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1. Enter Full Name and Email.  Click “Begin Signing” to start. 

 
2. Check the consent box and click Review Document. 

 
3. Enter information in the following fields.  You can use the Tab key to move to the next field: 

a. Requesting Agency 
b. Contact Phone Number 
c. Project Description 
d. Date certification needed 
e. Construction Start Date 



 

4. To attach the site plan, legal description or any other documents to assist with the certification 
request, click the Attachment icon.   

 
5. On the attachment window, click the “Choose File” button. Navigate to an attachment, select it 

and click Open. Your attachment is uploaded.  

  
6. You will then be asked if you want to attach another document.  If you have additional 

documents, attach them at this time.  When you are finished attaching documents, click No. 

 
7. Select either the No or Yes button to indicate if an easement or encumbrance is known. 

 
 
 
 
 
 
 
 



8. All fields are now complete.  Click the “Confirm Signing” button. 

 
9. Your document has been signed and submitted.  You will receive an email notification that the 

document has been signed.  To see your document, click “Show Document”. A PDF version of 
your certification request will be downloaded for your review. 

 


