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STEP 1:

To add a SINGLE ride to your new KAMPS account, scroll to the top of your screen and
click on New Application. If you are not logged into your KAMPS account, login, then
select New Application.

On the Application Types, select the Ride Status (Permanent Ride or Temporary Ride)
Click Begin Application.

NOTE: If your ride changes locations regularly, select Temporary Ride Permit. If your ride stays in the same
location, select permanent ride.
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STEP 2:

Enter the name of your ride on the first line and physical business address on the
second line, including street address, city, state and zip code. Then click Next.

Note: If you cannot see the Next button, click the o next to Main to collapse the
User Guide.
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STEP 3:
Use the drop-down arrow under role(s) to select the appropriate for each individual.
Click Use My Info to auto fill in the sections if the role applies to you.

Click More if you need more address lines. (PO Box, etc.)
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Once you have completed filling out this section, select Next in the lower right corner of
your screen to go to the next step.

STEP 4:

Complete all required data on data group page.
Note: For inspection expiration date, they need to enter a date 1 year after the last inspection date. Ex.

(3-12-2025 and 3-12-2026)
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STEP 5:
You will upload your Inspection/ASTM report here. Click the attachment icon '@ in the

bottom left of the screen.
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Click on the box titled Label and choose Annual Inspection and ASTM.
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The words Annual inspection & ASTM Certification will turn green when the attachment
is uploaded properly.

Note: This might be one or more documents.
Select Next in the lower right corner of your screen to go to the next step.
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STEP 6:
°

Scroll to the bottom of this page.
Do NOT click the green as you have nothing to check out currently.

Click Submit in the lower right corner of your screen to submit your Entity registration.
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STEP 7:

You will be directed to your KAMPS ride permit screen. A KAMPS permit number will be
assigned to your ride at the top left of your application screen. Review the information
on this screen, select Save in the License/Registration Effective Date section towards the
bottom of the page.
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STEP 8:

You are now at your KAMPS Dashboard. Notice the ride you just registered and your
business entity.

Dashboard

Q
SUBMITTED TO STATE HCOMPLETE RENEWAL ARCHIVE
KSPH#g-###H choose achan KSPHE-#H#H chocse action v KSE##-##8# choose actich v
Parmanent Ride Permit Permanent Ride Permit Register Amusement Esntity Check Case Status
—_— Metry Ga Raund Entity Name Hera i
Subsmitted Suiturinted Submitied Create Mew Case From Current
Created: 1002972025 Cregied 10/20/2025 Creghed: 00TERZ025 ik Case

Notice the ride you just registered and your business entity.

In the example above, there are 2 rides registered with this entity. If you are done
adding rides, you will continue on to the next step. If you have more than one ride,
click New Application to add another ride and repeat steps 1-6.



STEP 9:

Next we need to link the ride permit to the entity. Navigate to a ride permit box. The
start of the permit number in this box will have KSP for permanent ride or KST for
temporary ride. Select choose Action, then Choose Link Case from the drop-down
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STEP 10:
In the Relationship drop-down select Child Of.

Link Applications

Application Relationship Application Number

KSP##-####

: =3 3

Parent Of
Child Of

Related To

Then type in your permit number into the application number textbox . This will be KSE
for the start of the permit number for your business entity. Then select Link.
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Note: All ride permits will need to be linked to your business entity.



STEP 11:

Once you have linked your ride(s), navigate to your entity registration box. This box
will have KSE for the start of the permit number and will list your business entity name.
Select choose Action, then choose Pay Fees from the drop-down menu.
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STEP 12:

Select all the items you want to pay for. Then click the green Checkout button.

Kin sa A + New Application

Fees

V4 Case Number Case Name Case Type Desc Case Status Serial # Fees Total Amount Due
KSE##-###t# Entity Name Here Amusement Ride Entity Submitted n/a (+) $250.00
KSP##-## Merry Go Round Permanent Rides Submitted ~ aOv9s90f  (+) $100.00
KSPH# - Train Il Permanent Rides Submitted 9s59s9s +) $100.00
Grand Total: $450.00

* Yellow highlights indicate that the fee has been waived for this case.

Payment Due

Amount Due: $450

Important: The total amount must be paid before your application can be processed

&

How to Pay:

1. Click the "Checkout” button on the right side of the page. You will be presented with a "Pay Now" button. Checkout
2. Click the "Pay Now" button. This will redirect you to our secure payment provider’s website.
3. Follow the on-screen instructions on the payment provider’s site to complete your payment.

4. Once the payment is processed, you will be redirected back to the Cityworks site.
5. If you encounter any issues or need assistance, please contact our support team for help.



You will be taken to another screen that looks similar to the previous screen. Verify all of
the items you check marked on the previous screen have carried over. You will check the
boxes again and then click Pay Now.

+ New Application

Fees

o |

v Case Number Case Name Case Type Desc Case Status Serial # Fees  Total Amount Due
KSE##-###t# Entity Name Here Amusement Ride Entity Submitted n/a (+) $250.00
KSP##-#### Merry Go Round Permanent Rides Submitted ~ aOv9s90f  (+) $100.00
KSP##-#### Train Il Permanent Rides Submitted 9s9s9s +) $100.00

Grand Total: $450.00

* Yellow highlights indicate that the fee has been waived for this case

Payment Required

To complete your transaction, you need 1o make a payment. By clicking the link below, you will be redirected b the secure payment portal where you can finalize your payment.

Note: All prices shown are for demonstration purposes only and should not be interpreted as
actual amusement ride /entity pricing.

Follow the prompts to pay.
Once your payment has been processed, you will be directed back to your
Dashboard.

A confirmation will be sent to the email you entered on the payment screen.

REMINDER: You will need to permit your amusement ride every year.
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