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Login & Registration




Login

LogIn

Arizona
Department
of Housing

Login Here

sername

Username

* Password

Password

BN eiucion:

1. Enter your Username and Password
2. Click the Log In button
3. If you want to register, click the Register Here

button

Forgot password?

—— Don't have an Account

[ Register Here 3

- )

If you can’t remember your password, double-tap

the ‘Forgot password?’ link on the screen.




Registration

~— R

Select the Registration Type from the dropdown

Arizona ;
@ Department list.
of Housing

LogIn

Registration

Select an Option K j

Key Points
ROC Contractor

Homeowner

The available Registration Types are:

Relocation Tenant

* MHBD Licensee
Acting Agent

*Last Name * ROC Contractor

* Homeowner

* Date of Birth * Tenant

* Acting Agent

*Email Address




Registration

Log In

Arizona
Department
of Housing

Registration

( Registration Type

MHBD Licensee

Company Name
Search...
*New Company
*First Name
Middle Name

*Last Name

* Date of Birth

Log In

Screenshot action logged. X

*Email Address

* Mobile Phone Number

eIt TTETTOTIITC ot

from the Departmpent of Housing and
Manufactured B&Hldings by Email and
SMS.

—— Already have an Account ——

SignIn

Arizona Licensing
s reserved.
Privacy Policy

Copyright © 2021 State of Arizona Licensing
Department - All rights reserved.
D ———

1. Populate required details
2. Check the attestation box
3. Click Submit

Key Points

If you select MHBD Licensee and ROC Contractor, you
need to provide the company name. You can either
search for the company name from the existing list,
or enter the company name manually.

If you select Tenant, you need to enter a Space

Number and Park Name.

N j




Registration

LogIn

Arizona
Department
of Housing

Registration Completed

@ Thank you for registration. A welcome email has be
emall address. Please activate your account by clic|
confirmation link from welcome email.

¢ Back to Login

No instructions

The screen will display a success message when the

registration is complete.




Registration

Q Search mail

¢« @Bo@E ® 0@ Click on the link provided in your email. This will
Sandbox: MHBD Portal Account Set take you to the Change Your Password page.

Arizona MHD az-mhbd@mtxb2b com via jk4nxv1kxpun 19-fo
to prakruthi.kairamkonda+777@mtxb2b.com «

Hi John

Welcome to the Manufacturing Housing and Building Divisio
security purposes.

Usemame: prakruthi.kairamkonda+777@mixb2b.com

To get started, click on the link provided below.

hitps:/(azga-arizonahousing.cs24.force com/MHD/login7¢=qH
OX3fJLe JVEZ2SHa 7 MuAlE ITNOKOwWZbNUdJFKINihndLwKZ k j

Key Points

Arizona
Department You will receive an account set up email to your
of Housing
M f: dt g and Bullding Divisi . .
1110 W. Washington Street, Suite 280 regISte red €ema II add ress.
Phoenix, AZ 85007
Main Office: 602-771-1000
www.azhousing.gov

This transmission may contaln information that is privileged, 4
copying, distribution, or use of the information contained herd
destroy the material in its entirety, whether in electronic or ha|

é=~ PRanlv @& Danlu all ~ Enrmuard

@ User Guide Tem...pptx »




Reqgistration

salesforce

Change Your Password

Enter a new pessword for

prakruthi kairamkonda«777 @mtxb2b com. Make sure

~— EEE

1. Enter the new password and confirm

2. Click the Change Password button

© 2021 salestorce com. All ights reserved,

\_

J

Make sure the password meets the approved

criteria listed in green on the page.




Login

LogIn

Arizona
Department
of Housing

Login Here

sername

Username

* Password

Password

BN eiucion:

1. Enter your Username and Password

2. Click the Log In button

Forgot password?

—— Don't have an Account

[ Register Here

- )

No key points.

10



General Search

(Licenses, Permits, Certificates & Labels)




Search License

I

1. Click on the menu
Arizona grimma
@ Leparamcnt 3 b 2. Select the Search Licenses tab

of Housing of Housing

Log In LogIn

[g Search Licenses ]

& Search Permits

Login Here

R Search Certificates

*Username
(@ Search Labels

Complaints k j
* Password

Password My Profile ,
Key Points
Forgot password? Logeut

® You need not log in to the portal to access the

Dashboard . -
—— Don't have an Account functionalities on the top menu bar

Username

[ Register Here e Both the authenticated and unauthenticated

users can access this search functionality for
validating license, permit and certificate

information on the portal

12




Search Licenses

Log In

Arizona
Department
of Housing

Search Licenses

2 C Reset Filter I
License Type
ﬁlectan Option \

License Classification

Select an Option

Search By Salesperson
City

County

Search By Qualifying Party

~— R

\_

Show only Valid

InValid

\_

Search for a license by Type, Classification,
Salesperson, City, County, and Qualifying
Party as these values can act as filters

Click on Reset Filter button to start the search

over

)

No key points.

13



Search License

Log In
Arizona
Department
of Housing

Search Licenses

C Reset Filter

Installer

Manufacturer

Dealer

Salesperson

County

Search By Qualifying Party

Show only Valid C’

%

~— R

Click on the License Type and select a value from

the drop-down list.

-

)

No key points.

14



Search License

Log In Log In

1.  When you select a License Type, related licenses
Arizona Arizona .

@ Department Department will show up as search results

of Housing of Housing

2. Narrow-down the search results by applying other
Search Licenses filters

\
2

Show 10 ¢ 3 [Search..

entries

(

3. Use the Local Search bar to search for a specific

License Number o License Number
= License Type
Ik 4. Toggle the Show only Valid button to display valid

Manufacturer
Qualifying Party licenses

License Classification K J
License Type Select an Option

Manufacturer

City
Principal Place of
Business ss, ss, Alaska,

20755, USA

Key Points

County
¢ The all the fields and the search result columns

Date Issued

12/1/2021 . .
1 Search By Qualifying Party will be the same for all the License types

E 4 except for Salesperson

* When Salesperson is selected you can find

Show only Valid

License Number Valid

LA-29508 Search By Salesperson, City, County, and

\__ J .

Qualifying Party

Employing Dealer Of Record fields

Show 10 Search...

N J

15




Search License

License Details

Phone Number of Record :
2321321123

# of Complaints Received :

# of Complaints Closed :

Bonding Company :
Bond Number :
Bond Amount :
Bond Type :

License Classification Scope :

BN eiucion:

Click on the License Number to view the License

Details.

- )

No key points.

16



Search License

BN eiucion:

Click on the Branch Address icon to view Address

Details.

Address Details

Search...

Show 10 ¢ entries

Branch Name K J

Key Points

No key points.

jaipur

Alabama

Country

Cancel

17



Search Permits

Log In

Arizona
Department
of Housing

Search Licenses

C Reset Filter

License Type

Manufacturer

License Classification

Select an Option

City

Search By Qualifying Party

Show only Valid

Valid

Show 10 ¢ Search...
e ————————

Log In

Arizona
Department
of Housing

& Search Licenses

& Search Permits

R Search Certificates
(@ Search Labels
Complaints

My Profile

Logout

Date Issued

License Number

Qualifying Party

License Type

1/30/2021

LA-39763

Manufacturer

1. Click on the menu

2. Select the Search Permits tab

Key Points

The public will have the ability to view the portal
and search for permits available or permits issued

by the department.

18



Search Permits

Arizona
Department
of Housing

Search Permits

Permit Number 1

[Owner 2

Permit Type
Select an Option
Permit Status

Select an Option

Reset Search ¢

Show 10 v

entries

—

1. Enter the Permit Number to search for the
permit record

2. Enter the owner in the field to search the
permits record by owner

3. The permit record(s) will be display as they

meet the search results

(

Permit Number
P-0000014

Site Address P
218 jerry

Aguila
Arizona
United States
99613

N j

No key points.

19



Search Permits

Arizona
Department
of Housing

Search Permits

Permit Number

il select an Option

Manufactured Home Installation
Permit

Factory Built Building Installation
Permit

Special Use Installation Permit

Rehabilitation Permit
Show 10 v Search...

entries

Permit Number
P-0000014

Site Address )
218 jerry

Aguila
Arizona
United States
99613

~— R

Select the Permit Type from the drop-down list. All
the permit records related to the selected Permit

Type will be displayed in the search results.

N j

The public will have the ability to visit the portal

and search for the permits issued by the

department.

20



Search Permits

Arizona
Department
of Housing

Search Permits

Permit Number
Owner

Permit Type

Select an Option

Permit Status
Select an Option v 1

Reset Search ¢ 2

Show 10 v

entries

Permit Number
P-0000014

Site Address 4
218 jerry

Aguila
Arizona
United States
99613

~— R

-

Click on the Permit Status and select a value
from the drop-down list
Click Reset Search button to restart search

process

)

No key points.
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Search Permits

Permit Details

~

Permit Number : P-0000013
Serial Number:
Year of Manufacture :

2

Date of Expiration : 2022-01-15

Manufacturer:

Dealer: alF74000000Gtj6EAC
Installer : Berlin Wells Rice

Installation Site Address :

BN eiucion:

1. Click on the Permit Number
2. A Permit Details pop-up will appear on the
screen to view Permit Details including the

Scope of Work

SCOPE OF WORK

Foundation System
= Piers and column supports

- )

No key points.
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Search Permits

BN eiucion:

1. Click on the Details button under the
Screenshot action logged. Inspections' column to view the Inspection

Details

Inspection Details

2. Click on the Reports icon to view generated

oo

reports as part of the Inspection

9/20/20
21

SEpruy Schedul K J

ed

Certificate of - Key POlntS
Occupancy

Issued

No key points.

Inspection

Number 000009
29

23



Search Certificate

Arizona
Department
of Housing

Search Permits

Permit Number

il select an Option

Manufactured Home Installation
Permit

Factory Built Building Installation
Permit

Special Use Installation Permit

Rehabilitation Permit
Show 10 v Search...

entries

Permit Number
P-0000014

Site Address )
218 jerry

Aguila
Arizona
United States
99613

Log In

Arizona
Department
of Housing

& Search Licenses

& Search Permits

[8 Search Certificates ] 2

(® Search Labels
Complaints
My Profile

Logout

Permit Type

Date of Expiration

Date Issued

Special Use
Installation
Permit

2021-09-23

9/17/2021

— B

1. Click on the menu

2. Select the Search Certificates tab

Key Points

The public will have the ability to come to the
portal and search for the certificates available or

certificates issued by the department.

24



Search Certificate

Log In

Department
of Housing

Gertificate Number \

Company Name

Qualifying Party

i| Select an Option

Installation Certificate - Residential Use

Installation Certificate - FBB Commercial
Use

Modular Manufacturer Certificate 1

—

1. Search for the certificates using the fields
provided
2. Toggle the Show only Valid button to show

only valid certificates

Reconstruction Certificate

- =/

[ Show only Valid ]

N j

No key points.

25



Search Certificate

Certificate Details

Unit Serial Number:
Plan Approval Number:
Roof Load:

Wind Load:

Floor Load:

Size:

Date of Manufacture:

Occupancy Type:

SCOPE OF WORK

No Scope Of Work

BN eiucion:

1. Click the Certificate Number
2. The Certificate Details and Scope of Work will

pop-up on the screen

- )

No key points.
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Search Labels

Arizona
Department
of Housing

Login Here

*Username

Username

* Password

Password

Forgot password?

Don't have an Account

Register Here

Log In

Arizona
Department
of Housing

& Search Licenses
& Search Permits

R Search Certificates

(@ Search Labels 2

Complaints
My Profile

Logout

Show only Valid

In\/alia

Show 10 ¢ Search...

entries

Label Number

Home Manufacturer

LA-00001

Avengers

1. Click on the menu

2. Select the Search Labels tab

Key Points

The public will have the ability to come to the
portal and search for the labels available or labels

issued by the department.

27



Search Labels

Log In

Arizona
Department
of Housing

¥

/

Search Labels

Label Number
Manufacturer Name
Serial Number

Date of Manufacture

-

 Reset Search

~— R

1. Search for labels by any of the filters listed on
the page
2. Toggle the Show only Valid button to show

only valid certificates

Show only Valid 2
inVali

Show 10 ¢

entries

Label Number

Home Manufacturer

LA-00001

Avengers

N j

Both the public and users will be able to request a

verification letter

28



Search Labels

BN eiucion:

1. Click the Request Verification Letter button
2. Enter the email address

3. Click Save

Request Verification Letter v k J

e System will ask you to provide an email

address; requests can come from
unauthenticated users as well

e Even the authenticated user must enter the
email address manually when a verification

letter is requested

29



Park Status Change

B



Park Status Change
B

Search Q

Notify Dept. of Park Status Change

LTA Petition

Complaints

Log In

T rasswora

Password

Forgot password?

Don't have an Account

Register Here

BN eiucion:

1. Click on the menu
2. Click Notify Department of Park Status

Change button from the top navigation bar

-

/

Key Points

The Park Owner will have the ability to notify the

department about the Park Closing from this page.

31



Park Status Change
B o =

Notify Department of Park Closure
or Redevelopment/ Age
Restrictions Change

ﬂlease enter details in the fields\

below.
* Indicates Required Fields 1

*Park Owner's Name

* Phone Number

*Email Address

* Park Name
*Street Address
*City

" State

Arizona

kounty

Arizona
Department
of Housing

*Park Name

* Street Address

* City

* State

Arizona
*County

Select County

*Zip code

* Park Closure Effective Date

mm/dd/yyyy

* Type of Notification
Select Type of Notification

2

—_—

Cancel [ Submit

Privacy Policy

Copyright © 2021 State of Arizona Licensing
Department - All rights reserved.

1.
2.

Populate all the details in the form

Click on the Submit button

Key Points

Once the request is submitted, MHBD staff will
receive the Park Closure request and the Park
Owner/Tenant will receive an email asking
him/her to send their details in a CSV format
only

Once the tenant details are uploaded in the

system, the tenant will receive an email

)

32



Inspection Service Agreement (ISA)




ISA Users Only

Deartn Deartn /—w
Department Department

of Housing

of Housing

1. Click the toggle menu

Notification Announcement : 2 2. Select General Information

Dashboard New Permit
Please check here for any upcoming

announcements from MHBD

O o)
Dashboard Manage General
Permits Information

ISA Permits O K j

ISA

2 Inspections * Key POintS

e Inspection Service Users are able to navigate

to General Information and view their ISA
agreement for their local jurisdiction

'I e Notice this section is only for ISA users

Denied

X

34




ISA Users Only

Arizona
Department
of Housing

ISA Agreement
Expiration Date: 1

Download ISA Agreements

Approved Inspectors

Approved Inspectors

Privacy Policy

Copyright © 2021 State of Arizona Licensing
Department - All rights reserved.

O

~— R

1.

\_

Click the Download ISA Agreement button and

view the agreement

)

No key points.
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B :



Licenses

Arizona
Department
of Housing

oo
oo

Dashboard

B

Permits

©

Plan Review

®

Complaints
and Appeals

o

Licenses

QO

Inspections

2

Certificates
and Labels

O

Purchase
History

~— R

1.
2.

\_

Click the toggle menu

Click the licenses tab

)

No key points.
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Licenses

Department
of Housing

Click on the New Application button.

Manage License
Applications

Use the Quicklinks below to Apply for
New Applications or Manage Existing
Licenses.

New Application

Click on New Application below k j

to Apply. Complete the
Application to the best of your

ability for Approval.
Key Points

New Application

You can also perform the below tasks from this

page:
Withdraw e Withdraw Application
Application
PP e Request Admin Changes

Request to withdraw a
submitted application that has
not been approved.

View All Licenses

View all Applications

Withdraw Application

38




Licenses

Arizona
Department
of Housing

New Licensing
Application

‘ Manufacturer

BT

Installer

Dealer

~— R

Select the License Type from the drop-down list.

N j

License Types available are:

e Manufacturer
e Installer

® Dealer

39



Licenses

Arizona
Department
of Housing

New Licensing
Application

License Type

Manufacturer

~— R

Select the Classification from the drop-down list.

-

)

No key points.

40



Licenses - Agency Disclosure

Arizona — Arizona
Department — Department
of Housing of Housing

all the Applicants

Dealer Application

.

| (we) hereby agree to comply with
ALL provisions of Arizona Revised
Statutes, Title 41, Chapter 37, Articles 3
and 4, and the Rules and Regulations of
the Arizona Department of Housing.

Section A- SectionB- SectionC -
Agency Identification Qualifying
Disclosures Party

(Are you active duty military? @

Are you a veteran? @

Section A -
Agency

Are you the spouse of an active duty mil-
itary individual? 3

Disclosures 1 °

, Are you the spouse of a veteran? @

Please note:
Required Agency Disclosure for

Click Required Agency Disclosure for all the
Applicants and read the disclosure

Check the attestation box

Answer the active duty questions

Click Next

all the Applicants

2

*

| (we) hereby agree to comply with
ALL provisions of Arizona Revised
Statutes, Title 41, Chapter 37, Articles 3 Privacy Policy
and 4, and the Rules and Regulations of
the Arizona Department of Housing.

Copyright © 2021 State of Arizona Licensing
Department - All rights reserved.

Key Points

This is a step-by step process for creating a
new License application

You can see all the section headers on the left
side of the page

If you have an application in progress, you will

not be able to create a new application

)

41



Licenses - ldentification

Arizona
Department
of Housing

Section B -
Identification

Business Name

MHBD STaff

Business Phone

(958) 520-8528

Email Address

hitesh.singh@mtxb2b.com

* Doing Business As

Doing Business As Name

Principal Place Of Business

* Street Address

1230 Congress St

* Country
United States

*State/Province

~— R

Populate the required information as needed.

\_

)

* Business Name, Business Number and Email
Address fields are pre-populated based on
what the information previously entered while
registering, however, these fields can be edited

* Fields marked with * are mandatory

\_

42



Licenses - ldentification

Arizona
Department
of Housing

f State/Province

Alaska 1
*City
Portland

* County/Borough/Parish

Aleutians East Borough

* Zip/Postal Code

04102
-

J

Mailing Address 2

[ v Same as Principal Place of Business

Branch Add an
address
Addresses

No records

Back Save and Exit

Privacy Policy
Copyright © 2021 State of Arizona Licensing

—

1. Enter the Principal Place of Business information

2. Check the box if your mailing address is same as
the address of the Principal Place of Business to
autopopulate the address

3. Click the Add an address button to add a branch

address

N j

* At any stage, you can Save and Exit the

application
* The pending application can be found in the

Unsubmitted tile on the Dashboard

43



Licenses - Identification

Add New Address

*Branch Name

*Street Address

1

*Zip/Postal Code

* Area Code/Phone Number

J

‘ Cancel ‘

BN eiucion:

1. The Add New Address pop-up window will
appear, fill the details

2. Click Save to close the pop-up window

-

)

No key points.
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Licenses - ldentification

Department
of Housing

I s 1. Edit or delete the Branch address by clicking

Edit/Delete icons
Branch Name

2. After populating all the details, click Next

Street Address 9 test test

State/Province Andhra
Pradesh

County/Borough

/Parish k j

Zip/Postal Code 75056

Key Points
Area (518) 417-8551

Code/Phone
Number

You can go back to the previous page by clicking

— 1
the Back button.

= - | e

Privacy Policy

Copyright @ 2021 State of Arizona Licensing
Department - All rights reserved. k
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Licenses - Qualifying Party

Arizona
Department
of Housing

Section C -
Qualifying Party

v 1)

Please note: 1

Provide details of Qualifying
Party. The Qualifying Party must
reside in the same State that is
listed as the principal place of
\ business on the application.

*Qualifying Party is

2

Approved Qualifying Party

*First Name

*Middle Name ©

—

-

1.
2.

Read the Note
Select the Qualifying Party from the

drop-down list

)

No key points.
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Licenses - Qualifying Party

Arizona
Department
of Housing

f' Email

*Date of Birth

mm/dd/yyyy

* Area Code/Phone Number

*Street Address

Country

*Zip/Postal Code

Privacy Policy

Copyright © 2021 State of Arizona Licensing

—

1. Populate all the required information

2. Click Next

N j

e The Qualifying Party's address must be

located in the same state in which the
Principal Place of Business is located

e Fields with * are mandatory

47



Licenses - Statutory Agent

Arizona
Department
of Housing

Section D -
Arizona Statutory
Agent

Company

. Individual

*Street Address

Country

*Zip/Postal Code

=3 -

—

Select the Statutory Agent from the list. The agent

can be an individual or a company.

-

)

No key points.
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Licenses - Statutory Agent

Arizona
Department
of Housing

Section D -
Arizona Statutory
Agent

. Individual

Company

-

*Street Address 1

-

Country

Zip/Postal Code

J

=y -

—

1. When the Statutory Agent is an individual,
provide the agent’s full name and mailing
address

2. Click Next

-

)

No key points.
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Licenses - Statutory Agent

Arizona
Department
of Housing

Section D -
Arizona Statutory
Agent

*Statutory Agent \

Company

*Company Name

* Area Code/Phone Number

*Street Address

Country

*Zip/Postal Code

—

1.  When the Statutory Agent is a company,
provide company name and mailing address

2. Click Next

N j

No key points.
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Licenses - Official Personnel

Arizona Arizona
Department Deparlnjenl
of Housing of Housing

addition, the first name, 1 Read the note
middle name, and last name ’

Section E - ofthe Presdm ol ABC 2. Click the Add Contact button

Homes Corporation and his
OffiCiaI information (DOB, residence

address and residence phone

number) is required to

pe I’SOI‘\ nel appear in Section D. Both the

Qualifying Party for the

/ \ applicant and the President
, of ABC Homes Corporation

would be required to sign the

application.

Please contact our Licensing
Department at (602) 364-1094

Please note:
¢ The Personnel of Applicant
shall include: the qualifying
party in all instances; if an

if you require additional k j
individual, the individual you requir: iti
applying; if a partnership, all

partners of the partnership; if

a corporation, the president, «Add Parsonti
vice president, secretary, and ‘ Add a Contact

assistance.

Key Points

treasurer; if a limited liability
company, all members and
managing members; in a
limited partnership, all
general partners and limited

partners. Official Personnel section, please contact AZ MHBD
If the Applicant is a tiered

entity, additional information Licensing Department at (602) 364-1094.
will be required. A Tiered = S

Entity is an entity that is Back m
owned or operated by
another entity. For example,
if "ABC Homes LLC", is owned
or operated by "ABC Homes : :
Corporation”, “ABC Homes Privacy Policy

LLC"” would be considered a Copyright @ 2021 State of Arizona Licensing
Tiered Entity. In this instance, Department - All rights reserved.

No records If you require additional assistance in filling the

51




Licenses - Official Personnel

New Contact

Search 1

*First Name

Mike

*Middle Name @

a

*Last Name

Poser

* Title/Position

* Date of Birth @

09/10/1998

*Street Address

BN eiucion:

1. Enter the new contact details as indicated

2. Click Save

. 814 little elm st

p,
l Cancez ‘ m

-

No key points.
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Licenses - Questions

Arizona
Department
of Housing

* Add Personnel

1. If you want to edit or delete a contact click the
Add a Contact

edit, pencil, or delete, trashcan, icons

2. After adding contacts, click Next

First Name
Middle Name
Last Name

Date of Birth 1998-09-10 k j

Zip/Postal
Code

Key Points

(718) 091-1199

1 You can add as many contact as you wish.

K |

‘=

Privacy Policy

Copyright © 2021 State of Arizona Licensing

Department - All rights reserved. k j
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Licenses - Questions

Arizona
Department
of Housing

- 1. Read the text
Section F - )

. If you answer Yes to ‘Has any person
Questlons described above been affiliated with any

P 4 business license issued by any state?’, you will

(| Please note: A have to enter additional mandatory details
For purposes of theluestlons
HEIQV, “Parkon’” mesns:an 3. If your answer is No, no further action will be

applicant, an individual, a

qualifying party, any partner of a
partnership, any general partner needEd

of a limited partnership, any k j
corporate officer of a

corporation, or managing
member of an LLC.

- J

Key Points

Has any person described above been af-
filiated with any business license issued

by any state? No key points.
| Yes

* State

*Status Of License

*License Type

* Classification

54




Licenses - Questions

Arizona —
Department —
of Housing

( Has any person described above been af- )
filiated with any business license issued
by any state?

If you select No for the next three questions, there

won’t be any actions. If you select Yes, you will have

s to upload supported documents in the Documents

Has any person described above acted in . i
the capacity of Qualifying Party in this or Upload section (i.e., next step).

any other state?

Yes

Note: Upload necessary
documentation to support your

response on the Documents Upload
step. k j

Has any person described above within

one year prior to date of the application,
had a license refused or revoked?

Key Points

Yes

\.

Note: Upload necessary No key points'
documentation to support your
response on the Documents Upload
step.

Has any person described above been ar-
rested or convicted of a felony in any

state or federal jurisdiction, or had final
judgment brought against them in a civil
action upon grounds of fraud, misrepre-
Jsentation.ordeceit? ..., .

Yes

Note: Upload necessary

documentation to support your k j
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Licenses - Questions

Arizona
Department
of Housing

Yes

Note: Upload necessary
documentation to support your
response on the Documents Upload
step.

Has any person described above been ar-
rested or convicted of a felony in any
state or federal jurisdiction, or had final
judgment brought against them in a civil
action upon grounds of fraud, misrepre-
sentation or deceit?

Yes

Note: Upload necessary
documentation to support your
response on the Documents Upload
step.

7

Are all parties, listed under Section D
above, citizens of the United States?

Yes

Note: Provide legal documentation
which identifies your name, and
status as a U.S. Citizen on the
Documents Upload Step.

N

If you select Yes to ‘Are all parties, listed under
Section D above, citizens of the United States?’
guestion, you will have to provide legal
documentation (which identifies your name, and
status as a U.S. Citizen) in the Documents Upload

section.

-

Key Points

No key points.
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Licenses - Questions

Arizona —
Department —
of Housing

1. If you select No, you have to provide written

ﬂas any person described above acted in\

the capacity of Qualifying Party in this or
any other state? 1

documentation identifying the country of

No which you are a citizen and provide

Has any person described above within documentation to demonstrate your legal
one year prior to date of the application,
had a license refused or revoked? right to live and work in the United States in

No
the Documents Upload section

Has any person described above been ar-
rested or convicted of a felony in any 2 . Cllck Next
state or federal jurisdiction, or had final

judgment brought against them in a civil k j
action upon grounds of fraud, misrepre-

sentation or deceit?

No

Key Points

Are all parties, listed under Section D

No key points.

Note: Provide written documentation
identifying the country of which you
are a citizen and provide
documentation that demonstrates
your legal right to live and work in
the United States on the Documents
Upload Step.

2
-
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Licenses - Document Upload

Arizona
Department
of Housing

Document
Upload

Agreement For Conditional
License *

2 Upload Files

View Files

GCenerate Document

Certificate of Qualifying Party *

Upload Files

GCenerate Document

Pages 1and 2 of Arizona
Statement of Citizenship and Alien

~— R

\_

3.

Click the Generate Document button and
notarize the documents using an e-signature
or sign manually from a printout of the
document

Click the Upload Files button and upload the
notarized documents

Click View Files button to view the documents

)

\_

* For all the documents that would accept an
e-signature, sign electronically and upload

* You can upload multiple documents one by
one from the Upload Files button

* All the uploaded documents will be seen under

Uploaded Documents section

)
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Licenses - Document Upload

Documents

1 &)
2 =)

IMG_0212.png

— R

-

Click on the delete icon to delete the
uploaded document
Click X or Cancel to come back to the

Documents Upload page

)

/—w
\1

No key points.
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Licenses- Document Upload

abels Complaints & Prakruthi Kairamkonda

AT TG AN I I

Generate Document

Generate Document

Cenerate Document

Cenerate Document

Generate Document

Cenerate Document

Cenerate Document

Cenerate Document

021 State of Arizona Licensing Department - All rights reserve

~— R

1. Scroll down to the bottom of the page and
click Next if all the documents are notarized
and uploaded

2. If you require time to notarize the documents
and will return to the application, click Save

and Exit.

Key Points

Hover over the i to view the help text.
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Licenses - Signature Page

Arizona
Department
of Housing

Dealer Application

Section A- SectionB- SectionC -
Agency Identification Qualifying
Disclosures Party

Section G -
Signature Page

| (D

~— R

Click Next to proceed.

-

)

No key points.
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Licenses - Pay and Submit

Department
of Housing

1. Total Fee to be paid will be displayed on the

screen

Pay and Submit

2. Click the Pay button, you will be directed to
State of Arizona Checkout Utility page

Product Broker of
Description Manufactur
ed Homes

or Mobile

Homes

Quantity 1 k j

Fee $432.00 .
Key Points

Total Fee: $432.00

1 No key points.
Click on Pay button below to make
the payment.
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Licenses - Pay and Submit

% State of Arizona Checkout Utiity
BEF ) ated azcna
&

1. You will be directed to Payment Information

e page
CHEGKOUT - PAYMENT INFORMATION

*First Name

Populate the payment informations directed

“Last Name

Select the Card Type by checking the radio
e button
Provide the card details

5. Click Continue
\ /
3

Credit card issued by a foreign bank or entity are

Crocit Cartiu besued by  foreign Bank or anily are not
an acceptabie foem of payment duo ta the system's
Inabikty $a confirm secunty measures. As an aftomative.
Diesse use & securid or prepmd Crucit Card lesund by &

.

5 ()

not accepted due to security measures. Use a

US entity or bk,

secured or prepaid credit card issued by a U.S.

entity or bank.

e of Anzona Checkout Utlity
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Licenses - Pay and Submit

A Checkout Uitlity

Order Review

Please review your order and enzure the informason below 15 comect before proceedng,
W yew ogree with s informaton a2 et plnasse chck e “Au :
the paymset.

ILLING INFORMATION

Mise Poser

Mddress:

achowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Produect ot
OndeeNo 1D Mam Deseription Amect  Ouantity Amaunt
1716320626 HO005 o 3 843200

o Makils Homas

at thin olowing amount wil be blled 1o my cradit card, My crecit
ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your credk card is $432.00,

Review the order details.

Key Points

No key points.
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Licenses - Pay and Submit

A Checkout Uitlity

Order Review

Please review your order and enzure the informason below 15 comect before proceedng,
W yew ogree with s informaton a2 et plnasse chck e “Au :
the paymset.

ILLING INFORMATION

Mise Poser

Mddress:

achowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Produect ot
OndeeNo 1D Mam Deseription Amect  Ouantity Amaunt
1716320626 HO005 o 3 843200

o Makils Homas

at thin olowing amount wil be blled 1o my cradit card, My crecit
ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your credk card is $432.00,

Scroll down and click Authorize.

Key Points

No key points.
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Licenses - Pay and Submit

L Siate of Arzona Checkout Uitiley

2 ‘Q‘J ¢ om

Receipt

Thank you for your payment. Yous payment was successtul.

Da nat closs this window, Click the *Cantinus® button ta return 1o th Agancy

spplication

YOUR PAYMENT IS COMPLETE

Parymwnt i compléte, Print ils recelpt for your rcoeds,

BILLING INFORMATION

Narms:

Mia Posar

Itam Description

You will land on Receipt page

1. Click Continue

Key Points

You can download the receipt by clicking the

Download receipt button.
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Licenses - Pay and Submit

Arizona
Department
of Housing

Dealer Application

Section A- SectionB- SectionC -
Agency Identification Qualifying
Disclosures Party

Pay and Submit

Thank you! Click on Submit to
successfully Submit the
application.

View Receipt

=

~— R

Once you click continue, you will be redirected to
the Pay and Submit page
1. Click Submit

-

)

To view the receipt, click View Receipt.
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Dashboard

Department
of Housing

No instructions.

O

Denied

(X |

3

Submitted

N J

5 The new License Application will be submitted and

you can find it in the submitted tile listed on the

dashboard.

Unsubmitted

Q Under Review
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License Admin Changes




Licenses

Arizona
Department
of Housing

oo
oo

Dashboard

B

Permits

©

Plan Review

®

Complaints
and Appeals

o

Licenses

QO

Inspections

2

Certificates
and Labels

O

Purchase
History

~— R

1.
2.

\_

Click the toggle menu

Click the Licenses tab

)

No key points.
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License Admin Changes

Arizona —
Department —_—
of Housing

Request to withdraw a
submitted application that has
not been approved.

Withdraw Application

Request
Administrative
Changes

Request Admin Changes.

Request Admin Changes

“
NN

All License(s)

View All License(s)

O

R

All Application(s)

—

1. Click the Request Admin Changes button

-

)

No key points.
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License Admin Changes

Arizona
Department
of Housing

Request Admin
Changes

ndition Status Approval Date Action

W valid  2021-11-30 1 @

Valid 2021-11-28 X

Request Admin Changes 2

Pay
Download Branch License
Download Small License

Download Large License

O

~— R

1. Select the license you would like to change by
clicking on the Action icon

2. Click Request Admin Changes

-

)

No key points.
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License Admin Changes

Arizona
Department
of Housing

Request Admin
Changes

"

‘ Select Change Type

Addition of Branch I

Deletion of Branch

Email Address

License Classification

Mailing Address

Manager or Managing Member of an

LLC or New Corporate Officers of a
Corporation

—

Select the Type of Change from the drop-down list
(For this example we select ‘Addition of Branch’ in

this case).

Principal Place of Business Address

J

-

)

No key points.
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License Admin Changes

—

Click Add an address.

Arizona —
Department —
of Housing

New Addition of
Branch Change
Application

o —@ 0
Request Document Pay and k j

Change Form Upload Submit

Request Change

Form No key points.

Add an
address

Branch
Addresses

No records

= -
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License Admin Changes

Add New Address

*Branch Name

*Street Address

1

*State/Province

* Area Code/Phone Number

District

2
‘ Cancel ‘

BN eiucion:

1. Populate all the details
2. Click Save

- )

No key points.
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License Admin Changes

Arizona
Department
of Housing

Branch
Addresses

Branch Name

Street Address
Windhaven Pkwy

State/Province

Nicobar Islands

County/Borough
/Parish

Area
Code/Phone
Number

Zip/Postal Code

1

Privacy Policy

Add an
address

6835

Andaman and

(518) 417-8551

75056

—

1. Edit or delete the details by clicking the edit,
pencil, or delete, trashcan, icons respectively

2. Click Next

N j

No key points.
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License Admin Changes

Arizona
Department
of Housing

Application

Request Document Pay and
Change Form Upload Submit

Document
Upload

Branch bond *

1 Upload Files

Generate Document

2

= - |

Privacy Policy
opyright © 2021 State of Arizona Licensing

—

1. Click Upload Files to upload supported
documents

2. Click Next

-

)

No key points.
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License Admin Changes

Arizona
Department
of Housing

Request Document Pay and
Change Form Upload Submit

Pay and Submit

Product Request
Description Admin

Changes
Quantity 1

Fee

Total Fee: $10.00

Click on Pay button below to make
2 the payment.

1

—

1. Total Fee will be displayed on the page

2. Click Pay to proceed with payment process

N j

No key points.
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License Admin Changes

',-}Z!‘ Sate of Aacea
%

1. You will be directed to the Payment

Information page

ﬂNFCKOUT + PAYMENT INFORMATION

oo 2. Populate the payment information

Select the Card Type by checking the radio
button

Provide the card details

5. Click Continue
\ J
Key Points

Credit cards issued by a foreign bank or entity are

Groci Carsis Hawed by 1 forwign bnk or sty ame not
an acceptabile form of payment duo to the system's

it not accepted due to security measures. Use a

US enity o bark

secured or prepaid credit card issued by a U.S.

“Expiration Date

entity or bank.
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License Admin Changes

A Checkout Uitlity

Order Review

Please review your order and enzure the informason below 15 comect before proceedng,
W yew ogree with s informaton a2 et plnasse chck e “Au :
the paymset.

ILLING INFORMATION

Mise Poser

Mddress:

achowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Produect ot
OndeeNo 1D Mam Deseription Amect  Ouantity Amaunt
1716320626 HO005 o 3 843200

o Makils Homas

at thin olowing amount wil be blled 1o my cradit card, My crecit
ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your credk card is $432.00,

Review the order details.

Key Points

No key points.
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License Admin Changes

A Checkout Uitlity

Order Review

Please review your order and enzure the informason below 15 comect before proceedng,
W yew ogree with s informaton a2 et plnasse chck e “Au :
the paymset.

ILLING INFORMATION

Mise Poser

Mddress:

achowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Produect ot
OndeeNo 1D Mam Deseription Amect  Ouantity Amaunt
1716320626 HO005 o 3 843200

o Makils Homas

at thin olowing amount wil be blled 1o my cradit card, My crecit
ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your credk card is $432.00,

Scroll down and click Authorize.

Key Points

No key points.
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License Admin Changes

L Siate of Arzona Checkout Uitiley

2 ‘Q‘J ¢ om

Receipt

Thank you for your payment. Yous payment was successtul.

Da nat closs this window, Click the *Cantinus® button ta return 1o th Agancy

spplication

YOUR PAYMENT IS COMPLETE

Parymwnt i compléte, Print ils recelpt for your rcoeds,

BILLING INFORMATION

Narms:

Mia Posar

Itam Description

You will land on the receipt page

1. Click Continue

Key Points

You can download the receipt by clicking the

Download Receipt button.
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License Admin Changes

Arizona —
Department se—
of Housing

New Addition of
Branch Change
Application

Request Document Pay and
Change Form Upload Submit

Pay and Submit

Thank you! Click on Submit to
successfully Submit the
application.

—

Once you click Continue, you will be redirected to
Pay and Submit page:
1. Click View Receipt to view a copy of the
receipt

2. Click Submit

N j

No key points.
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New License Classification

Arizona
Department
of Housing

& Withdraw
Application

Request to withdraw a
submitted application that has
not been approved.

Withdraw Application

Request
Administrative
Changes

Request Admin Changes.

Request Admin Changes

« All License(s)
\_)

[ View All License(s)

O

—

Navigate to License tab and click Request Admin

Changes.

-

)

No key points.

84



Licenses

Department
of Housing

1. Click the toggle menu
2. Click the Licenses tab

5 | Q

Dashboard Licenses

B QO

Permits Inspections

N J

Plan Review Certificates
and Labels * Key Points

O] O

Purchase
Complaints History
and Appeals

© 8]

No key points.
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License Admin Changes

Arizona —
Department —_—
of Housing

Request to withdraw a
submitted application that has
not been approved.

Withdraw Application

Request
Administrative
Changes

Request Admin Changes.

Request Admin Changes

“
NN

All License(s)

View All License(s)

O

R

All Application(s)

—

1. Click the Request Admin Changes button

-

)

No key points.

86



License Admin Changes

Arizona
Department
of Housing

Request Admin
Changes

ndition Status Approval Date Action

W Valid  2021-11-30 @

W Valid 2021-11-28 X

n
[Request Admin Changes ] 2

Pay
Download Branch License
Download Small License

Download Large License

O

~— R

1. Select the license to change and click the
Action icon

2. Click Request Admin Changes

-

)

No key points.
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New License Classification

Arizona
Department
of Housing

New License
Classification
Change
Application

i| License Classification

Addition of Branch

Deletion of Branch

Email Address
R

Mailing Address

Manager or Managing Member of an

LLC or New Corporate Officers of a

Corporation

Principal Place of Business Address

—

Select License Classification from the dropdown

list.

-

)
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New License Classification

Arizona
Department
of Housing

New License
Classification
Change Application

o @ ®

Request Document Pay and
Change Form Upload Submit

Request Change
1 Form

[New License Classification

M-9C

Bacz

~— R

1. Select new License Classification

2. Click Next

N j

When a user requests a change to the license from

a lower to an upper classification, they need to pay
the difference.

If the request for a change in license classification is
from upper to lower, the difference amount needs

to be refunded.

N j
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New License Classification

Arizona
Department
of Housing

Application

Request Document Pay and
Change Form Upload Submit

Document
Upload

Bond Rider Form *

1

Upload Files

Generate Document

2
G e

Privacy Policy

~— R

1. Upload Bond Rider Form(s) by clicking the
Upload Files button
2. Click Next

-

)

If the installers or manufacturers are changing the
classification, they need to submit Bond Rider
Forms of all the license locations including

branches.
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New License Classification

Arizona
Department
of Housing

New License
Classification
Change Application

Request Document Pay and
Change Form Upload Submit

Pay and Submit

Payment, if owed, will be calculated
by the department. Licensee will be
notified if payment owed. Please
click the submit button to complete
the application.

—

Click the Submit button.

N j

For some applications a payment may not be

required.
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Withdraw License Application

B



Licenses

Arizona
Department
of Housing

oo
oo

Dashboard

B

Permits

©

Plan Review

®

Complaints
and Appeals

o

Licenses

QO

Inspections

2

Certificates
and Labels

O

Purchase
History

~— R

1.
2.

\_

Click the toggle menu

Click the Licenses tab

)

No key points.
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Withdraw Application

B

Arizona
Department
of Housing

New Application

Click on New Application below
to Apply. Complete the
Application to the best of your
ability for Approval.

New Application

Withdraw
Application

Request to withdraw a
submitted application that has
not been approved.

—

Select the application to withdraw and click the

Withdraw Application button.

Withdraw Application

Request
Administrative
Changes

Request Admin Changes.

-

)

No key points.
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Withdraw Application

Confirmation

Withdrawal Reason

1

=

BN eiucion:

A confirmation window will pop-up on the screen
1. Provide the reason for withdrawal
2. Click Confirm and the status of the application

on the dashboard will change to ‘Withdrawn’

- )

The licensing department will receive a notification

when the application is withdrawn.

95



Permit Application

B



Permits

Arizona
Department
of Housing

oo
oo

Dashboard

(o I

Permits

©

Plan Review

©

Complaints
and Appeals

8

Licenses

O

Inspections

R

Certificates
and Labels

O

Purchase
History

~— R

1.
2.

\_

Click the toggle menu
Click the Permits tab

)

No key points.
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Permits

Department
of Housing

1. Click the New Permit Application button

Manage Permit
Applications

Use the Quick links below to Apply for
New Permits or Manage Existing Permits.

New Permit
Application

Click on New Permit k j

Application below to Apply.
Complete the Application to the

best of your ability for Approval.
Key Points

New Permit Application

You can also perform the following actions from
this page:

Withfira\!v Permit ¢ Withdraw Permit Application
Application

Request to withdraw a

submitted application that has .
not been approved. * All Permits

* Request Admin Changes

[ * All Permit Applications

0 Withdraw Permit Application
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Permits

Arizona
Department
of Housing

New Permit
Application

ﬂmit Type

i| Select Permit Type

Manufactured Home Installation Permit

Factory Built Building Installation Permit
Special Use Installation Permit

Rehabilitation Permit

N

~— R

Select Permit Type from the drop-down list

=/

\_

)

If you select Manufactured Home Installation
Permit or Factory Build Building Installation Permit

types, you need to provide installation city or town.

99



Permits

Department

of Housing

1. Select the Installation City/Town from the
drop-down

2. Click Next

New Permit
Application

Permit Type

1 Factory Built Building Installation | + k j

:,l.n.ssa.lla.(iqn.cj.tylmwn ................................... :
Arivaca Junction - Key PO| ntS

Installation County

Pima County ’) * Installation County will pre-populate based on
the Installation city selected
* If the Installation County that has an active

Inspection Service Agreement with MHBD, you

need to contact your local department for

acquiring permits

N J

100




Permits - Owner Information

Department —
of Housing

R —— i — Select the Owner Type from the drop-down list.

Permit Application

@ Arizona %

o ® ®

Owner Installation Unit
Information Address Information

Owner - j

Information ]
* means required fields et Key PO| ntS

The steps in the application differs based upon the

Permit Type selected.
Company

Privacy Policy

Copyright © 2021 State of Arizona Licensing

Department - All rights reserved. k j
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Permits - Owner Information

Arizona
Department
of Housing

K Type
Individual

*First Name

Middle Name
*Last Name
* Area Code/Phone Number
* Email Address

Mailing Address

*Street Address

*State/Province

\Ziplpostal Code

Arizona
Department
of Housing

* Area Code/Phone Number

* Email Address

Mailing Address

* Street Address

* State/Province

*Zip/Postal Code

2

D=

Privacy Policy

Copyright © 2021 State of Arizona Licensing
Department - All rights reserved.

1.
2.

Populate all the required fields

Click Next

Key Points

* You can click on Save and Exit to restart the
application at later point of time.

* All the fields with * are mandatory
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Permits — Installation Address

Department
of Housing

1. Populate the required information

" 2. Click Next
Installation

/Addr.ecc
* means required fields \

Street Address

State/Province 1

Alabama k j

City/Town

Ali Chukson * Key Points

Zip/Postal Code

You can Save and Exit the application and restart
County/Borough/Parish

\Pima County the application at later point of time.

All the fields with * are mandatory

Back

Privacy Policy
Copyright © 2021 State of Arizona Licensing k j
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Permits — Unit Information

Arizona
Department
of Housing

Is the Home a Mobile Home or \
Manufactured Home?

o

Unit Manufacturer

Serial Number

Year of Manufacture

Flood Zone Plan Number

1

Unit Size

Unit Size (Length in Feet)

Unit Size (Width in Feet)

. J

Other Approved Plan Number

2
e

1. Populate required information

2. Click Next

Key Points

No key points.
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Permits

Arizona
Department
of Housing

Request Document Pay and
Change Form Upload Submit

Pay and Submit

Product Request
Description Admin

Changes
Quantity 1

Fee

Total Fee: $10.00

Click on Pay button below to make
the payment.

~— R

1. Total Fee will be displayed on the page
2. Click the Pay button to proceed with payment

process

N j

No key points.
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Permits

‘g};r Siate of Arzcea
o

1. You will be directed to the Payment

Information page

ﬂNFCKOUT + PAYMENT INFORMATION

oo 2. Populate the payment information

i 3. Select the Card Type by checking the radio
g e button

Provide the card details

5. Click Continue
\ J
Key Points

Credit card issued by a foreign bank or entity are

3

Crucit Cardu besued by  forwign Bank or anily are not
2 aceeptabie form of pymant duo to the system's
Inab¥kty %3 confim secunty messures. As an aitomative.

it not accepted due to security measures. Use a

US eiifty or bark

secured or prepaid credit card issued by a U.S.

- 5 o 4 entity or bank.

5 (]

of Adzona Checkout Utiity

106



Permits

A Checkout Uitlity

Order Review

Plomse review your order and enzure the informason below 15 comect befors proceedng.
W you ogree with T informaton a2 et plesse chck e Al 3
the paymset.

ILLING INFORMATION

Mise Poser

Mddrees:

a.chowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Produect ot
OrdeeNo 1D Mam Deseription Amecrt  OQuantity Amaunt
1716320626 HO005 o 3 843200

o Makils Homas

at thin Solowing amount wil be blled 1o my cradit card, My crecit
ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your Credk card is $432.00,

Review the order details.

Key Points

No key points.
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Permits

A Checkout Uitlity

Order Review

Plomse review your order and enzure the informason below 15 comect befors proceedng.
W you ogree with T informaton a2 et plesse chck e Al 3
the paymset.

ILLING INFORMATION

Mise Poser

Mddrees:

a.chowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Produect ot
OrdeeNo 1D Mam Deseription Amecrt  OQuantity Amaunt
1716320626 HO005 o 3 843200

o Makils Homas

at thin Solowing amount wil be blled 1o my cradit card, My crecit
ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your Credk card is $432.00,

Scroll down and click Authorize.

Key Points

No key points.
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Permits

of Arzona Chackout Utiley
f Arcone

Rscelih You will land on Receipt page

g i i g i 1. Click Continue

Da not closa this windaw, Click the *Continus® bt
oppli

10 roturn 1o the Agency

YOUR PAYMENT IS COMPLETE

Parymmwnt i compléte, Print ils recelpt for your mcords,
15 617200
e I Aty COMREONCINCe reQarting your ¥9Gacsan

BILLING INFORMATION

Narms:

M Posar

Key Points

ACCOUNT INFORMATION

You can download the receipt by clicking the

PAYMENT DATE

b Download receipt button.

Th, 02 D 2027 023433 MS

Total
OrdecNo 1D Htam Description Amoust Quansity  Amount

(718330626 HDOCE  Brokarof s432.00 1 $432.00
"
o Mobie Homes

o Homas

| \_ J
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Permits

Arizona
Department
of Housing

Manufactured‘
Home Installation
Permit Application

Owner Installation Unit
Information Address Information

Pay and Submit

Thank you! Your payment was
successfully processed.

~— R

Once you click Continue, you will be redirected to
Pay and Submit page
1. Click View Receipt to view the receipt

2. Click Submit

N j

No key points.
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Permits

Arizona
Department
of Housing

O

Rejected

-

5

Submitted

~

~— R

The submitted Permit Application can be viewed

in the submitted tile on the dashboard.

4

Unsubmitted

\_

)

No key points.
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Permit Application - Withdraw




Permits

Arizona
Department
of Housing

oo
oo

Dashboard

(= I

Permits

©

Plan Review

©

Complaints
and Appeals

8

Licenses

O

Inspections

R

Certificates
and Labels

O

Purchase
History

~— R

1.
2.

\_

Click the toggle menu
Click the Permits tab

)

No key points.
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Permit Application - Withdraw

B %

Department
of Housing

Click the Withdraw Permit Application button.

New Permit
Application

Click on New Permit
Application below to Apply.
Complete the Application to the
best of your ability for Approval.

New Permit Application

N j

Withdraw Permit :
Application : Key Points

Request to withdraw a
submitted application that has
not been approved.

The application can be withdrawn if it is in the

submitted or under review status.

Withdraw Permit Application

Request
Administrative

Changes

Request Admin Changes. k j
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Permit Application - Withdraw

Click Withdraw Application and a pop-up window

will appear on the screen to continue this process.

T3 Action K j

Once the Application is withdrawn, a refund will be

Withdraw Application ‘

initiated. Refund payment records will be created
manually, and the finance team will handle the

refunds separately outside the MHBS application.
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Permit Application - Withdraw

S -

Confirmation 1.  Mention the Withdrawal Reason

i nl Bonson 2. Click on Confirm to withdraw the application
1

and change the status to ‘Withdrawn’

2 (E=3)

- )

/—w

Permit Admins will receive a message confirming

the application was withdrawn.
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View All Permit Applications

B



Inspections

Arizona
Department
of Housing

oo
oo

Dashboard

@ |

Permits

©

Plan Review

©

Complaints
and Appeals

8

Licenses

O

Inspections

R

Certificates
and Labels

O

Purchase
History

~— R

1.
2.

\_

Click the toggle menu
Click the Permits tab

)

No key points.
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View All Permit Applications

@ Arizona %

Department
of Housing

Request Admin Changes. Click the View All Permit Applications button.

Request Admin Changes

All Permit(s)

View All Permit(s).

View All Permit(s) K j

Key Points
All Permit

Application(s) No key points.

View All Permit Application(s).

View All Permit Application(s)

Pzaacy Policy
ht © 2021 State of Arizona Licensing
tment - All rights reserved.
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View All Permit Applications

Arizona —
Department —
of Housing

YT [ o e OSBRI You can view all the applications on this page

regardless of their status:
Status

2 | resume Permit Application 1. Click View to view the submitted application

2. Click Resume Permit Application to continue
Application Number alM74000000C . . .
filling out the application

Application Type Request Admin

License Number P-0000(

License Type Manufactured .

Application Status Submitt

Key Points

Status

1 View

Update Training Results

No key points.

Application Number alM74000000C
Application Type Request Admin
License Number P-0000(

picense Type Manufactured .

Application Status Submitt k j
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Request Inspections

B



Inspections

Arizona
Department
of Housing

oo
oo

Dashboard

e

Permits

©

Plan Review

®

Complaints
and Appeals

8

Licenses

O

Inspections

]

Certificates
and Labels

O

Purchase
History

~— R

1.
2.

-

Click the toggle menu

Click the Inspections tab

)

No key points.
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Request Inspections

Arizona
Department
of Housing

Manage Scheduled
Inspection

Use the Quick links below to request for
inspections or Manage Scheduled
inspections.

Request
Inspection

Request Inspection

Request Inspection

All Scheduled
Inspections

All Scheduled Inspections

All Scheduled Inspections

O

—

Click on the Request Inspection button.

-

)

Inspections are requested on Permits.
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Request Inspections

Arizona
Department
of Housing

Request
Installation
Inspection

Select Inspection Type

Installation Inspection

-

~— R

Select the Inspection Type from the drop-down.

In-Plant Inspection

-

)

If you select In-plant Inspection type, you need to
select one of the following inspection sub-type:

* |PIA

* FBB

* WUI
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Request Inspections

Department
of Housing

1. Select the Inspection Subtype

2. Select In Plant Inspection from the

Request
Installation
Inspection

drop-down

*Inspection Type

In-Plant Inspection k j
-

* Inspection Sub Type

/.'.n.-.n!.a.n.t..l.r.\.sm.t.i.gn.LI.F.’.I.A/.F.I.B.EJ.....‘................\

| Select In Plant Inspection Type Va v \ If you select IPIA or FBB inspection subtypes, you

Ongoing Manufacturer Production need to select one of the following In plant
Monitoring .
Inspections:

Manufacturer Certification

* Ongoing Manufacturer Production Monitoring
Certification Update 2

, * Manufacturer Certification
Reconstruction

\ / * Certification Update

* Reconstruction (only for FBB)

N j
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Request Inspections

Department
of Housing

1. Choose Installation Inspection for Inspection

Type

Request
Installation
Inspection

2. Choose an Inspection Subtype

p
*Inspection Type
Installation Inspection v

\,

N J
(- p

" INSPESRON. SHR.TVRE. ..., 3
! ey Points

Factory Built Building

Special Use 2

Mobile Home Rehabilitation

If you select Installation Inspection type, you need

to select one of the following Inspection Sub Types:

Factory Built Building Reconstruction L4 M an ufa ctu red/M (o] bl | e H ome
\_ J

* Factory Built Building

* Special Use

* Mobile Home Rehabilitation

* Factory Built Building Reconstruction
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Request Inspections

Arizona %
Department

of Housing
1. Select Permit from the search field

2. Click Next

Request
Installation
Inspection

*Inspection Type

Installation Inspection k j

* Inspection Sub Type
1 Manufactured/Mobile Home — Key POintS

* Permit
P-0000014 No key points.
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Request Inspections - Scope of work

Arizona —
Department H—
of Housing

Check appropriate boxes below for . . . . .
work scopes to be inspected as part be inspected as part of the installation inspection

of the installation inspection
request. request.

Check the appropriate work scope check boxes to

Site Prep / Excavation

Pad construction and
compaction

Grading and drainage
Foundation System

FBB Installation Plan

Manufactured/Mobile Home
Flood Zone Installation Plan

Footings k j
Stem Wall

Retaining wall

Skirting (Part of Foundation) @
Piers and column supports

Key Points

Anchoring

Drainage from under building
Building Structural Connections

Section to section assembly, No key points.
alignment, and connection

Manufactured Home Marriage
Line
Plumbing

Section to section connections

Water Supply connection and
completion

Drain, Waste, Vent connection
and completion

Sewer connection and
completion

Manufactured Home Utility Test
Gas

Section to section completion k j
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Request Inspections - Scope of work

Arizona Jo—
Department j—
of Housing

- 1. Scroll down and check the appropriate work
f ternal components \

Evaporative Cooler scope check boxes to be inspected as part of
Connection and completion of ex=

ternal components the installation inspection request
Accessories

Garage 2. Click Next

Skirting (Not part of Foundation)
o

Awning/Carport

Porch/deck

Egress (steps, ramps, etc.)
FBB Interior Finish

Drywall

Other k j
FBB Exterior Finish

Stucco

EIFS

Other
Mobile Home Rehabilitation

Gas

Electric

Gas Appliance Compartment No key points.
Lined

Egress Windows

\ Smoke Detector /

Key Points

Privacy Policy

Copyright © 2021 State of Arizona Licensing

Department - All rights reserved. k j
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Request Inspections - Document Upload

Department
of Housing

1. Click the Upload Files button and upload all
 View Files the required documents
2. Click View Files to view the uploaded files

Egress (steps, ramps, etc.)

3. Click Next to proceed

1 Upload Files

View Files

Smoke Detector

| Upload Files - Key Points

Fields with * are mandatory
View Files

m ?SawandExit
|

Copyright © 2021 State of Arizona Licensing

Department - All rights reserved. k j

Privacy Policy
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Request Inspections - Inspection Date/Time

Department
of Housing

1. Click the calendar icon and select the

Inspection Document Inspection
Scope of Upload Date/Time

Work 2. Click the down arrow and select the

Inspection Date

Inspection Time (You will find morning and

Inspection afternoon options)
Date/Time 3. Click Next

Note: The inspection date may k j
vary from the date requested.

Actual date of inspection will be

confirmed with the requester. .
1 Key Points

* Inspection Date

mm/dd/yyyy

No key points.

* Inspection Time

3

Privacy Policy
Copyright © 2021 State of Arizona Licensing

Department - All rights reserved. k j
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Request Inspections - Pay

Department
of Housing
Click Submit, as payment is not required for this

request.
Request

Installation
Inspection

Inspection Document Inspection

Scope of Upload Date/Time k j

Work

No key points.

Pay

A payment is not required for this
request. Please click on "Submit"
button to submit the application.

= (B

132




Scheduled Inspections

B



Inspections

Arizona
Department
of Housing

oo
oo

Dashboard

e

Permits

©

Plan Review

®

Complaints
and Appeals

8

Licenses

O

Inspections

]

Certificates
and Labels

O

Purchase
History

~— R

1.
2.

-

Click the toggle menu

Click the Inspections tab

)

No key points.
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Scheduled Inspections

Arizona
Department
of Housing

Manage Scheduled
Inspection

Use the Quick links below to request for
inspections or Manage Scheduled
inspections.

Request
Inspection

Request Inspection

Request Inspection

All Scheduled
Inspections

All Scheduled Inspections

All Scheduled Inspections

—

Click on the All Scheduled Inspections button.

-

)

Inspections are requested on Permits.
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Scheduled Inspections

Arizona
Department
of Housing

You will find all the scheduled inspections in this

: page
All Inspections
Al 1. Click the details icon to view the inspection
details

Inspection Number 00000051

Inspection Installation In...

Inspection Sub Manufactured...

Type k j

Status Unsubmitted

Key Points

Action Edit

Details No key points.

Inspection Number 00000050

Inspection Installation In...

Inspection Sub Manufactured...
Type

Status Unsubmitted

Cancel k j
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Scheduled Inspections

BN eiucion:

1. You can find an Inspection Number, Permit
number, and Requested Date and Time on the
Inspection Details pop-up

1 Inspection Details 2. Click Close button or X to close the pop-up

Inspection 00000050
Number

Permit P-0000014

Requested Date 12/9/2021

Scheduled Date

No key points.

\Scheduled Time
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Cancel Inspections
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Cancel Inspections

Arizona ——
Department —_—
of Housing
o Click the Cancel button to cancel the scheduled
inspection.
Status Unsubmitted P
Action Edit
Details
Inspection Number 00000050
Inspection Installation In... k j
Inspection Sub Manufactured...
Type
Key Points
Status Unsubmitted
Action Edit You can cancel the inspection request before the
day of inspection until 5pm. After 5pm, the button
Details
will be disabled.

Pzaacy Policy
ht © 2021 State of Arizona Licensing
tment - All rights reserved.
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Cancel Inspections

S -

Confirmation A confirmation pop-up will appear on the screen to

confirm the inspection cancellation.

Are you sure you want to cancel this
inspection request?

- )

/—w

No key points.
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Plan Review Application

B



Plan Review Application

Arizona
Department
of Housing

aa 8

Dashboard Licenses

) O

Permits Inspections

© 2 12
Plan Review Certificates
and Labels

O] O

Purchase
Complaints History
and Appeals

~— R

1.
2.

-

Click the toggle menu
Click the Plan Review tab

)

No key points.
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Plan Review Application

Arizona
Department
of Housing

Manage Applications

Use the Quicklinks below to Apply for
New Applications or Manage Existing Plan
Reviews.

New Application

Click on New Application below
to Apply. Complete the
Application to the best of your
ability for Approval.

New Application

All Plan Review(s)
Applications

View All Plan Review(s)
Applications.

View All Plan Review(s) Applications

O

Withdraw/Cancel

—

Click the New Application button.

-

)

No key points.
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Plan Review Application

Arizona
Department
of Housing

New Plan Review
Application

—

Select the License Type from the drop-down list.

Installer/Contractor or Other

-

)

No key points.
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Plan Review Application

@ Arizona /—w

Department
of Housing
Select the Application Type from the drop-down.

New Plan Review
Application

* License Type k j

Installer/Contractor or Other

@plisamn{pﬁ .........
‘ Select Applicant Type g Key Points
EE—

Contractor e If you select Installer or Contractor, you will

Homeowner
be required to select a Plan Type and select or

Acting Agent

\ A —/ enter a license number

e If you select Homeowner or Acting Agent, you

will only select the Plan Type
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Plan Review Application

@ Arizona %

Department
of Housing

1. AnInstaller Applicant Type will have the ability

to search for the license from a drop-down list

2. A Contractor Applicant Type will have to enter

New Plan Review the license number manually
Application

*License Type k j
Installer/Contractor or Other

* Applicant Type
Installer v Key POlntS
ﬁ:ense Number

‘ b No key points.

LA-59484

LA-80894

LA-71281

LA-64205
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Plan Review Application

Department
of Housing

If the applicant type is Homeowner, select the Plan

Type from the drop-down list

New Plan Review
Application

* License Type

Installer/Contractor or Other k j

* Applicant Type

Installer
* License Number * Key PO| ntS

(RAOTYBS....cn) * If you select Accessory Structure, you need to

| Accessory structure ] | select an Accessory Structure Subtype

. Accessory Structure
_ * If you select Supplement Plan, you need to

Flood Plain
Installation of a Factory Built Building enter p I ana p p rova I num be r

Smplamental plan * If you select Flood Plain, you will not see any
|
\ / nested fields below the selection

N j
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Plan Review Application

Department
of Housing

1. If you select the Plan Type as Installation of a

*License Type Factory Built Building, you need to enter

Installer/Contractor or Other i . .
information for each field that appears below
* Applicant Type

Homeowner - 2. Click Next

* Select Occupancy Type

Select Occupancy Type

* Building Size

Key Points

* Square Footage

* Utilities No key points.
Water
Sewer
Electric
Gas

* Number of Modules
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Plan Review Application

Arizona
Department
of Housing

- Licens® 1ype 1. If you select IBC Coded Occupancy Type, check

Installer/Contractor or Other Il th licabl ti
a e applicable options
* Applicant Type
2. Hover over the i for additional information

Homeowner

*Plan Type
Installation of a Factory Built Building 2 v

;

(Note: occupant load less than (50)
1BC Coded O¢@RERTE-CRERNEL ETEN -
occupancy)

*Select Occupan

_ p—

7

A-Asseml Iyo k j
B-Busines&

E-Educational @
F-Factory 1
H-High hazard

I-Institutional
M-Mercantile g

Key Points

R-Residential @
S-Storage ® There are two types of Occupancy Types:

U-Utilit
\\ g 4 / 1. IBC Coded Occupancy Type
* Educational Type 2. IRC Coded Occupancy Type

Public

e If you select E- Educational, you need to choose

* Building Size . . .
o% the Educational type as Private or Public

e If you select Others, you need to mention Other

*Square Footage

IBC type

N j
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Plan Review Application

Arizona

Department

of Housing
* License Type If you select IRC Coded Occupancy Type, you need

Installer/Contractor or Other

to select the IRC type from the drop-down list.

* Applicant Type
Homeowner

*Plan Type

Installation of a Factory Built Building

*Select Occupancy Type
IRC Coded Occupancy Types

*

‘ Select IRC Type k j

Single-family dwelling

Two family dwelling

Key Points

Townhouse

2,345 No key points.

* Utilities
v Water
Sewer
Electric
Gas

* Number of Modules
2

* Insignia number

Search... k j
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Plan Review Application

—

Arizona ——
Department e
of Housing
1. Populate Building Size and Square Footage
*Plan Type
Installation of a Factory Built Building v fields
* Select Occupancy Type 2. Check the req uired Utilities
IRC Coded O T
ool s 3. Enter the Number of Modules
*Select IRC Type . .
4. Enter the Insignia Numbers
Single-family dwelling
——— 5. Click Next
* Building Size
2
*Square Footage 1 k j
2,345
* Utilities S -
— Key Points
Sewer
Electric
Cas Number of modules entered will determine the
[ * Number of Modules L. .
; number of Insignia Number fields to be populated.

* Insignia number
AZM-000012
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Plan Review Application

Plan Review Application

0 Identification and Address Information

2) Installation Site Address
3 Document Upload

%) Payand Submit

~— R

Populate all the required fields and click Next.

\_

)

No key points.
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Plan Review Application

Arizona
Department
of Housing

Plan Review Application

@ dentification and Address Information

I e Installation Site Address ]

(3) Document Upload

(z) Payand Submit

~— R

1.  Provide the Installation Site Address
2. Click Next

\_

)

If the site is in a flood prone area attach required

flood documents on the next page.
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Plan Review Application

earch Q Manage Users Complaints ‘ Prakr! /—w

1. Upload required documents by clicking
Upload Files button
2. Click Next

Uploaded Documents

N J

If the site is marked NO for a flood prone area,

flood documents are not required, and upload

documents will not be shown.
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Plan Review Application

Pay and Submit

Product Description

INCLUDES ONE HOUR OF PLAN REVIEW

Total Fee: $175.09 1

Click on Pay button below to make the payment.

(=) 2

~— R

1.
2.

\_

The Total Fee will be displayed on the screen
Click the Pay button to be directed to State of

Arizona Checkout Utility page

)

No key points.
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Plan Review Application

‘,-}Zt‘ Siate of Arzcea
%

1. You will be directed to the Payment

Information page

ﬂNFCKOUT + PAYMENT INFORMATION

oo 2. Populate the payment information

Select the Card Type by checking the radio
button

Provide the card details

5. Click Continue
\ J
Key Points

Credit card issued by a foreign bank or entity are

Crucit Cardu besued by  forwign Bank or anily are not
an acoeptatie form of paymert duo to the system's

it not accepted due to security measures. Use a

US enity o bark.

secured or prepaid credit card issued by a U.S.

“Expiration Date

entity or bank.

Maren
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Plan Review Application

A Checkout Uitlity

Order Review

Review the order details.

Please review your order and enzure the informason below 15 comect before proceedng,
W yew ogree with s informaton a2 et plnasse chck e “Au :
the paymset.

ILLING INFORMATION

Mise Poser

Mddress:

achowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Key Points

Produect ot
OndeeNo 1D Mam Deseription Amect  Ouantity Amaunt

1716320626 HO005 o 3 843200

o Makils Homas

No key points.

at thin olowing amount wil be blled 1o my cradit card, My crecit

ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your credk card is $432.00,
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Plan Review Application

A Checkout Uitlity

Order Review

Scroll down and click Authorize.

Please review your order and enzure the informason below 15 comect before proceedng,
W yew ogree with s informaton a2 et plnasse chck e “Au :
the paymset.

ILLING INFORMATION

Mise Poser

Mddress:

achowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Key Points

Produect ot
OndeeNo 1D Mam Deseription Amect  Ouantity Amaunt

1716320626 HO005 o 3 843200

o Makils Homas

No key points.

at thin olowing amount wil be blled 1o my cradit card, My crecit

ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your credk card is $432.00,
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Plan Review Application

L Siate of Arzona Checkout Uitiley

2 ‘Q‘J ¢ om

Receipt

Thank you for your payment. Yous payment was successtul.

Da nat closs this window, Click the *Cantinus® button ta return 1o th Agancy

spplication

YOUR PAYMENT IS COMPLETE

Parymwnt i compléte, Print ils recelpt for your rcoeds,

BILLING INFORMATION

Narms:

Mia Posar

Itam Description Amoust  Quansity

You will land on Receipt page

1. Click Continue

Key Points

You can download the receipt by clicking the

Download receipt button.
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Plan Review Application

Arizona —
Department rom—
of Housing

Delete

Installer
Contractor
Application

Owner Installation Unit
Information Address Information

Pay and Submit

Thank you! Your payment was
successfully processed.

~— R

Once you click Continue, you will be redirected to
Pay and Submit page
1. Click View Receipt to view a copy of the
receipt

2. Click Submit

N j

No key points.
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Certificates & Labels - Order Request




Certificate Order Request

Arizona
Department
of Housing

~— R

oo
oo

Dashboard

e

Permits

©

Plan Review

®

Complaints
and Appeals

8

Licenses

O

Inspections

2
A

Certificates
and Labels

O

Purchase
History

1.
2.

-

Click the toggle menu
Click the Certificates and Labels tab

)

No key points.
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Certificate Order Request

Arizona
Department
of Housing

Manage Certificates and
Labels

Use the Quicklinks to Manage Certificates
and Labels.

Request Certificates

Click on Request Certificates
below. Complete the Request to
the best of your ability.

Request Certificates

Request HUD label

Click on Request HUD label
below. Complete the Request to
the best of your ability.

Request HUD label

Submit Certificate

—

Click the Request Certificates button.

-

)

No key points.
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Certificate Ord

er Request

Arizona P
Department e
of Housing

Certificate Order Request

Please input the license number in the
field below against which the certificate
order needs to be placed

* means required fields

[.

License
LA-32955 1 X
2

~— R

1. Select the License from the drop-down list

2. Click Next

N j

All licenses related to the account will be displayed

in the drop-down list.
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Certificate Order Request

Arizona
Department
of Housing

County/Borough/Parish
Apache County

Zip/Postal Code
75034

City
frisco

Classification

M-9A

Qualifying Party
Verdreger Liy Kill

Phone

(958) 520-8528

1

Email

hitesh.singh@mtxb2b.com

Mailing Preference

Privacy Policy
opyright © 2021 State of Arizona Licensing

Review all the pre-populated details
1. Edit the Phone or Email fields, if required
2. Click Next

Key Points

The details in this section are pre-populated,

however, phone and email fields are editable
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Certificate Order Request

Arizona

Department

of Housing
Apacne Lounty Select the Mailing Preferences from the

Zip/Postal Code drOp-dOWﬂ.
75034

City

frisco

Classification

M-9A

Qualifying Party

Verdreger Liy Kill k j

Phone

(958) 520-8528

Key Points

Email

hitesh.singh@mtxb2b.com

If you select Pick up, you will not need to provide

additional details.

Pick up
FedEx

ups

N

Privacy Policy

Copyright © 2021 State of Arizona Licensing

Department - All rights reserved. k j
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Certificate Order Request

Department
of Housing
1. If you select Mail in the Mailing Preference

Email

hiteshsingh@mexb2zbicom field, you will be required to enter the mailing

address details

2. Check the Same as Mailing Address box, if the

mailing address is same as pre-populated
Add Mailing Address g pre-pop

mailing address, this way you can avoid

Same as Mailing Address

entering mailing details again

N j

1

No key points.

fstreet Address

* Zip/Postal Code

Privacy Policy k j
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Certificate Order Request

Department
of Housing

rouss 1. If you select FedEx or UPS, you need to

city provide FedEx or UPS Account Number

frisco
2. Click Next

Classification

M-9A

Qualifying Party

Verdreger Liy Kill

Phone

(958) 520-8528 k j

Email

hitesh.singh@mtxb2b.com

Key Points

If you want the certificates to be mailed, you can

* Fedex or UPS Account Number

pick either FedEx or UPS.

Privacy Policy
Copyright © 2021 State of Arizona Licensing

Department - All rights reserved. k j
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Certificate Order Request

Department —
of Housing

1. Select the Certification Type
. 2. Enter the Quantity
Certificate Order Request
3. Click Next
Identification Order
Information Information Submit
Order -

)

Information

Key Points
* means required fields

Certification Types

1

Certification types available are based on the

license selected at the time of creating the

application.
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Certificate Order Request

Department —

of Housing

erateal nerratan St 1. The Total Fee will be displayed on the screen

2. Click the Pay button; you will be directed to

Pay and Submit State of Arizona Checkout Utility page

* means required fields

Product CERTIFICAT
Description E - MOD

MFG

| - /
Quantity 1

Fee Key Points
A

[ Total Fee: $51.00 ]

No key points.

Click on Pay button below to make
the payment.

=)
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Certificate Order Request

‘,-}Zt‘ Siate of Arzcea
%

1. You will be directed to the Payment

Information page

ﬂNFCKOUT + PAYMENT INFORMATION

oo 2. Populate the payment information

Select the Card Type by checking the radio
button

Provide the card details

5. Click Continue
\ J
Key Points

Credit card issued by a foreign bank or entity are

Crucit Cardu besued by  forwign Bank or anily are not
an acoeptatie form of paymert duo to the system's

it not accepted due to security measures. Use a

US enity o bark.

secured or prepaid credit card issued by a U.S.

“Expiration Date

entity or bank.

Maren
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Certificate Order Request

A Checkout Uitlity

Order Review

Please review your order and enzure the informason below 15 comect before proceedng,
W yew ogree with s informaton a2 et plnasse chck e “Au :
the paymset.

ILLING INFORMATION

Mise Poser

Mddress:

achowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Produect ot
OndeeNo 1D Mam Deseription Amect  Ouantity Amaunt
1716320626 HO005 o 3 843200

o Makils Homas

at thin olowing amount wil be blled 1o my cradit card, My crecit
ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your credk card is $432.00,

Review the order details.

Key Points

No key points.
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Certificate Order Request

A Checkout Uitlity

Order Review

Please review your order and enzure the informason below 15 comect before proceedng,
W yew ogree with s informaton a2 et plnasse chck e “Au :
the paymset.

ILLING INFORMATION

Mise Poser

Mddress:

achowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Produect ot
OndeeNo 1D Mam Deseription Amect  Ouantity Amaunt
1716320626 HO005 o 3 843200

o Makils Homas

at thin olowing amount wil be blled 1o my cradit card, My crecit
ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your credk card is $432.00,

Scroll down and click Authorize.

Key Points

No key points.
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Certificate Order Request

L Siate of Arzona Checkout Uitiley

2 ‘Q‘J ¢ om

Receipt

Thank you for your payment. Yous payment was successtul.

Da nat closs this window, Click the *Cantinus® button ta return 1o th Agancy

spplication

YOUR PAYMENT IS COMPLETE

Parymwnt i compléte, Print ils recelpt for your rcoeds,

BILLING INFORMATION

Narms:

Mia Posar

Itam Description

You will land on Receipt page

1. Click Continue

Key Points

You can download the receipt by clicking the

Download receipt button.
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Certificate Order Request

@ Arizona %

Department se—
of Housing

You will be redirected to Pay and Submit page

1. Click View Receipt to view a copy of the

Certificate Order Request

receipt
2. Click Submit
o o ©
Identification Order Pay and
Information  Information Submit
Pay and Submit - j

* means required fields .
Key Points

Thank you! Click on Submit to

successfully Submit the e Once you submit the application, you will
application.

receive a notification email from MHBD
- Receirt I notifying that the application request was

received

R ® Apart from the notification email, you will

also receive a payment confirmation email

with Payment Receipt attached
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Certificates & Labels - HUD Label




Request HUD Label

Arizona
Department
of Housing

oo
oo

Dashboard

e

Permits

©

Plan Review

®

Complaints
and Appeals

8

Licenses

O

Inspections

]

Certificates
and Labels

O

Purchase
History

2

~— R

1. Click the toggle menu
2. Click the Certificates and Labels tab

N j

No key points.
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Request HUD Label

Arizona
Department
of Housing

Click on Request Certificates
below. Complete the Request to
the best of your ability.

Click the Request HUD Label button.

Request Certificates

Request HUD label

Click on Request HUD label
below. Complete the Request to k j

the best of your ability.

Request HUD label

Key Points

Only Licensed Manufacturers can request HUD

Submit Certificate Label.
Reports

Click on Submit Certificate
Reports below. Complete the

Request to the best of your
ability.

Submit Certificate Reports
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Request HUD Label

Department

of Housing

1. Enter the IBTS Plant Code

2. Click Next
HUD Label Request

*IBTS Plant Code

N J

The system will show an error message and will

not allow you to proceed further if the IBTS Code

is incorrect.

The IBTS Code should be updated on the account.
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Request HUD Label

lication

Details

y
*License Number

License Number

\

Company Name

~— R

1. Search for the License Number in the search
field
2. Enter the Quantity of Labels and click Next

7

Quantity of Labels

.

\_

)

Only the manufacturer license associated with the

account will be displayed.
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Request HUD Label
B

Department
of Housing

1. Click the Upload Files button and upload

required documents

Document
Upload

2. Click the View Files button to see the files or
Generate Document, if you wish to generate

Agreement For Conditional the document and click Next
License *

1 Upload Files

N J

View Files
Key Points

GCenerate Document

No key points.
Certificate of Qualifying Party *

Upload Files

GCenerate Document

Pages 1and 2 of Arizona

Statement of Citizenship and Alien K j
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Request HUD Label

ication

Pay and Submit

Product Description

HUD LABELS/INSIGNIAS

[ Total Fee: $170.00 ] 1

Click on Pay button below to make the p

(=) 2

~— R

1.
2.

\_

The Total Fee will be displayed on the screen
Click the Pay button to be directed to State of

Arizona Checkout Utility page

)

No key points.
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Request HUD Label

1. You will be directed to the Payment

Information page

ﬂNFCKOUT + PAYMENT INFORMATION

oo 2. Populate the payment information

Select the Card Type by checking the radio
button

Provide the card details

5. Click Continue
\ J
Key Points

Credit card issued by a foreign bank or entity are

Crucit Cardu besued by  forwign Bank or anily are not
an acoeptatie form of paymert duo to the system's

it not accepted due to security measures. Use a

US enity o bark.

secured or prepaid credit card issued by a U.S.

“Expiration Date

entity or bank.

Maren
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Request HUD Label

A Checkout Uitlity

Ordor Roview Review the order details.

Please review your order and enzure the informason below 15 comect before proceedng,
W yew ogree with s informaton a2 et plnasse chck e “Au :
the paymset.

ILLING INFORMATION

Mise Poser

Mddress:

achowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Key Points

Produect ot
OndeeNo 1D Mam Deseription Amect  Ouantity Amaunt

1716320626 HO005 o 3 843200

et e No key points.

at thin olowing amount wil be blled 1o my cradit card, My crecit
ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your credk card is $432.00,
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Request HUD Label

A Checkout Uitlity

Ordor Raview Scroll down and click Authorize.

Please review your order and enzure the informason below 15 comect before proceedng,
W yew ogree with s informaton a2 et plnasse chck e “Au :
the paymset.

ILLING INFORMATION

Mise Poser

Mddress:

achowdtgmaicem

ACOOUNT INFORMATION

ORDER INFO

Key Points

Produect ot
OndeeNo 1D Mam Deseription Amect  Ouantity Amaunt

1716320626 HO005 o 3 843200

et e No key points.

at thin olowing amount wil be blled 1o my cradit card, My crecit
ourtis) for s tram

Amount

AZ Degt of Moumng

The total amuunt fo b titked 10 your credk card is $432.00,
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Request HUD Label

L Siate of Arzona Checkout Uitiley

2 ‘Q‘J ¢ om

Receipt

Thank you for your payment. Yous payment was successtul.

Da nat closs this window, Click the *Cantinus® button ta return 1o th Agancy

spplication

YOUR PAYMENT IS COMPLETE

Parymwnt i compléte, Print ils recelpt for your rcoeds,

BILLING INFORMATION

Narms:

Mia Posar

Itam Description Amoust  Quansity

You will land on the Receipt page

1. Click Continue

Key Points

You can download the receipt by clicking the

Download receipt button.
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Request HUD Label

omplaints

: Prakruthi Kairamkonda

~— R

You will be redirected to Pay and Submit page
1. Click View Receipt to view the Receipt
2. Click Submit

\_

)

e Once you submit the application, you will
receive a notification email from MHBD
confirming the application request was
received

e Apart from the notification email, you will
also receive a payment confirmation email

with Payment Receipt attached
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Submit Certificate Reports




Submit Certificate Reports

Arizona
Department
of Housing

aa 8

Dashboard Licenses

) O

Permits Inspections

2
© R

Plan Review Certificates
and Labels

O] O

Purchase
Complaints History
and Appeals

~— R

1. Click the toggle menu
2. Click the Certificates and Labels tab

N j

No key points.
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Submit Certificate Reports

Department E
of Housing
Click on Request HUD label Click on the Submit Certificate Reports button.

below. Complete the Request to
the best of your ability.

Request HUD label

Submit Certificate
Reports

Click on Submit Certificate
Reports below. Complete the k j

Request to the best of your

ability.

—H Key Points
Submit Certificate Reports

The certificate report needs to be submitted on

first day of every month. If the report is not

submitted by the 5th or the 15th, MHBD staff will

All Application(s)

View All Application(s).

create a citation and the user has to pay $50 as
View All Application(s)

fine.

Contractors will not be charged a fine for late

report submissions.

Certificate Lost or k
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Submit Certificate Reports

Certificate Report

i

BN eiucion:

1. Select the License Number from the
drop-down

2. Click Next

- )

The certificates that need to have reports to

submitted will be available in the list.
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Submit Certificate Reports

1. Select the type of work performed

2. Check the No activity box if activities have not
Certificate Report

Click on the arrow near the certificate name to en
for certificate. 3

been performed on the certificate
As per the statute you are supposed to report

v AZI-002720 the use of certificate whether you have

performed activity or not

No activity

Type of work performed k j

Site Prep / Excavation

Pad construction and compaction

:V:: Grading and drainage

Key Points

Foundation System
Footings
Stem Wall
Retaining wall

The fields are displayed based on the type of

Skirting (Part of Foundation) I|Cense-

Piers and column supports
Anchoring

Drainage from under building

Building Structural Connections
Section to section assembly, alignment, and con
Manufactured Home Marriage Line

Plumbing k j
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Submit Certificate Reports

Mobile Home Rehabilitation
Cas

Electric

Gas Appliance Compartment Lined

Egress Windows

Smoke Detector

Permit Number

Search...

*Owner Name

* Date Installed

Installation Address
*Street Address

~— R

Populate all the reporting details for the certificate

and click Submit.

-

)

No key points.

193



Certificates Lost or Damaged




Certificate Lost or Damaged

Arizona
Department
of Housing

aa 8

Dashboard Licenses

) O

Permits Inspections

© 12
Plan Review Certificates
and Labels

O] O

Purchase
Complaints History
and Appeals

~— R

1.
2.

-

Click the toggle menu
Click the Certificates and Labels tab

)

No key points.
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Certificate Lost or Damaged

B %

Department
of Housing

Click the Certificate Lost or Damaged button.

All Application(s)
View All Application(s).

View All Application(s)

Certificate Lost or
Damaged

Certificate Lost or Damaged k j

Certificate Lost or Damaged L .
Key Points

As soon as the certificate is indicated as lost or

Need Modification

Click on Need Modification label
below. Complete the Request to
the best of your ability.

damaged, the system will automatically change the

status of the certificate to Invalid. From that date

on, there will not be any reports due for that
Need Modification

particular certificate.

O

N j
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Certificate Lost or Damaged

S -

1. Search for the certificate from the drop-down
list
2. Click Submit button

Certificate Lost/Damaged

* Certificate k J
(= .

’
No key points.
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Certificate Lost or Damaged

° Success

Record Successfully Updated

All Application(s)
View All Application(s).

View All Application(s)

Certificate Lost or
Damaged

Certificate Lost or Damaged

Certificate Lost or Damaged

Need Modification

Click on Need Modification label
below. Complete the Request to
the best of your ability.

Need Modification

O

—

You can see a green success message on the top of
the screen to indicate the record has been updated

as lost or damaged.

-

)

No key points.
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Complaints and Appeals

B



Create New Complaint

Arizona
Department
of Housing

aa 8

Dashboard Licenses

) O

Permits Inspections

© 12
Plan Review Certificates
and Labels

O] O

Purchase
Complaints History
and Appeals

~— R

1.
2.

-

Click the toggle menu

Click the Complaints and Appeals tab

)

No key points.
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Create New Complaint

@ Arizona - %

Department
of Housing
Appeal Click the Create New Complaint button.

Use the Quicklinks to Manage Complaints
and Appeal.

Create New Complaint

Click on Create New Complaint
below. Complete the
Application to the best of your
ability.

[ Create New Complaint ] k j

Key Points

My Complaints
My Complaints. No key points.

My Complaints

Consumer Complaints

Click on Consumer Complaint
below.

Consumer Complaints k j
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Create New Complaint

Arizona

Department

of Housing
Information

Complainant Name

Hitesh Singh

Email

hitesh.singh@mtxb2b.com

[Daytime Phone

Work Phone

.

/Mailing Address

Street Address

Country
United States

State/Province

Zip/Postal Code

Arizona
Department
of Housing

Zip/Postal Code

Unit Address

Same as Mailing Address ] 3

N —

Street Address

Country

United States
State/Province

Zip/Postal Code

Name of Mobile Home Park or
Subdivision (If applicable)

4

~— R

1. Populate the complainant’s phone numbers

2. Populate the mailing address fields

3. Check the Same as Mailing address box if the
unit address is same as the mailing address (If
not, you need to enter Unit address as well)

4. Click Next

Key Points

No key points.
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Create New Complaint

Arizona
Department
of Housing

Licensee
Information

Manufacturer License

Search by license number or Search By
Manufacturer Name

Search by license number or Sear« Q

License

1

Dealer License

Search by license number or Search By
Dealer Name

Search by license number or Sear« Q

License

Installer License

Search by license number or Search By
Installer Name

Search by license number or Searc

Arizona
Department
of Housing

Dealer License
Search by license number or Search By
Dealer Name

Search by license number or Seart Q

License

Installer License
Search by license number or Search By

Installer Name

Search by license number or Sear« Q

License

Back Save and Exit

Privacy Policy

Copyright © 2021 State of Arizona Licensing
Department - All rights reserved.

Search for Manufacturer License, Dealer
License and/or Installer Licenses using the
respective search fields

Click Next to continue

Key Points

You can associate either of three or all three
licenses to the complaint
You can search by License Number or the

Name
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Create New Complaint

Arizona —
Department —
of Housing

Identification Licensee Unit
Information Information Information

Unit Information

he Unit is
New 1

Serial Number

Purchase Date

mm/dd/yyyy

Installation Date

mm/dd/yyyy 2 O

f L _:\

‘ il

Mobile Home

Manufactured Home

FBe
Park Model

Other Recreational Vehicle

Hriva

—

1. Populate the Unit Information
2. Select Unit Type from the dropdown list and

click Next

C&xright © 2021 state of Arizona Licensing /

Department - All rights reserved.

N j

e If you have selected a Unit Type that is not

eligible to file a complaint, you will see this note:
‘This department does not regulate. If you have
made an error please go back and select the
correct Unit Type’

e Consumer will be eligible raise a complaint after
one year from the unit’s date of purchase or

installation (whichever date is later)

N j
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Create New Complaint

Department

of Housing
1. Click Upload Files and upload supported
Upload Files
documents
2. Click Next

Any emails/documents to support
your claims

Upload Files

If Seller, upload the listing

agreement .
Key Points
1

View Files

2

Back Save and Exit

Uploading the Purchase Agreement/Contract
and/or Addendum/ Change Order document(s) is

mandatory.

Privacy Policy

ppyright © 2021 State of Arizona Licensing k j
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Create New Complaint

Department
of Housing
1. Describe your issue in the Issue Description

field
Complaint 2. Click Add Issue if you want to register another
Details complaint/issue individually
3. Click Next

List issues with the home or
building numerically and please
write legibly. Provide a brief
description of the issue(s).

N j

storylines. .
Key Points
Serial Ngd. Issue Description |Remove

k No key points.

2 Add Issue
Back Save and Exit

3

DO NOT provide Ienglhy

Privacy Policy
Copyright © 2021 State of Arizona Licensing

Department - All rights reserved. k j
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Create New Complaint

1

Arizona
Department
of Housing

Consumer
Complaint

Identification Licensee Unit
Information Information Information

Acknowledgement

ereby give my permission to send
a copy of this complaint to the licensee(s)
involved, and if this office verifies my
complaint, | agree to allow the licensee(s)
to make appropriate corrections. By
entering my name below | am
authorizing the Department to receive
my formal complaint and consider it as a

2form of my signature

Name

3

izai; -

—

1. Check the Acknowledgement box
2. Enter your name in the space provided

3. Click Submit to file the complaint

Key Points

No key points.
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Create New Complaint

Department

of Housing
You'll be redirected to the dashboard, scroll down

to find the filed complaint under the Submitted

tile.

N j

Submitted ¥ Key Points

No key points.

5

Unsubmitted
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Consumer Complaints
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Consumer Complaints

Arizona
Department
of Housing

aa 8

Dashboard Licenses

) O

Permits Inspections

© 12
Plan Review Certificates
and Labels

O] O

Purchase
Complaints History
and Appeals

~— R

1.
2.

-

Click the toggle menu

Click the Complaints and Appeals tab

)

No key points.
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Consumer Complaints

Arizona
Department
of Housing

N

My Complaints.

My Complaints

Consumer Complaints

Click on Consumer Complaint
below.

—

Click the Consumer Complaint button.

I Consumer Complaints I

Investigative Complaints

Investigative Complaints.

Investigative Complaints

Raise an Appeal

Raise an Appeal.

Raise an Appeal

-

)

No key points.
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Consumer Complaints

Department —
of Housing

00001060 Click on the Action icon and select View from the

list.

Dealer License
LA-87041

Installer License

Manufacturer
License

C lai tN
ORIPIS AR RATS Hardik jain \ j

LA-11598

Unit Serial Number

2124434324 Key Points
Status z . .
Submitted The consumer can perform following actions from
this page:
. , . Vi
-
* Respond

Respond

* Request 5-day extension

Privacy Policy K j
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Consumer Complaints

@ Arizona /—w

Department rom—
of Housing

e —— S You will be navigated to the complaint application

Infi ti Inf ti Inf ti . . . .
nrormation  nformation  nformation that was filed. To review the details for all the fields,

you will need to be in view mode.
Licensee
Information You can switch between the sections by clicking on

the page title.

Manufacturer License

Search by license number or Search By K j
Manufacturer Name

) La-ns98 :
Key Points
License

LA-11598

No key points.

Dealer License

Search by license number or Search By
Dealer Name

B La-87041

License

LA-87041
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Consumer Complaints

~— R

When you click on the Respond button, you will be

navigated to a new page to submit your response.

Show 10 v entries

Showing 1to10of1
entries

N J

No key points.
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Consumer Complaints

Complaint Response

Issue Response |Upload Action U

‘ Upload Files | D

1

3 U Add more response ]

o ()

BN eiucion:

-

File your response by describing your issue in
the Issue Response field

Click the Upload Files button to upload
supported documents, if any

You can add fields by clicking Add more
response

Click Submit to send the response

)

No key points.
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Arizona
Department

of Housing

This Concludes the AZ MHBD Mobile Portal User Guide

THANK YOU
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