Public Health|:

Seattle & King County

How to View and Change your Account Information

Once logged in, select your name in the upper right corner of the screen and select “My Account” (the
first option in the drop-down menu) or the relevant option.
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My Account
Your account is organized into several tabs, each containing specific information:

Personal Info: Personal account details such as name, phone numbers, and email address.
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- Addresses: The address information used in your applications.

- My lnvoices: A list of all your invoices.
o Use the "Display" and "For" filters to sort or narrow the list.

o Select "Export to Excel" to download the invoice data as an Excel spreadsheet.
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My Account

OMNAL INFO MY INVOICES

ADDRESSES

My Invoices

Search.
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Imvoice Mumber Amount Due T
$105.00
$105.00
426400
$402.00

$204.00

$459.00

1000 o0oo0oad

ot e hnmn

Due
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MY BUSIN

MY CERTIFICATES

T Status T CaseNumber

Imiced, Past Due FOOD-MCL-000009-2024

Imvoiced, Past Due FOOD-MCL-000014-2024
Invoiced, Past Due PLE-PR-00000056
Imvoiced, Past Due SCHL-PL-000340-2024

Imvoiced, Past Due PE-VAR-000606-2025

Invoiced, Past Due PE-VAR-000606-2025

[ Export to Excel

Address

2003 SHOREWOOD DR
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567 NE 90TH 5T Seattle,
14619 196TH AVE SE WAJ

14619 196TH AVE SE WAl

- My Businesses: All businesses associated with your account.

o When submitting a permit application for the first time, you can add a new business.
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If a business is already linked to your account, you can select it from the list.

My Account

MY INVOICES

My Businesses

MY BUSINESSES

Business Number Company Name:
97-2024

Mariia's Coffee Shop

000366-2025 Mountaineer Club

Results per page 1-20f2
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‘Company Type
Active Corporation
In Review Limited Liability
Company
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Invoiced, Past Due PFE-PL-0000014
Invoiced, Past Due PFE-PL-0000015

Invoiced, Past Due PGP-PLE-0000282-2025

Invoiced, Past Due PGP-PLE-0000285-2025
Invoiced, Past Due PE-PL-0000016
Invoiced, Past Due PE-PL-0000018

Sort

Business Number

OpenDate  Action

19017 170INAVE S ¥
19008 SE 175TH ST Wi
9008 WSHOREWOOD D)
9008 W Shorewood dr
9008 W shorewood dr
9008 W shorewood dr 45¢

9008 W Shorewood dr 45

My Certificates: All certificates currently issued to your account.
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Saved Work

You can access your saved work by selecting your name in the upper right corner of the screen, then
selecting “Saved Work” from the drop-down menu.

Wy Acccount

Personzl Info I

Addresses
My Imvoices

Ivhy Businesses

Contact Manager

Log Cut

Your “Saved Work” page is divided into several sections:
- My Templates: Stores templates saved during the application process. This can be useful if you
frequently submit similar applications and want to reuse the same information to save time.

| MY TEMPLATES MY DRAFTS

Home Dashboard Apply MyWork Map RecordSearch@® — Calendar (@

My Templates

Module 2|l b Sort Template Name
Module Temnplate Name Type Last Update Action
Operational My Test Template Permanent Food Permit - General 08/12/2025 02:00 PM “mm
Permit Food Service

Rgsultsperpage 1-1of1 o n -

- My Drafts: Contains saved drafts of applications. Saved drafts can be found under your Saved
Work.

Home Dashboard Apply MyWork Map RecordSearchQ, Calendar (@

Saved Work
MY TEMPLATES MY DRAFTS
My Drafts
Module Al h Sort, Module v
Module Type LLast Update Action
Operational Permit School Plan Review for New or 07/16/2024 09:45:57 AM
Replacement Playground Draft content is no longer valid
Operational Permit Solid Waste Facility Plan Review 07/16/2024 09:49:47 AM m
Permit Plumbing Large Commercial 07/15/2024 04:57:12 PM mn
Permit Plumbing Residential Single Family 07/16/2024 09:40:29 AM mm
Resultsmrpage 1-40f4 -~ n :
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Creating a Template or Draft

- To create a template or draft, you must first start a new application

- Oncethe applicationis in progress, options to “Save as Template” or “Save as Draft” will appear
at the bottom of the screen.

|
Home Dashboard Apply | MyWork Map dSearch@, Calendar (@

Apply for Operational Permit - Permanent Food Permit - General Food Service "REQUIRED

Locations

LOCATIONS

Click to search for the site address. Enter the address number and street name only. Tip: If search results do not include the property, check for typos in the address or
misspelling of the street name

If you want to receive paper mail at an address other than your site address, please add 2 locations on this page. First, enter your site address using the “Location”
address fype. Second, select the "Mailing” address type to add your mailing address.

Note: If your address is outside of King County, your address will not be available on the map. Please dlick the Add Location tile, then the ENTER MANUALLY menu to
provide your address details.

ot
us
4507 BROOKLYN NEAVE,
Seattle, WA, 98105

Add
Location

Main Address

Parcel Number +

BB17400055
Main Parcel

Create Template Save Draft
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Contact Manager

You can manage your contacts by selecting your name in the upper right corner of the screen, then
selecting “Contact Manager” from the drop-down menu.
This section is divided into two tabs, each with a specific function:

My Acoount
Personal Info . . ) )
Addresses e My Favorites: Displays a list of all contacts you previously used
My Invoices during application submissions. This allows for quick access and reuse
My Businesses of frequently used contacts.
SEW'Ed WDr‘I.( Home Dashboard Apply MyWork Map RecordSearch@ ~ Calendar @
Contact Manager Contact Manager
MY FAVORITES MY ASSOCIATIONS
Log Cut
) Favorite Contacts
Add Contact
Search: Exact Match @
Existing Contacts
Contact ID First Name Last Name: Company Email Select All M
|D-000000016 Test to be deleted Mariia Food 1 LLC test@gmail.com

e My Associations: Allows you to request access to your company’s cases.
o Use the search field to find your company. If the company has already been set up in the
system, it will appear in the results.
o Select"Request Access" to send an email request to the company administrator for case
access.

Home Dashboard Apply MyWork Map RecordSearch@ ~— Calendar (@

Contact Manager

MY ASSOCIATIONS

My Associations

Here you can request access to your company(s) cases. Search fer your company below. If it has been set up it will appear in the list. Click on the Request Access button to
send an email to the company administrator requesting access.

Add Contact
Search: Exact Match @
Existing Associations
First Last
Contact ID Name Name Company Email Action
No records to display.
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