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SUBMITTING YOUR PERMIT APPLICATION 
 

Step 1 

Once you have successfully 

created an account & verified 

your email address, you are now 

able to apply for permits. Click 

“Go”. 

 

 

Step 2 

Next, click the button that 

says “Apply Online” to begin 

your application submittal.  
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Step 3 

Select ‘Planning’ from the first 

(category) drop down menu. 

Then select the permit you are 

applying for from the second 

(application) drop down menu.  

For the permit type, please 

ensure you have already 

discussed your scope of work 

with one of our Planners, and 

are applying for the type of 

application that they directed 

you to apply for.  Click the 

“Next” button to proceed. 

 

 

 

 

 

 

 

Step 4 

Review your selected 

application type, and then 

provide a brief project 

description—see sample 

description.  Please do not 

add anything in the “Project 

Name” field. 

Note that you can still 

change the permit type here 

if you selected the wrong 

permit in the prior screen.  

Click the “Next” button to proceed.  
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Step 5 

Begin typing in your project 

address. It should autofill—

but if your project address 

does not come up, please 

consult with a planner to 

verify that the subject site is 

within the City boundaries.  

Click “Next” to proceed. 

 

 

Step 6 

Review your application 

so far, and if everything 

looks good, hit “Save 

and Continue”.  
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Step 7 

If you see this banner on 

your screen, your 

application has 

successfully been 

submitted. Your 

application is now being 

assigned to one of our 

Planners.  However, you 

are not done!!!  Click “Go 

to my new permit” to 

upload required 

documents. 

 

 

Step 8 

Before a Planner can begin 

reviewing your application, 

there are still items that you 

need to upload. Please scroll 

down to the “Submittals” 

header on this page.  
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Step 9 

Next to each submittal item, 

click on the blue hyperlink to 

attach a PDF. Please attach, 

at minimum, your General 

Use Application & your plans. 

Your assigned planner will let 

you know if any other 

submittal items are needed. 

 

 

 

 

Step 9 

Clicking the blue hyperlink 

will take you to this page. 

Click “Upload” to upload a 

new file for this submittal 

item.  
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Step 10 

Click “Choose File”. Once 

you have a file chosen, 

click “Upload”.  Please 

make sure the file you are 

uploading is properly 

named, ie plans. 

 

 

 

 

 

 

Step 11 

If your PDF uploaded 

successfully, you should 

now see it under ‘Submitted 

File’. You can now click 

“Return to Permit Detail”. 
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Step 12 

If you have successfully 

submitted your 

application & attached the 

required documents, this 

is what you should now 

see. Your assigned planner 

will be contacting you 

shortly with information 

on fee payment & other 

submittal items required.  
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PAYING FEES ONLINE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1 

Once your assigned planner has 

manually turned on the fees for 

your permit, you should see a 

‘Total Due Amount’ on the portal 

homepage.  Click the “Pay” button 

to proceed to the secure payment 

portal. 

 

Step 2 

Click “+Add” next to 

whatever permits you are 

paying for to add them to 

your cart. 
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Step 3 

You should now see a 

dollar amount in your 

cart. Click “Proceed to 

Checkout”. 

 

Step 4 

You can now review your 

cart, and then click “Proceed 

to Payment”. 
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Step 5 

Enter your credit card 

information and then click 

“Pay Now”. You should 

automatically receive a 

receipt after payment, but if 

you do not, please contact 

your Planner. 
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ADDING ANOTHER USER TO YOUR PERMIT 
 

 

 

 

 

 

  

Step 1 

If you’d like to allow another 

user to access your permit 

(for the purpose of paying 

fees, uploading submittal 

items, etc) first contact your 

Planner and they will provide 

you with a code. Once you 

have received the code, the 

other user needs to create an 

account and click “View” on 

the portal home page. 

 

Step 2 

The other user will need to 

click “Don’t see your 

application?” at the bottom 

of the page. 
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Step 3 

The other user will now enter 

the access code that your 

Planner sent you. Keep in 

mind that the code is permit-

specific, so if you have more 

than one permit that another 

user needs to access, you will 

need access codes for each.  

Click “Submit” to proceed. 

 

Step 4 

Once the other user 

navigates back to the Portal 

home page, and clicks “View” 

again, they should now see 

the permit in the list and 

have full access to it. 

 


