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To start the process: Sign In 

 Registration is required click here for more information 
 Contractors are required to complete Contractor Registration if they do not appear in 

the Conctractor Search 
 Select Apply for a Permit – please note data collection will vary by application type 

 

 
 
Step 1 | Application Type 

 Select the application type that best fits your needs 
 Enter as much information in the Describe the work being done field 
 Complete all the fields 

 



 
 

 

Step 1 | Application Type - continued 
 Complete all the fields 

 

 
 
Step 2 | Permit Type 

 Select Permit Type, several items are greyed out and are required by default 
 

 
 



 
 

 

Step 3 | Work Items 
 Choose all that apply 
 Items that are grey out are required by default 

 

 

 



 
 

 

Step 4 | Description of Work 
 When complete with Description of Work – click Next Step: Location 

 

 
 
Step 5 | Location  

 For lots recorded within 10-15 days, if your address doesn’t auto-complete as you type, 
click “Can’t find ad address?” and enter your address 
 

 
 
 
 
 
 



 
 

 

Step 6 | Contacts   
 For permits that require a licensed contractor, choose a contractor for each trade 

within the address book.   
 

 
 
Step 7 | Upload Files  

 Upload all requested documentation 
 

 



 
 

 

 
 
Step 8 | Review & Submit  

 Review your information for completeness 
 Agree to the legal notice 
 Complete the captcha 
 Click Submit Application & you’re done! 

 

 


