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Customer Training

£ Washington State Department of
\) Labor & Industries

Conveyance Management Portal
User Guide

Renew Annual Operating Certificate

This user guide is meant for building owners and
property managers.
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Introduction

This guide presents a step-by-step approach to renew an Annual Operating Certificate. It
features screen shots of each step.

An Annual Operating Certificate is required for each conveyance. The operating certificate
shall be up to date and conspicuously posted on or near the conveyance, according to law.

An Annual Operating Certificate must first be issued for a conveyance before it can be renewed.
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Renew your Annual Operating Certificate

1. Log into the Portal. On the Home screen, select Renew Permits from the WHAT DO YOU
WANT TO DO? menu.

A Washington Department of
k) Labor & Industries

MAN MUNSTER | Home | Logout

Contact Information
Bame: MUNSTERS INC.
PO BOX 14,

ENUMCLAW, WA 98022

Phone #: 555-333-3323 WELCOME TO YOUR HOME PAGE!
Emaid: BUILDINGOWHERSLNL WA,
(<)

WHAT DO YOU WANT 10 DO?

l yiew Perding Applcation(s) b

Apply for Annual Operating Certificate

Print Receipt
Submit FOC
Manage Invosces
Manage My Permit
Update Profibe

Comveyance Lookup Tool

Manage Liser

2. The Renewal for Annual Operating Certificate — Preliminary Step screen appears. Under
the Application Type header, select Renewal for Annual Operating Certificate.

Welcome HERMAN MUNSTER | Home | Logou

Renewal for Annual Operating Certificate - Preliminary Step

Fields marked with asterisk (*) are required.

Application Type

| Please select the application you want to apply for:

©® Renewal for Annual Operating Certificate

Permit Type w

Permit/Certificate Type  Permit/Certificate Endorsement Permit Expiration Conveyance # Owner Site Location Requested

# Status  Date Action
COMMERCIAL CONVEVANCE 001 INCUNED vy soozs 2o munsTeRsInc, BULDINGGSOBTMCKSON L
PSSR e oo om0 nsTes i, SOOSOAEROMS
gg:;i‘:z:;‘;:;’::]m:ce 400226 Z:S;:NGER Active  07/02/2025 200032 MUNSTERS INC. ::JMB:II:‘I/'VI,QVJ: :vai";zs 2l Renew v
gg:;?:s::é::#:]g?;CE 400227 ::i’l:’::SLE Active  07/02/2025 200503 MUNSTERS INC. ::ﬁ:":g;i;::?::?:szsl Renew v
COMMERCIAL CONVEVANCE 400325 MOVING WALK  Active 10/23/2025 200183 MUNSTERS INC., xi:: :3;?::?::?: ES‘?ST Renew v

OPERATING CERTIFICATE

PUYALLUP, WA 98371

NOTE: Building owners and property managers will only see the option to renew operating
certificates for commercial conveyances. Contractors will have the ability to purchase and
renew operating certificates for construction hoists.
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3. Find the details and site location for the permit(s) you want to renew.

4. In the Requested Action column, select Renew or Do Not Renew as desired for all permits
within the list.

NOTE: If any location displayed includes a property you no longer own or manage, you can
update the Requested Action field to Do Not Renew.

NOTE: If you select Do Not Renew for permits you want to renew later, it may take a day or
two for those permits to reappear in your list of permits to renew.

Fields marked with asterisk (*) are required

Application Type

Please select the application you want to apply for:

® Renewal for Annual Operating Certificate

Permit Type

Permit/Certificate Type  Permit/Certificate  Endorsement Permit |Expiration Conveyance # Owner Requested

" Status Date Action
g‘::;i';ﬁé‘;:g:;i::ce 400075 XETE\L/X;;Z Active  10/20/2025 200192 MUNSTERS INC. ::;;z:’s;:?m’:;:;o" Renew
Erepmtaahlll (T Pieloet  Active  03/05/2026 200380 MUNSTERS INC. ::?g‘:lov‘:;"ﬁfg;"f Renew
R SONVTVANCE wonaze e CER Active  07/02/2025 200032 MUNSTERS INC. ::‘J::ifx“w‘:::;"z": ST S NerRenew "
AL CONVEVANCE (400227 el Active  07/02/2025 200503 MUNSTERS INC. fzf‘:‘:g:ﬁ:::;fﬂoe Not Renew v
COMMERCIAL CONVEVANCE 4051 WOVINGWALK Actve 107252025 200183 MUNSTERS INC. WESTAVENUESTE # 5, Do Not Renew v

PUYALLUP, WA 98371

g:s:;’;ﬁ:;:;’::‘gﬁ“ 400006 BELTMAN LIFT  Active  01/30/2027 200043 MUNSTERS INC. :’A‘:::i:i:'fx:";:;::‘ Do Not Renew v
Frieptsasblalen ] T [iaC MATERIAL  pctive  02/02/2026 200161 MUNSTERS INC. § } SO0 S WAY SEATILE:  og ot penew v

| 0

5. Select Next.

6. Review the Entity Information screen. Select Next.

Welcome HERMAN MUNSTER | Home | Logout

Renewal for Annual Operating Certificate

Fields marked with asterisk (*) are required.

Address Information /_1\ Attestation J

Please review Information for accuracy. 3 sack l next B3

Entity Information

Entity Name * MUNSTERS INC.

UBI # 555-555-555

= ?
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7. Review the details on the Address Information screen. Select Next.

NOTE: The information that appears on the Address Information screen relates to the
logged in user.

nt

) Washington State Department of
‘) Labor & Industries

Welcome HERMAN MUNSTER | Home | Logout

Renewal for Annual Operating Certificate

Fields marked with asterisk (*) are required.
T T
| Entity Information | Address Information I Attastation |
Please review Address Information for accuracy. n BACK I MNEXT u

Entity Mailing Address

Country * United States bod ~—

Address * PO BOX 14 Suite/Apt/Unit/etc.

City * ENUMCLAW State/Province * WASHINGTON v  Zip* 98022

County * King w Primary Phone # - Ext* 555-333-3333 Alternate Phone # - Ext 555-111-1234

555-222-8521 Primary E-mail * BUILDINGOWNER@LNLW  Alternate E-mail CONVEY@LNI.WA.GOV

€3 eack | wexr B3

a
o
x

NOTE: If at any time you see information that is incorrect but can't be edited in the Portal,
it's OK to attest that information is correct. Please email details about the incorrect
information, and the corrections needed, to ElevatorSect@Lni.wa.gov.

8. On the Attestation screen, select the attestation checkbox to verify your information is
accurate.

9. Select Submit Application, located at the bottom of the screen.

Welcome HERMAN MUNSTER | Home | Logout

Renewal for Annual Operating Certificate

Fields marked with asterisk (*) are required.
| Entity Information ={ Address Information m
3 Back

You must check the following:

l attest that the information provided in this application is accurate and complete to the best of my knowledge.

Name * HERMAN MUNSTER Date ™ 12/23/202 8

K3 Back

Submit Appl icat@

10. The Fee Details screen appears and provides several options. You can:
a. Edit Application — allows you to review the details on the previous screens.
b. Pay Now — takes you to a secure vendor portal (see step 14).

c. Submit and Pay Later — creates an invoice that can be paid later.
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d. Preview — generates a printable PDF that displays the information from the
previous screens.

11. To complete your permit renewal on the Fee Detail screen, select Pay Now.

Welcome HERMAN MUNSTER | Home | Logout

Fee Details

Annual Operating Certificate Renewal Fee (Fixed) $187.40
Annual Operating Certificate Renewal Fee (Fixed) $174.30
Annual Operating Certificate Renewal Fee (Variable) $386.40
Total Fees $748.10

Edit Application m Submit and Pay Later m

12.0nce you submit payment information on our secure vendor portal, a confirmation screen
appears confirming that your transaction is successfully completed.

13.0n the Renewal for Annual Operating Certificate Submitted screen, you can save your
transaction number for future use, if needed. You can also print your receipt or your
application summary.

Welcome HERMAN MUNSTER | Home | Logout

Renewal for Annual Operating Certificate Submitted

Thank you for using our online services. Your onling transaction number is 2801 Your Annual Operating Certificate can be accessed and printed via the "Manage My Permit”

section from your Home Screen. h

To View/Print payment receipt: Click Here

To View/Print application summary: Click Here

Return to Home m

14.1f you'd like to print your renewed operating certificate, please refer to the Printing from the
Portal training user guide or video.

Questions or comments, email: CMPTraining@Lni.wa.gov, and reference the training title in
the subject line.
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