Crane Certification and Permit
Management System

Saving draft application and/or withdrawing application

1. Saving a Draft Application: Assembly, Reconfiguration, or Disassembly

These steps explain how to save a partially completed application as a draft, and return
to it at another time.

1.1 Begin an application by selecting, “Submit Crane Application” from the home screen.
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1.2 Make selections on the Preliminary Step screen depending on the Application Type
and crane desired, and then click ‘Next.

*NOTE: For more details on how to submit specific application types, please
refer to the training guides for submission of applications.
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1.3 Upon clicking next from the Preliminary Step screen, the Entity Information screen is

displayed. From this point until submission of the application, the application will be
saved as a draft.
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1.4 Begin filling out the application. Each time a screen is completed and ‘Next’ is

selected to move to the next tab, the information entered into the current tab is
saved.



**IMPORTANT: If you navigate away from a page without first clicking ‘Next’ to save

the changes, your changes will be lost.

- You must complete all required fields (fields marked with red asterisks) on a given
screen before you can save the changes and move forward in an application.

- If you click ‘Next’ before completing all required fields, an error will be displayed.
(See screenshot “A” below.)

- If you enter details into the fields on a given screen and then click on another tab or
the ‘Home’ button, rather than clicking ‘Next,” an error will be displayed to let you
know you have unsaved changes. (See screenshot “B” below.) If you would like to
save your changes, click ‘Next” before navigating away from the application.
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1.5 To navigate away from the draft application, click on the Home or Logout button at
the top right of the screen. This can be done from any tab within the application.
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1.6 To access your draft application at a later time, select ‘View Pending Application(s)’
from your home screen.
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1.7 Your draft application will be displayed in the list with Application Status ‘Incomplete
— Application not submitted.
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» To continue your application, proceed to step 1.8.

» To withdraw your application, proceed to step 2.1.

1.8 Select the ‘Continue Application’ link in the Action column to be taken back into your
draft application.
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1.9 You can now proceed with completion and submission of the application.

2. Withdrawing a Draft Application

These steps explain how to withdraw an application which has been saved as a draft and has
not yet been submitted.

2.1 To withdraw your draft application, click the ‘Withdraw’ link in the Action column.
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2.2 Click ‘OK’ on the pop-up message to confirm you wish to withdraw your application.

2.3 Your application is withdrawn and is no longer displayed in your Pending/Incomplete
Online Application(s) list.
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3. Withdrawing a Submitted Application

This section discusses how to have an application withdrawn after it has been submitted to the

Department of Labor & Industries.

3.1 Once an application has been successfully submitted, you will not be able to
withdraw the application from the external portal.



Upon clicking, “Withdraw” from the Pending/Incomplete Online Application(s)
screen, a message will be displayed directing you to contact the Department of Labor
& Industries.

3.2 To withdraw an application that has already been submitted for crane assembly,

reconfiguration, or disassembly, please call 360-902-4949. Tower Crane Permit
Program staff will be able to assist with withdrawing the application.



