
Applying for a Permit

1. Click “Apply” from the top navigation bar and click on the “Permits” tab. 

You may also utilize the search box 

at the top by searching for your 

application name or using 

keywords!

2.   Click “Apply” to start the 

application process.



3. Location- Click the “Add Location” card. Follow the instructions below “Locations” 

to select the correct address or parcel and click the magnifying glass to search. Best 

practice is to search before entering addresses manually. 

If all addresses are added, click “Next” to proceed. You may also click “Save Draft” at 

anytime throughout the application if you are not ready to proceed. All information 

will be saved up to that point if you wish to continue application at a later date.



4. Type- Verify the permit type is correct. Make sure to complete all required fields 

and choose “Next”.  (Required fields are indicated by a red asterisk*)

5. If the permit type is incorrect, please go back and restart your application.



6. Contacts- The applicant’s 

contact information defaults 

to the first contact card 

listed. (Notice Contractor 

and Owner are REQUIRED 

contacts.) 

To add more contacts, click 

“Add Contact.” Choose type 

from the dropdown box. In 

the search box, type in 

name, email or company 

name and click the 

magnifying glass to search 

for an existing contact. 

Here you can also choose a 

frequent contact as a 

“Favorite” for easier 

accessibility for future 

permits.

Click “Add” to add the 

contact to the application.



If a contact you are searching for does not exist, click “Enter Manually”, fill in the 

required fields and click “Submit”.



6. More Info-General application information pertaining to your permit type and 

work class. Complete the list of required fields (indicated by a red asterisk*) and 

choose “Next”.



7. Attachments- Refer to “Helpful Links” for file naming convention. Upload 

required paperwork per designated permit package submittal checklist by clicking 

on “Add Attachment”. You can choose to drag and drop or click “open” and allow 

the file to populate into the attachment card. Once all documents are uploaded, 

click “Next”.



8. Submittal- After all required fields are complete and documents are uploaded, 

the last page is an overview of your permit application. Here you can click “Back” 

to change any items that might have been incorrect, or click “Submit” to finalize 

your permit application.



Your permit has been created and a permit number has been generated.  Click on 

“Continue to permit” to view permit number and permit details.


