LCAP Right-of-Way Permit Application 6
Guide

HELP GUIDE

Introduction

Largo Civic Access Portal, or LCAP, is the City of Largo’s customer facing portal for the City’s Land
Management solution. This is utilized by citizens City-wide for applying for and managing permits,
inspections, business tax receipts, and professional license registration.

Purpose

This guide is intended for City of Largo customers to successfully apply for a right-of-way permit.

Resources

Largo Civic Access Portal: http://largo.com/LCAP or

https://cityoflargofl-energovweb.tylerhost.net/apps/selfservice#/home
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IMPORTANT: For the below features, users are required to be logged in to their LCAP account.

1. Selecting the Application

From the LCAP homepage, select Apply from the navigation bar to navigate to the available
applications.

Forms & Links = Apply  Today'sInspections Map Search@Q, Calendar(0

For renewing your Business Tax Receipt, you can find step-by-step instructions here.
For renewing your Contractor Registration, you can find step-by-step instructions here.
Instructions on account creation, login, and much more can be found here.

Once the application assistant loads, use the search bar to search for the right of way permit OR
use the categories to find it.

Using the Search Bar: Enter in the name of the application or key words associated with that permit
type.

Application Assistant

Right of Way n

“ 22 Trending o My History B8 LICENSES B PERMITS H PLANNING

> Show Categories Show My Templates
Commercial Right of Way Permit
z § Category Name: Description:
Engineering Commercial Work in Right of Way

Residential Right of Way Permit '
g § Category Name: Description:

Engineering Residential Work in Right of Way

Using Categories: Expand Show Categories.

Application Assistant

search for application names and keywords B
_ =2 Trending BS LICENSES H PERMITS H PLANNING
» Show Categories
Commercial Accessory Structure
Category Name: Description:
Building Commercial - Shed, Carport, Garage, Screen Room
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Once the categories are expanded, click Permits, then click Environmental Services. The

applications will appear.

< Hide Categories

Infrastructure @)

+ PLANNING €5 Engineering

Commercial Right of Way Permit Apply

= All E g Category Name:

Description:

Engineering Commercial Work in Right of Way
+ LICENSES €15
= PERMITS I R . . . .
I @D @ 2 Reclaimed Water: Inside City Limits Permit
Al €D TS Category Name: Description:
=== Engineering Reclaimed Water Connection
Building &7
Engineering @
@ : Reclaimed Water: Outside City Limits Permit
Facilities o - Category Name: Description:
= Enginceri Reclaimed Water Connecti
Fire €D ngineering eclaimed Water Connection

Residential Right of Way Permit Apply

Planning and Zoning ) 7 ?
Category Name:

Description:
Residential Work in Right of Way

From the selection, click Apply on the correct permit type application.

Commercial Right of Way Permit

z ﬁ Category Name:

Engineering

Description:

Residential Right of Way Permit

E § Category Name:

Engineering

Description:

ﬁ

Commercial Work in Right of Way

ﬁ

Residential Work in Right of Way

The application process will now begin.
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2. Completing Your Application

The first step of the application that loads is the Location step, where you will be required to select
the address or location of the work for the permit.

Locations

LOCATIONS
Please select the physical address where the device is located.

Tips for using our map:
s+ Use address number and street name only, e.g. 123 Main
+ Exclude the City, State, and Zip Code
* Exclude directions like North or N, and street types like Road or Rd
+ Do not include punctuation
« When including a unit number, be sure to use the correct unit type and unit number, using USPS abbreviations
« As our map is based on information from the Pinellas County Property Appraiser, use their search function here to confirm that you have the correct address formatting if

you're running into issues.

Add
Location

-+

REQUIRED

To do so, click the large + plus sign on the location card.

LOCATIONS
Please select the physical address where the device is located.
Tips for using our map:

+ Use address number and street name only, e.g. 123 Main

+ Exclude the City, State, and Zip Code

* Exclude directions like North or N, and street types like Road or Rd

+ Do not include punctuation

+ When including a unit number, be sure to use the correct unit type and unit number, using USPS abbreviations

+ Asour map is based on information from the Pinellas County Property Appraiser, use their search function here to confirm that you have the correct address formatting if

you're running into issues.

Add
Location

-+

REQUIRED

The Largo map should load. If the work related to your permit is taking place outside the bounds
of an address or parcel, skip to page 6 to draw the area you’re working in instead of using the
address search.
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Address Search

If the work is taking place on a standard address or parcel, use the search bar to search for the
address location of the permit. When doing so, follow the below tips for searching.

Tips for using our map:

¢ Use address number and street name only, e.g. 123 Main

e Exclude the City, State, and Zip Code

e Exclude directions like North or N, and street types like Road or Rd

e Do notinclude punctuation

e  When including a unit number, be sure to use the correct unit type and unit number,
using USPS abbreviations

e Asour mapis based on information from the Pinellas County Property Appraiser, use
their search function here to confirm that you have the correct address formatting if

you’re running into issues.
SEARCH ENTER MANUALLY

]

)

]

e eeIE

321

7

24 EVEY

Once the appropriate address has been located, press either Add buttons to add the address to
your application.

SEARCH ENTER MANUALLY
|1 ] ] 1 400

| 201 n highland X Q

a4
Select All '

201 NHIGHLAND AVE
Parcel: 35-29-15-71824-000-0010
QOwner: LARGO, CITY OF

201N HIGHLAND AVE

Parcel: 35-29-15-71824-000-0010
Owner: LARGO, CITY OF

@ Zoomte —+ Add

2ny pue|yb

The system will return to the application page.
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Draw Tool

To utilize the draw tool to outline the area where your work will be taking place, once the map loads,
zoom to the space on the map to find where you want to draw your shape. Once you’ve zoomed in
enough, click the ‘Draw a Polygon’ tool in the top right tool bar.

Ell

Your curser will become a crosshair with an orange circle. Use the curser to begin placing polygonal
points, outlining where the work will be taking place. To place a point, click when your curser is an
appropriate corner or line to begin your shape.

After clicking, drag your curser to display a dotted line dragging behind. This dotted line will become
an edge of your polygon.
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Continue to place points of your polygon by clicking in the appropriate spots of the map.

GEG

626

Once you’ve finished, click the original point you first started with. Your polygon will display,
highlighted in blue.

— i

G681

GEaY

If you make a mistake placing your points, you can click the ‘undo’ or ‘redo’ buttons in the top right-
hand toolbar at any time.

Undo

803
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Redo

803

Once your shape turns blue, a new pop up should appear. On it, click the button that says “+ Add

this shape.”

L
L

Polygon

& Zoom to

600

K:-9212654.73638759
¥: 3238539.3200835823

172 | | 2842 | 2866 2890 291,
2750

hd

65 2889 291

1 1 7e |

azan SN

27 72868 2014 2024

You will be returned to the Location step of the application. The card should now contain the
location information that you selected from the map. Click Next to continue.

LOCATIONS

Tips for using our map:

* Exclude the City, State, and Zip Code

* Do not include punctuation

you're running into issues.

Remove

Create Template

Please use our map feature to select the appropriate address or use the spatial collection tool to select the appropriate area.

* Use address number and street name only, e.g. 123 Main
* Exclude directions like North or N, and street types like Road or Rd

* When including a unit number, be sure to use the correct unit type and unit number, using USPS abbreviations

* As our map is based on information from the Pinellas County Property Appraiser, use their search function here to confirm that you have the correct address formatting if

Save Draft Next
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The next part of the application, the Details page, will require you to complete information
regarding the permit. The description should include your exact scope of work which summarizes
the work being completed.

Apply for Permit - Residential Right of Way Permit *REQUIRED

Locations Type

PERMIT DETAILS
Largo Engineering Design and Construction Standards must be followed. They can be found here.

Please complete the required fields accurately. The description should include your exact scope of work which summarizes the work being completed.

* Permit Type Residential Right o

* Description

m Create Template Save Draft Next

Complete all required fields to the best of your ability. Failing to capture the appropriate details for
the permit may delay your application review. Upon completion of all fields, press Next to continue.

Locations Type

PERMIT DETAILS
Largo Engineering Design and Construction Standards must be followed. They can be found here.

Please complete the required fields accurately. The description should include your exact scope of work which summarizes the work being completed.
* Permit Type

* Description test

Create Template Save Draft Next
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The next phase of the application, the Contacts page, requires you to complete information
regarding related contacts to the permit. Notate some contact cards are marked as required. All
contacts must be filled in for the system to accept your application. Refer to our Contact
Management Guide here on how to use the contact search function, favorite contacts, etc.

It is highly recommended that you search for a contact prior to adding a new contact.

Applicant
Kelly Brown (You)

201 N Highland Ave, Largo, FL
,33615

Contractor

Add

Contact

-+

Engineer Utility Contractor

Add Add
Contact Contact

+ o+

REQUIRED

Select Type v

Add
Contact

-+

m Create Template

Once you’ve completed adding your contacts, click Next.

CONTACTS

All contractors and subcontractors must be registered with the City of Largo. Contractor Registration is completed through LCAP and requires state or county licensure,
local business tax receipt, and certificate of insurance, workers comp and authorized agent form to be uploaded to the application.

Please note: When adding a contractor, if you receive the error ‘Contact does not have required individual license type, the contact you have selected does not have an

active contractor registration for that license type with the City of Largo. Please contact the contractor you are attempting to include so they may complete the separate
registration process or renew their current registration.

Applicant
Kelly Brown (You)

201 N Highland Ave, Largo, FL
. 33615

Contractor

s

Legacy User

Remove

Select Type v

Add
Contact

-+

Create Template

Save Draft Next
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https://cms7files.revize.com/largoflorida/document_center/LCAP/LCAP%20Contact%20Management%20Guide.pdf

The next page of the application, or the More Info page, asks a series of questions based on the
permit type you selected earlier. Please complete these questions to the best of your ability. Be
advised that any question with a red asterisk is required prior to moving onto the next step of the

application.
Questions | Top | Main Menu
Name(s) of right of way where work is being performed in:
7
*City Road where Work is being
Performed
*Is work being performed by a private v
contractor?
Back Create Template Save Draft m

Once you have completed answering all questions, click the Next button on the bottom right.

Questions

Name(s) of right of way where work is being performed in:

“City Road where Work is being
Performed

*Is work being performed by a private
contractor?

Create Template

This is a test.

Road A & Road B

No

| Top | Main Menu

Save Draft Next
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The next page of the application is the Attachments page. The required documents with blue boxes
are the minimum required documents for your application.

Attachments
Largo Engineering Design and Construction Standards must be followed. They can be found here.

Please upload the required documentation and any pertinent applicable additional documentation.

Select Type v

Add Attachment

Full Set of Plans -
ROW

Add Attachment

-4

Supported: .pdf, .png, .jpeg, .gif,
1iff, .doc, .docx, .xls, .xIsx, .text,
.dwg, .zip, .csv, .rtf, .dxf, .dwf,...

-+

Supported: .pdf

REQUIRED

Create Template Save Draft Next

To upload the required documents, press the large plus + sign on each box and follow the upload
prompts.

Full Set of Plans -
ROW

Add Attachment

==

Supported: .pdf

REQUIRED

Once you have uploaded the required documents, your uploads will be reflected on each card.

It is highly encouraged to upload any additional pertinent documentation at this time of the
application. Not doing so may delay the application review process.
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To upload any other additional documentation, click the Select Type dropdown on the blank
upload card.

Select Type hd
Select Type

Change of Contractor Form

Full Set of Plans - ROW

Other Documents

Supported: .pdf, .png, .jpeg, .gif,
1iff, .doc, .docx, .xls, .xlsx, .text,
.dwg, .zip, .csv, .rtf, .dxf, .dwf,..

Select the appropriate document type. Then press the large plus + sign on the blank upload card.
Then follow your devices prompts to select the file to upload.

Once you have completed uploading your documentation, click the Next button on the bottom
right.

Attachments

Largo Engineering Design and Construction Standards must be followed. They can be found here.

Please upload the required documentation and any pertinent applicable additional documentation.

Full Set of Plans - ROW

Test Doc 1.pdf I

Size: 10.17 KB

Select Type ~

Add Attachment

Supported: .pdf, .png, .jpeg, .gif,
.iff, .doc, .docx, xls, .xlsx, .1ext,
.dwg, .zip, .csv, .rf, .cxf, .dwf,...

Remove

Create Template Save Draft Next
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The next page, the Signature page, requires your signature prior to proceeding to application
submittal. Type your electronic signature into the first box, and either sign with your cursor in the
second large box or click Enable Type Signature to type the second signature instead.

egistered Projessional Land Surveyor, and signed and Seal y @ Florida-Registered Projessional Engineer. 21. All materials and equipment shall be subject fo inspection by an
Engineer of the City or his agent. 22. I, the undersigned Permittee, do hereby CERTIFY that the utilities or improvements approved by the above Permit will be constructed and
inspected in accordance with the approved drawing(s) made a part of this Permit. All construction plan changes will be approved by the City Engineer, and were attached to this

Permit. I also certify that the work area will be left in a condition that is equal to, or better than, the original conditions found in the project area when work authorized under this
Permit began.

* Please type your name as consent to electronically sign this application. I I

Enable Type Signature ]

Kelly Brown
April, 20 2026

Clear

Upon signing, click Next to continue.

Permit. I also certify that the work area will be left in @ condition that is equal to, or better than, the original conditions found in the project area when work authorized under this
Permit began.

* Please type your name as consent to electronically sign this application. John Smith

Enable Type Signature . John Smith

Kelly Brown
April, 20 2026

obie Senith

Create Template Save Draft Next
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The last page of the application is the Review and Submit page where you can review all the
documentation you entered in your application.

Should you wish to go back and make changes, you can press the back button on the bottom left of
the screen. Otherwise, click the Submit button in the top right or bottom right corner of the screen.

Apply for Permit - Residential Right of Way Permit *REQUIRED

Locations Type Contacts More Info Attachments Signature Review and Submit

]

Locations
Location 1508 HAMMER PL, CLEARWATER, FL, 33756
Parcel Number 26-29-15-94097-000-0180
Basic Info
Type Residential Right of Way Permit
[m? i, toct
OR
Performed
Is work being performed by a private No
contractor?
Attachments
Full Set of Plans - ROW Test Doc 1_v1.pdf

Create Template Save Draft

Upon successful submission, you will receive confirmation of submission.

@ Your application was successfully submitted!

Your application has been submitted successfully, it is now under review, and we will contact you if any additional information is
needed. NOTE: Some communication regarding vour application will be sent by donotreply@largo.com. Please be sure to check
your spam folder for notifications regarding your application or add donotreply@largo.com to your email safe sender list. Thank
you.

Continue to license

Congratulations, you’ve successfully submitted your new application for your CU permit!
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Be advised that review of your application is required prior to invoicing. You will receive emails
from Largo staff or the automated system with questions, invoices, or notices of issuance. Be
sure to check your email spam folder or add donotreply@largo.com to your safe sender email
list.

For any questions or concerns regarding your right-of-way permit application, please contact
Paul Zak, at pzak@largo.com.
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