COMPASSKC g

CITY SERVICES AT YOUR FINGERTIPS

How to Apply for a Contractor Business License

COMPASS KC is a web portal where you can apply for and search plans, request inspections, apply for
and search permits, code cases, and licenses, as well as pay fees online. You can access the City of
Kansas City's COMPASS KC web portal from kcmo.gov.

Though any person may access public information in COMPASS KC, account holders, such as
contractors, developers, and owners, will have expanded access to conduct business necessary to their
trade or profession. By establishing an account and creating a login to COMPASS KC, customers have
access to tools which allow them to conductfinancial transactions, apply for plans, access records, and
submit service requests of varioustypes related to their project, all from a desktop computer or mobile
device such as a tabletor smartphone.

Current COMPASS KC Guides

e Licensing module: Customers can submit electronic applications and manage licenses required to
perform work or business within the city.

e Inspection Requests & Status: Inspections may be requested online (not all departments offer this
option at this time. If the option does not appear contact the specific department for
clarification), providing both the City and customer with a record of the request. Customers can review
the status of scheduled and completed inspections in real-time.

e How to Apply for Permits: Any customer who has created an account may apply for building, burn,
special event, etc. as well as pay for permit fees online. Pay fees online for permits.

e How to Submit Plans: Customers will submit electronic plans. Check on status, review comments,
resubmit plan revisions, pay fees online for plans.

How to Register: Customers can establish and account to complete online applications.
How to Search: Search existing permits, plans, code cases, inspections.

Already a Reqgistered Compass User? - Skip to Page 5 for instructions to
Submitting a Plan application.



https://www.kcmo.gov/city-hall/departments/city-planning-development/compass-kc-the-new-permitting-system

COMPASS KC Home

There is no fee for this online service.
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SubmissionForms > Apply»  Helpful Resources>  Help@  Report  FeeEstimator  SearchiQ, Help@  Calendar (@

Welcome to Self Service
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Dashboard Search Public Records Apply
Track the progress of all you This tocl can be used to search for This tool can be used to apply for a
projects existing permits, plans, inspections, permit, planor license.

code cases, requests and licenses.,
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Login or Register Pay Invoice Map
Login to an existing or create a new Use this teol to pay for individual Explore the map tosee the activity
account. You can also find help if you invoices. occurring in your neighborhood.

forgot your logininformation.

Setting Up Your Account

For a full range of services, it will be necessary to set up an account. (see Registration guide for detailed
instructions)

Log in to COMPASS KC

©

Login or Register
Login to an existing or create a new
account. You can also find help if you
forgot your login information.

1. Enter your username and password.
2. Mark the Remember me checkbox to have the system remember your credentials.
3. Click Log In.



Recover Log In credentials

1.

2.

3.

© N ok

Select the Log In option on the Home screen.

Login

*Username

*Password

Remember Me [ |

Forgot your password? Reset it
Forgot your username? Email it
Don't have an account yet? Register Here

Select “Forgot your password? Or Forgot your username?”.

This page will be redirected to a Forgot Password/Username screen.

Home  SubmissionForms=  Apply>  Helpful Resourcesv  Parcel Viewer Report  FeeEstimator Search@  Help@

Forgot Password

* Email

Enter your account email address.

Click Submit.

An email will be sent to the address that was given.

Open the email and click Reset.

You will be redirected to a COMPASS KC window where a new password or username can be
entered and confirmed.



Dashboard

Dashboard Home  Apply Permit/Plan~ MyWork Today'sInspections  Paylnwoices Report FeeEstimator  Search'@,  Calendar (o) Submission Forms=  Helpful Resources =

My Licenses
Expiresin Expiresin Draft
999+ 999+ 3
DAYS DAYS

Mo, CLCO

Type Joumneyman Plumber

» Wiew My Licenses

COMPASS KC provides the ability for users to see a visual representation of data on the dashboard.
Users can see data for plans, inspections, invoices, and licenses. Users can click on the Icons to access

projects/case information. The dashboard and the My Work sections displays data that is contextual to the
logged in user.

Navigation of the dashboard icons for My Licenses:

1. Active License icons display current licenses including license number, type, and expiration status.
2. Click Draft icon to view saved applications placed in draft status.
3. Click View My Licenses to view a list ofthe corresponding Licenses. Each case will list Type and

Status. To view detail on a specific license, select the corresponding number on the left-hand side of
screen.

License information can also be accessed directly under the My Work tab:

Dashboard Home  Apply r Today'sInspections  Paylnwoices  Report  FeeEstimstor  Search@Q  Calendar (@ SubmiszionForms~  Helpful Resources =

My Work

[ Expart to Excel

Renew Nzme T Dea T Typs T Agplied T
Ma 202:
Christy Man ourneyman Plumbsr 03/22/2021
M . rvisar C 25/202
EIELIE Chiristy Man:
2021 '

Elecirical Supervisor 03/25/2021




Submitting a Contractor Business License Application

1. Registered users will log into personal Compass KC account and from the home screen select the
Apply icon to view available application types. Note: The Qualified Individual must be the
logged into Compass KC to apply for Business License.

°

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

2. The Application Assist screen will appear (as shown below). To search for the types of License
applications, there are multiple options as outlined below:

Application Assistant

Search for application names and keywords B

A All I Trending &0 My History H PERMITS B PLANS

» Show Categories Show My Templates
Adult (Live) Entertainment Business
Category Name: Description:

Adult Entertainment Adult (Live) Entertainment Business

e Type the name of the application in the search for application names and keywords and select

search

e Select the Licenses tab to view full list of all applications types. Scroll through

options and click Apply @ next to the desired application.
e Trending tab lists the top applications throughout the City.

e My History tab displays application types applied for by logged in applicant.



e Select Show Categories option (located under the tabs). This option will allow you
to narrow results specific to the types of license categories. Select category on the left to view
applications available.

A Al I Trending 2o My History [ PERMITS 0 PLaNS
Hide Categories Demolition Contractor Class | Apply
—All Category Mame: Description:
Contractor Business  Demalition Contractor Class|
Li s
= LICENSES feene=
Demolition Contractor Class 1 Apply
Adult Entertzinment Category Mame: Description:
Contractor Business  Demalition Contractor Class Il
Amussment Compary Licenses
Carnival - Street Fair - Rodeo
Electrical Contractor Class | Apply
Cigarettes Category Name: Description:
Contractor Business  Electrical Contractor Class |
Contractor Business Licenses Licenses

3. The Locations screen will open, the application progress bar is located under the application type. Add
Location: Select on the + in the center of the Add Location card.

Locations

= |

Pleass enter your business or home address.

Add
Location

-+

REQUIRED

Create Template Save Draft m

4. The Add Address As screenwill appear. Enter the current address of the Business. Enter the address
in the search field and click on the magnifying glass to the right.

Tip: When entering the address, do not use periods. Write E instead of East, and St instead of Street.
Please include "th", "nd" and "rd" to the end of numbered streets. Example: 123 NE Maple Ave or 508 W
23rd Rd.

Add Address As v




5. Alist of addresses containing the search criteria will appear below the search field.

SEARCH ANUA
< |414e12 X | Q

3414 E12th 5t
414 E12th 5t
414 E12th StFL3

414 E12th 5tFL30

6. Select the address to add to the application.

Add Address As

The map (on right) will zoom to the location.

c——

A14E 12h 5t

14 E 12th 5t

7. Select the box to the left of correct address and select Apply in the upper left-hand corner OR select

the “+ Add” option from the address information located on the map.

|
v | 414E12th St X | Q X %X X
x x X
4
414 E 12th St FL 4E O X
414E 12th St Farcel: 12614
Parcel: 12614 Owner: City g
Owner: City of Kansas City

8. Location will be attached to application. Select the Next option at the bottom of screen. If the wrong

address was added select remove and then repeat the Add Location process.

Twectocation | f e v ]
214 £ 12th St Kznzas Cy,

MO 64106

Add
Location

Main Address

Parcel Number +

12614

Main Parcel £

Create Template




9. The Apply for License screen will open, from the drop-down menu select the type of business on the

application.

Apply for License - Electrical Contractor Clas= ' 1
Select or create the business for this application
Select Company Tyne W

Create New
Business During

Application

S

Sole Propristorship

10. The Business Details screen will open, complete all required fields for the business. When complete
select Next at the bottom of the screen.

] -

Tree

BUSINESS DETARS

* Company Typa Limited Lintsity Sompuny
" Commparry Name hoew LLC Comany

Gescription

DBA
*Lucation FiE -
LICENSE DETAILS
* Liwrovs Trisw Buruie v

Description

D

11. The Contact screen will appear. Select the Add Qualified Individual icon to add the required licensed
professional for the Contractor Business License type. A search screen will appear, select Add to add.

Locations

CONTACTS

N
Qualified Individual

Add
Contact

+

REQUIRED

D

Tyoe

Apply for License - Electrical Contractor Class |

*REQUIRED
Contacts
Add Contact
Add Contact As : Qualified Individual
@ Enter Manually My Favoritas
B TN - |
Sort el v
Favorite First Name Last Name. Address Company Email Action
if? Christy Mann 414E 12 St Kansas christymann@lecme n
City MO 54106 z




12. The Qualified Individual will now appear in the Contact screen, select Next at the bottom of the screen.

Apply for License - Electrical Contractor Class |

Lozations Type Contacts

CONTACTS

Qualified Individual

2
Contact
Christy Mann{¥ou)
2 o005 +

e —

*REQUIRED)|

13. To add additional contacts, choose from the Add Contact As dropdown box the contact type.

14. In the search box, type in Name, Email, or Company name and select the magnifying glass to search
the Contacts in COMPASS KC for an existing contact, click Add to addthe contact to the application.
NOTE: If contact does not exist in Contacts, have the contact register in Compass.

4 Back to Application

Add Contact

AddContact As | Applicant

Enter Manually My Favorites

Search [christy mann | |

15. Search results will appear at the bottom of screen. To select the contact, click the Add icon to the right
of contact name. Frequently used contacts can be saved to My Favorites by clicking on the star to the

left of contact name.

+Back to Application
Add Contact
Add ContactAs | Applicant v
T — |
Sort| Relevance W
Favorite First Name: Last Name Address Company Email Action
Christy Fznn 414E 125t Kangas christymann@keme.or n
ﬁ City MO 64105 g
Eric Mann 815-412.5850W 47th emann@blockllc.com [ ]
ﬁ St 80D Kansas City MO
84112




16. Selected additional contact now appears on application. If additional Contacts are needed for the

application, they must be added here. After all contacts are added, select the Next option at the bottom

of screen.

Creata Template

17. The More Information page will appear. Additional information is not required for this type of
application, select the Next option at the bottom of screen.

[:uNTms

Applicant
Christy Mann (You)

41417, Kansas City, MO,
64106

Billing Contact

S 8

Heath Perkins

8911 101st, Kansas City, M_..

Add
Contact

-+

Back

Locations

MORE INFO

Type

Move an to the next step.

Craate Template

Contacts

More Info

Save Draft m
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18. The Add Attachments page appears. Note: the attachments denoted as “REQUIRED” are
documents that must be attached prior to submitting application. Application can be saved to
draft and completed upon applicant obtaining required documents.

Apply for License - Electrical Contractor Class |

Attachments

Mare Info

Type Contacts

Locations

Attachments

Application for Contrar

Missouri Fictitious
Name Registration

KCMO Finance

Application for
Department...

Contractor License

Add Attachment

Add Attachment

+

Add Attachment Add Attachment

+

+

Supported: .pdf, jpg. .pno. jpea.
_gif, i, .doc, doox, sds, sdex,
e, g, zip, o, i, e,

RECINRED REQUIRED REQUIRED

19. Select the Add Attachment + card to browse documents located on applicant’'s computer. Please
use unique names INCLUDING current date for all attachments added.
(e.g., Application for Contractor License test, LLC 04-06-21)

Repeat the steps, until all required documents are attached. Documents attached will appear on the
Attachments screen. To remove attachment, select the Remove option at the bottom of item to remove.

Select the Next option at the bottom of screen.

Attachments

Application for Contra: W

. i i R Add Attachment
Application for KCMO Finance Missouri Fictitious
Contractor License Department Business... MName Registration
Application for Contractor KICMO Business License for M0 Mame Registration pdf I
Li | LT

cense pef pef Size: 35.75KB ~ rtmd: o, jog, png. jpeg.

Sizes 3574 KB Size: 3376 KB _g.r‘ 5, o oo, s, dax,

tet, dw, zip, o, i, b,

Remave

(=

Back Create Template

Save Draft m
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20. Signature screen appears. Type your name into the consent field.

SIGHATURE

[y &l

o

]

* Plearie bype your name as consent Lo ebectronically sign this application

ate Template

>

swveonn D
' T el

21. Select the Enable Type Signature button, Type name into to field beside button, the signature line will
now populate signature below as it is typed. Select the Next option at the bottom of screen.

SIGNATURE

Creats Tomplste

Chiriaty 1. Tilans

—_— -

22. Review and Submit screen will appear. Review all application information, including the attachments,

before submitting application. If the application is complete select the Submit option.

(]

(]

(]

(]

(]

(]

FEEn

12



23. If the application is not complete select Save Draft: The applicant may click on the Draft status circle on
the Dashboard to resume their application.

24. The application status notification will appear at the top of the screen. The system will automatically
generate a License Number. Applicants can review information details of the application by selecting
the tabs on the details screen. When the application is reviewed and found complete, notifications will
be sent to the contacts on the case with direction on next steps in the process.

License Number: CLCL100437$7-04-2021

- Licensecannot S ETTT

Submizzion Forms =

License Detsils | Tab Elements | Main Menu

License Details

License Type:

Account Number:

Status:

Description:

Electrical Contractor
Clazs |

MEW APDLICATION

District:

Issued By:

<MNONE>

Period Start Date:

Expiration Date:

Applied Date: 04/08/202

a B

Helpful f

25. All information provided during the application process is how stored under the corresponding tab.
Attachments uploaded are now found under the Attachments tab and show a status of Under Review.

Case is locked until review is completed.

How to Upload Additional or Revised Documents

1. When a supporting document or application document requires resubmittal, applicants will receive a
phone call with specific instructions on items that needed to be resubmitted. When ready to resubmit,
applicant will then Log into Compass KC and select the My Work Tab. Navigate to the My Licenses
tab. Select the license number to open.

Renew Mams

Applied

@ Export ta Excel

T

03/22/2021
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2. Inthe License detail screen, navigate to the Attachment tab. All documents previously submitted

will appear. To add attachment, select the add attachment icon at the bottom of screen.

Locations Fees

Astachments | e Ta | License Details | Main Meny

More Info

Attachments sort| n
Astschment Attschment Astachment
Exam Resufts pdf 2ndLetter rmendation.paf 1stLetter Recommendation pdf
Uploaded: D4/05/2021 Uploaded: 04/05/2021 Uploaded: 04/05/2021
Notes: Exam Results Notes: = c
Letter2 Letter 1

MNotes: Uplosded via CS5

Add Attachment

=

3. From the drop-down box, select the document to be attached. Attach document from files. Note:
Do not change the name of the original document but add the current date to denote the change.
New document will appear at the begin of attachments. After all documents have been uploaded,
select Submit to complete.

jattachments

Motarized Reference Letter 1

1st Letter Recommendation - 4-
08-ZLpdf
Size 12157 KB

Astachment

Exam Results.pdf
Uploaded: 04/05/2021

Notes: Exam Results

Atrtachment

Certificate of Qualification
Applicstion pof
Uplcaded: 04/05/2021

MNotes: Certificate of
Qualification Application

Attachment

2nd Letter Recommendation.pd?

Uploaded: 04/05/2021

Notes: Motarized Reference
Letter 2

Artachment

Uploaded: 04/05/2021

Motes: Motarized Reference
Letrar 1

PR
I
Artachment

Signaturs_Christy_Mann_4/5/20

Uploaded: 04/05/2021
Motes: Uploaded via CS5

ogif, &, .doc, .docy, xds, xdsx,
et dhwg, i, v, o, b,
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Paving Fees

To Pay Fees the applicant will need to wait until the application submitted has been approved. An invoice will
be created for fees and a notification is sent to the contacts on the case.

1. From the Dashboard navigate to the My Work tab and select the Invoices section. Select the Invoice to
add to cart.

Today'sInspections  Paylnwoices Report FesEstimator SearchQ®  Calendar(@  SubmissionForms~  Helpful R

[ Export to Excel

2. The License details page will open. Select the Fees tab, note the red dot on the Fees tab (denotes
action required), select Add to Cart option.

« License cannot be printad t this time. Licanss has unpaid fees.

License Details | Tab Elements | Main Men

License Details
License Holder:  Christy Mann License Type:  Journeyman Plumber AppliedDate:  03/22/2021
District: <NONE> Account Number: Period Start Date: 03/25/2021
IssuedBy:  Administrator. Tyler Status:  Active ExpirationDate:  03/25/2025
Description:

Fee Summary | Remaining Fees | Paid Fees | Next Tab | License Details | Main Menu

Fee Summary

Total Fees: 55000 PaidFees.  $0.00 Unpaid Fees: 550,00

Remaining Fees

Sort| Fee e
3. Inthe Shopping Cart, select Check Out.
4Back
Fhupping Cart ]
Total  $60.00
Check Dut
Invoice: Description: CLCQ-018269-2021
Due Date:
Case Number Project Case Address Amount Due
CLCQ-018265-2021 414 E 12th 5¢ Kansas City MO 64106 $60.00
Total  $60.00
Check Out

15



4. Select the payment method, eCheck or credit card, to make payment. Follow on screen instructions to
complete payment. Select Review Payment option when completed. Review payment details and check
the box to agree to terms and authorize, and then select Make Payment.

Maka A Pryrmant - Payment Informeation - Missourt | Kansas City

Biling Contact Information

=
. -
v

[ E—

5. When payment is received, you will receive an email notification with a copy of the license attached.
Additionally, you can navigate to the License section of either the Dashboard or the My Work tab in
Compass KC. Select the License number to view detail.

shboard  Home  Apply Today'sinspections  Paylmvoices  Report  FeeEstimafor  Search@.  Calendar @  Submission Forms~  Helpful

My Work

Christy Mann

Christy Mann

Christy Mann setive Demolition Supervisor Class| | 03/25/2021
by Marn NEW Aricnl Sipendisar /251202

Christy Ma: AppLICANT | Eectrical Superviso 03/25/2021

6. From the License detail screen click on the printer icon located at the top right of the screen.

[ficense Number: CLCQ-016269-2021 ] B
icense Details | Tab Elements | Main Menu
License Details.
LicenseHolder:  Christy Mann LicenseType:  Journeyman Plumber Applied Date:  03/22/2021
District: <NOME=> ‘Account Number: Period Start Date: 08/25/2021
Issued By: Administrater, Tyler Status: Active Expiration Date: 08/25/2025
Description:
Locations | Mex: Tab | Licer tails | Main Meng
ocats Sort| 1 v
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7. The Business License will appear. Applicant can now download and save or print the license.

City of Kansas Cily. Missourl
{ ‘ | Cily Plarming and Development Department
g

Licensa Mumbar
ISSUED ON:
EXPIRES ON:

Business Name:
Supervisar Lick
Supervisar Name:
Fox Part

[ —

Assistance

If you require technical assistance with COMPASS KC, select the Site Issues link at the bottom of Home
page to email detailed issues to support team.

© o

Pay Invoice Map Calendar
Use this tool to pay for individual Explore the map to see the activity Click here to find out about certain
invoices. occurring in your neighborhood events like holidays and public
hearings.

Site Issues | TeNmns of use | Privacy | Accessibility | @ 2020

By registering. you agree to prvide only accurate, truthful and current information. Using a name other than your own legal name is prohibited. You hereby
certify that you are registeringfin your own name. If listing a company with your registration, you certify you have authority to register for company listed. You
JEree 10 accept respons!: for all activities that occur under your account or password. You are responsible for maintaining the confidentiality of your

. " . " . - others may not access EnerGov using your name without your express permission.
erGov_Prod/SelfService/#/payinvoice
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