401 Mclintire Rd, North Wing
County of Albemarle Charlottesville, VA 22902

Community Development Department Telephone: 434-296-5832
www.Albemarle.org

How to Add a Contact
Step 1: To enter new contact for the first time, select Enter Manually.

Planning & Codes » Home Dashboard  Apply MyWork  Today'sInspections Map  FeeEstimator  PayInvoices  SearchRecordsQ,  Calendar (0

4Back to Application

Add Contact

Add Contact As : Licensed C ctor

@ Enter Manually My Favorites

Searcthan‘e. E-mail, or Company |n

e Ifthe contactis a licensed contractor or holds a certificate with the Department of Professional
and Occupational Regulation (DPOR), and you wish to include their certificate information, please
click on Click here to add State Certification certificate.

4Back to Application

Add Contact

Add Contact As : Licensed Contractor

Search Enter Manually My Favorites

Enter Manually

Certificates Click here to add certificate
* First Name
* Last Name
Company Name
Email
“Home Phone
* Mobile Phone

* Business Phone
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e Selectthe Type of Certificate to choose State Certificate and enter the Certificate Number (do

notinclude dashes). Then click Verify.

Add Certificate

“Type

*Certificate Number

State Certification

Cancel

e Ifthe certificate number is found within the DPOR database, you will be prompted to enter
additional information. Once you have completed all required sections please click Save.

Add Certificate

“Type

*Certificate Number

Company Name

Issued Date

“Expiration Date

11/29/1994

11/30/2024

[ 3

[ 3

Cancel

Clear
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e Onyou click Save, the popup window will close, and you will be able to enter the contact’s
information. Complete all required fields, indicated by a red asterisk (*). For phone numbers, you
have the option to provide, home, mobile, or business numbers. You only need to enter one
phone number, preferably the one you are most likely to answer or check for voicemails.

4Back to Application

Add Contact

Add Contact As : Licensed Contractor

Search Enter Manually My Favorites

Enter Manually

Certificates Click here to add certificate
* First Name
* Last Name
Company Name
Email
* Home Phone

* Mobile Phone

e " Business Phone

) €D

e While an email address is not mandatory, it is recommended to include it. This allows the contact
to receive updates on permits and communications from reviewers.

e Afterfilling in all necessary information, click “Submit.”
e Forsubsequent entries of the same contact, use the search bar to enter the contact’s name and

click on the magnifying glass icon. When the name appears, click on the staricon next to it to add
the contact to your favorites.

‘Search |First Name |m

Sort| Relevance v

Favorite First Name Last Name Address Company Email Action
- * First Name Last Name n
Results per page 1-10of1
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e Inthe future, you can easily find this contact by selecting My Favorites, which will display your list
of favorite contacts. From there, simply click Add to include the contact in your application.

4Back to Application

Add Contact

Add Contact As : Owner

Enter Manually My Favorites
Search |First | E

prt| Relevance

* First Last
Results per page 1-10f1

e Onceyou click Add you will be redirected back to the Contact portion of your application.

*|f you have any questions regarding adding a contact, please contact the Application Services Team at
applicationservices@albemarle.org
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