
Crane Certification and Permit 
Management System 
Applying for Tower Crane Assembly – Application – 
Existing Crane (ie has been certified before): 
From the home screen, select “Submit Crane Application” option from the 
menu. 

 
 

On the “Preliminary Step” screen, select Application Type as “Assembly”. 

 



If your crane has been certified in the past and you have a C number, choose 
Yes and enter the C number into the textbox and tab out to continue. 

 

If the Crane# is not valid, system would throw an error pop up. 

 

Enter a valid Crane# and hit enter. “Permit Information” section is displayed.  

 

Select the radio button. “Permit Type” section is displayed with Construction 
Tower Crane pre-selected. Click “Next” button. 

Assembly Screen with “Entity Information” Tab is displayed. 



 

Note: The user can submit the Assembly application only if the “Status” is 
“Active” in the License Information section. 

 

 

In the Entity Information section, if applicable. you can edit “Primary Contact” 
sub-section. If there are no changes, click “Next” button. 



 

 

Assembly screen with “Address Information” Tab is displayed. 

 

User has an option to copy from “Entity Mailing Address” section and then can 
edit the “Site Location” section. 



 

Enter all the required fields in “Site Location” section and click “Next” button. 

 

Owner Information Tab is displayed with “Owner Information” section pre-
populated for an existing crane. Click “Next” button. 



 

Additional Information Tab is displayed with Mandatory Required 
Document(s) section and Crane Information section. 

 

In the “Mandatory Required Document(s)” section, for each line item, the user 
uploads the document by clicking on “Documents (0)” hyperlink 



 

“Document Upload” pop up screen is displayed. In the Attach Document(s) 
section, click “Add” button. 

 

Click “Choose File” button, select the required file/document, click “Open” 
button. 

 



 

The document has been added. Click on “Upload” button. 

 

Additional Information Tab is displayed with document uploaded successfully. 
In the Document(s) column, Documents (0) hyperlink is changed to reflect 
Documents (1). 

 



In the same manner, upload all the Mandatory Required Documents. 

 

In the “Crane Information” section, some of the fields will be pre-populated 
and some will be blank. Enter all the required fields and click “Next” button. 

 

Questions Tab is displayed with “Questions” section. 



 

Select the Date of Planned Assembly, and click “Next” button. 

 

Attestation Tab is displayed with “Attestation” section. Click on the checkbox 
and click “Submit Application” button. 

 

“Assembly Submitted” screen with “Confirmation” section and “Checklist” 
section is displayed. 



 

The user receives “New Application Submitted” email notification with 
“ApplicationDocumentsReceived” PDF letter attached. 

 

 

On “Assembly Submitted” screen, in the “Confirmation” section, if the user 
wants to view the application summary, click on “Click Here” hyperlink. 
Application Summary PDF is downloaded and can be viewed. 



 

In the “Checklist” section, if the user wants to upload additional documents, 
they can click on “Documents (0)” hyperlink 

 

The user can click on “Return to Home” button to navigate back to home 
screen, or click on “Logout” button to log out of the portal. 



 

 


