Conveyance Management Portal
Customer Training

A, Washington State Department of
\) Labor & Industries

Conveyance Management
Portal User Guide

Printing from the Portal
A step-by-step guide to printing
documents from the Portal including

Invoices, Receipts, Permits
and Annual Operating Certificates
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Introduction

This user guide is for all customers involved with a conveyance. All Portal users can print
or download:

e Receipts
e Permits
e Annual Operating Certificates

NOTE: You will only be able to print documents for conveyances you own or manage.
You will not be able to print documents for conveyances transferred to another owner
or for revoked or suspended conveyances.

NOTE: All documentation uploaded or entered into the Portal is subject to public
disclosure at any time.
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Printing invoices

1. Log in to the Portal.

2.

3.

The Home Page will appear. Select Manage Invoice from the “"WHAT DO YOU
WANT TO DO” menu at the bottom left.

Welcome HERMAN MUNSTER | Home | Logout

WELCOME TO YOUR HOME PAGE!

View Pending Application(s)

On the next screen, you'll see all the invoices generated for your business entity, or
for conveyances you have been granted access to if you are a property manager. You
can sort using the Status column or the Balance Due column to manage your
invoices.

Check the Status column to see if your invoices are paid, partially paid, or unpaid.
Use the Balance Due column to see the amount owing for each of your invoices. If
an invoice has been paid, the balance due will show as zero. If an invoice has a
balance due, that will also be displayed here.
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5. Find the invoice you want to print, select the Print Invoice link in the right column.

s

Welcome HERMAN MUNSTER | Home | Logout

b Fields marked with asterisk (*) are required

Esturn To Homs
Name Mailing Address
MUNSTERS INC. PO BOX 14

ENUMCLAW, WA, 98022
BUILDINGOWNERBLNLWA.GOV

Invaice ¢ nueType = Amount = BalanceDue = Status = DueDate = Reference Type = Conueyance # = Sits Location = Receiptd = Prinf Select

o e o N/A 123 MAPLE VALLEY RD, MAPLE
INV-003848 Penalty Tnvoice 50000 [500.00 Unpid] | 01/24/2025  Inspection 200043 [
, Annual Operating P Multple c
INV-003833 e 748,10 12/23/2024 Onlin Agplication | (P Multiple Conveyances 1854
. Annual Operating . . e Aol - BRODKSDALE 1998 DEANS print
INV-003877 " 56070 0.00 Paid 12/23/2024  Online Application | 200380 BROOKSDALE ton DR 1848 b

Selected Balance Due : $0.00

6. A pop-up will appear when the invoice PDF is downloaded. Select the most recent
download to print. Print as normally done on your computer. You can close the
document screen once complete.

Hame Mailing Address
MUNSTERS INC. PO BOX 14
ENUMCLAW, WA, 88022
BUTLDINGOWNERELNIL. WA, GOV b
You can pay for same Revenue type In single transaction
Ivolca # = Revenve Type = Amount = BabncaDue = Stms = DueDate = Referance Type = Conveyance# = SiteLocation = Recaipts = Print Selact
INV-002474 Annul Cperating 348,60 0.00 Paid 11/04/2024 Online Application Multiple Conveyances Multiple Conveyances 1614 PR
Cer...More Invoice
mv-002293 Annee O 144.70 0.00 pad 10/23/2024 oniine Application 200183 B e aay, AVENUE | 156 S
— Annu o F— e Aoplication print
INV-002202 Pl ey 144.70 144.70 unpaid 10/23/202 Online Applicatio e
‘Selected Balance Due : $0.00

Washington State Department of
Labor & Industries
Invoice

12232024
MUNSTERS INC.

POBOX 14

ENUMCLAW, WA 96022
PermivCenificate 8: 400075.100402
Camveyance ¥

Sie Location

Dear HERMAN MUNSTER,
Invaice Details

Inwoioe 8: INV-D03833

Revenue Type: Annusl Operating Ceréficate Renewsi Fee

Inwoice Type: Rogular

The Manage Invoice screen will appear again. You can follow the same process to print
an invoice with an unpaid balance.

e You can pay a balance online once an invoice is available.
e You can also print the invoice and send your payment by mail or pay in person at
an L&l customer service location.
NOTE: Write down your invoice number if you'd like to use it to find a specific receipt.
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1. Log into the portal.

2. The Home Page will appear. Select Print Receipt from the “"WHAT DO YOU
WANT TO DO” menu at the bottom left.

Washington State Department of

Labor & Industries

v

Welcome HERMAN MUNSTER | Home | Logout

Contact Information

Name: MUNSTERS INC.

PO BOX 14,

ENUMCLAW, WA 98022

Phone #: 555-333-3333

Email: BUILDINGOWNER@LNI. WA,
SOV

WHAT DO YOU WANT TO DO?

View Pending Application(s)

Renew Permits

WELCOME TO YOUR HOME PAGE!

Conveyance Assignment
Apply for Annual Operating Certificate
Print Recelpt

Manage Invoices
Manage My Permit
Update Profile

Conveyance Lookup Tool

Manage User

3. Below the Print Receipt header, select the Print link in the far right column for

the receipt you want to print.

Name Mailing Address
e Dewpor
T = == =
T
T CTE
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Once the receipt has downloaded a pop up will appear. Select the download you
would like to print.

MUNSTERS INC

Mailing Address
1234 MAIN STREET

NOTE: The receipt will ga to micads at the top of the
screen. Select what you wi tfrom the pop up of

dawnloads avaikable to print

Print Receipt

TUMWATER, WA, 98501

BUILDINGOWNERD!

LNLWA.GOV

= Recespt Dans = Puyment Mads = Amount p—, = P

07013045 02/01/2025 Gnline E-Check/ACH 1410 394569 print
167018045 0270112025 Gnline E-Check/ACH 100,00 IHv-394411 prin:
print

;;;;;;;;; Cred prine
07018042 0270112025 Gnline E-CheckACH 182070 354586 print

Print the document as normally done on your computer.
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Printing permits and Annual Operating
Certificates

1. Log in to the Portal.

2. The Home Page will appear. Select Manage My Permit from the "WHAT DO YOU
WANT TO DO" menu at the bottom left.

A Washington State Department of
‘) Labor & Industries

Welcome HERMAN MUNSTER | Home | Logout

Contact Information
Name: MUNSTERS INC

PO BOX 14,

ENUMCLAW, WA 98022

Phone #: 555-333-3333 WELCOME TO YOUR HOME PAGE!
Email: BUILDINGOWNER@LNLWA.
Gov

WHAT DO YOU WANT TO DO?
View Pending Application(s)

Renew Permits

Conveyance Assignment
Apply for Annual Operating Certificate
print Receipt

Submit POC

Manage My Permit I

Conveyance Lookup Tool

——

Manage User

3. For the permit you chose, select the Print link from the column on the far right.

NOTE: You may only print active permits or operating certificates. You may need to
scroll down to find the permit you want to print.

Welcome HERMAN MUNSTER | Home | Logout

Fialds marked with asterisk (*) are required.

Name Mailing Address

MUNSTERS INC. PO BOX 14
ENUMCLAW, WA, 98022
BUILDINGOWNERGLNLWA. GOV

Permit Information T Remove Filter
Permit Type = Permit# = Conveyance# = Owner = Endorsement = PermitStatus’ = Expiration =  Site Location = Print
Date
. . N/A 123 MAPLE
ESSQEE%#EL CONVEYANCE OPERATING 400006 200043 MUNSTERS INC. BELT MAN LIFT Active 01/30/2026  VALLEY RD, MAPLE | Print
VALLEY, WA 98038
ADDAMS FAMILY
COMMERCIAL CONVEYANCE OPERATING y LIMITED-USE/LIMITED- . JEWELRY 1 ADDAMS
CIRTFCATE 400024 200168 WELLS STEARMS o oo (s Active 02/02/2025 (L0 e wa PNt
98109
y BUILDING J L
COMMERCIAL CONVEYANCE OPERATING HAND POWERED FREIGHT
4 1 MUNSTI s I AM pri
CERTIFICATE 00025 200160 UNSTERS INC ELEVATOR Active 02/02/2025  ADDAMS DRIVE, Fint

SEATTLE. \WA 85109
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4. A pop-up will appear when the PDF is downloaded.

tof

\) Labor & Industries

Welcome HERMAN MUNSTER | Home | Logout

Fields marked with asterisk (*) are required.

Name Mailing Address

MUNSTERS INC. PO BOX 14
ENUMCLAW, WA, 98022
BUILDINGOWNER@LNL.WA.GOV

Permit Information T Remove Filter

Permit Type = Permit# = Conveyance # = Owner = Endorsement = PermitStatus’ = Expiration = Site Location = Print
Date
N/A 123 MAPLE
gg;’!;;'féi’:e" CONVEYANCE OPERATING 450006 200043 MUNSTERS INC.  BELT MAN LIFT Active 01/30/2026  VALLEY RD, MAPLE  Print
VALLEY, WA 98038
ADDAMS FAMILY
COMMERCIAL CONVEYANCE OPERATING LIMITED-USE/LIMITED- § p JEWELRY 1 ADDAMS
TR CATE 400024 200168 WELLS STFARMS oo carion (LULA) Active 02/02/2025 Yo erarne wa o Pt

98109

5. Print the document as normally performed on your computer.

= CMS License Certificate CCOC 400006 11072024090714.PDF

ANNUAL OPERATING CERTIFICATE
Sean herefr shevatornfecratr,
spections,and more
CONVEVANCE®: 200043

123 MAPLE VALLEY RD

MAPLE VALLEY, WA 98038 EXPDATE:  01/30/2026

Y.

£/ 10
CONVEYANCE DESIGNATION: _ Biueberry

MUNSTERS I
TR ARTMENT OF LABOR & INDUSTRIES
ELEVATOR SECTION

P0. Box 44480

Olympia, WA 98504-4480

360-902-6130

Faal0uro00 012024

Page 8 of 8



