Iy Seattle
Cl\l ;\" Public Welcome to LARS
Utilities

Deployed in 2023 for SPU Real Property Services, LARS, which stands for Land
and Rights System, will be the primary system used for Property Acquisitions
and Property Management. LARS will manage the buying, selling, leasing and
permitting records for the Utility.

This document is available to assist you through the process of registration and
guides you on how to submit a Service Request.

Table of Contents: Click on the topic below to jump to that section.
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LARS REGISTRATION

Logging into LARS: https://cityofseattle.flairdocs.com/Prod/

U\ Seattle Welcome to LARS
|.\ Public i
Utilities e
B : \¥ . .
Sign in
Have a service request? SeCﬁon
Individual, Business, Other Agency Users
Forgot Password?
Create a LARS User Account
SPU Employee
External User i igp |
Getting Started with LARS Glide —
Need assistance, please coptact:
SPU_RealProperty@Seattiqgov
N Powered By:
,‘ -
2 Hairdocs
Process innovation > Real results.
Copyright @ 2022 Flairsoft. All rights reserved
Current SPU
i employees can

Create a NEW User

log in without a
Registration if you are:

password.

e A new SPU employee
e An Individual User
e A Business User

e Other NON-City of
Seattle Government
User




REGISTRATION: Select One of the Registration Types

Select Registration Type

Individual

Need help 1o start?

I@\

|

* If you have a popul

Business

Proceed

New Application

blocker, disable it to open the window.,

(a5

Gover‘menl

Individuals:

¢ Homeowners

Business

Sole Proprietorship
Partnership

LLC

Corporation

Other

Government

Federal

State

County

Other Municipality

CITY OF SEATTLE
STAFF (NEW
EMPLOYEE)




INDIVIDUAL REGISTRATION:

individual Details

Firnt Name:

User Mailing Address

Lant Marea:

Mading Addsess 1

Maling Addess 2
Maiting Addeens 3

State

cay

2o

Preferred Contact

Work Phone: . o Ext
el Phone:

Fax

Emai:

Poctes.

Mccount Profile

User Mame:

Password:

Security Cwestion:

Secuity Anwwer:

Privacy Statement

Confirm Password:

Personal information entered on this form is subject to Washington Public Records Ac|

and may be subject to disclosure to a third-party requestor. At the City of Seattle, we are committed 1o protecting your privacy and will ensure that ary disclosures
are done according 1o law. To learn maere about how this infarmation is managed plealle see our Privacy Stat

Terms and Us Conditions

Thia End Uner Licenss Agresment (EULA) n for infemmalionsl puepsse. Bare it no physical swpport sccer)
TesnabaRCy. Once. B B ment of 8 Evesice 5 Gone, FIaON Canaters Bat ra MoNcy ¥

o IIERSHIP

The 1 Boense use i Bmited B the number of end users. a3 mentoned in yow nvoice. Flairsod ret

Intemasonal &o opyrighls. e reserved by Flarsofl

LICENRSE AND WARRANTY

FLAIRSGFT DISCLARS ALL WARRANTIES AND REPRESENTATIONS: WHETHER EXPRESS, IMPLIED)

THTLE OR QUIET ENJOYMENT FLAIRSOFT DOE

B mccept EULA

2o the EULA The selvery of the Flansecs software i bmited 82 the elvery of e koense ue
o4 ehunGed I any Cases. I 1 sy FLAFIGR SDAGH FECmEnds thil Before the Raymen o1 e Bcentes Erice. HEAD CAREFULY THE E LA AGREEMEHT

s 2t right. St and nferest

S MOT WARFANT THAT THE SOFTWARE I8 ERRORERE

wilhout any source code) allowing B E

£o Lines 1o irlall g Use galy e Product Flaesol

Register

mcluding all copyTight and inteBeciual propesty fights, in and B3, the Software and il coples thereol. A8 rights not speciScally granted in this EULA, inchuding Hational and

HCLUDING THE WARRANTIES: OF MERCHANTABILITY OR FITHESS FORLAPARTICULAR PURPOSE ALSO. THERE IS NO WARRANTY OF HONNFRINGEWENT AND
THOUT INTERFUSTION NG ORAL OR WRITTEN INFORMATION O ADVICE GIVEN EY FLARSOFT OR EMPLOVEES SHALL CREATE A WARRANTY

O IN ANY

Close

Back

Information Needed From You:

First and Last Name

Mailing Address

Contact Information: Phone & Email
User Name & Password

Security Questions & Answer

Accepting the EULA (End User License Agreement

After registering, you will receive an email that will provide your username and

password information. You will also receive a link to LARS. Please save this email

for your records.




BUSINESS REGISTRATION:

Busingss Category:

Company Nama:

Prpical Address

Pripsical Address 1

Phyuical Ao 2

Physical Aasss 3

State:

i Seattle

Zip:

Agency Maske Address

Select One
Select One

B arme a5 Physical Addvess
Mailing Address 1:

Maiing Lddress 2

Madng ddrris 3

Stases

City:

Zip:

Eusiness Coniact

le Proprietorship

So
Partnership
LLC

Corporation

First Hame:

User Mailing Address

1 Same o eompany s makng aedress
Uaing Address 1

psmng sidress T

Mpiing Adsess 3

State

City

e

Last Name:

Other

Preferied Contact
Work Phone: - " Ext

Cell Phasne:

Fax .

Email:

Hates

Account Profile

Unar Nasne:

Paswwoed:

The securiity question is used in case you forgot your password You will need 1o know the answer to this qu
Security Question: at vens the make o your firgt ca

Security Anpwer:

Privacy Statement

Personal information entered on this form ks subject 1o Washington Public Recards Act, and may be
are dane acconding to law, To learn mere about how this information ks managed please see our Priy

Terma and Use Condisons

This End User Licensa geem EULA) i for infemational purpose, thece i no physical suppost secompany n-gnwL n
sies. Once. the payment of the imvoice is done, Flairsch considern al no maney funded i

limited 1 the number of end wien. as mentioned in your imice Flaine® retairn ol rght e
o eenorend by Flasol

WARRANTIES AMD REFRESENTATIONS, WHETHER EXFRESS, IMPLIED, OR OTHERIM:
JOYMENT FLAIRSOFT DOES NOT WARRANT THAT THE SOFTWARE IS ERRORFREE CR WiLL

Bl acoept EULA

Information Needed From You:

e Business Category

e Physical Address

e Mailing Address (if different)

o Business Contact Person First & Last Name
e Contact Information: Phone & Email

e User Name & Password

e Security Questions & Answer

e Accepting the EULA (End User License Agreement

After registering, you will receive an email that will provide your username and

password information. You will also receive a link to LARS. Please save this email

for your records.




GOVERNMENT REGISTRATION:

Type of Govermment: -

Physical Address 1:
Pivysacal Aodress 2
Prysacal Aodress. 3
State:

City:

g

Agency Mailing Agdress

State
Agency Name: Depanmest Name
Physical Address

Select One

B Sarme a5 Physical dddress

Mailing Address 1z
Masrg aodress 2
Mairg sgdress 3
State:

City:

T

GovErnmen! Cantact

County

City of Seattle

First Nama:

User Mading Address

Bl 5arme a3 Agency's maling adcress
Mairg Address |

Maiing Address 2

Maies Addiess 3

S
City

Actount Profile

Last Mama:

Other Municipality

User Nama:

Password:
The security question is used in case you forgot your password.You will nesd to know the answer 1o this g
Security Guestion: What street did you live on as a child?

Secisity Anawer:

Privacy Hatement

Persenal information ertered on this form is subject to Washingten Public Records Act, and rmay be
are done according to law, To learn mare about how this information s managed please see our Prig

Terms amd Use Conditions

This End User Licemse Agrsement (EULA) s for inlemaionsl purpese, Biere s no physical suppat sccompar7ing e E14
decines allresponsisates. Once, the payment of the imoice is done, Flarsofl considers hat no money il be redunded
CYMERSH

The |D’Eya-ng scen s yse i3 limded to the U’rb! u r-’\-d uers, 83 menioned in your imnsce. Flarsfl netains: all rght. B0
alEiEl' ‘Egal»ﬂ'nal.n:l Iﬂ“s st reserved by P

L (ARRANTY
FLAIRSOFT DISCLA ARAANTIES AND REPRESENTATIONS. WHETHER EXPRESS. IMPLIED. OR OTHERW
TITLE O QLIET Eluorn.leln FLAIREOFT DOES BOT WARRANT THAT THE SOFTWARE 5 ERRORFREE QR WL

Bl Acceps EULA

Information Needed From You:

e Type of Government

Agency Name & Department Name
e Physical Address
e Agency Mailing Address (if different)

e Government Contact Person First & Last Name

"I+ User Mailing Address (if different)

e Contact Information: Phone & Email
e User Name & Password
e Security Questions & Answer

e Accepting the EULA (End User License Agreement

After registering, you will receive an email that will provide your username and

password information. You will also receive a link to LARS. Please save this email

for your records.




LARS REGISTRATION FOR NEW CITY OF SEATTLE EMPLOYEES

Logging into LARS: https://cityofseattle.flairdocs.com/Prod/

I\ Seattle
QL\ Public

Welcome to LARS

Create a NEW User
Registration if you are:

A new SPU employee

Utilities & Sgn
User Name ~
e —— . .
Signin
Have a service request? SeCﬁO n
Individual, Business, Other Agency Users
Forgot Password?
Create a LARS User Account
SPU Employee
External User Registration :I
e
Getting Started with LARS Guide - -
\
Need assistance, please cpntact:
SPU_RealProperty@Seattfe.gov
N Powered By:
AN =
2 Hairdocs
Process innovation > Real results.
Copyright @ 2022 Flairsoft. All rights reserved
Current SPU

employees can
log in without a
password.




REGISTRATION: Select Government

B8 Need help to start? New Application

Select Registration Type

.9

& L

Individual Business Goverjment

Proceed

* It you have a popup blocker, disable it to open the window.

Government

« CITY OF SEATTLE
STAFF (NEW
EMPLOYEE)




CITY OF SEATTLE

EMPLOYEE REGISTRATION:

Depanmest Name

Type of Government: State
Physical Addreess
Physical Address 1: 123 Sesame St

Pivysacal Aodress 2

Pirysical Andress. 3

State: ‘asheneg!
cin telect One
g
Selact One
Agency Maling Ateivers
- TO— Federa
- Stte
Rp— County
- City of Seattle
Other Municipality
Gavernimenl Contact
Farst Name: Last Mama:
User Mading Address
Bl 5arme a3 Agency's maling adcress
Mairg Address |
Maing Aodress 2
M sasrens Information Needed From You:
e Government Type: SELECT City of Seattle in the drop
Iy
- down menu
canphe e Agency Name & Department Name
et e Physical Address
Haobes
e Agency Mailing Address (if different)
Account Profile
_— e Government Contact Person First & Last Name

The security question is used in case you forgat your password. You will nesd to know the answer o this guestion in

Secumity Guestion: et ded you live on as a child?

Privacy Statemant

Persenal information entered on this form is subject to Washington Public Records Act, and rmdry be subject
are done according to law. To learn mare about how this information is managed please see our Privacy Statdl

Terms and Use Conditions

Tis End User License Agreement (EULA) is fov ntsmational purpose, there is no piysical suppon accompanying e EULA The del
o i responsiates. Once, the paymert of the imvoice is done. Flarsofl considers hal no money wil be resnded in any case)

3013 e I the curmber of e users, 33 menkoned i yourinvo<e. Flasofl retais al ight. B and nfe
5 served by F

MND REPRESENTATIONS. WHETHER EXPRESS. IMPLIED, OR OTHERW

TIES
CYMENT F;nunsorr DOES BOT WARRANT THAT THE SOFTWARE IS ERRORFREE OR ¥ uLoDen-

e User Mailing Address (if different)
e Contact Information: Phone & @seattle.gov email
e User Name & Password

e Security Questions & Answer

Accept EULA

Regisler Dase | Back

After you complete the registration, it is important to contact the administrator to request
access to the application. Email: SPU_RealProperty@seattle.gov Subject: LARS Access




SUBMITTING A SERVICE REQUEST: External Users

https://cityofseattle.flairdocs.com/Prod/

'\ Seattle Welcome to LARS
IV Public 2 e
Utilities ?
User Name ~ : :
| Signin
Have a service request? A Sect‘ion
Individual, Business, Other Agency Users
Forgot Password?

Create a LARS User Account
SPU Employee

External User Registration :I
S — Click Here
Getting Started with LARS Guide - -

Need assistance, please contact:
SPU_RealProperty@Seattle.gov

Powered By:

2 Hairdocs

Process innavation > Real results.

Copyright @ 2022 Flairsoft. All rights reserved

Before submitting a request, gather the necessary information you’ll need first,

@ emF D

Division/Group: *if applicable

Project Start Date: *if available

Description of the property or project needs

Services requested

Address or PIN #. If an address is not available, you can use cross streets "24th Ave SW and Main" or
enter in "multiple sites" in the address line.

® Location Description: ex: NE corner

10




SERVICE REQUEST FORM

"IHF LA Rs Powered by F.fafrd

Service Request

"

e
Bold Fields are Required kd &=

| My Profile

Summary of Service Reguest

Welcome SPULarsGov Log Out

Note: This is Test and Training Environment

Hint: Click on column name to sort: ascending or descending
Service Request ID Requestor Date Service Request | Site Address/Location Services Requested SR Status Reviewer Notes Flag
Submitted
Mo records to display.
[ Click this blue
Contact Information
_ button for more
Business Category: Company Name:
LLC SPU test information
Contact Name: Email: Phone:
LARS GOV spularsgov@gmail.com (206) 845-6123
v Service Request (7]
) Add New
Real Property Service Reguest Form
Service Type: Division/Group{i.e, DSO, SCL, King County Housing) 0 ProjectStartlates
&
\e will natify you if fulfilling this service request will result in charges to
Please describe your project and property needs:
Select Services Requested (Check all Services that Apply)
— . ——— .
seect J Select the type of service requested
[ Research, Interpret, Document Property Data (i ] [ acquire Property
|:| Grant Properiy Rights 0 |:| Report Encroachment 0
O cellular Request [ ] D other [ ]
Site Address/Location
Instructions: In this section you are required to enter the Site address information fields or King County Parcel 1D (PIN#)
Address Line 1: Agdress Ling 2: City:
Countyz ahais Zig
King & 2 g
e Sections in YELLOW are REQUIRED
PIN #:
. - o Detailed Description: Description of the property
Location Description:
or project needs
o Address or PIN#: If an address is not available,
Instruction: You MUST click Save prior to uploading s ( Y\ @
Clicking Clear will reset all fields in form you can use cross streets "24th Ave SW and L Ger )
Main" or enter in "multiple sites" in the address
line.
e Location Description: ex: NE corner

1



UPLOADING SUPPORTING DOCUMENTS

save | Click on the SAVE button. After the file has been saved, you will be able to access the

¥

upload document section.

Documents Supporting Request

e Lty Of >eattle, neal Froperty Uivision has (dentified the follow cocuments a3 valuable when reviewing your Senice nequest type. Whike not required, please upload If available.

Site Map, Vicinity Map Owner and/or Tenant Information
FrojecyProgram Marrative or Scope Design Plang
GI5 Shape File Other
Document URL
hitp:fwebsite.com/file
Service Request Documents \
)

Upload Document || Generate Document

If you have a document URL, enter it here.

Click: Upload Document.

Select Document Type

I

|SelectDne V|
Becord Mumbe

Design plans ]
515 shape file

Other

Owner and/or tenant information

Priority List for Project/Program

Project Management Plan, Project Initiation Form or Options Analysis Form
Froject/Frogram Executive Approval

Project/Frogram narrative or scope

Project/Program schedule

Site map, vicinity map

Enter Title

Optional: Enter in Description, Indicate if file is Confidential,
Publication Date, Record Number, and Recording Date

Select Erowse | to find file
Click on [ Upload Document |

Continue adding additional supporting documents as needed.

12



UPLOADING SUPPORTING DOCUMENTS

arvice Request Documents

Upload Document || Generate Document

Click Submit

13

A
O ® Latest Viersion All Versions

e
L

Cancel Submit



SERVICE REQUEST SUBMITTED

Your service request has been submitted for review. You can view your request under the Summary of
Service Request section. A Real Property agent will contact you within 3-5 business days.

“Hh\ LA R s Powered by FIsiioEY® Note: This is Test and Training Environment e e s

Service Request

" My Profile
Bold Fields are Required O 0
Summary of Service Request

Service Request ID Requestor Date Service Request | Site Address/Location Services Requested SR Status Reviewer Notes Flag
Submitted
SR2023-0016 Individual Acct  04/21/2023 123 Sesame Street Seattle Research, Interpret, Submitted Active
King Washington 95123 Documernt Property Data

When your service request has been accepted, your SR status will be updated to approved and assigned to a
Real Property Agent.

Summary of Service Reguest

Service Request ID Requestar Date Service Request | Site Address/Location Services Requested SR Status Reviewer Notes Flag
Submitted
SR2023-0016 Individual Acct | 04/21/2023 123 Sesame Street Seattle Research, Interpret, Approved and Real Agent may provide additional Active
King Washington 8123 Document Property Data Accept notes here

14



SUBMITTING A SERVICE REQUEST: SPU Employees

https://cityofseattle.flairdocs.com/Prod/

'\ Seattle Welcome to LARS
||.\ Public 2 son
Utilities =
Uszer Name ~—
. |Signin
Have a service request? - Section
Individual, Business, Other Agency Users

Forgot Password?
Create a LARS User Account

SPU Employee

[ External User Registration :I
i Click Here
Getting Started with LARS Guide I

Need assistance, please contact: can Iog in here
SPU_RealProperty@Seattle.gov

SPU Employees

Powered By:

\_ -
2 Flairdocs

Process innovation > Real results.

Copyright @ 2022 Flairsoft. All ights reserved

15



SERVICE REQUEST

Before submitting a request, gather the necessary information you’ll need first,

@ == D

Your division/group: ex: DSO, PDEB
Description of the property or project needs
Services requested

Address or PIN #. If an address is not available, you can use cross streets "24th Ave SW and Main" or
enter in "multiple sites" in the address line.
Location Description: ex: NE corner

SPU Coding:

Org: ex SU123

Line of Business

Project Name

Project: *Peoplesoft Code, ex: NO000123
Activity: ex: CORE_Work or DSO_01012023
Supporting documents and files

r S > 0 e

6 LAR'S roveermses S i e o 1ot e nvesmen e

Service Request | Form Downloads

Service Request kch % My Work Queue & My Profile r Document Management GeoTrack
SR Approved and Assigrgg s

TToTECT ¥

All Lines of Busine: « | ' Active PriNects

File Snapshat

o Filg Selected

Click on the Service Request Tab.

Select Service Request from the
drop down menu.

Contact Us | About Flairdocs

16




SERVICE REQUEST

v Service Request (7]

) Add New

Real Property Service Reguest Form

Service Type: Division/Group{i.e,, DSO, SCL, King County Housing) o Project Start Date:

We will notify you if fulfilling this service request will result in charges to \

Please describe your project and property needs:

Please include your Division or
Group and Project Start Date, if

applicable

Select Services Requested (Check all Services that Apply)

O 4 o

| seect A Select the type of service requested

|:| Research, Interpret, Crocument Property Data o

[ Grant Property Rights iy [CJreport encroachment e

[ cellular request [ suppart SPU Q&M Activity . .

- o '@ Click this blue
|:| Support CIP Project/Program |:| Other
g o button for more
Site Address/Location . .
information B

Instructions: In this section you are required to enter the Si King Co Parcel ID (PIN#)
Address Line 1: Address Line 2: City:

County: State: Zip:

King - Washington -

PIN #:

Location Dgscription:

Provide SPURCoding

Org: Line of Business: Project Name:

Select One -
Project: Activity: Account:
Instruction: fou MUST click Save prior to uploading supporting documents (optional) or to Submit your request. I"io .'I I'. =
licking Clear will reset all fields in form to blank. . ear R ave

Sections in YELLOW are REQUIRED
e Detailed Description: Description of the property or project needs

e Address or PIN#: If an address is not available, you can use cross streets
"24th Ave SW and Main" or enter in "multiple sites" in the address line.

e Location Description: ex: NE corner

e SPU Coding:

0 Org: exSU123

0 Line of Business

0 Project Name

0 Project: *Peoplesoft Code, ex: NO000123

0 Activity: ex: CORE_Work or DSO_010121(7)23




UPLOADING SUPPORTING DOCUMENTS

save | Click on the SAVE button. After the file has been saved, you will be able to access the

¥

upload document section.

Documents Supporting Request

e Lty Of >eattle, neal Froperty Uivision has (dentified the follow cocuments a3 valuable when reviewing your Senice nequest type. Whike not required, please upload If available.

Site Map, Vicinity Map Owner and/or Tenant Information
FrojecyProgram Marrative or Scope Design Plang
GI5 Shape File Other
Document URL
hitp:fwebsite.com/file
Service Request Documents \
)

Upload Document || Generate Document

If you have a document URL, enter it here.

Click: Upload Document.

Select Document Type

I

|SelectDne V|
Becord Mumbe

Design plans ]
515 shape file

Other

Owner and/or tenant information

Priority List for Project/Program

Project Management Plan, Project Initiation Form or Options Analysis Form
Froject/Frogram Executive Approval

Project/Frogram narrative or scope

Project/Program schedule

Site map, vicinity map

Enter Title

Optional: Enter in Description, Indicate if file is Confidential, Publica-
tion Date, Record Number, and Recording Date

Select Erowse | to find file
Click on [ Upload Document |

Continue adding additional supporting documents as needed.

18



wervice Request Documents

UPLOADING SUPPORTING DOCUMENTS

Upload Document

Generate Document

Description

¥ @ | atest Version O Al Versions
Actions
& g

Save || Cancel || Submit

Click Submit

19




SERVICE REQUEST SUBMITTED

Your service request has been submitted for review. You can view your request under the Summary of
Service Request section. A Real Property agent will contact you within 3-5 business days.

h\ y N - Th T T E Wakcoma Individual Acct Log Out
] Powered by Flairdocs™ jote: This is Test and Training Environment

Service Request

a' My Profile
Bold Fields are Required £ 0
Summary of Service Request

Service Request ID Requestar Date Service Request | Site Address/Location Services Requested SR Status Reviewer Notes Flag
Submitted
SR2023-0016 Individual Acct 0472172023 123 Sesame Street Seattle Research, Interpret, Submiitted Active
King Washington 95123 Document Property Data

When your service request has been accepted, your SR status will be updated to approved and assigned to a

Real Property Agent.

Summary of Service Reguest

Service Request ID Requestor Date Service Request | Site Address/Location Services Requested SR Status Reviewer Notes Flag
Submitted
SR2023-0016 Individual Acct | 04/21/2023 123 Sesame Street Seattle Research, Interpret, Approved and Real Agent may provide additional Active
King Washington 8123 Document Property Data Accept notes here

20
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