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Login & Registration




Login

1. Enter Username and Password

Arizona
@ Department Notify Dept. of Park Status Change LTA Petition Login
of Housing

2. Click the Log In button
3. If you want to register, click the Register Here

button

Login Here

* Username

Username

* Password

Password k

Forgot password?

Don't have an Account

Register Hel
eg re 3

If you can’t remember your password, click the

Forgot password? link.

Copyright @ Arizona Department of Housing - All rights reserved.




Registration

P Select the Registration Type from the dropdown
grei){a“:nlt:? Search Notify Dept. of Park Status Change LTA Petition Login

list.

Registration

“Registration Type
: Select an Option
il

ROC Contractor K

Homeowner

Relocation Tenant

)
=z

Acting Agent
*Email Address *Mobile Phone Number
| consent to receive notifications from the Department of Housing and Th e fo | IOWl n g aret h e Reg| strat | on Types :

Manufactured Buildings by Email and SMS.

e ——— Already have an Account — [ ] ROC CO ntra Ctor

signin e Homeowner

e Tenant

® Acting Agent




Registration

1. Populate required details

Arizona
@ Department Notify Dept. of Park Status Change LTA Patition LogIn
of Housing

2. Check the attestation box

3. Click Submit
Registration

ﬁuauon Type Company Name
MHBD Licensee Search...

*Now Company

Test Company

*First Name liddle Name \ j

Prakruthi

*Last Name * Date of Birth (MM/DD/YYYY)
Kairamkonda Feb 1, 1986

“Email Address *Mobile Phone Number
rakruthiemail+MHDC@gmail.c (888) 888-8888

* ~| | consent to receive notifications from the Department of Housing and
Manufactured Bulldings by Email and SMS.

“ you need to provide the company name. You can

either search the company name from the existing

If you select MHBD Licensee and ROC Contractor,

= Already have an Account —

= list or enter the company name manually.

If you select Tenant, you need to enter a Space

Copyright @ Arizona Department of Housing - All rights reserved

Number and Park Name.

N /




Registration

No instructions.

Arizona
@ Department Search Notify Dept. of Park Status Change LTA Petition Log in
of Housing

Registration Completed

Thank you for registration. A welcome email has been sent to your
email address. Please activate your account by clicking on
confirmation link from welcome email.

« Back to Login

Upon clicking the Submit button, the system will

display a success message on the screen.

Copyright @ Arizona Department of Housing - All rights reserved.




Registration

You will receive an account set up email to your

= M Gmail Search mail ® @ Mm ‘

= B 0 ®© 8 0@ & 3 [ 101108 < B

registered email address. Click on the link to go to

Inbox
e Sandbox: MHBD Portal Account Setup D liboxx = the Change Your Password page.

Snoozed . ,
Arizona MHD az-mhbd@mixb2Zb.com yig jkdnxv1kxpun.19-fofoeas.cs24 bnc sandbox.salesforce.com 6:52 PM (0 minutes ago) ﬁ “

Sent to prakruthi kalramkondas 777@mtxb2b com -

Drafts Hi Jehn

AIPAC 3 Welcome to the Manufacturing Housing and Building Division portal. Your account has been created. The Department highly recommends you keep your login

security purposes.
Allegheny

T7T@mY
Appreciations T7i@mixb2b.com

Articulate y
hitps:l/azoa-arizonahousing,cs24 force, comMHD/login?c=08457Ds0HmM30UL_SJ_viFoa7GZFZNICYmmEYBOdIH7oUseR2 TImFVEB4IQRQA 19X 2eSccCdeHzISQDGS
AZ MHBD I X3fLoJVE2SHaTMUABTNOKOWZbNUJFKiNibndLwKz UxXyRUM1I 260b2JzDC500843n69Z84SQySENveoiK4h6tRikveQkzuALETZ40v3UVZ wmphNkm_WoQraDoEyNAFA%IDH3D

B AZ MHBD Survey resp.

P 9 9 8 POV E %O

‘

CE Team

CUIAB

From HR

Arizona

Department

HoFe of Housing No key points.

Intake request 2 Housing and Division
1110 W. Washington Strest, Suite 280

Internal App Phosnix, AZ 85007

Main Office; 602-771-1000

weew.azhousing 9oy

G-Comments

Internet

lowa
This transmission may comtain ii that is pavil ial and‘/or exempt from disclosure under applicable law. If you are not the infended recipient, you are hereby nofified that any disclosure,

IT Support copylng, distribution, or use of the infc i herein any rellance therecn) is strictly prohibited, If you receive this in enor, please ly contact the sender and
destroy the material in ils entirety, whether in electronic or hard copy format.

Jim Haurylko

b=~ Ranlby e Rarhe all A Earward

= B User Guide Tem...pptx ~ Show all




Registration

—

1. Enter a New Password and confirm

2. Click the Change Password button

salesforce

Key Points

Make sure the password meets the given criteria.

Passwort was ke changed on 11/2/2021, 622 AM




Login

Arizona 1.  Come back to login page and enter your
@ h}g}p:r“ll:n:: Search Notify Dept. of Park Status Change LTA Petition Login

Username and Password

2. Click the Log In button

Login Here

* Username

Username

* Password

Password 1 k

Forgot password?
»r
“ |

Don't have an Account

-
Register Here Z

No key points.

Copyright @ Arizona Department of Housing - All rights reserved.




General Search (Licenses, Permits, Certificates & Labels)

1



Search License

Arizona
@ Department
of Housing

|avaseript:void(0)

1 Notify Dept. of Park Status Change

‘ License
Permit
Certificate

Login Here

Label

*Usernama

Username

* Password

Password

Forgot password?

Don't have an Account

Register Here

Copyright @ Arizona Department of Housing - All rights reserved.

LTA Petition

Login

1.
2.

Click on Search from the navigation bar

Select the Licenses tab

You do not need to log in to the portal to
access the functionalities on the top menu
bar

Both the authenticated and unauthenticated
users can access this search functionality for
validating license, permit, and certificate

information on the portal

12



Search Licences

Arizona
Deparmment
of Housing

Search Licenses

Search

1

Notify Dept. of Park Status Change

License Type

Select an Option

City

Search By Company Name

License Classification
Select an Option

County

Show only Valid
tveld

Search By Salesperson

Search By Qualifying Party

Select a license type to Initiate search

LTA Petition Login

¢ Reset Filter

2

I

1. Search License by Type, Classification,
Salesperson City, County, and Qualifying Party
(these values can act as filters)

2. Click on the Reset Filter button to start the

search over again

Key Points

No key points.

13



Search License

Arizona
Department
of Housing

Search Licenses

ﬂlcense Type

|| select an Option

Manufacturer
Dealer

Salesperson

\

License Classification
Select an Option

County

Show only Valid
Invalk

Select a license type to initiate search

Notify Dept. of Park Status Change

Search By Salesperson

Search By Qualifying Party

LTA Petition Log in

¢ ResetFilter

Click on the License Type and select a value from

the drop-down list.

Key Points

No key points.

14



Search License

Arizona
Department
of Housing

Search Licenses

Search Notify Dept. of Park Status Change

LTA Petition Log In

(Ll_cense Type

! Manufacturer

License Classification

Select an Option

County Search By Qualifying Party

\

City

Search By Company Name

Show only Valid (,
Invaid

Show 10 v entries 1

License Number License Type  Principal Place

Qualifying Party Of Business

3

When you select a License Type, related
licenses will show up as search results
Narrow-down the search results by applying
other filters

User the Local Search bar to search for a
specific License Number

Toggle the Show only Valid button to display

valid licenses

)

Search..

Date l:slllﬂ Company Name Status

Branch
Address

Manufactur
er

LA-44794 Angie NA Davis 7777 Forest Lane, Dallas, Texas, 75230, USA

Manufactur

or event one, chicago, Alabama, 60630, USA

LA-48323 ManQfacti Challo, Yuma, Arizona, 87678, USA
er

Manufactur
er

LA-33555 JU Kumar Kumar Lyndon B Johnson Freeway, Dallas, Texas, 75241, USA

ABCD ABCD Manufactur A
LA-87575 homeless, LA, Arizona, 12345, USA
ABCD er

02/03/202
2

01/n/2022

01/04/202
2

01/03/202 Invalid(Non-

2 Renewed)

01/03/202 Invalid(Non-

2 Renewed)

~

Key Points

The all the fields and the search result
columns will be the same for all the license
types except for salesperson

When a salesperson is selected you can find
Search By Salesperson, City, County, and
Employing Dealer Of Record fields

15



Search License

Phone Number of Record : 2222222222
# of Complaints Closed :
Bond Number :

Bond Type :

License Details

# of Complaints Received :

Bonding Company :
Bond Amount :

License Classification Scope :

— R

Click the License Number to view the License

Details.

No key points.
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Search License

Show 10 v entries

Branch Name 7, Street Ty

L-2766 cababi
Challo

Showing 1to 2 of 2 entries

Address Details

City 4 State Ty

phoenix Arizona

Arizona

Search...

Country % Zip Code Ty

United States 54454

United States 98790

Previous - Next

Click the Branch Address icon to view the Address

Details.

W

3\

No key points.

17



Search Permits

Arizona
@ Department Notify Dept. of Park Status Change LTA Petition LogIn
of Housing

License
Permit

Certificate

Login Here

Label

*Username

Username

*Password

Password

Forgot password?

Don't have an Account

Register Here

[avasRrrintuniAlnl Copyright @ Arizona Department of Housing - All rights reserved.

1. Click on Search from the navigation bar

2. Select the Permits tab

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

permits issued by the department.

18



Search Permits

Arizoma
Department
of Housing

Search Permits 1

Search Notify Dept. of Park Status Change LTA Petition Log In

Permit Number
|| P-0000304

Permit Type Permit Status

Select an Option Select an Option

Show 10 v entries

Permit Number 7, Site Address

3

Owner Name Permit Type T,

v Reset Search ¢

Search..,

Date of Explration % Date issued T Inspections

P-0000304 Aguila Arizona United States

LA-78440 Janson Factory Bulilt Building Installation Permit

04/11/2022 10/11/2021 m

Showing 1to 1 of 1 entries

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

2. Search the Permits record by Owner by
entering Owner value in the field

3. The permit record(s) you have searched will

be will displayed as search results

Key Points

No key points.

19



Search Permits

Click Permit Type and select a value from the

Arizona
@ Department Search Notify Dept. of Park Status Change LTA Petition Log In
of Housing

drop-down list. All the permit records related to the

Search Permits

selected Permit Type will be displayed as search

Permit Number Permit Type Permit Status

, Select an Option Select an Option v Reset Search & resu Its_

Manufactured Home Installation Permit

Show 10 v entries Factory Built Building Installation Permit Search..,

Permit Number Special Use Installation Permit Date of Expiration Date Issued
P Site Address b $ s +
Rehabilitation Permit

Inspections

Factory Built Building Installation 08/09/2022 02/09/202

FBB22-01074 tttt Overland Park Alabama United States 20755 AP Singh %
Permit 2

Dev Adh M. factured H Installati 02/08/202
22-1042 ytdyt Ajo Arizona United States 6546346 v Adhoc i = 08/08/2022 hed
Support Permit 2

Key Points

Manufactured Home Installation 02/08/202
34rd mm street Ajo Arizona United States 243434343 Lemark Affy st 08/08/2022 »

The general public will have the ability to visit the

02/08/202

FBB22-01074 tttt Overland Park Alabama United States 20755 Lemark Affy Rehabilitation Permit 08/08/2022 2

portal and search for permits that are available or

issued by the department.

Factory Built Building Installati 02/08/202
actory Bul uilding Installation 08/08/2022 /08/

FBB22-01073 tttt Overland Park Alabama United States 20755 AP Singh Permit 2
rme

45 Overlea Boulevard East York Toronto Ontario Canada N
FBB22-01073 676767 RPID RPID [CU] Rehabilitation Permit 02/07/2022

-l o

20




Search Permits

Department Search Notify Dept. of Park Status Change LTA Petition Login
of Housing

@ e 1. Click on Permit Status and select a value from

the drop-down list

Search Permits 1 2

2. Click the Reset Search button to restart search

Permit Number Permit Type Permit Status

Select an Option Select an Option v J process

Suspended
Show 10 v entries Search..,

Closed Out

Pormit ':‘""b" Site Address Owner Name Permit Tyg Datsor E:pl"um Peteissueq Inspections
3 Expired b T

ISA Reporting in

Fact | 02/09/202
aclny. process p8/09/2022 109/

Permit \ 2
Doniod

Dev Adhoc Manufactured Home Installation 08/08/2022 02/08/202
Support Permit 2

FBB22-01074 tttt Overland Park Alabama United States 20755 AP Singh

ytdyt Ajo Arizona United States 6546346

Key Points

Manufactured Home Installation 02/08/202
34rd mm street Ajo Arizona United States 243434343 Lemark Affy Parmit od = 08/08/2022 5 /08/

No key points.

02/08/202

FBB22-01074 tttt Overland Park Alabama United States 20755 Lemark Affy Rehabilitation Permit 08/08/2022 2

Factory Built Building installation 08/08/2022 02/08/202

FBB22-01073 tttt Overland Park Alabama United States 20755 AP Singh ¥
Permit 2

45 Overlea Boulevard,East York Toronto Ontario Canada
FBB22-01073 6767\;7 T . Y RPID RPID [CU] Rehabilitation Permit 02/07/2022

21




Search Permits

Permit Number : FBB22-01074
Year of Manufacture :
Date of Expiration : 2022-08-09

Installer : Pamela White

SCOPE OF WORK

Permit Details

Serial Number: 2 2

Manufacturer : 1
Dealer :

Installation Site Address : tttt Overland Park
Alabama United States 20755

No Scope Of Work

— R

1. Click the Permit Number
2. A permit details pop-up window will appear
on the screen to view the permit details

including Scope of Work

No key points.

22



Search Permits

Show 10 v entries

Inspection
Number

00000950

0000091

00000900

00000787

Showing 1to 4 of 4 entries

Inspection Details

Status

9/22/2021 Unsubmitted

9/20/2021

9/22/2021

9/16/2021

Search...

Certificate Of
Occupancy
Issued

No

1. Click on the Details button under the
Inspections column to view Inspection Details
2. Click on the Reports icon to view reports that

are generated as part of the inspection

No key points.

23



Search Certificate

Arizona
Department
of Housing

| javasaript:void(0)

1 Notify Dept. of Park Status Change LTA Petition

License
Permit
Certificate

Login Here

* Username

Username

* Password

Password

Forgot password?

Don't have an Account

Register Here

Copyright @ Arizona Department of Housing - All rights reserved

Login

1. Click on the Search tab

2. Select Certificates

The general 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

1. Search for the certificates using any of the

Arizona
Department Notify Dept. of Park Status Change LTA Petition Login
of Housing

fields from the gray shaded box

Search Certificates

2. Toggle the Show only Valid button to show

™
Certificate Number Company Name Qualifying Party Certificate Type on Iy va I |d ce rtiﬁcates
:\ Select an thl}on v |

Zip/Postal Code Installation Certificate - Residential Use

Show only Valid A Instaliation Certificate - FBB Commercial

Use

Modular Manufacturer Certificate

S& 10 v/ entries Reconstruction Certificate }arch .

Certificate Number 7 Certificate Type Company Name License Number Date Issued T

AZR-002918 Reconstruction Certificate Test enw LA-87575 02/07/2022

Key Points

AZM-002917 Modular Manufacturer Certificate Test enw LA-87575 02/07/2022

AZI-002916 Installation Certificate - FBB Commercial Use Test enw 02/07/2022 .
No key points.
AZI-002915 Instaliation Certificate - Residential Use Test enw 02/07/2022
AZ|-002913 Installation Certificate - Residential Use ABC XYZ LA-73715 01/24/2022
AZI-002912 Installation Certificate - Residential Use ABC XYZ 01/24/2022

AZI-002911 Installation Certificate - FBB Commercial Use Star Wars Limited LA-91676 01/24/2022

AZI-002910 Instaliation Certificate - FBB Commercial Use Star Wars Limited LA-91676 01/24/2022

25




Search Certificate

Certificate Details

Unit Serial Number: 1212 Roof Load: 19098
Wind Load: 2898 Floor Load: 97678
Size: 100 X 289 Date of Manufacture: 2022-02-02

Occupancy Type: IBC Coded Occupancy Types

SCOPE OF WORK

No Scope Of Work

— R

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

pop-up on the screen

No key points.

26



Search Labels

Arizona
Department
of Housing

Javascript:void(0)

1 Notify Dept. of Park Status Change LTA Petition Log In

License

Permit

Login Here

* Username

Username

* Password

Password

Forgot password?

Don't have an Account

Register Here

Copyright @ Arizona Department of Housing - All rights reserved.

1. Click on the Search tab
2. Select Labels

The general 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

Arizona
Department
of Tousing

Search Labels

1

Search Notify Dept. of Park Status Change LTA Petition LogIn

2

Label Number

Manufacturer Name

Serial Number

¢ Reset Search

Date of Manufacture
Show only Valid (\;
Valle

Show 10 v entries

Label Number 1;

LA-000035

LA-00034

LA-00033

LA-00032

LA-00031

LA-00030

LA-000029

LA-000028

Home
Manufacturer

Avengers

Pinnacle Constructions

Pinnacle Constructions

Pinnacie Constructions

Avengers

Home Serial Number 17

Request
Date of Manufacture 1 Verification
Letter

Request Verification Letter
Request Verification Letter

l Request Verification Letter l 3

Request Verification Letter

Request Verification Letter

Request Verification Letter

Request Verification Letter

Request Verification Letter

1. Search for Labels using the filters
2. Toggle the Show only Valid button to show
only valid certificates

3. Click Request Verification Letter button

Key Points

The public or users have the ability to request a

verification letter.

28



Search Labels

Request Verification Letter

*Emall Address

— R

1. Enter the Email Address
2. Click Save

e The 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

8

Arizona
rement
of Housing

ing.cs24 force.com/MHD/sfpark

Login Here

*Username

Username

*Password

Password

Forgot password?

Don't have an Account

Register Here

Copyright @ Arizona Department of Housing - All rights reserved.

. Notify Dept. of Park Status Change l

LTA Petition

LogIn

A

Click the Notify Department of Park Status Change

button from the top navigation bar.

The park owner will have the ability to notify the

department about the park closing from this page.

31



Park Status Change

1. Populate all the details in the form

Arizona
@ Department Notify Dept. of Park Status Change LTA Petition Login
of Housing

2. Click on the Submit button

Notify Department of Park Closure or Redevelopment/ Age Restrictions Change

Please enter details in the fields below.
* Indicates Required Fields

* Park Owner's Name *Phone Number

*Emall Address *Park Name

Search Address

Apartment Number *Street Address

Enter Apartment Number

*City *State

Key Points

Arizona

“County Country
Select County United States

e Once the request is submitted, MHBD Staff

*Zip code *Park Closure Effective Date

will receive the Park Closure request and the

* Type of Notification

Select Type of Notification B Park Owner/Tenant will receive an email

| °'Jm | 2 asking him/her to send their details in a CSV

format only

e Once the Tenant details are uploaded in the

system, the tenant will receive an email

N j
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Licenses
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Licenses

Adtioni 1. Click the Licenses tab from the toggle menu

Department Search Manage Users My Profile Logout
of Housing

bar

88 Dashboard

Manage License Applications 2

e the 2l icense : 5
e Licenses 1 Use the Quicklinks below to Apply for New Licenses or Manage Existing Licenses.

Click New Application

Permits . . " . e .
New Application o Withdraw Application Request Administrative
Click on New Application below to Apply. Request to withdraw a submitted application that Changes

Inspections Complete the Application to the best of your has not been approved RecpestAdimin Changes:
ability for Approval

Plan Review
New Application Withdraw Application Request Admin Changes

Certificates and
Labels

Complaints and

Appeals All License(s) All Application(s) <" Submit Sales Report

View All Application(s)

Audits

Key Points

View All License(s) View All Application(s) Submit Sales Report

Purchase History

You can also perform the below tasks from this

Acknowledgement

Revise Past Sales Report

page:

Revise Past Sales Report

e Withdraw Application

e Request Admin Changes

e View All Licenses
o Toggle
e View All Applications

34




Licenses

Arizona
Department
of Housing

New Licensing Application

License Type

Manufacturer

Manufacturer

Installer

Dealer

Search

Manage Users

My Profile

Logout

I

Select License Type from the drop-down list.

N j

License Types available are:

e Manufacturer
e Installer

® Dealer

35



Licenses

I

Ariaonia Select Classification from the drop-down list.

@ Department Search Manage Users My Profile Logout
of Housing

New Licensing Application

Manufacturer

Select Classification ...

M-3A

N j

No key points.
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Licenses - Agency Disclosure

Arizona
Department
of Housing

Manufacturer Application

a Section A - Agency Disclosures
) Section B - Identification

(; ) Section C - Qualifying Party
Section D - Arizona Statutory Agent

{5) Section E - Official Personnel
Section F - Questions
Document Upload
Section G - Signature Page

) Pay and Submit

2

Search Manage Users My Profile Logout

Section A - Agency Disclosures

1 & Please note
Required Agency Disclosure for all the Applicangs

Click the Required Agency Disclosure for all
the Applicants’ and read the disclosure
Check the attestation box

Click Next

* « |(we) hereby agres 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,

Are you actlve duty military?! © Are you a veteran? @

Are you the spouse of an active duty military indlvidual? @ Are you the spouse of a veteran? @

Back ‘l

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

)

37



Licenses - Identification

Arizona
Department
of Housing

Manufacturer Application

o Section A - Agency Disclosures
Section B - Identification
Section C - Qualifying Party
Section D - Arizona Statutory Agent

) Section E - Official Personnel

Section F - Questions
Document Upload
Section G - Signature Page

(s ) Pay and Submit

Section B - Identification

Business Name

Apex

Business Phone

(888) 888-8888

Emall Address

prakruthi.kairamkonda+777@mtxb2b.com

Search

Manage Users

My Profile

Logout

ﬂulng Business As

‘ Individual

Partnership
Limited Partnership

Corporation

\ Limited Liability Company

Address Search

* Street Address
XYZ

Sulte/Apt Number

*city
Pheonix

Select the “Doing Business As” from the list.

Key Points

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

e Fields marked with * are mandatory

38



Licenses - Identification

Arizona
Department
of Housing

Search

Manage Users My Profile Logout

/( ........

*Street Address
XYZ

Suite/Apt Number

*city
Pheonix

* State/Province

Arizona

* Zip/Postal Code
85018

* County/Borough/Parish
Apache County

*Country
United States

Mailing Address

! [ ~ Same as Principal Place of Busmes:]

Branch Addresses

Branch Name Street Address

No records found

State/Province

Zip/Postal Code

County/Borough/Parish

3 Add an address

Area Code/Phone Number Action

e (e

I

Enter the Principal Place of Business

Check the box if your mailing address is the
same as the address of the Principal Place of
Business to auto-populate the information
Click the Add an address button to add a
branch address

Click Next

)

At any stage, you can Save and Exit the
application

The pending application can be found in the
Unsubmitted tile on the Dashboard

You can go back to the previous page by

clicking the Back button.
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Licenses - Qualifying Party

Department Search Manage Users My Profile Logout
of Housing

@ Pe— 1. Read the note
2. Select the Qualifying Party from the

drop-down list
Manufacturer Application

Section A - Agency Disclosures

Section B - Identification

I Please note:

Section C.= Qualifying Party Provide details of Qualifying Party, The Qualifying Party must reside in the same State that is isted as the principal place of business on

the anplication

Section D - Arizona Statutory Agent

Section E - Official Personnel f * Qualitying Party Is \

Section F - Questions

Key Points

Document Upload Partner

Corporate Officer

Employee No key points.

Member

Section G - Signature Page

Pay and Submit

Managing Member

Search Contact

*First Name *Middle Name ©

* Last Name

40




Licenses - Qualifying Party

Arizona
Department
of Housing
{ :l'l Document Upload

:vgll Section G - Signature Page

(9) Pay and Submit

Search

Manage Users

Please ensure to put in the complete name, year of birth and zip code for searching an approved contact from the system.

Full Name
Test1K
Date of Birth
2ip Code
80050

Search Contact

* First Name

Test

*Last Name

K

‘DateofBirth ...

| Feb 41981

Search Address

“Street Address
XYZ

*City
NM

QW

*Middie Name ©

Test

*Email

prakruthiemailéegmail.com

Sulte/Apt Number

*Zip/Postal Code

* Area Code/Phone Number

N

My Profile

Logout

1.
2.

Populate all the required information

Click Next

Key Points

The qualifying party's address must be
located in the same state in which the
principal place of business is located

Fields with * are mandatory




Licenses - Statutory Agent

Arizona
Department
of Housing

Search

Manufacturer Application

@ sectiona-

o Section B -
o Section C -

Section D -
Section E -

Section F -

Agency Disclosures § §
Section D - Arizona Statutory Agent

Identification
* Statutory Agent

Qualifying Party il

Manage Users

My Profile

Logout

Arizona Statutory Agent
Company
Official Personnel

Questions

Document Upload

Section G -

Signature Page

Pay and Submit

I

Select the Statutory Agent from the list. The agent

can be an individual or a company.

Key Points

No key points.
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Licenses - Statutory Agent

I

@ Aciaona 1. If the Statutory Agent is an individual, provide

Department Search Manage Users My Profile Logout
of Housing

7 / \ the Agent Full Name and Mailing Address

First Name

o Section D - Arizona Statutory Agent

e 2. Click Next

(5) section E - Official Personnel Middle Name

(6) Section F - Questions
*Last Name

Z: Document Upload K

* Area Code/Phone Number
Section G - Signature Page (808) 888-8888

Pay and Submit *Email Address

prakruthiemail@gmail.com
Mailing Address k j

Search Address

Key Points

*Street Address

XYz

Sulte/Apt Number

If the Statutory Agent is a Company, provide

*City

NM Company name and Mailing Address.

* State/Province

Arizona

*Zip/Postal Code
80050
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icenses - Official Personnel

Arizona
Department
of Housing

Manufacturer Application

o
o
o
©

Section A - Agency Disclosures

Section B - Identification

Section C - Qualifying Party

Section D - Arizona Statutory Agent

Section E - Official Personnel

Section F - Questions

Document Upload

Section G - Signature Page

Pay and Submit

Search Manage Users My Profile Logout

Section E - Official Personnel

0 Please note:

« The Personnel of Applicant shall include: the qualifying party in all instances: if an individual, the individual applying; if a partnership.
all partners of the partnership; If 2 corporation, the president, vice president, secretary, and treasurer; if a limited liablility company, all
members and managing members; in a limited partnership, all general partners and limited partners

If the Applicant is a tiered entity, additional information will be required. A Tiered Entity Is an entity that is owned or operated by
another entity. For example, if "ABC Homes LLC", is owned or operated by "ABC Homes Corporation”, “ABC Homes LLC™ would be
considered a Tiered Entity. In this instance, the Qualifying Party's information is required to appear in Section D of the application
along with the name, physical address, and phone number of ABC Homes Corporation. In addition, the first name, middle name, and
last name of the President of ABC Homes Corporation and his information (DOB, residence address and residence phone number) is
\ requirad to appear in Section D, Both the Qualifying Party for the applicant and the President of ABC Homes Corporation would be
4t e Lk i L Ll

J

« Please contact our Licensing Department at (602) 364-1094 if you require additional assistance.

*Add Personnel

First Name Middie Name Zip/Postal Code Phone Number

No records found

1. Readthe note
2. Click the Add Contact button

Key Points

If you require additional assistance filling out the
official personnel section, please contact AZ MHBD

Licensing Department at (602) 364-1094.
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Licenses - Official Personnel

1. Enter New Contact details

2. Click Save

New Contact

Search Contact

Please ensure to put in the complete name, year of birth and zip code for searching an approved contact
from the system

Full Name \

Test1K

Date of Birth
Feb 4,1982

Zip Code \

80050 1

V‘IJ

\ |
First Name *Middle Name ©

Test Test

Last Name *Title/Position
K e ECeuon No key points.

Date of Birth * Street Address

Feb 3, 1965




Licenses - Questions

Arizona
Department
of Housing

Manufacturer Application

o
o
]
o

Section A - Agency Disclosures

Section B - Identification

Section C - Qualifying Party

Section D - Arizona Statutory Agent

Section E - Official Personnel

Section F - Questions

Document Upload

Section G - Signature Page

Pay and Submit

Manage Users My Profile Logout

Section E - Official Personnel

’ Please note:
« The Personnel of Applicant shall include: the qualifying party in all instances; if an individual, the individual applying; if a partnership,
all partners of the partnership; if a corporation, the president, vice president, secretary, and treasurer; if a limited liability company, all
members and managing members; in a limited partnership, all general partners and limited partners

If the Applicant is a tiered entity, additional information will be required. A Tiered Entity is an entity that is owned or operated by
another entity. For example, if "ABC Homes LLC", is owned or operated by "ABC Homes Corporation®, "ABC Homes LLC" would be
considered a Tiered Entity. In this instance, the Qualifying Party's information is required to appear in Section D of the application
along with the name, physical address, and phone number of ABC Homes Corporation. In addition, the first name, middie name, and
last name of the President of ABC Homes Corporation and his information (DOB, residence address and residence phone number) is
required to 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 if you require additiona! assistance.

*Add Personnel Add a Contact

First Name Zip/Postal Code Phone Number Action

85018 (888) 888-8889

2.

If you want to editor delete a contact click the
Edit or Delete icons

After adding contacts, click Next

Key Points

You can add as many contacts as needed.
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Licenses - Questions

Arizona 1. Read the teXt

Department Manage Users My Profile Logout
of Housing

2. If your answer is ‘Yes’ to ‘Has any person

Section A - Agency Disclosures

Section F - Questions described above been affiliated with any

Section B - Identification

business license issued by any state?’, you will

, Please note:
For purposas of the questions below, "person” means an applicant, an individual, a qualifying party, any partner of a partnership, any

general partner of a limited partnership, any corporate officer of a corporation, or managing member of an LLC have to enter addltlonal mandatory detaI|S. If

Section C - Qualifying Party 1

Section D - Arizona Statutory Agent

Saciion - Cmcial Passoniial ik iy i deoslbod wbove o b iy buetani Rosrion e by iy isiad your answer is ‘No’ there will not be any

No

Section F - Questions action

Has any person described above acted In the capacity of Qualifying Party In this or any other state?

Yes
Document Upload K J

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

Section G - Signature Page

Has any person describad above within one year prior to date of the application. had a license refused or revoked?

Pay and Submit i| ves

Key Points

Note: Upload necessary documentation to support your response on the Documents Upload step, (Documentation should include coples of any administrative

actions, and the final dispositions of those actions)

Has any person described above been arrested 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, .
it ation o5 dacelts No key points.

No

Are all parties, listed under Section D abave, citizens of the United States? O
No

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

o | I N
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Licenses - Questions

o If you select No for the next three questions, there

Department Manage Users My Profile Logout
of Housing

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

Section A - Agency Disclosures A . .
Section F - Questions to upload supported documents in the Documents
Section B - Identification

& Please note. Upload section outlined in the next step.

Section C.- Qualifying Patty For purposas of the questions below, "person” means an applicant, an individual, a qualifying party, any partner of a partnership, any

general partner of a limited partnership, any corporate officer of a corporation, or managing member of an LLC

Section D - Arizona Statutory Agent

Section E - Official Personnel Has any person described above been affiflated with any business license issued by any state?
No

Section F - Questions
Has any person described above acted In the capacity of Qualifying Party In this or any other state?

Yes
Document Upload

Note: Upload necessary documentation to support your response on the Documents Upload step
Section G - Signature Page

Has any person describad above within one year prior to date of the application. had a license refused or revoked?

Pay and Submit i| ves

Key Points

Note: Upload necessary documentation to support your response on the Documents Upload step, (Documentation should include coples of any administrative

actions, and the final dispositions of those actions)

Has any person described above been arrested 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, .
it ation o5 dacelts No key points.

No

Are all parties, listed under Section D abave, citizens of the United States? O
No

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 )

o | I N
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Licenses - Questions

Arizona

@ Department
of Housing

0 Section A - Agency Disclosures

Section B - Identification
Section C - Qualifying Party
Section D - Arizona Statutory Agent
Section E - Official Personnel
Section F - Questions
Document Upload
Section G - Signature Page

Pay and Submit

Manage Users My Profile Logout

Section F - Questions

& Please note:
For purposas of the questions below, "person” means an applicant, an individual, a qualifying party, any partner of a partnership, any
general partner of a limited partnership, any corporate officer of a corporation, or managing member of an LLC

Has any person described above been affiliated with any business license issued by any state?

No

Has any person described above acted In the capacity of Qualifying Party In this or any other state?

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

Has any person describad above within one year prior to date of the application. had a license refused or revoked?

1. If you select No, to “Are all parties, listed under
Section D above, citizens of the United States?”,
provide written documentation identifying the
country of which you are a citizen and
documentation to demonstrate your legal right to
live and work in the United States in the
Documents Upload section

2. Click Next

i| ves

Note: Upload necessary documentation to support your response on the Documents Upload step. (Documentation should include coples of any administrative

actions, and the final dispositions of those actions)

Has any person described above been arrested 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.
misrepresentation or deceit?

No

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

No

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

= | (i e

Key Points

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.

-
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Licenses - Document Upload

Arizona
@ Department
of Housing
Manufacturer Application

o Section A - Agency Disclosures
Section B - Identification
Section C - Qualifying Party
Section D - Arizona Statutory Agent
Section E - Official Personnel
Section F - Questions
Document Upload
Section G - Signature Page

Pay and Submit

Document Upload

Document Name

Agreement For Conditional License *
Certificate of Qualifying Party -

Pages 1 and 2 of Arizona Statement of Citizenship and Alien Status for State

blelenefits completed by the Qualifying Party stated on the Application *
1

Proof of U.S. citizenship for the Qualifying Party OR Proof that the Qualifying
Party has the ability to live and work in US. *

Refund Policy and Certification Form signed by any person who is listed under
'Official Personnel' section of the application *

License bond or cash bond (D-88 applicant is exempt from bonding requirement)
[One license bond required for the principal place of business and each branch

added] +

Attachment A and the Notice of New License Application Fee Waiver for Income
Qualified Applicants oo -—

Copy of Articles of Organization -~

Upload Action

Manage Users

My Profile Logout

Upload Files

View Files

Upload Files

Upload Files

Upload Files

Upload Files

\3/ Files

View Files

| View Files

View Files

View Files

Cenerate Document

Generate Document

Generate Document

GCenerate Document

Cenerste Document

Click the download icon. Fill the documents
and notarize using an e-signature or sign
manually by taking printouts

Click the Upload Files button and upload
the notarized documents

Click the View Files button to view the

documents

Key Points

For all the documents that would accept an
e-signature, sign electronically and upload
You can upload multiple documents
one-by-one by clicking on Upload Files button

Hover over the i to view the help text
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Licenses- Document Upload

Avaona 1. Scroll down to the bottom of the page and
@ lll}gmlr:‘::r Manage Users My Profile Logout

e click Next if all the documents are notarized

Evidence that the corporation has been granted authority to transact business in Upload Files View Files

the State of Arizona *

and uploaded

Certificate of to Transact Busi in Arizona granted by the Arizona

Upload Fil View Files
Secretary of State's office (if foreign Limited Partnership) * o

2. If you require time to notarize the documents

Proof of serving as a qualifying party in this or any other state *

Upload Files View Files

and will return to the application, click Save

Proof of license refusal/revocation * Upload Files | View Files a nd Exit

Documentation demonstrating your legal right to live and work in the United

Upioad Files | View Files
States * pload File:

Official Personnel /
Qualifying Party

Document Name Upload Action

Key Points

Test Test K of Authori. and Release of vt
for all parties listed under ‘'Official Personnel section of
the application

Upload Files | View Files Generate Document

Statement of Authorization and Release of Information ] = 1
o5 View Files Generate Document k
for all parties Nistad under ‘Officlal Personnet section of | Upload Files No ey pol nts

the application

All parties listed in Section D of the application are required to provide the Department with a fingerprint card in the manner described In the Fingerprinting
Requirements with special attention to item D of the Requirements

Your physical fingerprint card must be mailed to the Department of Housina.

==
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Licenses -

Arizona
Department
of Housing

Manufacturer Application

Section A - Agency Disclosures

Section B - Identification

Section C - Qualifying Party 1
Section D - Arizona Statutory Agent
Section E - Official Personnel
Section F - Questions

Document Upload

Section G - Signature Page

Pay and Submit

Signature Page

Search Manage Users My Profile Logout

Section G - Signature Page

* How many of the individuals listed in Section E previously submitted fingerprints to the Department of Housing in the last 3 years?

1

Document Name Upload Action Uploaded Documents

Signature Page * Upload Files View Files

“_J:y | (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,

o || R | R

1. Enter the number of individuals listed in
Section E previously submitted to the
Department of Housing in the last 3 years

2.  Check the Attestation statement

3.  Click Next to proceed

Key Points

No key points.
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Licenses - Pay and Submit

Arizona
Department
of Housing

Manufacturer Application

o Section A - Agency Disclosures =
Pay and Submit
Section B - Identification

- Product Description
Section C - Qualifying Party

M-9A - Manufacturer of FBBs

Section D - Arizona Statutory Agent Background:Processing Fee

Section E - Official Personnel
Total Fee: $886.00 1

Section F - Questions

Click on Pay button below to make the payment.

=2 2

Document Upload

Section G - Signature Page

Pay and Submit

Search

Quantity
1

Manage Users My Profile Logout

Fee
$864.00

$22.00

| Back | m Back To Home

1. The Total Fee to be paid will be displayed on
the screen
2. Click the Pay button to be directed to the

State of Arizona Checkout Utility page

Key Points

No key points.
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Licenses - Pay and Submit

izona Checkout Utility

(CﬂECKOUT - PAYMENT INFORMATION

“First Name

2 Elsctronic Check

=

Credit Cards jssued by a foreign bank or entity are not an acceptable form of payment due to the system's inability to
oconfirm sacurity measures, As #n alternativo, ploase use a secured or propaid Credit Card issuad by a US entity or
bark.

7

*Credit Card Number

4158262222222221

*Expiration Date

March v, 2024 v

*cwv/csv 4
i

BN eiicions

1.  You will be directed to the Payment
Information page

2. Populate the Payment Information

3. Select the Card Type by checking the radio
button

4. Provide the Card Details

5. Click Continue

Credit cards issued by a foreign bank or entity are
not accepted due to security measures. Use a
secured or prepaid credit card issued by a U.S.

entity or bank.
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Licenses - Pay and Submi

State of Aizona Chackout Ulility

Order Review

Please review your order and ensure tha information balow s comect bafore proceeding.
if you agree with the information as displayed: please click the "Authorize® button to process the payment.

BILLING INFORMATION

Name:

Praksuthi K

Address:

XYZ, NM, AZ, 85018

praxruthismall@gmall com

ACCOUNT INFORMATION

VISA
P oS |

Edt

ORDER INFO

Order No tem Description
1486760879 REHABILIATION PERMIT

Total

Review the order details.

No key points.
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Licenses - Pay and Submit

XYZ, NM, AZ 85018

prakruthiemailgmail com

ACCOUNT INFORMATION

ORDER INFO

Ordaer No Itom Description Total Amount

1466769979 REHABILIATION PERMIT $306.00

Total $306.00

Note:

1 understand that the following amount will be billed to my credd card. My credtt card statement wil show the following merchant names) and amountis! for thes transacton.
Merchant Amount

AZ Dept of Housing $306.00

Tha total amount to be billed to your credit card s $306.00,

Contast Artzona Policies | Capyrigt 221 AZ gov

Scroll down and click Authorize.

Key Points

No key points.
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Licenses - Pay and Submit

Checkout Utility

Receipt

Thank you for your payment. Your paymaent was successful.
Do not close this window. Click the "Continue® button to return to the Agency application,
YOUR PAYMENT IS COMPLETE
Payment is complete. Print this receipt for your records.
Your authorization number is 501689,

Pleasa raferenca this number in any correspondence regarding your transaction. Get the Adobe Acrobat Reader

Download receipt

BILLING INFORMATION

Name:

Prakruthi K

Addreas:

XYZ, NM, AZ, 85018

praxruthiemaildgmall.com

ACCOUNT INFORMATION

You will land on receipt page

1. Click Continue

You can download the receipt by clicking the

Download Receipt button.
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Licenses - Pay and Submit

Once you click Continue, you will be redirected to

Arizona
Department Search Manage Users My Profile Logout
of Housing

Pay and Submit page
1. Click Submit

Manufacturer Application

o Section A - Agency Disclosures =
Pay and Submit

Section B - Identification

Section C - Qualifying Party Thank you! Click on Submit to successfully Submit the application.

Section D - Arizona Statutory Agent m k j

Section E - Official Personnel

Section F - Questions

Key Points

Document Upload

Section G - Signature Page
To view the receipt, click View Receipt.

Pay and Submit
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Dashboard

No instructions.

Arizona
@ Department Search Manage Users My Profile Logout
of Housing

Dashboard
Notification Announcement :

Please check hera for any upcoming announcements from the MHBD
Licenses

Permits Dashboard ¢

Inspections £ Licenses B Permits (& Plan Review R Certificates = Labels O Inspections @ Complaints and Appeals

Plan Review

Certificates and 6 .I 3 0 5

Labels

Approved Rejected/Denied Rejected Denied Submitted
Complaints and

Appeals m n

Audits

Key Points

2

Under Review The new License Application will be submitted, and
[

Purchase History

Acknowledgement

found in the “Submitted” tile on the Licenses

Dashboard.

M Toaale

https:jjazuat-arizonahousing.cs209 force.com/MHD/s/#-6
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License Admin Changes




License Admin Changes

Ay 1. Navigate to the Licenses page
@ Department Search Manage Users My Profile Logout

i 2. Click the Request Admin Changes button

88 Dashboard

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

Permits TR % 5 2 A
1 New Application Withdraw Application - Request Administrative
Click on New Application below to Apply. Request to withdraw a submitted application that Changes
Inspections Complete the Application to the best of your has not been approved
ability for Approval,

Request Admin Changes

Plan Review
New Application Withdraw Application Request Admin Changes

Certificates and
Labels

Complaints and

Appeals All License(s) . All Application(s) Submit Sales Report

View All Application(s).

Key Points

Audits

View All License(s) View All Application(s) Submit Sales Report

Purchase History

No key points.
Acknowledgement
Revise Past Sales Report

Revise Past Sales Report
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License Admin Changes

Arizona
Department
of Housing

Request Admin Changes

Dashboard
License Number License Type Business Name

Licenses
LA-64685 Installer Mhbdd

Permits LA-69203 Manufacturer Mhbdd

Inspections LA-87041 Dealer Mhbdd

Plan Review

Certificates and
Labels

Complaints and
Appeals

Audits
Purchase History

Acknowledgement

M Taqgle
javascriptvoid(0)

Condition

New

New

Late Renewed

Search

Manage Users My Profile Logout

Status

Valid

Valid

Valid

Approval Date

2022-01-26 l

Request Admin Changes
22‘_‘2[ o , ve
my

20211~ pownload Branch License
Download Small License

Download Large License

1. Select the license to make the changes and
click the Action icon

2. Click Request Admin Changes

Key Points

No key points.
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License Admin Changes

Request Admin Changes

o

| Select Change Type =
Deletion of Branch
Email Address
License Classification

Mailing Address

\ Manager or Managing Member of an LLC or New Corporate Officers of a/

Search

Manage Users

My Profile

Logout

BN eiucions

Select the Type of Change from the drop-down list

(selecting ‘Addition of Branch’ in this case).

-

/

Key Points

No key points.
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License Admin Changes

Click Add an address.

Arizona
& Department Search Manage Users My Profile Logout
of Housing

New Addition of Branch Change Application

o Request Change Form

Request Change Form

{ 2_ Document Upload
Branch Addresses Add an address

{3) Payand Submit

Branch Name Street Address State/Province Zip/Postal Code Area Code/Phone Number Action

No records found

Key Points

No key points.
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License Admin Changes

Add New Address

ranch Name

Test Branch 1

Search Address

*Street Address

* Zip/Postal Code
85018

*Aroa Code/Phane Number
(ees) e88-8888

Sulte/Apt Number

* State/Province

Arizona

*County

Apache County

*Country
United States

— R

1. Populate all the details
2. Click Save

No key points.
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License Admin Changes

@ request change Form

2)

3)

Arizona
Department
of Housing

Document Upicad

Pay and Submit

Search

New Addition of Branch Change Application

Request Change Form

Branch Addresses

Branch Name Street Address State/Province Zip/Postal Code County

Test Branch 1 XYz Arizona 85018 Apache County

Manage Users My Profile

Area Code/Phone Number

(888) 88e-5888

Logout

Add an address

Action

BN eiucions

1.

2.

Edit or delete any details by clicking the Edit
or Delete icons

Click Next

No key points.

Key Points
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License Admin Changes

BN eiucions

1. Click Upload Files and upload supported

@ l?é‘r';?mﬂr Search Manage Users My Profile Logout
* documents
2. Click Next

New Addition of Branch Change Application

° Request Change Form
i Document Upload
q Document Upload

2 Upload Uploaded
3) Payand Submit Action Documen ts

1 Upload
Elles

Generate Document

- /

Key Points

No key points.
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License Admin Changes

Arizona
Department Search
of Housing

New Addition of Branch Change Application

° Request Change Form

Pay and Submit

¢ Document Upload

" Product Description Quantity
o Pay and Submit

Request Admin Changes 1

1 Total Fee: $10.00

Click on Pay button below to make the payment.

2 | IE3

Manage Users

My Profile

Logout

BN eiucions

1.
2.

-

The Total Fee will be displayed on the page

Click Pay to proceed with payment process

/

Key Points

No key points.
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License Admin Changes

izona Checkout Utility

(CﬂECKOUT - PAYMENT INFORMATION

“First Name

2 Elsctronic Check

=

Credit Cards jssued by a foreign bank or entity are not an acceptable form of payment due to the system's inability to
oconfirm sacurity measures, As #n alternativo, ploase use a secured or propaid Credit Card issuad by a US entity or
bark.

7

*Credit Card Number

4158262222222221

*Expiration Date

March v, 2024 v

*cwv/csv 4
i

BN eiicions

1.  You will be directed to the Payment
Information page

2. Populate the Payment Information

3. Select the Card Type by checking the radio
button

4. Provide the Card Details

5. Click Continue

Credit cards issued by a foreign bank or entity are
not accepted due to security measures. Use a
secured or prepaid credit card issued by a U.S.

entity or bank.
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License Admin Changes

State of Aizona Chackout Ulility

Order Review

Please review your order and ensure tha information balow s comect bafore proceeding.
if you agree with the information as displayed: please click the "Authorize® button to process the payment.

BILLING INFORMATION

Name:

Praksuthi K

Address:

XYZ, NM, AZ, 85018

praxruthismall@gmall com

ACCOUNT INFORMATION

VISA
P oS |

Edt

ORDER INFO

Order No tem Description
1486760879 REHABILIATION PERMIT

Total

Review the order details.

No key points.
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License Admin Changes

XYZ, NM, AZ 85018

prakruthiemailgmail com

ACCOUNT INFORMATION

ORDER INFO

Ordaer No Itom Description Total Amount

1466769979 REHABILIATION PERMIT $306.00

Total $306.00

Note:

1 understand that the following amount will be billed to my credd card. My credtt card statement wil show the following merchant names) and amountis! for thes transacton.
Merchant Amount

AZ Dept of Housing $306.00

Tha total amount to be billed to your credit card s $306.00,

Contast Artzona Policies | Capyrigt 221 AZ gov

Scroll down and click Authorize.

Key Points

No key points.
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License Admin Changes

Checkout Utility

Receipt

Thank you for your payment. Your paymaent was successful.

Do not close this window. Click the "Continue® button to return to the Agency application,

YOUR PAYMENT IS COMPLETE
Payment is complete. Print this receipt for your records.
Your authorization number is 501689.

Pleasa raferenca this number in any correspondence regarding your transaction. Get the Adobe Acrobat Reader

Download receipt

BILLING INFORMATION

Name:

Prakruthi K

Addreas:

XYZ, NM, AZ, 85018

praxruthiemaildgmall.com

ACCOUNT INFORMATION

You will land on the receipt page

1. Click Continue

You can download the receipt by clicking the

Download Receipt button.
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License Admin Changes

Arizona
Department
of Housing

° Request Change Form

o Document Upload

é Pay and Submit

Search Q Manage Users

New Addition of Branch Change Application

Pay and Submit

Thank you! Click on Submit to successfully submit the application,

View Receipt

Complaints

& Prakruthi Kairamkonda

I

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

2. Click Submit

N j

No key points.
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New License Classification

Arizona
Department
of Housing

88 Dashboard

Licenses

Permits
Inspections

Plan Review

Certificates and
Labels

Complaints and
Appeals

Audits
Purchase History

Acknowledgement

Manage License Applications

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

New Application Withdraw Application

Click on New Application below to Apply. Request to withdraw a submitted application that
Complete the Application to the best of your has not been approved
ability for Approval,

Search Manage Users My Profile Logout

Request Administrative
Changes

Request Admin Changes

New Application Withdraw Application

All License(s) All Application(s)

View All Application(s).

Request Admin Changes

Submit Sales Report

View All License(s) View All Application(s)

Submit Sales Report

Revise Past Sales Report

Revise Past Sales Report

Navigate to the License tab and click Request

Admin changes.

No key points.
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License Admin Changes

Arizona
Department
of Housing

Request Admin Changes

Dashboard
License Number License Type Business Name

Licenses
LA-64685 Installer Mhbdd

Permits LA-69203 Manufacturer Mhbdd

Inspections LA-87041 Dealer Mhbdd

Plan Review

Certificates and
Labels

Complaints and
Appeals

Audits
Purchase History

Acknowledgement

M Taqgle
javascriptvoid(0)

Condition

New

New

Late Renewed

Search

Manage Users My Profile Logout

Status

Valid

Valid

Valid

Approval Date

2022-01-26 l

Request Admin Changes
22‘_‘2[ o , ve
my

20211~ pownload Branch License
Download Small License

Download Large License

1. Select the license to make the changes on and
click the Action icon

2. Click Request Admin Changes

Key Points

No key points.
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New License Classification

Arizona
Department
of Housing

Request Admin Changes

Type of Change

| Select Change Type

Addition of Branch

Deletion of Branch
Email Address
Mailing Address

Manager or Managing Member of an LLC or New Corporate Officers of a

Search

Manage Users

My Profile

Logout

BN eiicions

Select the License Classification from the dropdown

list.

Key Points

No key points.

76



New License Classification

Arizona
Department
of Housing

o Request Change Form
é.' Document Upload
|

(3) Pay and Submit

Search Manage Users My Profile Logout

New License Classification Change Application

Request Change Form

1 * New License Classification

T

1. Select a New License Classification

2. Click Next

N j

When a user requests for a change from a lower to

a upper in license classification, they will need to
pay the difference amount.

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

need to be refunded.

N j
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New License Classification

T

1. Upload the Bond Rider Form(s) by clicking

Arfzona
@ Department Manage Users My Profile Logout
of Housing

Upload Files button

New License Classification Change Application 2. Click Next

o Request Change Form
Document Upload
o Document Upload

Document Name Upload Uploaded

CGenerate Document
(3) Payand Submit Action Documents

Bond Rider Form g * Upiosd
Filos

View Files

N j

[ Next J| saveandxt | :
=

If the installer or manufacturer are changing the

classification, they need to submit Bond Rider
Forms for all the license locations including

branches.
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New License Classification

Arizona
Department
of Housing

o Request Change Form
q Document Upload

o Pay and Submit

Search Manage Users My Profile

New License Classification Change Application

Pay and Submit

Logout

1 [ 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.

BN eiicions

-

Payment, if owed, will be calculated by the
department - You will be notified if a payment
is owed

Click Submit

/

Key Points

No key points.
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Withdraw License Application
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Withdraw Application

Arizona

Department

of Housing
Dashboard

Licenses

Inspections

Plan Review

Certificates and
Labels

Complaints and
Appeals

Audits
Purchase History

Acknowledgement

@ Toggle

Manage License Applications

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

New Application Withdraw Application

Click on New Application below to Apply. Request to withdraw a submitted application that
Complete the Application to the best of your has not been approved.

ability for Approval.

Search Manage Users My Profile Logout

Request Administrative
Changes

Request Admin Changes

New Application Withdraw Application

Request Admin Changes

All License(s) All Application(s)

View All Application{s).

Submit Sales Report

View All License(s) View All Application(s)

Revise Past Sales Report

Revise Past Sales Report

Submit Sales Report

1. Navigate to the License's page

2. Click Withdraw Application

Key Points

You will be able to withdraw a license application
as long as the application is in the “Submitted”

status.
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Withdraw Application

Aia Select the application that you want to withdraw
@ ([;‘:.’1‘)].::'":::!::'( Search Manage Users My Profile Logout

and click Withdraw Application.

Dashboard

Withdraw License Application

Application can be filtered by number or type using the fields below.

Licenses

Permits

# Please note:

Inspections Manufactured Housing and Building Division
A withdrawal application may be requested before an application is approved. Please select the eligible application below.

Plan Review
Application Number Application Type

Certificates and Select an Option Clear

Labels

Complaints and Application Number s Business Name 1 Application Type 7. License Type 7, Submitted Date 71 Action
Appeals

alM74000000HLfm Mhbdd Licensing Application Manufacturer 2022-01-13 Withdraw Application

Audits

Key Points

Purchase History Page 10of1

No key points.

Acknowledgement
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Withdraw Application

— R

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

application on the dashboard to “Withdrawn”

Confirmation

* Withdrawal Reason = . k /
i Test 1

V: 3
Al
Cancel

The licensing department will receive a notification

when the application is withdrawn.
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Permit Application
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Permits

Arizona
Department
of Housing
88 Dashboard
& Licenses
@ Permits
Inspections

Plan Review

Certificates and
Labels

Complaints and
Appeals

Audits
Purchase History

Acknowledgement

o Toggle

Manage Permit Applications

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

]l m

&7

New Permit Application

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

ability for Approval.

Withdraw Permit Application

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

New Permit Application

2

All Permit(s)

View All Pormit(s)

View All Permit(s)

Withdraw Permit Application

Search

o
J

Manage Users

My Profile

Logout

Request Administrative

Changes

Request Admin Changes.

Request Admin Changes

All Permit Application(s)

View All Pormit Application(s)

View All Permit Application(s)

1. Click the Permits tab from the toggle menu
bar

2. Click New Permit Application

Key Points

You can also perform the following actions from
this page:

e Withdraw Permit Application

e Request Admin Changes

o All Permits

e All Permit Applications
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Permit Application

Arizona
Department
of Housing

New Permit Application

Permit Type

Select Permit Type

Manufactured Home Installation Permit
Factory Built Building Installation Permit
Special Use Installation Permit

Rehabilitation Permit

Search

My Profile

Logout

— T

Select the 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/Town.
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Permit Application

— T

pyr— 1. Select the Installation City/Town
@ Ill}&mr‘l‘:::( Search My Profile Logout

2. Click Next

New Permit Application

Permit Type
Manufactured Home Installation Permit

Installation City/Town

Aguila

Installation County k j

Maricopa County
Key Points

e The installation county will pre-populate

based on the installation city or town selected
e If the installation county has an active
Inspection Service Agreement with MHBD,

you need to contact your local department

for acquiring permits
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Permit Application - Owner Information

I

Select the Owner Type from the drop-down list.

Manufactured Home Installation Permit Application

o Owner Infermation

Owner Information

(2) Installation Address * means required fields

*Type

[

[
) Scope of Work & Required Licenses divid k j

{ ‘:'1 Required Information
{6) Document Upload \
Key Points
7) Pay and Submit y

The steps in the application differs based upon the

3 ) Unit Information

Permit Type selected.
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Permit Application - Owner Information

I

Atiiia Populate all the required fields.

Department Search My Profile Logout
of Housing

Manufactured Home Installation Permit Application

o Owner Information ’
Owner Information

Installation Address * means required fields

*Type
Individual

Unit Information

Scope of Work & Required Licenses *First Name

John

Required Information
Middle Name

Document Upload

*Last Name

Pay and Submit
Y Test1

Key Points

*Area Code/Phone Numbaer

* Email Address

® You can Save and Exit the application and
Malling Address restart the application later if needed

Search Address ‘ o All the fields with * are mandatory

*Street Address

Suite/Apt Number

89




Permit Application - Owner Information

Arizona
Deparrment
of Housing

{ E ) Document Upload

{ 7 ) Pay and Submit

*Last Name

* Area Code/Phone Number

*Email Address

Mailing Address

Search Address

* Street Address

Suite/Apt Number

*State/Province

*Zip/Postal Code

Search My Profile Logout

Back |

Privacy Policy
Copyright @ Arizona Department of Housing - All rights reserved,

After populating required fields, click Next.

Key Points

No key points.
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Permit Application - Installation Address

Arizona
Department
of Housing

Manufactured Home Installation Permit Application

Owner Information

Installation Address

Search My Profile

Logout

Delete

Installation Address * means required fields

Unit Information *Street Address O

Scope of Work & Required Licenses
Clty/Town

z Aguila
Required Information

State/Province

1 Arizona

*Zlp/Postal Code

County/Borough/Parish

Document Upload Maricopa County

Pay and Submit

Space Number

1s the property In a flood plain area?

1. Populate the required information

2. Click Next

Key Points

No key points.
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Permit Application - Unit Information

Arizona
Department
of Housing

Manufactured Home Installation Permit Application

o Owner Information

Unit Information

0 Installation Address * means required fields

° Unit Information Mobile Home or Manufactured Home?

Scope of Work & Required Licenses Is the Home a Mobile Home or Manufactured Home? © \

Search

My Profile

Logout

Delete

Select the Type of Home from the drop-down list.

Required Information

Document Upload
Manufactured Home

Pay and Submit

*Year of Manufacture

Unit Size

* Unit Size (Width in Feet)

* Unit Size (Length In Feet)
X

No key points.

Key Points
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Permit Application - Unit Information

Arizona
Department
of Housing

Manufactured Home Installation Permit Application

° Owner Information
Q Installation Address
0 Unit Information
Scope of Work & Required Licenses
J Required Information
Document Upload

{7 ) Payand Submit

Unit Information

* means required fields

Mobile Home or Manufactured Home?

1s the Home & Mobile Home or Manufactured Home? ©

Search My Profile Logout

Deiete

! Mobile Home

*Where Is the home coming from?

Address mobile home came from

Search Address

* Street Address

Sulte/Apt Number

*Zip/Postal Code

1.  Enter where the home is coming from, if you
have selected Mobile Home

2. Enter the Address details

Key Points

No key points.
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Permi

Arizona
Department
of Housing

t Application - Unit Information

Sulte/Apt Number

*Zip/Postsl Code

*1s a Rehabilitation Permit required by your local Jurisdiction above and beyond the requirements set forth by AZ DOH?

* Was this mobile home manufactured before June 15, 19767

* Unit Manufacturer

*Serlal Number ©

*Year of Manufacture

Unit Size

* Unit Size (Width In Feet) * Unit Size (Length In Feet)
X

Search My Profile Logout

Privagy Policy

ight @ Arizona Department of Housing - All rights reserved

Click the Next button.

Key Points

No key points.
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Permit Application - Scope of Work

Department Search My Profile
of Housing

@ pr— 1. Search for the license by the number and
selecting the License Number, related details

Detete will auto-populate

Manufactured Home Installation Permit Application 2 Select the Scope of work from the list

wner Information
Sreriniermet Scope of Work & Required Licenses

Installation Address * means required fields

" fler, )
Unit Information ADOH licensed Installer, Dealer:

ADOH licensed Installer/Dealer is required for each Installation Permit.
Scope of Work & Required Licenses Search License by Number

Required Information 1 Search License by Number

* License Company Name * License Classification
Document Upload

Key Points

Pay and Submit * License Number *Licensee Emall Address

No key points.

Check appropriate boxes below for work scopes to be complated by licensee/contractor. Provide company name, license number and classification of
each entity performing work.

Site Prep / Excavation
Pad construction and compaction

Grading and drainage

Foundation System
Footings
Stem Wall
Retaining wall
Skirting (Part of Foundation)

Plers and column supports
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Permit Application - Sco

Arizona
Department
of Housing

WL SUpPIY CUtIECUU 81U LN e
Drain, Waste, Vent connection and completion

Sewer connection and complation

Gas

Section to section completion

Supply connection and completion

Electric
Saction to section connections

Supply connection and completion

HVAC (Mechanical)

Section to section connections

Connection and completion of external components

Evaporative Cooler

Connection and completion of external components

Accessories

Skirting (Not part of Foundation)
Awning/Carport

Garage

License Number License Classification Company Name

No Licensee(s)/Contractor(s)

Porch/deck

pe of Work

Search My Profile Logout

2

Add Licensee/Contractor

Action

ol e

Privacy Policy

Copyright @ Arizona Department of Housing - All rights reserved,

1. Connect the license or contractor to the
selected Scope of Work
2.  Click Add Licensee/Contractor, if they are

not associated already

Key Points

No key points.
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Permit Application - Scope of Work

— R

1.  Search for the license by the number and
select the License Number, other details will

auto-populate

2. Click Add
Add Licensee/Contractor for Garage
roc search (D
Search License by Number 1
LA-43717 k /

* License Number * License Classification

LA-4377 Installer .,\-7
* Company Name *Emall Addrass
Savvy Limited saumya.singh+emiley@mtxb2b.com

No key points.
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Permit Application - Required Information

Arizona
Department
of Housing

Owner Information

Unit Information

Scope of Work & Required Licenses

Required Information

B
o
€@ installation Address
o
o
o

(6) Document Upload

{7) Payand Submit

1
2

Required Information

* means required fields

Dealer Information
~ No Dealer
\

*1s the property in a flood plain area?
No

Search

My Profile

Logout

asponsible Party information @

License Number

License Number

License Number

Emall Address

o

License Classification

Permit Purchaser's Information

*First Neme

Veronica

*Emall Address

gmhs7@hotmail.com

*Last Name

Cuerra - Homeowner

*Phone Number

BN eiucions

1. Check No Dealer if a dealer is not required,
If required, fill in the Dealer Information
field

2. Answer Yes or No to “Is the property in a
flood plain area” question

3.  Populate the Responsible Party Information
Click Next

- /

Key Points

No key points.
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Permit Application - Documents Upload

Department My Profile Logout
of Housing

@ Arizona 1. Click the Upload Files button and upload all
the required information

Delete 2- Clle NeXt

Manufactured Home Installation Permit Application

Owner Information
Document Upload

Installation Address * means required fields

Unit Information Document Name Upload Action Uploaded Documents

Scope of Work & Required Licenses Planning and Zoning Permit Upload Files k j

Required Information

Flood Plain Permit (if applicable) Upload Files

Document Upload

| Pay and Submit Tax Clearance Permit (504 County Assessor's Permit) * 1 T View Files
o

=3

Key Points

Documents with * are mandatory.
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Permit Application - Documents Upload

A

1.  Once thefile is uploaded click Done

2. Click Next

No key points.
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Permit Application - Pay and Submit

I

Arizona 1. The Total Fee will be displayed on the screen

@ Department Search My Profile Logout
of Housing

2. Click the Pay button to be directed to the

Delete State of Arizona Checkout Utility page

Manufactured Home Installation Permit Application

o Owner Information =
Pay and Submit
o Installation Address
Product Descriptio Quanti Fee
0 Unit Information S i i
Mobile/MFGC Home 1 $360.00

0 Scope of Work & Required Licenses k j
1 Total Fee: $360.00

o Required Information

o Document Upload Click on Pay button below to make the payment. . K P .
e oints
° Pay and Submit 2 y

No key points.
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Permits - Pay and Submit

izona Checkout Utility

(CﬂECKOUT - PAYMENT INFORMATION

“First Name

2 Elsctronic Check

=

Credit Cards jssued by a foreign bank or entity are not an acceptable form of payment due to the system's inability to
oconfirm sacurity measures, As #n alternativo, ploase use a secured or propaid Credit Card issuad by a US entity or
bark.

7

*Credit Card Number

4158262222222221

*Expiration Date

March v, 2024 v

*cwv/csv 4
i

BN eiicions

1.  You will be directed to the Payment
Information page

2. Populate the Payment Information

3. Select the Card Type by checking the radio
button

4. Provide the Card Details

5. Click Continue

Credit cards issued by a foreign bank or entity are
not accepted due to security measures. Use a
secured or prepaid credit card issued by a US entity

or bank.
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Permits - Pay and Submi

Review the order details.

State of Aizona Chackout Ulility

Order Review
Please review your order and ensure tha information balow s comect bafore proceeding.
if you agree with the information as displayed: please click the "Authorize® button to process the payment.

BILLING INFORMATION

Name:

Praksuthi K

Address:
XYZ, NM, AZ, 85018 k J

praxruthismall@gmall com

No key points.

ACCOUNT INFORMATION

VISA
P oS |

Edt
ORDER INFO

Order No tem Description
1486760879 REHABILIATION PERMIT

Total
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Permits - Pay and Submi

XYZ, NM, AZ 85018

prakruthiemailgmail com

ACCOUNT INFORMATION

ORDER INFO

Ordaer No Itom Description Total Amount

1466769979 REHABILIATION PERMIT $306.00

Total $306.00

Note:

1 understand that the following amount will be billed to my credd card. My credtt card statement wil show the following merchant names) and amountis! for thes transacton.
Merchant Amount

AZ Dept of Housing $306.00

Tha total amount to be billed to your credit card s $306.00,

Contast Artzona Policies | Capyrigt 221 AZ gov

Scroll down and click Authorize.

Key Points

No key points.
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Permits - Pay and Submit

You will land on receipt page

Checkout Utility

1. Click Continue

Receipt

Thank you for your payment. Your paymaent was successful.

Do not close this window. Click the "Continue® button to return to the Agency application,

YOUR PAYMENT IS COMPLETE

Payment is complete. Print this receipt for your records.
Your authorization number is 501689,
Pleasa raferenca this number in any correspondence regarding your transaction. Get the Adobe Acrobat Reader

Download receipt

BILLING INFORMATION

Name:

Prakruthi K

Addreas:

X2 N, A2, 85018 You can download the receipt by clicking the
Download Receipt button.

praxruthiemaildgmall.com

ACCOUNT INFORMATION
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Permit Application - Pay and Submit

Arizona
Department
of Housing

Manufactured Home Installation Permit Application

o Owner Information =
Pay and Submit

° Installation Address

Thank you! Your payment was successfully processed.

o Unit Information Click on Submit button below to complete the application.

° Scope of Work & Required Licenses View Receipt 1

o Required Information

o Document Upload

o Pay and Submit

Search

My Profile

Logout

Delete

I

Once you click Continue, you will be redirected to
the Application page
1. If you want to view the Receipt, click the View
Receipt button
2. Click Submit

-

)

No key points.
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Permits - Pay and Submit

Arizona
Department Search Manage Users My Profile Logout
of Housing

Dashboard

& Licenses

Notification Announcement :
Please check here for any upcoming announcements from MHBD

1

Permits Dashboard ¢

Inspections & Licenses { ) permits | & Pian Review A certificates - Labels Q Inspections B Complaints and Appeals
H |

Plan Review

Certificates and o O .I 2 0

Labels

Approved Rejected/Denied Submitted Unsubmitted Under Review
Complaints and

Appesls x| o

Purchase History

Acknowledgement 2

M Tooale

https:/lazqa-arizonahousing cs24 force.com/MHD/s/&-6

1. From the Dashboard, click on the Permits tab
2. The submitted Permit Application can be

viewed in the Submitted tile

Key Points

No key points.
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Permit Application - Withdraw




Permit Application - Withdraw

P 1. Click on Permits from the toggle menu bar

@ Department Search Manage Users My Profile Logout
of Housing

2. Click Withdraw Permit Application

88 Dashboard

Manage Permit Applications

liceneos Use the Quick links below to Apply for New Permits or Manage Existing Parmits,

Permits

New Permit Application Withdraw Permit Application  Request Administrative

Click on New Permit Application below to Apply Request to withdraw a submitted application that Changes
Inspections Complete the Apglication to the best of your has not been approved.

Request Admin Changes.
ability for Approval.

Plan Review
New Permit Application Withdraw Permit Application Request Admin Changes
J

Certificates and
Labels

Complaints and

Appeals All Permit(s) All Permit Application(s)
View All Permit(s) View All Pormit Application(s)

Audits

Key Points

View All Permit(s) View All Permit Application(s)

Purchase History

The application can be withdrawn if it is in the

Acknowledgement

submitted or under review status.
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Permit Application - Withdraw

e Click Withdraw Application to open a pop-up
.[))le};.:)r‘(‘?lx:zl Search Manage Users My Profile Logout

window will appear on the screen.

88 Dashboard

Withdraw Permit Application

Application can be filtered by number or type using the fields below.

@ Permits
& Please note:

Inspections Manufactured Housing and Building Division
A withdrawal application may be requested before an application is approved. Please select the eligible application below

& Licenses

Plan Review

Application Number Application Type
Certificates and Select an Option
Labels

Complaints and A Name 14 Application Type 1y Permit Type 1, Submitted Date T, Action
Appeals

AZ-0000267 Permit Application Manufactured Home Installation Permit 2022-01-28 Withdraw Application

Purchase History

Key Points

Acknowledgement Pagelof 1

Once the Application is withdrawn, a refund will be
initiated. Refund payment records will be created
manually and the finance team will handle the

refunds separately outside the MHBS application.

o Toggle
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Permit Application - Withdraw

— R

1. Enter the Withdrawal Reason
2. Click on Confirm to withdraw the application

and change the status to “Withdrawn”

Permit Admins will receive a message indicating

this application was withdrawn.

111



View All Permit Applications

B



View All Permit Applications

1. Click Permits from the toggle menu bar

Arizona
Department Search Manage Users My Profile Logout
of Housing

2. Click View All Permit Applications

88 Dashboard

Manage Permit Applications

@ Licenses Use the Quick links below to Apply for New Permits or Manage Existing Permits,

@ Permits . . . o . . . P .
I 1 = New Permit Application Withdraw Permit Application o Request Administrative

Click on New Permit Application below to Apply. Request to withdraw a submitted application that Changes
Inspections Complete the Application to the best of your has not been approved.
ability for Approval.

Request Admin Changes.

Plan Review

New Permit Application Withdraw Permit Application Request Admin Changes

Certificates and
Labels

Complaints and

Appeals All Permit(s) All Permit Application(s)

Viow All Pormit(s) View All Pormit Application(s)

Key Points

Audits

View All Permit(s) View All Permit Application(s)

Purchase History

2 No key points.

Acknowledgement
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View All Permit Applications

Department Search Manage Users My Profile Logout
of Housing

@ Artzom You can view all the applications on this page
regardless of their status
88 Dashboard

Permit Applications Select an Application Status 1. Click View to view the submitted application

Licenses

Type Permit Number Permit Type Application Status Action 2

Click Resume Permit Application to resume

Permits AZ-0000697 Permit Application Factory Built Bullding Installation Permit Unsubmitted Resume Permit Application

the application

Inspections AZ-0000282 Permit Application Manufactured Home Installation Permit Unsubmitted Resume Permit Application

AZ-0000267 Permit Application Manufactured Home Installation Permit Withdrawn 1 View

Plan Review

Certificates and
Labels

Complaints and
Appeals

Purchase History

Key Points

Acknowledgement

No key points.
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Request Inspections

B



Request Inspections

Arizona
Department Search Manage Users
of Housing

98 Dashboard .
Manage Scheduled Inspection

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

8 Permits o Request Inspection < All Scheduled Inspections

=
Request Inspection All scheduled Inspections
Inspections ]}

Request Inspection All Scheduled Inspections

& Plan Review

Certificates and
Labels

Complaints and
Appeals

Purchase History

Acknowledgement

My Profile

Logout

1. Click the Inspections tab

2. Click Request Inspection

Key Points

Inspections are requested on permits.
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Request Inspections

I

Select the Inspection Type.

Arizona
& Department Search Manage Users My Profile Logout
of Housing

Request Inspection

* Inspection Type

Select Inspection Type
In-Plant Inspection

Installation Inspection

N j

If you select In-pant Inspection type, you need to

select one of the following Inspection sub-type:

e |PIA
e F[BB
o WUI
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Request Inspections

Arizona

Department

of Housing

Request Inspection

*Inspection Type
In-Plant Inspection

*Inspection Sub Type
FBB

G-plmt Inspection (IPIA/FBB)

Select In Plant Inspection Type Value
Ongoing Manufacturer Production Monitoring
Manufacturer Certification
Certification Update

Reconstruction

Search

Manage Users

My Profile

Logout

I

1. Select the Inspection Subtype
2. Select In-plant Inspection from the

drop-down

-

)

If you select IPIA or FBB inspection sub types, you
need to select one of the following In plant
Inspections:
e Ongoing Manufacturer Production
Monitoring
Manufacturer Certification
Certification Update
Reconstruction (only for FBB)
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Request Inspections

I

No instructions.

Arizona
@ Department Search Manage Users My Profile Logout
of Housing

Request Inspection

*Inspection Type

Installation Inspection

ﬂlr\spﬁ:ﬂon Sub Type

‘ Select Inspection Sub Type

Factory Built Building k j

Special Use

Moblle Home Rehabilitation
Factory Bullt Bullding Reconstruction = Key Poi nts

If you select Installation Inspection type, you need

to select one of the following Inspection Sub-Types:

Manufactured/Mobile Home
Factory Built Building

Special Use

Mobile Home Rehabilitation

Factory Built Building Reconstruction
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Request Inspections

BN eiucions

1. Select Permit from the search field

2. Click Next

Request Inspection

*Inspection Type
Instaliation Inspection

*Inspection Sub Type

Manufactured/Mobile Home

* Permit

3
22-0361 X K J
7

Key Points

No key points.
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Request Inspections - Scope of work

Arizona
@ Department Manage Users My Profile Logout
of Housing

Request Installation Inspection

o Inspection Scope of Work .
Inspection Scope of Work

(2) Document Upload 1
1 Check appropriate boxes below for work scopes to be inspected as part of the installation inspection request.

(3) Inspection Date/Time Site Prep / Excavation

1~ £ Pad construction and compaction

(4) Pay

BN eiucions

1. Check the scope of work(s) box to be
inspected as part of the installation
inspection request

2. Click Next

- /

Key Points

No key points.
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Request Inspections - Document Upload

BN eiucions

1. Click the Upload Files button and upload all

Arizona
Department Search Manage Users My Profile Logout
of Housing

the required documents

Request Installation Inspection 2. Click View Files to view the uploaded files

P~ 3. Click Next to proceed
Inspection Scope of Work

Document Upload
a Document Upload

DOCUMENT NAME UPLOAD ACTION UPLOADED DOCUMENTS

{3} Inspection Date/Time

Pad construction and compaction* 1 Upload Files View Files ‘ 2

(&) Pay

- /

| e | .
Key Points

Fields with * are mandatory.
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Request Inspections - Inspection Date/Time

I

1. Click the Calendar icon and select the

Arizona
Department Manage Users My Profile Logout
of Housing

Inspection Date
Request Installation Inspection 2. Click the down arrow and select the

Inspection Time (You will find Morning and
Inspection Date/Time Afternoon options)

° Inspection Scope of Work

¢ Document Upload

Note: The Inspection date may vary from the date requested. Actual date of inspecti firmed with the req 3 C“C k Next

o Inspection Date/Time

*inspection Date

— 5[ \_ /

Inspections can only be scheduled for the weekdays.

(4) pay

Please select a date from Monday-Friday to continue

the request for inspection.
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Request Inspections - Pay

Request Installation Inspection

o Inspection Scope of Work
0 Document Upload

Q Inspection Date/Time

O ry

Pay

A payment is not required for thi

s request. Please click on “Submit” button to submit the application.

My Profile

Logout

BN eiucions

Click Submit as payment is not required for this

request.

-

/

Key Points

No key points.
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Scheduled Inspections

B



Scheduled Inspections

1. Click the Inspections tab

Arizona
Department Search Manage Users My Profile Logout
of Housing

2. Click All Scheduled Inspections

88 Dashboard

Manage Scheduled Inspection

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

8 Pamits ¢~ Request Inspection &« All Scheduled Inspections

e ——— \_)
Request inspection All Scheduled Inspections
Inspections 1

Request Inspection All Scheduled Inspections

(% Plan Review

Certificates and
Labels

Complaints and
Appeals

Purchase History

Key Points

Acknowledgement

Inspections are requested on permits.
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Scheduled Inspections

You will find all the scheduled inspections in this

Manage Users My Profile Logout

Arizana
Department Search
of Housing

page

1. Click the details icon to view inspection

All Inspections

Dashboard

i 00001809
Licenses

00001808
Permits

Inspections

Plan Review

Certificates and
Labels

Complaints and
Appeals

Purchase History

Acknowledgement

o Toggle

Installation inspection

Installation Inspection

Inspection Sub Type

Manufactured/Mobile Home

Manufactured/Mobile Home

Status

Unsubmitted

New

Detalls

details

Key Points

You can edit unsubmitted inspections.
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Scheduled Inspections

— R

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

2. Click the Close button or X to close the

pop-up

Inspection Details k /

inspection Number Permit Date Time

o - - 1 /—w

No key points.
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Cancel Inspections
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Cancel Inspections

Click the Cancel button to cancel the scheduled

Arizana
Department Search Manage Users My Profile Logout
of Housing

inspection.

All Inspections

Dashboard
Inspection Sub Type Status

ticonses 00001809 Installation inspection Manufactured/Mobile Home Unsubmitted

00001808 Installation Inspection Manufactured/Mobile Home New
Permits

Inspections

Plan Review k j

Certificates and
Labels

Complaints and
Appeals

Key Points

Purchase History

You can cancel the inspection request before the
Acknowledgement

day of inspection until 5pm. After 5pm, the cancel

button will be disabled.

o Toggle
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Cancel Inspections

{ u want to cancel this inspection request?

Confirmation

— R

A confirmation pop-up will appear on the screen to

confirm the inspection cancellation.

No key points.
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Plan Review Application

B



Plan Review Application

Arizona 1. Click Plan Review from the toggle menu bar
@ l‘}vnun:;gr Search Manage Users My Profile Logout

2. Click New Application
Dashboard
Manage Applications

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

Permits New Application «3 Al Plan Review(s) Applications a Withdraw/Cancel Application
9

Click on New Application below to Apply. View All Plan Review(s) Applications. Request to withdraw a submitted application that
Complete the Application to the best of your has not been approved

Inspections
ability for Approval

[ }
1 [ New Application é View All Plan Review(s) Applications Withdraw Application

Certificates and
Labels

Complaints and » AllPlans
Appeals View Al Plans.

Audits

Key Points

View All Plans

Purchase History

No key points.

Acknowledgement
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Plan Review Application

Search Manage Users My Profile Logout

New Plan Review Application

\ )
* License Type . .
} Installer/Dealer
® aller/Deale
. Manufacturer

Select Plan Option

BN eiucions

Select the License Type from the drop-down list.

-

/

Key Points

No key points.
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Plan Review Application

I

Agtatiod Select the Application Type

@ Department Manage Users My Profile Logout
of Housing

New Plan Review Application

* License Type
Installer/Dealer

* Applicant Type
Installer

N j

e If you select installer or contractor, you are

Dealer

required to select a Plan Type and select or
enter the license number
e You only need to select a Plan Type if you

select dealer

135




Plan Review Application

Arizona
Department
of Housing

New Plan Review Application

* License Type
Installer/Dealer

* Applicant Type

* License Number

LA-35543
LA-64685
LA-55301
LA-64624

LA-43717 j

Licensee Company Name

* Plan Type
Select Plan Option

Search

Manage Users

My Profile

Logout

BN eiucions

Installer will have the ability to search for the

license from the drop-down list.

Key Points

No key points.
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Plan Review Application

I

& Arizona If the applicant type is Dealer, select the Plan Type

Department Search Manage Users My Profile Logout
of Housing

from the drop-down list.

New Plan Review Application

“License Type

Installer/Dealer

* Applicant Type

Dealer

*Plan Type
Select Plan Option

Accessory Structure

Flood Plain . .
Installation of a Factory Built Building - Key PO I nts

Supplemental Plan

e If you select Accessory Structure, you need to
enter the Accessory Structure subtype

e If you select Supplement Plan, you need to
enter plan approval number

e If you select Flood Plain, you will not see any

nested fields

N j
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Plan Review Application

BN eiucions

If you select the Plan Type as Installation of a

Arizona
Department Search Manage Users My Profile Logout

of Housing

Factory Built Building, you have to populate all the

Lm0 nested fields that appear.

Installer/Dealer

* Applicant Type
Installer

* Liconse Number

LA-35543

Liconsee Company Name

MIXIND

(

*Plan Type

Installation of a Factory Built Building

* Select Occupancy Type

| Select Occupancy Type v ]

e IBC Coded Occupancy Types

IRC Coded Occupancy Types

Key Points

* B U

— No key points.

Water
Sewer

Electric
Gas

* Number of Modules

Privacy Policy
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Plan Review Application

Arizona
Department
of Housing

New Plan Review Application

“License Type

Installer/Dealer

* Applicant Type

Dealer

*Plan Type

Installation of a Factory Built Building

*Select Occupancy Type

IBC Coded Occupancy Types

7

A-Assembly g
B-Business g
E-Educational g
F-Factory
H-High hazard
i-Institutional
M-Mercantile g
R-Residential o
S-Storage

\ u-utility g /

*Bullding Size

*Square Footage

*Utilities

Water
Sewer
Electric
Gas

Search

Manage Users

My Profile

Logout

I

If you select IBC Coded Occupancy Type, check all
the applicable options.

-

)

e There are two types of Occupancy Types:
1. IBC Coded Occupancy Type
2.  IRC Coded Occupancy Type
e If you select E- Educational, you need to
choose the educational type as private or
public

e If you select Others, you need to the other

K IBC type

139



Plan Review Application

If you select IRC Coded Occupancy Type, you need

Arizona
Department Search Manage Users My Profile Logout
of Housing

to select the IRC type from the drop-down list

*Ucense Type
Installer/Dealer

* Appiicant Type

Installer

*Ucense Number

LA-35543

Ucensee Company Name
MTX IND

*Plan Type

Installation of a Factory Built Building

* Solect Occupancy Type
IRC Coded Occupancy Types

*Select IRC Type
‘ Select IRC Type

Single-family dwelling

Key Points

Twao family dwelling

No key points.

Townhouse

* Utilities
Water
Sewer
Electric
Cas

“Number of Modules
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Plan Review Application

Arizona
Department
of Housing

Search

*Applicant Type

Installer

*Ucense Number

LA-35543

Licensee Company Name
MTXIND

*Plan Type

Installation of a Factory Built Building

*Select Occupancy Type

IRC Coded Occupancy Types

*Select IRC Type

Single-family dwelling

* Building Size

*Square Footage

2

1234

* Utilities

v Water
Sewer
Electric

*Number of Modules

1

*Insignia/Certificate Number

12345

Manage Users

My Profile

Logout

1. Populate the Building Size and Square
Footage

Check required Utilities

Enter the Number of Modules

Enter the Insignia or Certificate Numbers

Click Next

vk W

Key Points

The number of modules entered will determine the

number of Insignia Number fields to be populated.

I
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Plan Review Application

Populate all the required fields and scroll down

Arizona
Department Search Manage Users My Profile Logout
of Housing

Plan Review Application

Identification and Address Information = o .
Identification and Address Information

Installation Site Address

Applicant Information
Document Upload

Search Contact

Pay and Submit .
Please ensure to put in the complete name, year of birth and zip code for searching an approved contact from the system.

Full Name

Date of Birth

Key Points

* Applicant First Name Applicant Middie Name .
No key points.

* Applicant Last Name * Applicant Phone Number

* Applicant Email Address

Mailing Address

Search Address

*Stroet Address Sulte/Apt Number
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Plan Review Application

Department Search Manage Users My Profile Logout
of Housing

@ - 1. Check the box if the contact information is

the Same as Applicant

Please fill in this field

2. Click Next

* Applicant First Name Applicant Middie Name
Prakruthi

* Applicant Last Name * Applicant Phone Number
K (099) 999-9988

* Applicant Emall Address

prakruthiemail@gmail.com

Mailing Address k j

Search Address

*Street Address Sulte/Apt Number
XYz

Key Points

*State/Province

NM

No key points.

*Zip/Postal Code * Country

United States

Contact Information

]:i. Same as Applicant
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Plan Review Application

Department Search Manage Users My Profile Logout
of Housing

@ Arigoie 1. Provide an Installation Site Address
2. Click Next

Plan Review Application

Identification and Address Information

Installation Site Address

Installation Site Address
Search Address

3) Document Upload

* Stroet Address Sulte/Apt Numbar

Pay and Submit i -
XYZ

* State/Province
NM Arizona

*Zip/Postal Code
85018

Key Points

No key points.
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Plan Review Application

Department Search Manage Users My Profile Logout
of Housing

@ Ko 1. Upload required documents by clicking the
Upload Files button

Plan Review Application 2. Click Next

Identification and Address Information

Document Upload

Installation Site Address
Document Name Upload Action Uploaded Documents

Document Upload
i Planning and Zoning Documents * Upload Files 1 View Files
) Pay and Submit

Flood Plain - Provide a Site Plan

Upload Files |

Flood Plain - Provide Copy Of Flood Plaln Use Permit from your Local Jurisdiction Upload Files ‘

Key Points

Plans and calculations *

Upload Flles ‘ View Files

e Upload Fies | Flood plan references would not be required if the

unit installation is not in a flood prone area.
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Plan Review Application

Arizona

@ 1. The Total Fee will be displayed on the screen
Department
of Housing

Manage Users My Profile Logout

2. Click the Pay button to be directed to the

Plan Review Application State of Arizona Checkout Utility page

o Identification and Address Information

Pay and Submit

@ instaliation site Address

Product Description
o Document Upload

INCLUDES ONE HOUR OF PLAN REVIEW 1 $175.00
o Pay and Submit

1
Click on Pay button below to make the payment.

=3 2 .

No key points.

Quantity Fee
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Plan Review Application

(CﬂECKOUT - PAYMENT INFORMATION

“First Name

& Credt Card

2 Elsctronic Check

=

Credit Cards jssued by a foreign bank or entity are not an acceptable form of payment due to the system's inability to
oconfirm sacurity measures, As #n alternativo, ploase use a secured or propaid Credit Card issuad by a US entity or
bark.

7

*Credit Card Number

4158262222222221

*Expiration Date

March v, 2024 v

*cwv/csv 4
i

BN eiicions

1. You will be directed to Payment Information
page

2. Populate the Payment Information

3. Select the Card Type

4. Provide the Card Details

5

Click Continue

Credit card issued by a foreign bank or entity are
not accepted due to security measures. Use a
secured or prepaid credit card issued by a US entity

or bank.
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Plan Review Application

Review the order details.

State of Aizona Chackout Ulility

Order Review
Please review your order and ensure tha information balow s comect bafore proceeding.
if you agree with the information as displayed: please click the "Authorize® button to process the payment.

BILLING INFORMATION

Name:

Praksuthi K

Address:
XYZ, NM, AZ, 85018 k J

praxruthismall@gmall com

No key points.

ACCOUNT INFORMATION

VISA
P oS |

Edt
ORDER INFO

Order No tem Description
1486760879 REHABILIATION PERMIT

Total
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Plan Review Application

Y2, A, AZ, 85018 Scroll down and click Authorize.

prakruthiemailgmail com

ACCOUNT INFORMATION

ORDER INFO

Ordar No tom Description Total Amount k j

1466769979 REHABILIATION PERMIT $306.00

Total $306.00

Key Points

Note:

1 understand that the following amount will be billed to my credd card. My credtt card statement wil show the following merchant names) and amountis! for thes transacton.
o Amount No key points

AZ Dept of Housing $306.00

Tha total amount to be billed to your credit card s $306.00,

Contast Artzona Policies | Capyrigt 221 AZ gov
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Plan Review Application

You will land on receipt page

Checkout Utility

1. Click Continue

Receipt

Thank you for your payment. Your paymaent was successful.

Do not close this window. Click the "Continue® button to return to the Agency application,

YOUR PAYMENT IS COMPLETE

Payment is complete. Print this receipt for your records.
Your authorization number is 501689,
Pleasa raferenca this number in any correspondence regarding your transaction. Get the Adobe Acrobat Reader

Download receipt

BILLING INFORMATION

Name:

Prakruthi K

Addreas:

X2 N, A2, 85018 You can download the receipt by clicking the
Download Receipt button.

praxruthiemaildgmall.com

ACCOUNT INFORMATION
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Plan Review Application

I

You will be redirected to Pay and Submit page

Arizona
Department Manage Users My Profile Logout
of Housing

1. Click View Receipt to view the receipt

2. Click Submit

Plan Review Application

° Identification and Address Information .
Pay and Submit
Installation Site Address

Thank you! Your payment was successfully processed.
Document Upload Click on Submit button below to complete the application,

Key Points

No key points.
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Certificates & Labels - Order Request




Certificate Order Request

Arizona 1. Click Certificates and Labels tab from the
5?{:::’::‘ Search Manage Users My Profile Logout

toggle menu bar

Manags Catsllicatas and Labsls 2. Click Request Certificates button

Use the Quicklinks to Manage Certificates and Labels.

Dashboard

Licenses

Permits Request Certificates Request HUD label Submit Certificate Reports

Click on Request Certificates below, Complete the Click on Request HUD label below. Complete the Click on Submit Certificate Reports below.

Inspections Request to the best of Jour amlltx Request to the best of your ability. Complete the Request to the best of your abllity.
-

Request Certificates A Request HUD label Submit Certificate Reports

Plan Review

—_—

Certificates and
Labels

All Application(s) All Certification(s)/Label(s) Certificate Lost or Damaged
ompilaints and
Appeals

View All Applicationts). View All Certification(s)/Label(s) Cortificate Lost or Damaged

Audits View All Application(s) View All Certification{s)/Label(s) Certificate Lost or Damaged

Purchase History

Need Modification No key pOintS
Acknowledgement Click on Need Modification labe! below. Complete
the Request to the best of your abllity.

Need Modification

® Toggle
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Certificate Order Request

Arizona
Department
of Housing

Search

Certificate Order Request

Please provide the license number in the field below

* means required flelds

*License

1 LA-64685

= |m

Manage Users

My Profile

Logout

I

1. Select License from the drop-down list

2. Click Next

-

)

All the Licenses that are related to this particular

account will be displayed in the drop-down list
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Certificate Order Request

Arizona
Department
of Housing

Certificate Order Request

o Identification Information

Identification Information

2) Order Information
|

H * means required flelds
[3) Payand Submit

Company Name

Mhbdd

Business Address
Street Address
Meadow Lane

Country
United States

Stata/Province

Alabama

County/ Borough/Parish

Autauga County

Zip/Postal Coda
67337

City
Coffeyville

Classification
1-10C

Qualifying Party
William Port Port

Search

Manage Users

My Profile

Logout

Review all the pre-populated details.

Key Points

The details in this section are pre-populated,

however, phone and email fields are editable.
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Certificate Order Request

1. Edit Phone and/or Email fields, if required

Arizona
Department Search Manage Users My Profile Logout

of Housing oge
T 2. Select Mailing Preferences

Meadow Lane

3. Click Next

United States

State/Province

Alabama

County/Borough/Parish

Autauga County

Zip/Postai Code
67337

City

Coffeyville

Classification

1-10C

Qualifying Party
William Port Port

Key Points

Phone

If you select Pick up, you do not need to add any

Email
david.marko@azhousing.gov

details.

Mailing Proference

Pick up
FedEx

uPs olicy

LOPYNgnt & ANZONa Leparument or HOUSING - All rignts reserved,
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Certificate Order Request

Arizona
Department
of Housing
1-10C
Qualitying Party
William Port Port

Phone

Email

david.marko@azhousing.gov

Mailing Preferance

Mail

1

Add Malling Address

! [ Same as Business Address

SO Reare

Sulte/Apt Number

Search

Manage Users My Profile Logout

Privacy Policy
Copyright @ Arizona Department of Housing - All rights reserved.

I

1. If you select Mail in the Mailing Preference
field, you have to enter mailing details

2. Check the Same as Mailing Address box if the
mailing address is same as the pre-populated
mailing address

3. Click Next

N j

1. If you want the certificates to be mailed, you

have to pick either FedEx or UPS
2. If you select Fedex or UPS, you need to

provide Fedex or UPS Account Number
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Certificate Order Request

Arizona
Department
of Housing

@ dentification Information

9 Order Information

(3)

Pay and Submit

BN eiucions

Select the Certification Type.

Search Manage Users My Profile Logout

Certificate Order Request

Order Information

* means required fields

*Cortification Types

Installation Certificate - Residential Use

Installation Certificate - FBB Commercial Use

Key Points

Certification types available are based on the
license selected at the time of creating the

application.
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Certificate Order Request

I

Artiona 1. Select the Quantity
@ l}nm::b;:l Search Manage Users My Profile Logout

2. Click Next
Certificate Order Request

o Identification Information

Order Information
e Order Information

* means required fields

(3) Payand Submit * Certification Types

Installation Certificate - Residential Use

— ! )

No key point.
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Certificate Order Request

BN eiucions

— 1. The Total Fee will be displayed on the screen

Department Manage Users My Profile Logout
of Housing

2. Click the Pay button to be directed to State of

Certificats Orcler Requieat Arizona Checkout Utility page

o Identification Information

Pay and Submit

o Order Information

* means required fields

e Pay and Submit
Product Description Quantity

CERTIFICATE - INSTALL 2

1 o] N y

Click on Pay button below to make the payment.

=

No key points.
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Certificate Order Request

izona Checkout Utility

(CﬂECKOUT - PAYMENT INFORMATION

“First Name

2 Elsctronic Check

=

Credit Cards jssued by a foreign bank or entity are not an acceptable form of payment due to the system's inability to
oconfirm sacurity measures, As #n alternativo, ploase use a secured or propaid Credit Card issuad by a US entity or
bark.

7

*Credit Card Number

4158262222222221

*Expiration Date

March v, 2024 v

*cwv/csv 4
i

BN eiicions

1. You will be directed to Payment Information
page

2. Populate the payment information

3. Select the Card Type

4. Provide the Card Details

5

Click Continue

Credit card issued by a foreign bank or entity are
not accepted due to security measures. Use
secured or prepaid credit cards issued by a U.S.

entity or bank.
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Certificate Order Request

Review the order details.

State of Aizona Chackout Ulility

Order Review
Please review your order and ensure tha information balow s comect bafore proceeding.
if you agree with the information as displayed: please click the "Authorize® button to process the payment.

BILLING INFORMATION

Name:

Praksuthi K

Address:
XYZ, NM, AZ, 85018 k J

praxruthismall@gmall com

No key points.

ACCOUNT INFORMATION

VISA
P oS |

Edt
ORDER INFO

Order No tem Description
1486760879 REHABILIATION PERMIT

Total
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Certificate Order Request

XYZ, NM, AZ 85018

prakruthiemailgmail com

ACCOUNT INFORMATION

ORDER INFO

Ordaer No Itom Description Total Amount

1466769979 REHABILIATION PERMIT $306.00

Total $306.00

Note:

1 understand that the following amount will be billed to my credd card. My credtt card statement wil show the following merchant names) and amountis! for thes transacton.
Merchant Amount

AZ Dept of Housing $306.00

Tha total amount to be billed to your credit card s $306.00,

Contast Artzona Policies | Capyrigt 221 AZ gov

Scroll down and click Authorize.

Key Points

No key points.
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Certificate Order Request

You will land on receipt page

Checkout Utility

1. Click Continue

Receipt

Thank you for your payment. Your paymaent was successful.

Do not close this window. Click the "Continue® button to return to the Agency application,

YOUR PAYMENT IS COMPLETE

Payment is complete. Print this receipt for your records.
Your authorization number is 501689,
Pleasa raferenca this number in any correspondence regarding your transaction. Get the Adobe Acrobat Reader

Download receipt

BILLING INFORMATION

Name:

Prakruthi K

Addreas:

X2 N, A2, 85018 You can download the receipt by clicking the
Download Receipt button.

praxruthiemaildgmall.com

ACCOUNT INFORMATION
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Certificate Order Request

I

Arigiia You will be redirected to Pay and Submit page

Department Search Manage Users My Profile Logout
of Housing

1. Click View Receipt to view the Receipt
Certificate Order Request 2. Click Submit

o Identification Information

Pay and Submit

¢ Order Information

| * means required fields
o Pay and Submit

Thank you! Click on Submit to

(=) 1 _ J

e Once you submit the application, you will

receive a notification email from MHBD
notifying that the application request is
received

e 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 Labe

1. Click the Certificates and Labels tab on toggle

@ i;i;;:—?;lxm Search Manage Users My Profile Logout
of Housing
menu bar
88 Dashboard
Manage Certificates and Labels 2 Click Request HUD Label

" Use the Quicklinks to Manage Certificates and Labels.
Licenses

Permits Request Certificates Request HUD label Submit Certificate Reports

Click on Request Certificates below. Complete the Click on Request HUD label below. Complete the Click on Submit Certificate Reports below.

Inspections Request to the best of your abllity. Request to the best of your ability Complete the Request to the best of your ability.

Request Certificates Request HUD label 2 ] Submit Certificate Reports

Plan Review

Cartificates and
Labels

All Application(s) All Certification(s)/Label(s) Certificate Lost or Damaged

View All Application{s) View All Certificationts}/Label(s). Certificate Lost or Damaged

Complaints and
Appeals

Audits View All Application(s) View All Certification(s)/LabeN(s) Certificate Lost or Damaged

Key Points

Purchase History

Need Modification Only licensed manufacturers can request HUD
Acknowledgement Click on Need Modification label below. Complete
the Request to the best of your ability.

labels.

Need Modification
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Request HUD Label
BN eiucions

Ktithid 1. Enter the IBTS Plant Code

@ Department Search Manage Users My Profile Logout

of Housing .
2. Click Next
*|BTS Plant Code
{:|“5

HUD Label Request

—

N j

® The system will show an error message and

will not allow you to proceed further if the
IBTS Code is incorrect

e |BTS Code should be updated on the account
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Request HUD Label
BN eiucions

1. Search for the License Number in the search

@ |:’r["=‘7:§'3'}l‘;;‘ Search Manage Users My Profile Logout
field
2. Enter the Quantity of Labels
Click Next

New HUD Label Application
3.

Details %
o Details

(2] Document Upload * means required flelds

*License Number

(3) Payand Submit
= £3 La-s9203
Company Name

Mhbdd

‘ .:nmy of Labels i
Key Points

Only the manufacturer license associated with this

account will be displayed.
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Request HUD Label

Arizona
Department
of Housing

New HUD Label Application

@ oetais

9 Document Upload * means required fields

Document Upload

(3 Pay and Submit Document Name

HUD 301 Form *

Pay.gov receipt *

Upload Action

1

Upload Flles

Upioad Files

Manage Users My Profile

Uploaded Documents

Logout

View Files

I

1. Click the Upload Files button and upload
required documents

2. Click Generate Document, if you wish to
generate the document

3. Click Next

N j

No key points.
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Request HUD Label

Arizona
Department
of Housing

New HUD Label Application

e Details

o Document Upload

Pay and Submit

* means required fields

e Pay and Submit Product Description

HUD Labels

Total Fee: $170.00 l 1

=32

Click on Pay button below to make the payment.

Quantity

2

Search

Manage Users My Profile Logout

Back ‘ m Back To Home

I

1. The Total Fee will be displayed on the screen
2. Click the Pay button to be directed to the

State of Arizona Checkout Utility page

N j

No key points.
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Request HUD Label

izona Checkout Utility

(CﬂECKOUT - PAYMENT INFORMATION

“First Name

2 Elsctronic Check

=

Credit Cards jssued by a foreign bank or entity are not an acceptable form of payment due to the system's inability to
oconfirm sacurity measures, As #n alternativo, ploase use a secured or propaid Credit Card issuad by a US entity or
bark.

7

*Credit Card Number

4158262222222221

*Expiration Date

March v, 2024 v

*cwv/csv 4
i

BN eiicions

1.  You will be directed to the Payment
Information page

2. Populate the payment information

3. Select the Card Type by checking the radio
button

4. Provide the Card Details

5. Click Continue

Credit card issued by a foreign bank or entity are
not accepted due to security measures. Use
secured or prepaid credit card issued by a US entity

or bank
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Request HUD Label

Review the order details.

State of Aizona Chackout Ulility

Order Review
Please review your order and ensure tha information balow s comect bafore proceeding.
if you agree with the information as displayed: please click the "Authorize® button to process the payment.

BILLING INFORMATION

Name:

Praksuthi K

Address:
XYZ, NM, AZ, 85018 k J

praxruthismall@gmall com

No key points.

ACCOUNT INFORMATION

VISA
P oS |

Edt
ORDER INFO

Order No tem Description
1486760879 REHABILIATION PERMIT

Total
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Request HUD Label

Y2, A, AZ, 85018 Scroll down and click Authorize.

prakruthiemailgmail com

ACCOUNT INFORMATION

ORDER INFO

Ordar No tom Description Total Amount k j

1466769979 REHABILIATION PERMIT $306.00

Total $306.00

Key Points

Note:

1 understand that the following amount will be billed to my credd card. My credtt card statement wil show the following merchant names) and amountis! for thes transacton.
o Amount No key points

AZ Dept of Housing $306.00

Tha total amount to be billed to your credit card s $306.00,

Contast Artzona Policies | Capyrigt 221 AZ gov
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Request HUD Label

You will land on receipt page

Checkout Utility

1. Click Continue

Receipt

Thank you for your payment. Your paymaent was successful.

Do not close this window. Click the "Continue® button to return to the Agency application,

YOUR PAYMENT IS COMPLETE

Payment is complete. Print this receipt for your records.
Your authorization number is 501689,
Pleasa raferenca this number in any correspondence regarding your transaction. Get the Adobe Acrobat Reader

Download receipt

BILLING INFORMATION

Name:

Prakruthi K

Addreas:

X2 N, A2, 85018 You can download the receipt by clicking the
Download Receipt button.

praxruthiemaildgmall.com

ACCOUNT INFORMATION
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Request HUD Label

Arizana
Department
of Housing

New HUD Label Application

© oetais

Q Document Upload

Pay and Submit

* means required flelds

3) Pay and Submit
Thank you! Click on Submit to successfully Submit the application.

1

Way Baleipt

Search

Manage Users

My Profile

Logout

I

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

2. Click Submit

N j

e Once you submit the application, you will

receive an email from MHBD notifying the
application request is received

e You will also receive a separate payment
confirmation email with a payment receipt

attached
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Submit Certificate Reports

Arizona
Department
of Housing

Dashboard

Licenses

Permits

Inspections

Plan Review

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 HUD label

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

Manage Users My Profile Logout

Submit Certificate Reports

Click on Submit Certificate Reports below.
Compilete the Request to the best of your ability.

Request Certificates

Certificates and
Labels

Complaints and
Appeals

Audits
Purchase History

Acknowledgement

o Toggle

All Application(s)

View All Appiication(s).

View All Application(s)

Need Modification

Click on Need Medification label below, Complete
the Request to the best of your abllity.

Need Modification

Request HUD label

Submit Certificate Reports 2

All Certification(s)/Label(s)

View All Certification(s)/Label(s).

Certificate Lost or Damaged

Certificate Lost or Damaged

1.

2.

Click the Certificates and Labels tab from the
toggle menu bar

Click Submit Certificate Reports

View All Certification(s)/Label(s)

Certificate Lost or Damaged

Key Points

The certificate report needs to be submitted
on first of every month. If the report is not
submitted by the 5th or 15th, MHBD staff will
create a citation and the user has to pay a $50
fine

Contractors will not be changed fine for late

report submissions

/
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Submit Certificate Reports

Certificate Report

\
LiconseNumber Y
1 | ta-sez03 v

— R

1. Select the License Number

2. Click Next

The certificates that need to have reports

submitted will be available in the list.

179



Submit Certificate Reports

Arizona
Department
of Housing

Certificate Report

Click on the arrow near the certificate name to enter the reporting details
for certificate.

v AZI-002720

No activity

Type of work performed

(" Site Prep / Excavation
Pad construction and compaction

™} Grading and drainage

Foundation System
Footings
Stem Wall
Retaining wal
Skirting (Part of Foundation)
Piers and column supports
Anchoring

Drainage from under building

Building Structural Connections

Section to section assembly, alignment, and connection

J

Manufactured Home Marriage Line

\L

Plumbing

Search

No activity on all

My Profile

Logout

1. Select the type of work performed
2. Check ‘No activity’ checkbox if there is no
activity performed on the certificate (As per

the statute you are supposed to report the

use of certificate whether you have performed

activity or not)

)

Key Points

The fields are displayed based on the type of

license
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Submit Certificate Reports

Populate all the reporting details for the certificate

Arizona
Dcpurlltlcnl Search My Profile Logout
of Housing and click Submit.

Other

Mobile Home Rehabilitation
Gas
Electric

Cas Appliance Compartment Lined

Egress Windows

Smoke Detector

Permit Number

Search.. . Permit Number not Found in Lookup

* Owner Name *Serial Number K j

* Date Installed

Key Points

Installation Address
* Street Address

No key points.

*Zip/Postal Code

Save and Exit
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Certificate Lost or Damaged

1. Click the Certificates and Labels tab from the

Arizona

Department Search Manage Users My Profile Logout
of Housing

toggle menu bar
Dashboard —

Manage Certificates and Labels 2. Click Certificate Lost or Damaged

2 Use the Quicklinks to Manage Certificates and Labels.
Licenses

Penmits Request Certificates Request HUD label Submit Certificate Reports

Click on Request Certificates below. Complete the Click on Request HUD label below. Complete the Click on Submut Certificate Reports below.

Inspections Request to the best of your ability. Request to the bast of your ability Compiete the Request to the best of your ability

4 Request Certificates Request HUD label Submit Certificate Reports
Plan Review

Certificates and
Labels

All Application(s) All Certification(s)/Label(s) Certificate Lost or Damaged
View All Applicationts). View All Certification(s)/Label(s) Certificate Lost or Damaged
4

Complaints and
Appeals

Audits View All Applicationis) View All Certification(s)/Label(s) Certificate Lost or Damaged

Key Points

Purchase History 2

Need Modification As soon the certificate is indicated as lost or
Acknowledgement Click on Need Modification label below. Complete
the Request to the best of your ability.

damaged, the system will automatically change the

Need Modification

status of the certificate to “Invalid.” From that date
on, there will not be any reports due for that

particular certificate.

- /
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Certificate Lost or Damaged

— R

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

Certificate Lost/Damaged

*Certificate
Search Certificate 1 Q

You can see a success message on the screen
notifying the certificate has been indicated as lost

or damaged.
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Create New Complaint

1. Click the Complaints and Appeals tab from

Arizona
Department Manage Users My Profile Logout
of Housing

the toggle menu bar

Dashboard

Madage Corplaints and Appeal 2. Click Create new Complaint

Ucenses Use the Quicklinks to Manage Complaints and Appeal

Permits

Create New Complaint % My Complaints Consumer Complaints

[+)
Click on Create New Complaint below. Complete My Complaints. Click on Consumaer Complaint below
the Application to the best of your ability.

' )

Inspections

Create New Complaint 2 My Complaints Consumer Complaints

Plan Review

Certificates and
Labels

Investigative Complaints Raise an Appeal
Complaints and
Appeals

Investigative Complaints Ralse an Appeal

Audits Investigative Complaints Raise an Appeal

Key Points

Purchase History

No key points.

Acknowledgement

@ Toggle
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Complaints and Appeals

Arizona
Department
of Housing

Consumer Complaint

0 Identification Information i 3 R
Identification Information

Licensee Information
Complainant Name

) Unit Information Tenant Test

Email
Document Upioad prakruthikairamkonda+tt@mtxb2b.com

Search

My Profile

Logout

Complaint Details 1 [ Daytime Phone

BN eiucions

1. Populate complainant Phone Number field

2. Populate the Mailing Address

Acknowledgement
Work Phone

alling Address
Search Address
Street Address

Sulte/Apt Number

State/Province
2z e

Key Points

No key points.
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Complaints and Appeals

@ Aciaona 1. Check the Same as Mailing address box if the

Department Search My Profile Logout
of Housing

unit address is same as the mailing address (If

Country
United States

not, you need to enter unit address as well)

Unit Address

2. Click Next

Same as Mailing Address

Search Address

Street Address

Suite/Apt Number k j

State/Province

Key Points

Arizona

Zip/Postal Code

No key points.

Country
United States

Name of Moblle Home Park or Subdivision (If applicable)

Privacy Policy
Copyright & Arizona Department of Housing- All rights reserved.
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Complaints and Appeals

Arizona
Department
of Housing

Consumer Complaint

° Identification Information
o Licensee Information
3 Unit Information
(4) Document Upload
) Complaint Details

Acknowledgement

Search

My Profile

Logout

[ Licensee Information

Manufacturer Company

License cannot be located in the search

Search by license number or Search By Manufacturer Name
Search by license number or Search By Manufacturer Name

License

Dealer License

License cannot be located in the search

Search by license number or Search By Dealer Name

Search by license number or Search By Dealer Name

License

Installer License

License cannot be located in the search

Search by license number or Search By Installer Name

\ Search by license number or Search By Installer Name

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

fields.

Key Points

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

the Name fields
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omplaints and Appeals

Arzona Scroll down and click Next to continue.
epartment

o Search My Profile Logout
of Housing
Unit Information

License cannot be located in the search

Document Upload
Search by license number or Search By Manufacturer Name

Complaint Details Search by license number or Search By Manufacturer Name

License
Acknowledgemaent

Dealer License

License cannot be located in the search

Search by license number or Search By Dealer Name

Search by license number or Search By Dealer Name

License

Key Points

Installer License

License cannot be located in the search

Search by license number or Search By Installer Name N (0] key p0| nts.
Search by license number or Search By Installer Name

License

Privacy Policy
Copyright @ Arizona Department of Housing- All rights reserved,
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Complaints and Appeals

Arizona
Department
of Housing

Consumer Complaint

a Identification Information

o Licensee Information
Unit Information
Document Upload

(5) Complaint Details

( 7 Acknowledgement

Search

My Profile

Logout

Unit Information

The Unitis

New

Serial Number

Purchase Date

Jan 1, 2022

Instaltation Date

Jan 7, 2022

I

/Uit Type
il

Mobile Home
Manufactured Home
FBB

Park Model

Other Recreational Vehicle

-

1.
2.

Populate the Unit Information

Select the Unit Type from the dropdown list

)

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.”

Consumers will be eligible to raise a complaint

after one year from the unit’s date of purchase or

installation, whichever date is later

)
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Complaints and Appeals

Click the Next button.

Arizona
Department Search My Profile Logout
of Housing

Consumer Complaint

o Identification Information ¥ %
Unit Information

Licensee Information
The Unitis

Unit Information New

Serial Number
Document Upload

Complaint Details Purchase Date k j

Jan1, 2022

(6) Acknowledgement
Instaliation Date

Jan7,2022

Key Points

Unit Type
Mobile Home

No key points.
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Complaints and Appeals

Arizona
Deparement
of Housing

Consumer Complaint

o Identification Information
Licensee Information
Unit Information
Document Upload
Complaint Details

(6) Acknowledgement

Document Upload

Document Name

Copy of Consumer Cosmatic Walk-through Form

Map of Home Location

Copy of Purchase Agreement/Contract and/or Addendum/ Change Order *

Any emails/documents to support your claims

If Seller, upload the listing agreement

Escrow Documents *

Upload Action

1
Upload Files
Upload Files

Upload Files

Search My Profile

Uploaded Documents

Logout

1.

2.

Click Upload Files and upload supported
documents

Click Next

Key Points

Purchase Agreement/Contract and/or Addendum/

Change Order document(s) is mandatory.
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Complaints and Appeals

I

1. Describe your issue in the issue description

field

Arizona
Department Search My Profile Logout
of Housing

Consumer Complaint 2. Click Add Issue if you want to register another

complaint/issue individually

o Identification Information

Complaint Details )
Licensee Information 3 . CI'Ck Next

List issues with the home or building numerically and please write legibly. Provide a brief d iption of the i

Unit Information

Document Upload

Complaint Details Serial No. Issue Description 2 k j

1. Test issue

Acknowledgement
Back E Save and Exit

3

Key Points

No key points.
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Complaints and Appeals

Arizona
Department Search My Profile Logout
of Housing

Consumer Complaint

Identification Information

Acknowledgement

Licensee Information t

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 licenseels) to make

B s rlate corrections. By entering my name below | am authorizing the Department to recelve my formal complaint and consider it as a form of my signature
Unit Information

Document Upload [ Test Tenant

Complaint Details

Acknowledgement

1. Check the Acknowledgement box
2. Enter your name

3. Click Submit to file the complaint

Key Points

No key points.
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Complaints and Appeals

Arfzona
Department
of Housing

Dashboard

Permits
Inspections
Plan Review

Relocation

Compilaints and
Appeals

Purchase History

Acknowledgement

ﬂ Toaales

Notification Announcement :

Please check here for any upcoming announcements from the MHBD

Dashboard ¢

() Permits & Plan Review

https://azuat-arizonahousing.cs209.force.com/MHD/s/#-300

20 Inspections

1

Submitted

[ Relocations

0

Unsubmitted

1. Navigate to Complaints and Appeals on the

My Profile Logout
Dashboard

2.  You will find the filed complaint under the

1 “Submitted” tile

7

:‘ @ Complaints and Appeals

0]

In-review

a

Key Points

No key points.
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Consumer Complaints

Arizona
Department
of Housing

Dashboard
Manage Complaints and Appeal

Ucenses Use the Quicklinks to Manage Complaints and Appeal

Rermits Create New Complaint

Click on Create New Complaint below. Complete

Inspections the Application to the best of your ability.

My Complaints

My Complalints.

Manage Users My Profile

Consumer Complaints

Click on Consumer Complaint below

7

Logout

> Create New Complaint
Plan Review

My Complaints

Consumer Complaints

Certificates and
Labels

Investigative Complaints
Complaints and
Appeals

Investigative Complaints.

Audits Investigative Complaints

Raise an Appeal

Ralse an Appeal

Raise an Appeal

Purchase History

Acknowledgement

@ Toggle

2

1. Click the Complaints and Appeals tab from
the toggle menu bar

2. Click Consumer Complaint

Key Points

No key points.
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Consumer Complaints

@ Arizona

Deparoment

of Housing

Consumer Complaints

License Type
All

Show 10 v entries

Complaint Number ', Dealer License %

00001457 LA-51024

00001294 LA-87041

Showing 1to 2 of 2 entries

javascript:void(0)

License Number
All

Installer License 1, Manufacturer License 1, Complainant Name *.

LA-64685 Joshua Steven NewQualifyingParty

Chawda

Manage Users My Profile Logout

-

¢ Reset Filter

Search

Unit Serial Number 1. Status

dew58948653 Closed

&
=

Respond

76thbjb

Request S-day extension o,

Click on the Action icon and select View from the

list.

Key Points

The consumer can perform following Actions from
this page:

o View

e Respond

® Request 5-day extension

-
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Consumer Complaints

Arizona
Depariment
of Housing

Consumer Complaint

(o Identification Informntio)
: Licensee Information
Unit Information
Document Upload
Complaint Details
Acknowledgement

Additional Requirements

J

Search Manage Users My Profile Logout

Acknowledgement

+ 1 hereby give my permission to send a copy of this complaint to the licensee(s) Involved, and if this office verifies my complaint, | agree to aliow 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 form of my signature

Name

Josh Pettyjohn

i BTc; Back To Home

1.  You will be navigated to the complaint
application that was filed

2.  Toreview the details for all the fields you
will need to be in view mode

3.  You can switch between the sections by
clicking on the page title

4.  Click Next

Key Points

No key points.
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Consumer Complaints

Arizona
@ Department
of Housing
Consumer Complaint

o Identification Information
0 Licensee Information
1
o Unit Information
° Document Upload
o Complaint Details
@ Acknowledgement

o Additional Requirements

additional Requirements

Additional Information Required

Please provide additional documents

Additional Information Duw Date
Mar 8, 2022

Response

o

(Add Responso

Document Name

Test

.

I\

Search

Upload Action

} Upload Files

3

Manage Users My Profile

Uploaded Documents

View Flles

4

e—
Back Submit

Logout

Remove

"

Add More

Back To Home

BN eiucions

Enter any Additional Information
Enter the Document Name

Click Upload Files

A

Click the Submit button

Key Points

You can add fields by clicking Add More.
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Arizona
Department

of Housing

2

This Concludes AZ MHBD Portal User Guide

THANK YOU
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