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This guide explains how to submit a project and pay developer fees as a developer using the Facilitron DevFees 
platform, providing step‑by‑step instructions to ensure a smooth and accurate submission process.

Who is Considered a Developer in Facilitron? 
A “developer” in Facilitron DevFees is anyone submitting a request for a project that requires school impact fees, 
such as an owner, contractor, developer, or similar individual. 

Accessing DevFees
To access the DevFees site, either use 
the link provided to you by the district, 
or find the developer fee portal link on 
the district website. For help finding the 
developer fee portal for your district, 
please reach out to Facilitron support. 

Upon accessing the link, you will land 
on a page similar to the one below. Click 
“Register New Project” to get started 
(see Figure A).

Registering a Project
Please note that the district that you are registering a project in may include some/all of the following fields, and 
may include fields that are not shown in the example below.

Part 1: Project Info
Enter your project details requested on the Register New Project form (see Figure B).

•	 Project number: This field is required, and this number will be used to identify your project. The project 
number may already be filled out and 
generated automatically. If it is not, you 
will need to enter the project number 
designated on your approval form.

•	 Project issue date: This is generated 
automatically, and is the date that your 
project was submitted on. Depending on 
the district where you’re registering your 
project, this may or may not be able to be 
updated. 

•	 Project Description: This is an optional 
field. You can note any details related to 
your project in this section.

•	 Tract Number: This is an optional field. If 
you have your tract number, please enter it.

•	 Building Permit Number: This is a required 
field. Enter the building permit number 
issued to you for your development.

Creating & Editing Projects for Developers
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•	 Permit Issuing Office: This is a required field. Select the office from the dropdown from which your building 
permit/building permit number was issued.

Part 2: Job Location Address
Beneath the “Project Info” section, you will be prompted to enter the address for where the work is taking place 
(street address, city, state, and zip code). These are required fields (shown in Figure C). For assistance with 
address verification, click the blue 
“School Finder” text. 

•	 To enter multiple addresses 
on the same street, list each 
address number and separate 
by commas, then type the 
street name (for example: 123, 
317, 548, 612 Main Street). 

•	 If the addresses are on 
different streets, simply enter 
the word MULTIPLE in the 
Street Address field.

Part 3: Project Contact Info
A.	 Next, submit a project contact 

by pressing, “Add Contact” 
(see Figure D). This contact will 
receive updates regarding the 
project. Having a contact listed 
is required in order to submit 
the project. 

The following fields must be completed for listing the project contact:
•	 Contact Type: Please select “Developer”, “Owner”, “Contractor” or “Other”.

•	 First Name

•	 Last Name

•	 Phone number: List the best phone number 
for the project contact. This can be an 
office or a cell phone number - whichever is 
preferred. 

•	 Email Address: List the email address 
preferred by the project contact.

•	 Email Confirmation: Please type the email 
address in for confirmation purposes. 

B.	 An option to list a mailing address is also 
present. If your organization requires paper 
invoicing, please enter the address where the 
invoices should be sent here. 

C.	 After entering the contact’s information, click 
“Add Contact” to submit.

FIGURE C

FIGURE D
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D.	 The contact submitted will automatically 
be selected as the default contact for 
the project. You can choose to add 
up to four contacts, as well as change 
the designated default contact. Click 
“Continue” after adding the contacts for 
your project (see Figure E).

Part 4: Approval Forms
After adding your contact, you’ll need to add 
your approval form. 

A.	 Click “Add Approval Forms” to begin 
(see Figure F).

•	 A pop-up allowing you to add 
developments and approval forms will 
open (see Figure G).

B.	 Now, add your development. Click 
“Add Development”, and select the 
development type and construction type 
in the corresponding dropdowns. You 
will also be required to enter the square 
footage for the development. 

•	 You can add as many developments 
as needed for your project. After 
adding developments, upload your 
approval forms by pressing “Browse” in the “Upload Documents” section. 

C.	 Click “Add Development” to submit. If prompted, please add any additional documents requested (see 
Figure H). 

FIGURE E

FIGURE F

FIGURE G FIGURE H
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Please note that depending on the district, the Approval Form number may be generated automatically. If 
so, please note that this cannot be changed. If an Approval Form number does not generate, you will need to 
manually enter the Approval Form number provided by the district. 

D.	 After adding your developments and approval forms, press “Calculate Fees”. At this time, you will have the 
opportunity to review the information you have provided and make a payment (See Figure I).

E.	 You will see an option to add additional documents. If you have other forms to upload, you can do so here. 
After reviewing, check the box indicating that you agree to the terms and conditions, and then click “Pay 
Now” (see Figure J). Please note that the “Pay Now” option will not be available until after agreeing to the 
terms and conditions.

Part 5: Making a Payment
After reading and agreeing to the terms and conditions for payment processing, you will be able to click “Pay 
Now” and submit payment. 

A.	 First select your preferred method of payment. You can choose to pay by eCheck, credit card, or by mail. 
Then follow the instructions that appear in order to submit the payment (see Figure K).

•	 If you are paying via eCheck or credit card, you will see a 
confirmation that your payment has been submitted, and 
that an email receipt is being sent to the email address 
entered on the “Payment Info” screen. 

•	 Clicking “Continue to Request Summary” will close out the 
payment window and take you back to the project page in 
DevFees (see Figure L).

B.	 After submitting payment online, your project will enter 
“Waiting for Admin Review” status. From there, the district will 
review the project, project forms, payment, and approve the 
project.

•	 If you selected “Pay By Mail”, the project will go into 
“Waiting for Admin Review” status once payment has been 

FIGURE I FIGURE J

FIGURE K
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received and processed. 

•	 Please note that approval times can vary 
according to the district’s internal approval 
process. Once an approval decision has been 
made and the project status is updated, you 
will receive an email notification. If the project 
has been approved, a copy of the Certificate 
of Compliance (COC) will be sent to the 
project contact via email. 

•	 If you would like to leave a comment or follow 
up on your request at any time, you can do 
so in the Request History/Comments section 
of your project after the project has been 
submitted. 

Locating an Existing Project and a Certificate of Compliance (COC)
Districts have the option to configure the project search to respond to either the project contact's phone number 
or the project number. Please search using the indicated metric - either project number or phone number. If you 
are looking for an issued Certificate of Compliance, this search will help you locate this for an approved project 
(see Figure M).

•	 Please note that only projects 
that have been created using 
the process flow shown 
previously, or that have been 
added to the Developer Fees 
platform otherwise, can be 
found using this search. If you 
are looking for a COC, please 
check to confirm if your project 
has been approved by the 
district. If your project has not 
yet been approved, the COC 
will not yet be available. The 
COC will be sent to the contact 
provided for the project upon 
project approval. 

•	 If you are unable to find a 
project, please reach out to the 
district directly for assistance 
with locating.

Making Changes to Project Details
Once a project has been created, changes to the project details, such as the job location address or project 
contacts, can only be processed by district administrators. 

•	 To request a change to project details, please leave a comment on your project with the requested changes, 
or reach out to Facilitron Support for assistance with changing these fields. 

FIGURE M

FIGURE L
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Adding Additional Documents/Requesting Changes to a Request
For Pending Requests: 

•	 If there is at least one approval form that has not been verified on your request, you can comment, add 
additional documents, and add additional approval forms as needed. 

•	 If all approval forms uploaded to your request have already been verified, you can only comment or add 
additional documents to the request. If you need to add additional approval forms, you can upload them as 
documents and leave a comment for the district requesting they be added as additional approval forms on 
the project. Once they have been added as additional approval forms, additional fees may be owed.

•	 If your request is approved and a COC has already been generated, you cannot make any changes or 
comments on the request. However, you can submit a new request associated with the same project if 
necessary.

Making a Payment on an Existing Request
Payment can still be processed from the project page after a project has been submitted. Anyone who searches 
the project can make a payment at any time, even if they aren't listed as a project contact.

A.	 Below the “Fee Breakdown” section, you will see a checkbox next to a statement confirming that you agree 
to the terms and conditions for DevFees platform use, as well as the payment processing fee. To make a 
payment, check the box if you agree to the terms and conditions for payment (see Figure N).

B.	 Once this box is checked, the “Pay Now” button will become available. Press “Pay Now” to submit your 
payment. 

For Approved Projects: 
If the request has been approved and a COC has been generated, no edits may be made to the existing project. 
However, a new request for the same project can be submitted. Please note that there can only be one request 
submitted per project at a time. If there is an open/unapproved request, the unapproved project request needs to 
be edited instead of submitting a new project request.

Need Help?
For additional assistance, please reach out to Facilitron Support at (800) 272-2962, or email us at 
developerfees@facilitron.com

FIGURE N


