab & Steel

Interior Dryeiall

Final Public Warks

Search @

[ Export to Excel

Final Planning & Community Development:

Final Building
Insulztion
Rough Framing

Scratch Coat

=/Sethack
Foundation/Footing

Exta

or Leth
Roof Covering

Imearime Pimaacall

2) You can click on the checkboxes and Request Inspection

Showing 43 records.

Request Inspections

Request Inspection

(Caze Number T

)] BLDC-2022-0007
BLDC-2022-0007
BLDC-2022-0007

BLDC-2022-0007

BLDC-2022-0007

BLDR-2072-0002

BLDR-2022-

BLDR-2072-0002

BLDR-2022-

BLDR-2072-0002

BLDR-2022-

BLDR-2072-0002

RI DR

Agdrazs T

44535 W'136th 5t Hawthorne, CA 20250

4455 W136th St Hawthorne, CA0250

tH rng, CAR0230

4453W13

44535 W136th St Hawthorne, CA 20250

Typs T
Commerdial Building Addition
Commerdal Building Addition
Commerdal Building Addition

Commerdal Building Addition

4435W L rne C4 50250 Commerdal Building Addition
13534 Lemoli Ave Hawthome, CA 90250 Residential Building Addition
13514 Lemali Ave Hawthome, CA 70230 Residentizl Building Additian
13534 Lemoli Ave Hawthome, CA 90250 Residential Building Addition

13514 Lemali Ave Hawthome, CA 90250
13514 Lemoli Ave Hawthome. CA 90230 A
13514 Lemali Ave Hawthome, CA 90250 R
13514 Lemoli Ave Hawthome. CA 90230

19544 e = Hawthama T4 917570

PRasidantizl Rujikdn,

esidential Building Adds

sidential Buil

dentizl Building &

Residential Building Addition

7 &deitinn

[ Export to Bzl

Inspection Type T
Floor Slab & Steel

Intericr Diryerall

Final Public Works

Final Planning & Community Development
Final Building

Insulztion

Rough Framing

Roof Covering

Intarinr Dinaassll

Showing 43 records.
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3)
4)

5)

6)

After the page loads, it will launch you into the Request Inspection window.

Click on the Calendar to the right of the Requested Date section and choose
the available date you want the inspection completed. Then click Submit.

If you have any Comments/Gate Code, please place those in the comment
section, these fields are not required.

Once you click Submit, you will receive a confirmation checkmark screen that
you request is completed

FRegrrested Date oFriLrzozz

CommentsrGate Code

B Css= SBLDC-2O022Z-0007

FRegrrested Date

Cormments Gate Code
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7. PAY INVOICE IN CSS
7.1 PAY INVOICE FROM THE PAY INVOICE MENU OR TILE

Apply
This tool can be used to apply for a
permit, plan or license,

1) Begin process by logging into the Hawthorne Citizen Self Service Homepage

2) Click Pay Invoice tile or the Pay Invoice Menu.

3) Type the Unpaid Invoice number in the Search field. Example: INV-00000007

4) Click Search.

5) The Invoice Number page displays.

City of Hawthorne Dashboard Home Appky Hawthorne 311 My Work Today's Inspections
1Back
Invoice Number:  INV-00000007 m B
Invoice Total: $1.440.24
Status: Due Irvoice Date: 0771472022 Due Date: 07/14/2022
Description: NONE
Primary Fees JENEIE 5 Payment 5 hme c
Prii Fe
mary Fees . . .
Fee Name Fee Total Amount Due Case Type Notes
Bidg. Plan Check Fee $1,200.20 $1.200.20 Permit
Energy Plan Check Fee $240.04 $240.04 Permit
Results perpage| 10 ~ 1-20of2 n

6) Click Pay Now to proceed to a payment page to complete the payment for the
invoice(s).
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7.2 PAY INVOICE FROM DASHBOARD

1) Begin process by logging into the Hawthorne Citizen Self Service Homepage

B HAWTHORNE

2) Click on the Login or Register tile box
3) Click on Dashboard

My Invoices

Current

o $0.00
Past Due
1 $2.601.90
o $2,601.90

» Wi My Irmeoices

4) Contacts on the permit record can access invoices that are paid, voided, or

unpaid. Invoices are accessible from the Dashboard and can be added to the
electronic shopping cart.

5) When “View My Invoices” is clicked, the screen below displays

Dashbosrd My Hawthorne 311 | [[EESEEET Today's Inspections ~ Map  Paylmvoices  Search @
My Work
ERMITS ST NSPECT EST ECTI
Search_. & Export to Excel
[ oco: [ TUPRy P -
mvoice Number Amount Due i Due T Status T Case Mumber T Address T
NW-00000005 $2,601.50 06/14/2022 Imvsicsd, Past Dus BLDR-2022-0001 3905 W 117th St Hawthom...
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6) Current/Past Due/Total Invoices: By clicking Add to Cart on dashboard, you can
access the Shopping Cart page where all current or past due or total invoices are
listed. You may access the Invoice by clicking the Invoice Number or the case by
clicking the Case Number. To remove an Invoice from the Shopping Cart, you
may click Remove to the right of the invoice.

7)

To checkout, you may click Check Out to the right of the page. This takes you to
a payment page to complete the payment for the invoice(s).

MyHawthorne 311 MyWork  Todsy's Inspections  Map  Pay Invoices  Search@

Shopping Cart

Total  $2,601.50

Invoice: INV-00000005 Description: BLDR-2022-0001
Due Date: 06/14/2022
$2,601.90
Case Number Project Case Address Amount Due
BLDR-2022-0001 FP035 W 115th 5t Hawtharne CA F0250 $2.601.70 @

Mqu_vPav

Top | Main Menu

Total  $2,601.%0

Hawthorne, CA Test
Order Number: 5039
Thursday, July 14, 2022

Invoice # Quantity Unit Price Total Price
INV-00000005 1 $2,601.90 $2,601.50
Item Total: $2,601.50
Order Total: $2,601.90
Payment Details
“all felds zre required
‘Cardholder Name Billing Street Billing Zip Code
Card Type Card Number Expiration Date
Select one Month ~ Year. b
CWV Code
Cancel
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