IMS USER GUIDE FOR AGENCIES

THIS STEP-BY-STEP GUIDE SHOWS HOW TO REVIEW PERMITS AND PROJECTS USING KOOTENAI
COUNTY’S IMS SYSTEM

ACCOUNT SET UP AND/OR LOGIN

All new users will need to set up a new iMS account, even if they had an eTrakit account.

1. Select ‘Register as a New User’. There are multiple spots to select this option.

2

%) Please Log In

Email

Password

Register New User

Stay Logged In

CD No thanks

I &+ Register as a New Use:l
% Forgot Password?

=) Continue as Guest

# Home | 1M Kootenai County, Idaho 0 2021 - Intuitive Municipal Solutions, LLC

2. Fill out the spots for email address and password and click ‘Register’

&+ Register for Access

Full Name Mary Shaw
Email mshaw@kcgov. us
Click 'Register'
Password = eecccsssces
At least 6 characters, 1 special character, 1 number, 1 uppercase, 1 lowercase
Confirm password | ecscesssassl l
&+ Register

M Back to Login
A Home | I Kootenai County, Idaho © 2021 - Intuitive Mun

3. Tell Community Development your account was created. A staff member will need to ‘promote’
your account and link it to your agency. Please contact the staff member who asked you to
create your account or Craig Davidson at cdavidson@kcgov.us.
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4. Login

%) Please Log In

Email ‘ | ]

Password

Click Log In
Stay Logged In CD No thanks

/

&+ Register as a New User

== Forgot Password?

#3 Continue as Guest

# Home | I Kootenai County, Idaho ©2021-1Ir

VIEWING REVIEWS

e To view your assigned reviews, navigate to your Tasks list
e You may need to change your view settings if reviews do not show up. Try selecting ‘***ME
including Roles***’ for the user and ‘All (Including Unscheduled)’ for the time frame.
"
7= Tasks
***ME including Roles*** ~  All {Including Unscheduled) v
[ ]

Clicking a review will automatically open the review, not the permit or project. You can navigate
to the record by selecting its record number:

(¢ Edit Review

@ PRE21-0513 | & Planning Current Staff

Planning Current Staff D& @

21645 W Highway 53
Reviewer Rebecca Perkins

v

CreateDt 08/26/2021 0

You can also change the default setting to open the record instead of the review when selecting
a record from your Tasks list by changing a task setting
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(DO../Q

())  showAl Data

Default is to limit data length to ensure one row per
task

Tasks per page 50 v
Over 100 can take a while to load

CD Record# link navigates to TASK (inspection, etc)
If OFF, Record# link navigates to Record Details

NAVIGATING RECORDS

e Uploaded files are located in the Files tile. Expand the tile to see them organized.

@ e APO Mailing 09/01/2021
@ O Agency Letter 08/31/2021
@e 5-07 Aquifer Ma... 08/31/2021
@ e 5-06 Vicinity M... 08/31/2021
@ e 5-05 Zoning Map 08/31/2021
@ e 5-04 Comprehens... 08/31/2021
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e For Projects most information will be found in the Basic Information tile or in the Files. The
Agency Letter will be located under a header labeled ‘Agencies’

% Files @ MIN21-0078

e & MIN21-0078 - Files

@ o Agency Letter 8/31/2021 Rebecca Perkins

@ e PA-01 Letter dtd 8-5-21 - PHD conditions 8/9/2021  Anna Blenden POF

m Applicant

— W A N& Titla Damavs &/26/2021 Reberra Perkins _PNF
e For Permlts other important information is located in other tiles, such as Permit Information.

Expand this to see more information about the project

£ Permit Information

# Bathrooms

# Bedrooms 4
# Stories

Adding Mechanical Equip.. Yes
All Finished Living 5q Ft 4988
Applicant is Owner Yes
Applicant is Owner & Bui_.

Architect/Designer No

e To open your review again, either navigate back to your Tasks list or open it from the Reviews

tile.

& Reviews + o
@ Building Departme... Complete 09/01/2021
@ Kootenai Electric C__ 09/30/2021
@ R 09/30/2021
@ Panhandle Health Approved 09/01/2021
@ Timberlake FD Approved 09/01/2021
@ e e R 09/07/2021
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RESULTING REVIEWS

REVIEW STATUS

Use these six statuses. Always result a status when you are done with a review

e Approved: No conditions or changes to submittals needed.

e Approved with Conditions: approved if certain conditions will be met. For projects, these
conditions will likely be included in the Order of Decision specifically. For permits, these may be
what you will be looking for at final review.

e Missing Information: Need more information, such as application submitted to your agency.

e Returned for Corrections: Changes needed prior to approval, such as change to initial plat or
new site plan showing an approach in a different location.

e Pending: Default status if you have not completed review.

e Out of Jurisdiction: This property is not in your agency’s jurisdiction. This should be minimally
used for projects, but occasionally, for example, Kootenai County staff may be told a property is
in Avista’s service area but it is actually in KEC’s area.

Do not use these statuses.

e Complete: This does not tell us whether you approve the application or not.
e Denied: If conditions cannot be met or the applicant is not willing to meet conditions, this status
can be used.

Please note, if you change your review status, a review date is automatically entered and your review
will not show up in your Tasks list again. Delete the review date to keep the review in your list.

REVIEW UPLOADS

If you need to upload a file to the record, you can do so from your review. The file will be added to the
Files tile.

Building Department Planning

0 2687 E Metallic Ct

Reviewer Bob Ankersmit v

Doing so links the review and the file together in the review as well as in the Files tile

e & SPN21-0015 - Files s
B Agencies 8,
@o PA-01 KC Building Division 9/8/2021 Rebecca Perkins .POF & Building Department Planning All

| Complete 08/09/2021
F —mmmm - - .. —— \

iMS User Guide for Planning Projects 5



