MyCivic 311 App Guide

STEP 1 — Download the App
In the App Store, search for MyCivic 311 and download. The MyCivic 311 App works with:

e iPhone (10S 12.0 or later)

e iPad (iPadOS 12.0 or later)

e iPod touch (iOS 12.0 or later)

e Mac (macOS 11.0 or later and a Mac with Apple M1 chip)

MyCivic 311 can also be downloaded from Google Play for Android devices.
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STEP 2 — Find Paducah 311
In the search bar, type Paducah. The App will find Paducah 311. Click to Open.

Paducah

Paducah 311

STEP 3 — Sign in/Register

You can start by signing in and registering if you choose, or you can skip this step if you prefer
to submit anonymously.
Click the three-line menu in the top right, then select My Profile to register and sign in.

ﬁ Switch City

S MyProfile

& City Contact

My Reports

El My Requests

My Apps

{nJ\ Home

“*) Report an Issue
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STEP 3 — Sign in/Register (Continued . . .)

If you already have an account, you can sign in here, or scroll to the bottom of the page and
Click Sign Up to create a new account.

wal LTE N

Sign in to community access services.

~ )
a Sign in with Coogle

s

. Sign in with Apple

Sign in with Microso..

Q Sign in with Facebo..

OR

Email address

Password

| |

[v] remember me

Forgot password? Unlock account? Help

Don't have an account?] Sigh up
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STEP 3 — Sign in/Register (Continued . . .)

Type in your e-mail address, password, first and last name then click Sign Up. Passwords must:

o Contain at least 8 characters

e (Contain at least 1 number

o Contain at least 1 lowercase letter
e Contain at least 1 uppercase letter
e Not contain part of the username

Create an account

Back to sign in
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STEP 4 — Reporting an Issue

On the main screen, select Report an Issue.
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Select NEW at the top left.

Report an Issue
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STEP 4 — Reporting an Issue (Continued...)
Select from the list of request types by clicking on the type of issue you need to report.

When you select a request type, more information will show about the type of request. Click
Continue to proceed with the request or select Cancel to go back and select a different type.

Report an Issue

.. Abandoned Vehicle -
| Private Property

Yard Waste, Brush, and
Limb Collection

Brush Pickup

All yard waste shall be placed
adjacent to the street (not in the
alleys). Brush should be no longer
than 48 inches in length with trunks

no larger than 19 inches in |
diameter. Leaves and grass clippings
should be bagged, not to exceed 50

. pounds per bag. If you have a

; City Employment

j Code Enforcement

question, contact Public Works at

270-444-8511. Note: Yard waste
generated/left by a private contractor

will not be collected by City crews.
Homeowners and/or the contractor
must dispose of these materials.

: Dead Animal

‘_ Drainage

' i General Engineering
i General Finance Request
: : i General Information Request

General Parks Service Request
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STEP 4 — Reporting an Issue (Continued .. .)
The app will allow you to enter your contact information.
If you are already signed in, your information will auto-populate in the blanks.
If you are not signed in, you can add your information and select Save & Continue.

If you prefer to submit anonymously, leave the information blank and select Skip.

Contact Info

— First name

John

— Last name

Smith

— Email address

john.smith@gmail.com

— Phone number

(555)-555-5555

Save & Continue Skip
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STEP 4 — Reporting an Issue (Continued . . .)

Continue to enter any information required for the request. Some request types only require a
description, while others require address and additional information as shown below.

By selecting submit anonymous, you will be able to see updates in the app, but City Staff will
not have any additional contact information for you.

o1l LTE (H

Report an Issue

What type of yard waste? (Select all that apply)

‘ Tap To Select v ‘

How many bags of leaves?

‘ Tap To Select v ‘

Garbage Collection Day

‘ Tap To Select v ‘

Tree Stump (must be quartered)

Loose Debris

Bags of Leaves

NEXT
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STEP 4 — Reporting an Issue (Continued . . .)

You will have the option to select whether the request is S
Public or Private. Who can view?

@) Public Private
Under Add Notes, enter a description of the request with N

any details you believe are relevant to City Staff.

You have the option to Choose Picture from your camera
roll or to Take Picture using your camera and attach it to
the request.

ADD PHOTOS

CHOOSE PICTURE TAKE PICTURE

When you are ready to submit, select either Submit or Submit Anonymous.

Once you submit your request, you can select My
Report to go directly to the report that you
submitted. Your request will be assigned a
number that you can use as a reference if you ever

Report an Issue

Who can view?

®) Public Private
N need to call City Staff about the item.
You can select New Report to start a new request
or you can select Finish to return to the home
ADD PHOTOS page.

CHOOSE PICTURE TAKE PICTURE

Your report has
been submitted

Thank you for your request.

MY REPORT

FINISH
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STEP S — Request Updates

You can access your requests any Once in My Reports you can select
time by going to My Requests on the from the reports you have submitted to
home page of the app. view more information.

MY REPORTS

)) CX-44 11/23/2021
General Information Request

Report DPEN
an Issue

CX-43 11/23/2021

General Information Request

[
I

CX-42 11/23/2021

General Information Request
oE

CX-41 11/15/2021
General Information Request

\DER
PEN

CX-40 11/15/2021
General Information Request

CX-38 11/11/2021

General Information Request

- R
| LPaducah 311

b

CX-37 11/11/2021

General Information Request

1170 11/04/2021
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STEP 5 — Request Updates (Continued . . .)

Under Details, you can view the general Under Activity, you will be able to see the
information submitted in the request. latest updates on your request from the City
of Paducah.

wl LTE () sl LTE [HE )

Details Activity Details Activity
—— e ——
General Information Request Nov 24, 10:30 AM

| o) Notes Administrator

This is a sample response from the City
DATE SUBMITTED : 11/23/2021

of Paducah.
DESCRIPTION OF THE REPORT Nov 24, 09:55 AM
This is a test. Notes User11676

=
:Q“

This is a sample update from the citizen.

(as)
ov‘“\’c : ,
10® 300 S Fifth St Paducah KY 5 Nov 24, 09:55 AM
42003 »
@3) : Notes Added By Citizen
@ " N
i A This is a sample update from the citizen.
X
Nov 23, 04:01 PM
@ Maps ‘ Leaal Status Changed Paducah 311

Status changed to Open

type here... E type here.. E
ADD NOTES ADD NOTES

You are also able to Add Notes that can be viewed ::I'Zse'; asample update from the 3

by City of Paducah staff if you have updates on the

request. Type your note in the white box and click ( ARD NOTES |
Add Notes. QW ER T Y U I OFP
If you submitted your request while signed in or A'S D F G H J K L

input your e-mail address, you will also receive e-
mail notifications when updates are made to your il WA B Y
request. 123 space return
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STEP 5 — Request Updates (Continued . . .)

Once a request has been resolved, you will see the color change from Green to Orange and the
request will show as Closed under My Reports. The red notification shows that the request has

an update that you can view.

MY REPORTS

CX-44 B /232021

General Information Request

CX-43 11/23/2021

General Information Request

CX-42 11/23/2021

General Information Request

OPEN
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STEP 6 — More Information & Contacts

The three-line menu at the top left-hand side of the app allows you to navigate quickly to other

places within the app.

Switch City: Go to the Main App Page to
select a different city’s 311 app.

My Profile: Sign Up/Register or see the
profile information you have entered for the

app.

City Contact: Quickly find contact phone
numbers, addresses and website information
for each City of Paducah department.

My Requests: Go to the requests you have
already entered.

Home: Go to the City of Paducah Home
Screen of the app.

Report an Issue: Enter a new request.

Logout: Sign out of your profile on the app.

1077

11/23/2021

11/23/2021

11/23/2021

11/15/2021

11/15/2021

11/11/2021

11/11/2021

11/04/2021

Lindsay Parish

wme.lindsay@gmail.com

By switch City

; My Profile

& City Contact

My Reports

E’ My Requests

“’) Report an Issue

E): Logout

V-2021.4.2.1
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