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1. Logonto

https://h8.maintstar.co/riovistaportal

2. Welcome screen

The welcome screen is your entry into the Rio Vista-MaintStar Customer
Service Portal. In the upper right you can register as a new user, submit your
credentials and after you have registered, sign in with your registration.

Welcome!

How may we serve you today?

Q

I

The Blue Blocks are your entry points to:

Dashboard: View all your applications, inspections, notifications in one place.
Apply For: Permits Licenses and Inspections

Report Violations: Submit a complaint to report an issue

My Records: Keep track of all requested record transactions.

Inspections: Request new inspections, cancel and keep track of all requested
inspections.

My Profile: Access your personal profile.


https://h8.maintstar.co/riovista

3. Registering as a user

To use the system, you must first register.

Click the sign in button on the upper right of the screen. You
will be taken to the sign in screen shown below. Enter your Id

and password if you are already registered or click Create

Account to start the registration process.

Sign In

Log in if
you have
an

Register if

you are a

new user
account




Enter your name, email user ID and create a password, minimum 4 characters
and your phone number. Click CREATE

« secure | h3. e al/#/signuf > Q% MmO HEE gy o e :
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Create Account

First Na L e
John Williamson

Email
jw(@gmail.com
jwilliamson

8005551212

If you are a contractor, you will be required to enter your license information and
upload a copy of your licenses. The Rio Vista staff will validate your submitted
information and they approve you for using the portal. You will not be able to
submit requests for permits or inspection until your credentials have been

validated.
If you are a contractor click CONTRACTOR CREDENTIALS

Credentials

fyou are s contractor




On the contractor credential page, you will need to enter your Business licenses
number, Expiration date, State license number and expiration.

You should have an electronic copy of all licenses as well as workman’s
compensation certificates to upload as part of your registration.

(1) Q DASHBOARD APPLY REFORT VIOLATION MY RECORDS MY INSPECTIONS MY PROFILE

X

Contractor Credentials

Please attach required documents: California State Contractor's License, Workers compensation
certificate, City of Rio Vista Business License.

Add attachments

ADD FILE




4. To upload copies of your Credentials:

Click ADD FILE

Navigate to the credential file on your computer and select it. When it up loads,
use the drop down to identify the type of credential it is.
Click SUBMIT

Add attachments

L 9A023DF3.tmp Set Attachment Type E
emove Business License Application

California State Contractor's License

City of Rio Vista Business license

Project Plan

L’u’orii(_er__s_ _CEJr_‘ﬂp-. Insurance

ADD FILE

Repeat this process for all credentials.

Rio Vista staff will notify you when your credentials have been accepted and you
can begin requesting new permits. Until you are approved, you will be able to
log in and see your notifications. Notifications are communications between you
and the Rio Vista staff. You will not be able to request permits until your
credentials are verified.




Here, we are logged in and we see | notification in the pink Notification bubble.

The notifications are shown in the dashboard section.

Here is a welcome message:

APPLY REPORT VIOLATION MY RECORDS MY INSPECTIONS MY PROFILE

Welcome to public portal.

Here you can apply for a new permit and check it state.

Notifications

0 Welcome to the Permit Portal - Dear John Williamson, Welcome to the our Permit Portal Your Login is jwilliamson )1:35 PM

The dashboard will be a list of all notifications between you and the Rio Vista
Staff.




5. How to Apply for a Permit

Once your credentials are approved you can apply for a permit:

Click the APPLY FOR Block on the main screen.

Welcome!

How may we serve you today?

DREEEE
«' VioLATIoN
x

Select Permit:




A @ DASHBOARD  APPLY  REPORTVIOLATION  MYRECORDS  MYINSPECTIONS MY PROFILE

I'd like to apply for a Permit

Scler Permi Filter as you type for
permit type selection,
e et P or click from drop
continue if your project does not req dOWn

Select the Type of permit. In this example we will choose “Building permit

summit.” Continue down the page filling in each field as you go.

At the bottom, attach a project plan in the same way you submitted your
credentials. If job address or lot number are not found, describe them in

the job description and Rio Vista staff will contact you to resolve the issue.

Fill in all fields
as you scroll

down the
page

Attach
project plan




If you submit a request for a permit but miss some needed information the

system will prompt you on the missing items in Orange and Red as shown

below.




6. Submitting your application

Once you have satisfied the application requirements you will be able to
review your application. Be sure to check any requirement checkboxes
that will be on the review. You should be prepared to enter your license
information and your name as applicant. You will be asked this for each
permit submittal as an additional security step. You might want to save

this in a folder for easy access the next time.

You can go back if you need to edit something to continue with Submit.

Review
I'd like to app a
Please check and review all information. Click "Submit' button if you want to submit Request or 'Back’ to

sgle_n _3“"‘ ™ change entered data or cancel a submission
Building Pert

SelactZuilgngd 1 oooo:
Summit Mog

Job Address -
I3AMARKSR{

Build a naw home on villzge lot.
Selectwhoyougd -°0 7 34553
Contractonl  =-uzrs Footags 3300

Review Your
application

Permit Pulled at - '%:.':::' 385,000
Apglicant
C0000S, She

Declarations:
Contacts

Reguired Cont|  Licensed Contractor Declaration

ey e hereby ffirm under penalty of perjury that | am licensed under provisions of Chapter 9 ([commencing with Section 7000
L) of Division 2 of the Business and Professions Code, and my license is in full force and effect.

ADD ADDITH

State Lic. Mo. Lic. Class Exp. Date

Details

Jsk Deszratian
Build anew | California Energy Conservation Declaration

ffirm under penalty of perjury th
Code pertzining to Energy C

ect conforms to &ll applicable laws of Title 24 of the California @
v

Lot &
34555 HAZMAT: Ing

Souam=Fomtage|  =vailable to you Check b,o.x
3500 -
¥ confirmations

== are required.

as filing directions were made

Eroject Cost
385,000

submitt, or go
back to edit

Antachments
Reguired Attag

] advisary -

ABBFILE | | . ires Agent Dat= 07/31/2019




7. Your Submitted Application:

Your Record PM19-0653 has been submitted Please check your Email for confirmation of permit fees. We do not accept
electronic payments only cash or check.

- Back

$Waiting for Payment
PM19-0653 Pending
Desernpton

Build 2 new home n village lot

Address

@334 MARKS ROAD. Rio Vista CA&

Expand

sections

with the
Up /Down

resimoices @)

Antachments

Your submitted application shows the record number and the status. Each
section of the application record is in a separate panel. You can expand
and condense the panels with the little arrow on the right.

The system will calculate the fees based on the information you submitted.

You should go to the Rio Vista office and pay fees for this permit in
person.

Once your fees are paid the permit will be issued at the office.

Your next step would be to schedule inspections when you are ready.



8. Requesting Inspections

When you are ready, you can call for an inspections for your construction

project.

Click on the apply block and choose New Inspection.

Welcome!

How may we serve you today?

DREEEE
« VIOLATION
L3

1 jwiliamson




The Inspection request screen will appear.

e Select the record number of your permit. If you have several in process

you will see a list to choose from. After you select the right permit

record, you can then select the inspection type on the next line.

e The inspections required for the permit will be in the Inspection type

drop down. Select the one you want to request.
¢ You can then request a morning or afternoon inspection.
e Click submit.

o The Office staff till process the request and you will see the status in

the inspections when it is scheduled.

: e [sr59]

@« Q DASHBOARD APPLY REPORT VIOLATION MY RECORDS MY INSPECTION MY PROFILE

= Back

Choose from your existing
open permits here.

I'd like to request an inspection for .

PM19-0653 - Building Permit (Summit) - Summit Model 2 - 334 MARKS ROAD, Rio Vista, CA
I t Requested Date (N
Rough-in x 08/07/2019
Phase

Requested Time is k

Then flom 8:00 AM 10 1200 PM
select the e
Wipc ol T Submit
P - when you
call Me if there is an earlier openning are ready

oo I




The Inspections tab will show the inspection and the scheduled data and

time:

w Q DASHBOARD APPLY REPORT VIOLATION MY RECORDS

Keep track of all requested Inspections. Filter Inspections by state: all, active or completed.

ACTIVE INSPECTIONS

MY PROFILE

[3) REQUEST FOR A NEW INSPECTION

CLOSED INSPECTIONS

Inspection Type Record Date

Result Status

Roughi In Process CANCEL
Final Scheduled for Apr 11 AM In I—‘n.ke:.a CANCEL
Rock/Lath/Gas : Closed on Feb 27 Pass  Completed
Insulation E Closed on Feb 27 Pass  Completed
Final E Closed on Jan 28 Pass  Completed
Shear/Reof nail Closed on Jan 15 Pass  Completed
Temp. Power E Closed on Dec 17 Pass  Completed
Rock/Lath/Gas Closed on Dec 17 Pass  Completed

The Inspection requested time and date cannot be guaranteed due to

inspector’s schedule. The staff will do their best to accommodate your
request.




9. Inspection results

When the inspection is completed, the results will be updated, and you
can see them on your inspection tab. In cases where the inspection fails, a

Reinspect button will be shown.

Click the Reinspect button to schedule a reinspection when you are ready.

#  Q  DASHBOARD  APPLY  REPORTVIOLATION  MYRECORDS MY INSPECTIONS MY PROFILE
Keep track of all requested Inspections. Filter Inspections by state: all, active or completed. REQUEST FOR A NEW INSPECTION
ACTIVE INSPECTIONS CLOSED INSPECTIONS
Inspection Type Record Date Resull  Sfatus

Roughin M19-0¢ Closed on 08:00 AM Fall  Chmpleted

Final £ Scheduled for Apr11 AM i Process CANCEL

Rock/Lath/Gas 6123 Closed on Feb 27 Pass  Completed
LY

Insulation PB 18:¢ Closed on Feb 27 Pass  Completed

Final F Closed on Jan 29 Pass  Completed

i

REINSPECTION FILLS IN ALL THE
DETAILS FOR YOU

Rough-in 08/07/2019

Phase

call Me if there is an earlier openning




