Step by step instructions to complete a Hauling/Moving Permit application in eBUILD
http://www.cityofchesapeake.net/eBUILD
Log in to eBUILD

Select New > Public Works Application from the menu at the top of the page.

Review and agree to the terms and disclaimers:

Contact Information
Enter contact information for the Hauling Company and Permitting Company (if applicable):
Use the Select from Account button to easily import the information you entered when you created
your account. Use the Add New button if you are entering information for someone who is not
associated with your account and has not previously applied for a permit in eBUILD. Use the Look Up
button to import the contact information for anyone who has already applied for a permit through
eBUILD. Once the contacts have been added, click the Continue Application button.

Application Information
Enter the details about your proposed move. Fields marked with a red asterisk are required.

For the Axle Weight and Spacing, you’ll need to add rows to the table and then enter the appropriate
information. You can click on the Add a Row button to add one row, or click on the dropdown arrow to
add multiple rows.

A new window will pop up to allow you to enter the required information. Fill in the appropriate fields
and then click the Submit button.

After all of the rows are entered, click the Continue Application button to move to the document
attachment page. If you need to leave the application and finish it later, click the Save and resume later
button.

Attaching Documents
To attach documents, click the Add button and the File Upload window will appear.

Click the Add button in this window to locate the documents you want to attach.

Navigate to the location on your computer where the document is saved. Select the desired document
and then click Open.

Repeat this step for any additional documents. Once all files are uploaded and you see the 100%
progress bar, click the Continue button.

After the documents are attached, you will need to select the document Type from the dropdown list
and enter a brief description of the document. Be sure to click the Save button before clicking Continue
Application.

Application Review and Submittal
The last step in the submittal process is the Application Review. Review the entered information and
click the orange Edit button for any section that may require revision.

Once you are certain all the required information has been provided and is correct, read the certification
statement and click the checkbox below to accept the terms of responsibility. Finally, click the Continue
Application button to submit the application.

**Please note that once the application is submitted, you will not be able to edit any of the submitted
information. The only actions you’ll be able to take are paying fees and attaching documents. If you
need to revise your application, send an email to haulingmovingpermit@cityofchesapeake.net and a
staff member will update it for you.
The next screen you see is the “Receipt” page, which will include your application number. You can click
on the application number to go to the details of the application.

There is also a link to “Copy Record”. If you need to apply for additional permits using most of the same
information (for example: same vehicle, same load, different date), click on the Copy Record link.

The Copy Record button is also available on the Record Details page.

Clicking Copy Record will cause a window to pop up and let you select what information you want to
transfer to the new application. The Custom Fields and Custom Lists are the application details and axle
weight/spacing details you entered previously. Check the applicable boxes and then click the Copy
button.

You will be taken back to the beginning of the application process, where you will again have to agree to
the General Disclaimer. Once you start the new application, you will see the copied information is
already entered. Continue through the steps as before, editing details as required for the new permit.

Save and resume later
Clicking the Save and resume later button will return you to your Records list and you’ll see “Resume
Application” under the Action column.

When you click Resume Application, a pop up window will appear and ask if you’d like to Start from the
beginning or Pick up where you left off. Starting from the beginning will go back to the first step, but
any previously entered information will be retained.

Steps to take after submitting the application
Providing missing information
The Traffic Engineering staff will review your application. If they need any additional information, you
will receive an email similar to the one below:

If you get an email requesting additional information, you can click on the link in the email to return to
your application in eBUILD, but you may be asked to log in first. If you are not taken directly to your
application, click on the Public Works tab to see your Records list.

Click on the Record Number to see the Record Details page.

To access the attachments page, click on the Record Info dropdown menu and select Attachments.

Paying fees
When the application has been approved and your permit is ready to be issued, you will receive an email
similar to the one below:

When you get an email that your permit is ready to issue, you can click on the link in the email to return
to your application in eBUILD, but you may be asked to log in first. If you are not taken directly to your
application, click on the Public Works tab to see your Records list. From the Records list, you can click on
the checkbox next to your application number and then click the Add to cart link, or you can click the
Pay Fees Due link in the Action column.

If you select Add to cart, you will see a message that your selection has been added to the cart and the
cart icon at the top of the page will have a (1) next to it. You can click on the Cart to proceed to the
payment screen.

If you click on Pay Fees Due, you will be taken directly to the payment screen. Confirm that the Fees
listed are correct and then click the Pay Now button. If you want to pay for multiple permits at once,
you can click the Add Additional Items to Cart button.

You now see the Total amount to be paid. Click Pay Now again.

The Payment Information screen allows you to select your payment option (Credit Card or Bank
Account). Please note that there are convenience fees charged by the City’s third-party payment vendor
(ACI Payments) for both options. After selecting the payment option, click Submit Payment to be taken
to the third-party site.

The first page on the ACI Payments site indicates the Service Fee and the Total Payment. You must also
agree to their Terms and Conditions by clicking the Accept button.

The second page is where you enter your contact and payment information. Some information will be
brought over from eBUILD and automatically entered for you. The Credit Card information is not stored
by eBUILD. After filling out all of the required fields, click Continue.

The third page is a summary screen. Confirm the information shown. Click Edit to make any changes or
click Submit to authorize the payment. Please note that clicking Submit multiple times may result in the
processing of multiple payments.

After the payment is submitted, you will receive an email from ACI Payments Customer Service
confirming your payment and you will also be returned to the receipt page on the eBUILD site.

You can click on the Permit Number to access the Record Details page. The permit will be available for
download on the Attachments page.

